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STATEMENT OF POLICIES AND OBJECTIVES

A. INTRODUCTION

The Section 8 Rental Assistance Program was enacted as part of the Housing and
Community Development Act of 1974, which recodified the U.S. Housing Act of 1937.
The Act has been amended from time to time, and its requirements, as they apply to the
Section 8 Housing Choice Voucher Program are described in and implemented through
this Administrative Plan.

Administration of Franklin Township Housi ng
Voucher Program and the functions and responsibilities of FTHA staff shall be in
compliance with FTHA®GsS Personnel Policy, t

Devel opment s (HUD) Section 8 regulations, ;
housing laws including all Fair Housing and Civil Rights Law and Regulations.

B. JURISDICTION

The Jurisdiction of the FTHA is the Town of Franklin, New Jersey.

C. MISSION STATEMENT

The mission of the Franklin Housing Authority is to provide, through public and private
partnership, decent, safe and sanitary affordable housing fantmme families without
discrimination, to improve the quality of life for reside and to promote family self
sufficiency.

D. PURPOSE OF THE ADMINISTRATIVE PLAN

The purpose of the Administrative Plan is to establish policies and guidelines for
administering the Housing Choice Voucher (Section 8) Program in a manner consistent

with Federal regulations and Program objectives. The Administrative Plan covers
admission to and continued participation in the Housing Choice Voucher (Section 8)
Progr am. This Administrative Plan is set f
operating tle housing programs in the context of Federal laws and regulations and
FTHAG6s five (5) year Strategic and Annual
Choice Voucher (Section 8) Program not addressed in this document are governed by

such Federal regulatns, HUD memoranda, Notices and guidelines, or other applicable

law.

FTHA is responsible for complying with all changes in HUD regulations pertaining to
these Programs. If such changes conflict with this Plan, HUD regulations will have



precedence. Theiorg i n a l Pl an and any changes must be
Commissioners and a copy is to be provided to HUD. When circumstances arise and are

not addressed by provisions in this Plan they will be reviewed on sbgasese basis

and appropriate actis will be taken as warranted. These actions will be documented by

the responsible staff.

E. FAIR HOUSING AND EQUAL OPPORTUNITY

Nondiscrimination

The Authority affirmatively furthers Fair Housing in the administration of the program by
complying fully with all Federal, State, and local nondiscrimination laws and administers
programs in accordance with the rules and regulations governing Fair Housing and Equal
Opportunity in housing, and marketing the program to members of protected classes who
areaditl el i kely to applyo.

The Authority shall not discriminate against any applicant, participant, or landlord
because of race, color, creed, national or ethnic origin or ancestry, religion, sex, age,
disability, source of income, marital status or presencehdfiren in a household
(protected classesyhe FTHA will not discriminate on the basis of sexual orientation or
other protected classes under state and local codescritéria will be applied, or
information be considered pertaining to attributes drab@r that may be imputed by
some to a particular group or category. The Authority shall not deny any family the
opportunity to apply for housing (when the waiting list is open) or deny any eligible
applicant the opportunity to lease a housing unit theéts family needs and program
requirements.

Applicable Federal Laws and Regulations

Federal laws require FTHA to treat all applicants and participants equally, providing the
same quality of service, regardless of family characteristics and backgrdwen&THA

will comply fully with all federal, state, and local nondiscrimination laws, and with rules
and regulations governing fair housing and equal opportunity in housing and
employment, including:

1. Title VI of the Civil Rights Act of 1964

2. 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)

Executive Order 11063
Section 504 of the Rehabilitation Act of 1973
The Age Discrimination Act of 1975

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

7. Violence Against Women Reauthorization Act of 2005 (VAWA)
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8. When more than one civil rights law applies to a situation, the laws will be nelad a
applied together.

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

The FTHA will not use membership in any protected class to:

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

2. Provide housing that is different from that provided to others
3. Subject anyone to segregation or dispatra@tment

4. Restrict anyoneb6s access to any benefit
housing program

5. Treat a person differently in determining eligibility or other requirements for
admission

6. Steer an applicant or participant towandaway from a pdicular area based any of
these factors

7. Deny anyone access to the same level of services

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

9. Discriminate in the provision of resideaitreal estate transactions

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

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

Providing Information to Families and Owners

1. The FTHA will ensure that families and owners are fully aware of all applicable civil
rights laws. As part of the briefing process, the FTHA will provide infdionato
HCV applicant families about civil rights requirements and the opportunity to rent in
a broad range of neighborhoods [24 CFR 982.301].

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

Discrimination Complaints

1. If an applicant or participant believes that any family member has been discriminated
against byFTHA or an owner, the family should advise FTHA.

2. HUD requires FTHA to make every reasonable attempt to determine whether the
applicantds or participantdés assertions
action

e
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. In addition, the FTHA is requiredto provide the applicant or participant with
information about how to file a discrimination complaint [24 CFR 982.304].

. All applicable Fair Housing Information and Discrimination Complaint Forms will be
made available to applicants and participants, dioly form HUD903 or form
HUD-903A.

. REASONABLE ACCOMMODATIONS FOR PEOPLE WITH DISABILITIES

. FTHA, as a public agency that provides low rent housing to eligible families, has a
| egal obligation to provi de Areasonabl e
paticipants if they or any family members have a disabil$. CFR § 8.4

. An applicant or participant with a disability may request information or an
accommodation by contacting the Executive Director at 1 Parkside , Somerset, New
Jersey 08873 or by teleph® (732)548430.

. A reasonable accommodation is some modification or change FTHA can make to its

offices, or methods and procedures that will assist an otherwise eligible applicant or
participant with a disability grogrants,ake f ul
including those that are operated by other agencies in FGWd#ed public space4

CFR §8.20

. An accommodation is not reasonable if #4 CFR 8§ 8.21(b) and 24 CFR 8§
8.24(a)(2)

a. Causes an undue financial and administrative burden; or
b. Representshundament al alteration in the natu

. Subject to the undue burdens and fundamental alterations tests, FTHA will correct
physical situations in its offices or procedures that create a barrier to equal housing
opportunity for all.

. To pg mi t people with disabilities to take f
program and nchousing programs, in accordance with Section 504 and the Fair

Housing Amendments Act of 1988, FTHA shall comply with all requirements and
prohibitions in applicabléaw.

. Facilities and programs used by applicants and participants shall be accessible to
persons in wheelchairs, persons with sensory impairments and other persons with
disabilities. Application and administrative offices, hearing rooms, etc. will bdeusab

by residents with a full range of disabilities.

. Documents and procedures used by applicants and residents will be accessible for
those with vision, hearing or other sensory impairments. Also, all documents will be
written simply and clearly to enabl@g@licants with learning or cognitive disabilities

to understand as much as possildé4.CFR § 8.6

. Examples of reasonable accommodations include, but are not limited to: 24 CFR §
8.4



a. Making alterations to a FTHA office or administrative facility to makéuily
accessible so it could be used by a family member with a wheelchair;

b. Permitting applications and reexaminations to be completed by mail,

c. Conducting home visits instead of requiring applicants and participants to come to
FTHA offices;

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

e. Providing time extensianfor locating a unit when necessary because of lack of
availability of accessible units or special challenges of the family in seeking a
unit;

f. Permitting an authorized designee or advocate to participate in the application or
certification process and anyher meetings with FTHA staff;

g. Di splaying posters and other housing i1 nfo
office in such a manner as to be easily readable from a wheelchair ;

h. Permitting a participant to move from an apartment that cannot be made
acessible to an apartment that is or can be made accessible;

i. Widening the door of a community room or public restroom so a person in a
wheelchair may use the facility;

J. Intervening with a landlord so that he/she will permit a participant with a
disability tomake unit modifications as permitted by the Fair Housing Act.

k. Making sure that FTHA processes are understandable to applicants and residents
with sensory or cognitive impairments, including but not limite@tbCFR § 8.6

1) Making large type documents, caties or a reader available to an applicant
or resident with a vision impairment during interviews or meetings with
FTHA staff;

2) Making a sign language interpreter available to an applicant with a hearing
impairment during interviews or meetings with FTHAf§

3) Permitting an outside agency or individual to assist an applicant with a
di sability to meet the FTHAOs applicant

10.An applicant family that has a member with a disability must still be able to meet
essential obligations of tenancyhey must be able 24 CFR § 8.3

a. to pay rent and other charges (e.g. utility bills) as required by the lease in a timely
manner;

b. to care for and avoid damaging the apartment and common areas;
c. to use facilities and equipment in a reasonable way;
d. to create ninealth, or safety hazards, and to report maintenance needs;
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e. not to interfere with the rights and peaceful enjoyment of others, and to avoid
damaging the property of others;

f. not to engage in prohibited criminal activity that threatens the health, safety o
right to peaceful enjoyment of the premises by other residents or staff; and not to
engage in drugelated criminal activity; and

g. to comply with necessary and reasonable rules and program requirements of HUD
and the FTHA There is no requirement that yhée able to do these things
without assistance.

11.If an applicant or resident family member needs assistance with one of the essential
obligations of tenancy, FTHA will, as a reasonable accommodation, make a referral
to an individual or agency that caropide such assistance. 24 CFR § 8.20

12.1f an applicant or resident receives a referral to an agency or individual who can assist
the applicant or resident with complying with the essential obligations of tenancy, the
applicant or resident is not obligated docept the service, but if refusing service
results in a lease violation, FTHA may terminate the lease. 24 CFR § 8.2

13.An applicant or resident family with a member who has a disability and needs or
wants a reasonable accommodation may request it at agy #CFR § 8.20

14.1f an applicant or resident would prefer not to discuss the situation with the FTHA,
that is his/her right.

Verification of Disability

1. The regulatory civil rights definition for persons with disabilities for the purpose of
obtaininga reasonable accommodation is much broader than the HUD definition of
disability which is used for waiting list preferences and income allowances.

2. Before providing an accommodation, the FTHA must determine that the person meets
the definition of a pemn with a disability, and that the accommodation will enhance
the familydés access to the FTHAGs progr ams

3.1 f a personds disability is obvious or ot h
for the requested accommodation is also readpparent or known, no further
verification will be required [Joint Statement of the Departments of HUD and Justice:
Reasonable Accommodations under the Fair Housing Act].

4. When verifying a disabil it ydisalltylwil benf or mat i
treated withconfidentiality. In addition to the general requirements that govern all
verification efforts, the following requirements apply when verifying a disability:

a. Third-party verification must be obtained from an individual identified by th
family who is competent to make the determination. A doctor or other medical
professional, a peer support group, a-nuedical service agency, or a reliable
third party who is in a position to kno
provide verificaton of a disability [Joint Statement of the Departments of HUD
and Justice: Reasonable Accommodations under the Fair Housing Act]

11



b. The FTHA must request only information that is necessary to evaluate the
disability-related need for the accommodation. HI&HA will not inquire about
the nature or extent of any disability.

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

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:

A Has a physical or ment al i mpairment t he
major life activities of an individual, or

A Has a record of such impairment, or

A I's regarded as having such impairment
The phrase fiphysical or ment al i mpairmento i

A Any physi ol ogi cal di sorder or condi ti

anatomical loss affecting one or more of the following body systems: neurological,
musalloskeletal; special sense organs; respiratory, including speech organs;
cardiovascular; reproductive; digestivgenitaturinary; hemic and lymphatic; skin; and
endocrine; or

A  Any mental or psychological dimorder,
syndrome, emotional or mental illness, and specific learning disabilities. The term
Aphysical or ment al i mpairmento includes,

conditions as orthopedic, visual, speech and hearing impairments, cerebral palsy, auti
epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental
retardation, emotional iliness, drug addiction and alcoholism.

AMaj or l'ife activitieso includes, but i's n
manual taks, walking, seeing, hearing, breathing, learning, and/or working.

AHas a record of such i mpairmento means has
having, a mental or physical impairment that substantially limits one or more major life
activities.

Al s regarded as having an i mpairmento i s ¢
impairment that does not substantially limit one or more major life activities but is treated

by a public entity (such as the FTHA) as constituting such a limitation; hasaidhe

impairments defined in this section but is treated by a public entity as having such an
impairment; or has a physical or mental impairment that substantially limits one or more

major life activities, only as a result of the attitudes of othersutdwhat impairment.

The definition of a person with disabilities does not include:
A Current illegal drug users

12



A People whose alcohol wuse interferes with

A Persons who objectively pos doothersthar e ct
cannot be controlled with a reasonable accommodation under the HCV program

The above definition of disability determines whether an applicant or participant is
entitled to any of the protections of federal disability civil rights laws.sTlauperson

who does not meet this disability is not entitled to a reasonable accommodation under
federal civil rights and fair housing laws 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, the $400 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
accommodation request is much broader than the HUD definition of disability. Many
people will not qualify as a disabled personden the HCV program, yet an
accommodation is needed to provide equal opportunity.

Approval/Denial of a Requested AccommodatiofJoint Statement of the Departments
of HUD and Justice: Reasonable Accommodations under the Fair Housing Act].

1. The FTHA mwst approve a request for an accommodation if the following three
conditions are met:

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

c. The requested accommodation isigenable, meaning it would not impose an
undue financial and administrative burden on the FTHA, or fundamentally alter

t h

the nature of the FTHAO6s HCV operations

with HUD requirements and regulations).

2. Requests for acenmodations must be assessed on a-log®ase basis, taking into
account factors such as the cost of the requested accommodation, the financial
resources of the FTHA at the time of the request, the benefits that the accommodation
would provide to the farty, and the availability of alternative accommodations that

woul d effectively meladedneeds.e famil yds disabi

Denial or Termination of Assistance
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1. FTHAG6s decision to deny or terminate the

person withdisabilities is subject to consideration of reasonable accommodation [24
CFR 982.552 (c) (2(IV)].

a. When applicants with disabilities are denied assistance, the notice of denial must

inform them of FTHAG6s i nfor mal raevi ew pi

hearing. In addition, the notice must inform applicants with disabilities of their
right to request reasonable accommodations to participate in the informal hearing
process.

b. When a participant familyds assistance

mu st i nform them of FTHAGs infor mal heari

hearing and reasonable accommodation.

c. When reviewing reasonable accommodation requests, the FTHA must consider
whether any mitigating circumstances can be verified to expladovercome the
problem that l ed to FTHAOGSs decision to
reasonable accommodation will allow the family to meet the requirements, the
FTHA must make the accommodation.

. PROVIDING INFORMATION IN LANGUAGES OTHER THAN ENGL ISH

. For persons with Limited English Proficiency (LEP), language can be a barrier to
accessing important benefits or services, understanding and exercising important
rights, complying with applicable responsibilities, or understanding other information
provided by the HCV program.

. The FTHA will 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).

. If trandation services are required for other languages, the applicant or participant
may request a friend or family member to accompany him or her to the meeting or the
FTHA will refer applicants and participants to agencies who assist ethnic groups.

. In a ourtroom, a hearing, or situations in which health, safety, or access to important
benefits and services are at stake, the FTHA will generally offer, or ensure that the
family is offered through other sources, competent services free of charge to the LEP
person.

. OUTREACH TO ELIGIBLE FAMILIES, AFFIRMATIVE MARKETING

1. The Authority reserves the right to open or close the waiting list based on the
supply of available vouchers and applicants. The Authority publicizes and
disseminates information concernirige availability and nature of housing
assistance tmcome eligible families.

2. To reach families from all backgrounds, the Authority advertises through a wide
variety of sources including: daily and local newspapers, minority media, and
service ageties.

14



3. An effort will be made to notify agencies that specifically address the needs of
individuals with disabilities and any other members of protected classes who may
be proportionally underserved by the Program.

. OWNER OUTREACH

1. Outreach to progrty owners is conducted on an ongoing basis to develop interest
in the program and to increase the number of units available ipdoerty areas.
The Authority welcomes the participation of owners of decent, safe, and sanitary
housing units.

2. The Authaity periodically makes personal contact with private property owners,
property managers, and real estate agen&esgram requirements are explained
and printed material is offered to acquaint the prospective owner participants with
opportunities availble through the program.

3. The Authority maintains a list of interested property owners and units available
for the program. Upon receipt of an owner listing, the unit information is
recorded and made available to all applicants and participants.

4. Wheneve a property owner makes a unit available for the program, the Authority
will inquire as to whether the unit is accessible and the extent of the accessibility.

5. The Authority will make an effort to contact and encourage local property owners
with units speially designed or adapted for persons with mobility impairments
and other disabilities and those who may be willing to adapt units to participate in
the program.

6. The FTHA conducts periodic owner orientations as necessary to review
applicable updates the HCV Program, improve relations, and potentially recruit
new owners.

OWNER OUTREACH IN LOW POVERTY AREAS

1. In order to encourage the participation of owners of units located outside high
poverty or minority areas, the Authority may employ outreach anedimpaigns
that include issuing public service announcements to radio and television stations,
and places notices in major and community newspapers and publications.

2. The Authority encourages program participation by owners of units located
outside areasf poverty or minority concentration. The Authority periodically
evaluates the demographic distribution of assisted families as it relates to HUD
and Census data to identify areas within the jurisdiction where owner outreach
should be targeted. The pusgsoof these activities is to provide more choices and
better housing opportunities to families. Voucher holders are informed of the full
range of areas where they may | ease unit
are given a list of owners who ardlimg to lease units outside areas of poverty or
minority concentration.
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J. PRIVACY RIGHTS OF CLIENTS

1. All applicant or participant household members 18 years of age or older must sign
Form HUD9886, Authorization for Release of Information. This docoime
incorporates the Federal Privacy Act Statement and describes the conditions under
which HUD will release family information.

2. All information relating to a participant or applicant family is confidential.
FTHAGs policy r egar disnngaccorgahce with &ederyal, i nf or
State, and local laws, which may restrict the release of family information.

3. All applicant and participant files are treated as confiderfiBHA staff will not
discuss family information contained in its files unless ehieran (authorized)
business reason to do so. Inappropriate discussion of family information or
improper disclosure of family information by staff will result in disciplinary
action.

4. In accordance with HUD requirements, the FTHA will furnish prospectivieers
with the familyds current address as sho\

FTHA, the name and address of the [ andl c
addr ess. A statement of t he FTHAOGS pol
prospective landlordsvill be included in the briefing packet provided to the

family

K. MANAGEMENT ASSESSMENT OBJECTIVES

1. The FTHAG6s policies, procedures, and tra
t o t he goal s, objectives, and perfor mar
Managment Assessment Program (SEMAP). To comply with HUD and other
pertinent regulations, the FTHA will maintain records, reports and other
documentation for a period of time that is in accordance with HUD requirements
and in a manner that will allow an auditchousing professional or other
interested party to assess FTHA's operational procedures objectively and with
accuracy.

2. Specifically, records and reports will be maintained for the purpose of complying
with the following SEMAP performance measures:
(a) Selection from the Waiting List
(b) Rent Reasonableness
(c) Determination of Adjusted Income
(d) Utility Allowance Schedule
(e) HQS Quality Control Inspections
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(H HQS Enforcement

(g9) Expanding Housing Opportunities

(h) FMR/Exception Rent & Payment Standards

() Annual Recertifications

()) Correct Tenant Rent Calculations

(k) PreContract HQS Inspections

() Annual HQS Inspections

(m)Leaseup

(n) Family SeltSufficiency Enrollment and Escrow
(o) Deconcentration Bonus Indicator

3. In addition to the SEMAP factors above, to ensure quality cordgupervisory
staff performs random audits of the following functions:

(a) Not less than ten percent of new admissions
(b) Not less than ten percent of reexaminations

L. ADMINISTRATIVE FEE RESERVE

FTHA will obtain Board of Commissioners approval for any uséhef Administrative
Fee Reserve.

M. THE HOMEOWNERSHIP PROGRAM

The Authority reserves the right to implement a Homeownership Program, utilizing up to
the HUD-approved number of FTHA Homeownership Vouchers.

N. THE PROJECT-BASED ASSISTANCE PROGRAM

The Authority reserves the right to implement a Project Based Assistance program,
utilizing up to the HUDBapproved number of FTHA Project Based Vouchers.

I. ELIGIBILITY FOR PROGRAM ADMISSION
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A. ELIGIBILITY FACTORS

To be eligible for admission, an applicamust meetH U D &riteria, as well as any
permissible, additional criteria established by the Authority.

HUD criteria for eligibility require that an applicant must:
1. Be afamily, as defined at 24 CFR 982.201, and further in this Administrative Plan;
2. Beincome eligible;

3. Provide Social Security numbers for all household members as required or certify that
a family member has no social security number;

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

5. Consenttothe HTA6s <col |l ection and use of family
FTHA-provided consent forms; and

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

B. ELIGI BILITY FACTOR: FAMILY and HOUSEHOLD COMPOSITION

1. DEFINITIONS
The applicant must qualifyasafamily A Af ami |l yo0 may consists o

A group of personsTwo or more persons sharing residency whose income and resources

are avail abl e teeds and who are &iteer relaed iby bjodds marriage,
guardianship or other operation of law, or who evidenced a stable family relationship

over a period of time (not | ess than one yes
may include any of the fldwing: joint tax return, prior lease (held jointly), joint bank

accounts, shared living expenses, insurance policies held by one party naming the other

as beneficiary, or equivalent documentation as determined by the Authority.

A single person A family may also be a single person who is elderly, near elderly,
disabled, displaced, the remaining member of a participant family or who meets none of
these definitions but is a single person who is otherwise eligible and intends to live alone.

In a family with one individual, that person is the head of household. When there are two
adults, the family determines who the head of household is and the second adult may be
the spouse of the head or-lead, or a dependent if that adult is a-fufle student or a
person with a disability.

A single, pregnant woman is considered a -peoson family for purposes of this
program.
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HEAD OF HOUSEHOLD [24 CFR 5.504(b)]:_The Head of Household is the adult
member of the household who is designated by the family as tseadholly or partly
responsible for paying the rent, and has the legal capacity to enter into a lease under
State/local law.

SPOUSE OF HEAD: The Spouse of Head is defined as the marriage partner who, in

order to dissolve the relationship, would haveéadivorcedT he ter m ASpouseo d
apply to friends, roommates, significant others, ehead of household. (Common law

marriage is not recognized in the State of New Jersey.)

CO-HEAD OF HOUSEHOLD: _An individual in the household who is equally
respnsible for the lease with the Head of Household. A family may have a spouse or co
head but not both. A ebead never qualifies as a dependent.

DEPENDENT [24 CFR 5.603]

A dependenis a family member who is under 18 years of aga person of any ageho

is a person with a disability or a filme student, except that the following persons can
never be dependents: the head of household, spoukeado foster children/adults and
live-in aides Identifying each dependent in the family is important beeaeach
dependent qualifies the family for a deduction from annual income

1. Children who are subject to a joint custody agreement and live in the unit at least 51%
of the time wild.l be considered family memb
days ofthe year, which does not have to run consecutively).

2. In a joint custody arrangement, if the minor is residing in the assisted dwelling less
than 183 days per year, the minor will be considered an eligible visitor and not a
family member (not on the leas This means the minor may spend the amount of
time in the home authorized in the custody arrangement.

3. A child who is temporarily away from the home because of placement in Foster Care
is considered a member of the Family if it can be verified thatckhld will be
returned to the home.

4. Children who are away from home because they are attending school out of town will
be considered family members if it can be documented that they will be living in the
household over summers and holidays.

When more thn one applicant or participant family is claiming the same
dependents as family members, the family with primary custody and/or primary
residence as set forth in a judgment or court decision at the time of the initial
examination or reexamination will kable to claim the dependents. If there is a
dispute about which family should claim them, the FTHA will make the
determination based on available documents such as court orders, school
enrollment records, benefit/subsidy records, or an IRS return showhnngh w
family has claimed the child for income tax purposes.
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FULL -TIME STUDENT [24 CFR 5.603]

A full-time studen{FTS) is a person who is attending school or vocational training on a
full-time basis. The time commitment or subject load that is needbd fall-time is
defined by the educational institution.

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

ELDERLY AND NEAR -ELDERLY PERSONS, AND ELDERLY FAMILY [24
CFR 5.100 and 5.403]

Elderly Persons

An elderly persons a person who is at least 62 years of age.
Near-Elderly Persons

A nearelderly persons a person who is 561 years of age.
Elderly Family

An elderly familyis one in which the head, spouse;head or sole member is an elderly
person. Identifying elderly families is important because these families qualify foalspeci
deductions from income as described in Chapter V.

PERSONS WITH DISABILITIES AND DISABLED FAMILY [24 CFR 5.403]
Persons with Disabilities

Under the HCV program, special rules apply to persons with disabilities and to any
family whose head, spouse, oo-headis a person with disabilities. The technical
definitions of individual with handicaps and persons with disabilities are provided in
Exhibit II-1 at the end of this chapter. These definitions are used for a number of
purposes including ensuring thaersons with disabilities are not discriminated against
based upon disability.

As discussed in Chapter I, the FTHA must make all aspects of the HCV program
accessible to persons with disabilities and consider reasonable accommodations requested
basedupn a personb6s disability.

Disabled Family

A disabled familyis one in which the head, spouse, arheadis a person with
disabilities. Identifying disabled families is important because these families qualify for
special deductions from income as ddsadiin Chapter V.
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GUESTS [24 CFR 5.100]

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

A guest can remain in the assisted unit no longer than 3fecotive days or a
total of 90 cumulative calendar days during anyniéhth period.

Children who are subject to a joint custody arrangement or for whom a family has
visitation privileges, who are not included as a family member because they live
outside 6the 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 procegelus expected to last 40 consecutive
days). An exception will not be made unless the family can identify and provide
documentation of the residence to which the guest will return.

This is a programmatic condition and is separate from and in additioy lease

term or condition entered into between the assisted family and owner. Failure to
adhere to this policy by an assisted family can result in termination of a family
from the program.

HOUSEHOLD MEMBERS (who are not Family Members)

An assisted houkeld may include both family members (as described above) and
household members, who do not meet the definition above but who are permitted to live
in the unit if approved by the Authority. Household members would include:

1. Live-in Aide, as defined below;
2. Foster child or foster children, as defined in this Administrative Plan; and
3. Foster adult, as defined in this Administrative Plan.

LIVE -IN AIDE: A family may include a liven aide provided that the livia aide:

Is determined by FTHA to be essentio the care and well being of an elderly person, a
nearelderly person, or a person with a disability. A near elderly person may be defined
as someone at least 50 years of age;

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

Would not be Ning in the unit except to provide care for the persoa(s) does not
have a right to the apartment or to the Section 8 rental assistance subsidy.

Live-in aide will be required to sign a consent form allowing the FTHA to conduct a
criminal backgroundleeck.
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A live-in aide is treated differently than family members:

Income of the livan aide will not be counted for purposes of determining eligibility or
level of benefits;

Live-in aide is not subject to Ne@itizen Rule requirements; and

Live-in aide will not be considered as a remaining member of the applicant or participant
family.

A live-in aide may only reside in the unit with the prior written approval of the FTHA
and owner. Written verification will be required from a reliable, knowdediie
professional, such as a doctor, social worker or case worker. The verification must
specifically state that a livim aide is essential for the daily care of the family member
who is elderly, neaelderly or disabled.

Relatives are not automaticakxcluded from being livén aides, but they must meet all
of the elements in the livia aide definition described above.

The livei n ai debés family members may also resi
owner 6s prior writteneleweppravaldsThampt §s eneaen
not overcrowd the unit.

Theliveein-ai debdés family does not have any right t
rental assistance subsidy.

At any time, FTHA may refuse to approve a particular person as -inliaele or may
withdraw such approval if the person:

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

Commits drugrelated criminal activity or violent criminal activity;

Currently owes rent asther amounts to the FTHA or to another PHA in connection with
Section 8 or public housing assistance under the 1937 Act; or

The person is subject to a lifetime registration requirement under a state sex offender
registration program

Any other reasoallowed under HUD regulation.

When determining the unit size (humber of bedrooms) for which a family qualifies, the
Authority takes into account both family members and approved household members.

FOSTER CHILDREN AND FOSTER ADULTS
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Foster adultsare usally persons with disabilities, unrelated to the tenant family, who are
unable to live alone [24 CFR 5.609].

The termfoster childis not specifically defined by the regulations.

Foster children and foster adults who are living with an applicant otexb$enily are
considered household members but 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 deduction [24 CFR 5.603; HRID58 IB, p. 13].

ABSENT FAMILY MEMBERS

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

Definitions of Tempararily and Permanently Absent

Generally an individual who is or is expected to be absent from the assisted unit for 180
consecutive days or less is considered temporarily absent and continues to be considered
a family member. Generally an individual whe ar 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 general policy are discussed below.

Absent Students

When someone who has been sidared a family member attends school away from
home, the person will continue to be considered a family member unless information
becomes available to the FTHA indicating that the student has established a separate
household or the family declares tha¢ 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 result of placement in foster care are
considered members of the family.

If a child has been placed ifoster care, the FTHA will verify with the appropriate
agency whether and when the child is expected to be returned to the home. Unless the
agency confirms that the child has been permanently removed from the home, the child
will be counted as a family ember.

The family head, spouse, op-headis responsible for keeping the FTHA notified of
changes in the family composition. If the family head, spouse;odread receives
verification that the child has been permanently removed from the home, thedassis
family must supply the information to the FTHA. Failure to supply the information in a
timely manner is cause for termination of the assisted voucher.

Absent Head, Spouse, o€o-head

An employed head, spouse, @rheadabsent from the unit more thd®0 consecutive
days due to employment will continue to be considered a family member.
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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 longeronsidered a family member and the income of that person is not
counted [HCV GB, p. 22].

The PHA 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 temporarily absent. The family
may present evidence that the family member is confined on a permanent basis and
request that the person not be considered a family member.

Return of Permanently Absent Family Members

The family must request FTHA approval for the return of any adult family members that
the FTHA has determined to be permanently absent. FTHA will only approve the return
of elderly persons or persons with disabilities. The individual isestiltp the eligibility

and screening requirements discussed elsewhere in this plan.

SPLIT HOUSEHOLDS PRIOR TO VOUCHER ISSUANCE

When a family on the waiting list splits into two (or more) otherwise eligible families and
the new families both claim thame placement on the waiting list, FTHA will make the
decision as to which household should receive a subsidy taking into consideration the
following factors:

Which family unit retains the children or disabled or elderly member(s);
Which family unit neets the highest priority local preferences;

Any court or legal determination;

Role of domestic violence in the split; and

Recommendati ons of social service agencies
protective services.

MULTIPLE FAMIL IES IN THE SAME APPLICANT HOUSEHOLD

When a family, which consists of two or more families living together (such as a mother
and father and a daughter with her own husband or children), applies for assistance,
FTHA will treat the family as a singtamily unit.

FAMILY BREAK -UPS

The FTHA has discretion to determine which members of an assisted family continue to
receive assistance if the family breaks up. However, if a court determines the disposition
of property between members of the assisted familydiv@ce or separation decree, the
FTHA is bound by the courtdés determinat.i
receive assistance.
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1. When a family on the waiting list breaks up into two otherwise eligible families, only
one of the new families may retdime original application date. Other former family
members may make a new application with a new application date if the waiting list
is open.

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

3. In the absence of a judicial decision, or an agreement among the original family
members, the FTHA will determine which family retains their placement on the
waiting list, or will continue to receive assistance taking inbnsideration the
following factors:

a. the interest of any minor children, including custody arrangements,
b. the interest of any ill, elderly, or disabled family members,

c. any possible risks to family members as a result of domestic violence or
criminal adivity,

d. the recommendations of social service professionals, and
e. head of household on the application or lease,

4. 1 f dependents are the only fAremaining memt
family member able to assume the responsibilities of the behdusehold, FTHA
reserves the right to admit an individual who is willing to assume the responsibilities
of the head of household and who passes criminal history screening so that the
dependents will not be forced to leave their home.

TRANSFER OF APPLICANT STATUS

In the case where a family applies for a Voucher and the Head of Household, Spouse or
Co-Head of Household voluntarily withdraws from the application with prior FTHA
approval, the remaining applicants and otherwise eligible family will belezhtto
placement on the waiting list based on the original date of application.

If the family member was not eighteen (18) years of age at the time the application was
submitted, a new date of application will be given to reflect the date the familypenem
attained the legal age of consent.

C. ELIGIBILITY FACTOR: INCOME LIMITATIONS AND TARGETING

To be income eligible, the family must qualify for any of the following categories:

1. Families admitted from the waiting list must be \Wgw Income or Extemely
Low Income Families; or

2. Low income families who are continuously assisted in Public, Indian, or Section 8
housing;
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3. Low | ncome families being relocated
pursuant to revitalization or redevelopment;

4. Low-Income norpurchasing families participating in a homeownership program;
(leasepurchase); or

5. Low-Income or Moderaténcome families displaced as the result of-payment
of the mortgage or voluntary termination of an insurance contract on a project
based HUDBassised development or a displaced family residing in a project
subject to a resident homeownership program; or

6. Low income families/individuals being displaced from projeased Section 8
housing at the end of the term of the assistance contract.

To determme if the family is income eligible, the FTHA compares the annual income of
the family to the applicable income || i mi
income exceeds the income limit will be denied admission, notified of the denial and
offeredan informal review.

In compliance with federal regulations, each fiscal year, the FTHA will target 75% of all
new admissions to the Housing Choice Voucher (Section 8) Program to families at or
below 30% of median area income.

For initial leaseup, portdility families must be within the very losmcome limit for the
jurisdiction in which they want to live.

D. ELIGIBILITY FACTOR: SOCIAL SECURITY NUMBERS [24 CFR 5.216 and
5.219

Families are required to provide Social Security Numbers for all famimlees ages 6

and older prior to admission, or to certify that members have no Social Security
Numbers.  Failure to furnish verification of social security number is grounds for
denial/termination of assistance.

A valid Social Security card issued by t8ecial Security Administration or an original
letter to the family from the Social Security Administration in which the number is
indicated is acceptable verification.

If a family member has applied for but not yet received a Social Security Cardgaloffic
verification from the Social Security Administration of the application for a social
security card that lists the social security number will be accepted. The family must
provide the Authority with the social security card at the time of receipt threahext
annual recertification.

Any family members that do not have social security numbers will be required to certify
to that fact. Parents or Guardians must certify for children under the age of 18.
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Persons who disclose their Social Security Nunihg cannot provide verification must
sign a certification and provide verification within 60 days. Elderly persons must provide
verification within 120 days.

E. ELIGIBILITY FACTOR: CITIZENSHIP OR ELIGIBLE IMMIGRATION
STATUS [24 CFR 5, Subpart E]

Houshg 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 noncitizen
with 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, the notice mustdanguage that
is understood by the individual if the individual is not proficient in English.

Declaration [24 CFR 5.508]

HUD requires each family member to declare whether the individual is a citizen, a
national, or an eligible noncitizen, excapbse 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, nationals and eligible noncitizens the
declaration must be signed pamally by the head, spousayrhead 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 to contend their immigration status (see
Ineligible Noncitizens beloyv No declaration is required for liva aides, foster children,

or foster adults.

Eligible Noncitizens

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

must sign a verification consent form and cooperate WitHA- efforts to verify their

immigration status as described in Chapter VI. The documentation required for
establishing eligible noncitizen status varies depending upon factors such as the date the

person entered the U.S., the conditions under which d@igioiigration status has been
granted, the persondés age, and t hdéundddat e on v
assistance.

Lawful residents of the Marshall Islands, the Federated States of Micronesia, and Palau,
together known as the Freely AssoethtStates, 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 LawSD2g.

Mixed Families A family is eligible for assistance as long ddemst one member is a
citizen or eligible immigrant. Families that include eligible and ineligible individuals are
called "mixed families." Mixed families will be given notice that their assistance will be
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prorated and that they may request a hearinthefy contest this determination. See
Chapter V for a discussion of how rents are prorated, and Chapter XV for a discussion of
informal hearing procedures.

Ineligible Families: Applicant families that include no eligible members will be
ineligible for asistance. When FTHA determines that an applicant family does not
include any citizens, nationals, or eligible noncitizens, following the verification process,
the family will be sent a written notice within 10 business days of the determination.
Such familes will be denied admission and offered an opportunity for an informal
hearing.

Non-citizen_studentsare not eligible for assistance. A Roitizen student is a person
admitted to this country temporarily solely for the purpose of pursuing a coussedgf

who has a residence in another country that the person has no intention of abandoning.
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. Sruadfibition

does not extend to the 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. [24 CFR 5.522)1§2)].

Appeals_Individuals whose eligible immigration status cannot be verified through the
INS may appeal to the INS. An applicant who is denied Section 8 eligibility due to
ineligible immigration status is entitled to an informal review.

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

For new occupants joining the assisted family, the FTHA must verify status at the first
interim or regul ar reexamination foll owing
first.

If an individual qualifies for a time extension fibre submission of required documents,
the FTHA 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 status only one time
during continuous occupancy.

F. ELIGIBILITY FACTO R: FAMILY CONSENT TO RELEASE OF
INFORMATION [24 CFR 5.230]

HUD requires each adult family member, and the head of household, spocséead

regardless of age, to sign form HIB86, Authorization for the Release of
Information/Privacy Act Notice, ahother consent forms as needed to collect information
relevant to the familydés eligibility and || ev

The FTHA must deny admission to the program if any member of the applicant family

fails to sign and submit the consent forms for obtgniformation in accordance with
24 CFR 5, Subparts B and F [24 CFR 982.552(b)(3)].
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G. SCREENING FOR SUITABILITY AS A TENANT [24 CFR 982.307]

The FTHA has no Iliability or responsi bilit
suitability for tenancy.

The owner i s responsible for screening and
unit. The FTHA must inform the owner that screening and selection for tenancy is the
responsibility of the owner. An ownter may

factors such as: payment of rent and utilities, 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, amgliemce with other
essential conditions of tenancy.

HUD requires the FTHA to provide prospective owners with the family's current and
prior address (as shown in FTHA records) and the name and address (if known) of the
owner at the family's current andqraddresses.

The owner may not discriminate on the basis of race, religion, sex, creed, color, national
origin, disability, sexual orientation, or familial status.

FTHA will advise families how to file a Fair Housing complaint, if they believe that the
owner has discriminated against them. FTHA
of Fair Housing/Equal Opportunity or the local fair housing organization.

H. STUDENTS ENROLLED IN INSTITUTIONS OF HIGHER EDUCATION [24
CFR 5.612 and FR Notice 4/10/06]

1. Section 327 of Public Law 10815 and the implementing regulation at 24 CFR
5.612 established new restrictions on the eligibility of certain students (both part
and fulktime) who are enrolled in institutions of higher education.

2. If a student enrolledt an institution of higher education is under the age of 24, is
not a veteran, i's not married, and does

eligibility must be examined along with

parents. In these cases, bbtthe st udent and the student s

eligible for the student to receive HCV assistance. If, however, a student in these
circumstances is determined independent from his/her parents in accordance with
FTHA policy, the income of the studéns par ents wi | | not b
determining the studentoés eligibility.

3. 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, sepately from their parents.

e

Independent Student
1. The FTHA wi l | consider a student Ai ndep
the parentsd income wil/l not be consid

eligibility if the following four criteria are all met:
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a. The individual is of legal contract age under state law.

b. 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. D part men
independent student. To be considered iadependent student
according to the Department of Education, a student must meet one or
more of the following criteria:

I. Be at least 24 years old by December 31 of the award year for
which aid is sought

ii. Be an ophan or a ward of the court through the age of 18
lii. Be a veteran of the U.S. Armed Forces

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

v. Be a graduate or professional student
vi. Be maried

c. The individual was not claimed as a dependent by his/her parents
pursuant to I'RS regulations, as dem
recent tax forms.

d. The individual provides a certification of the amount of financial
assistance that will be prowd 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.

2. The FTHA will verify that a student meets the above criteria in accordance
with its verificatian policies.

Determining Student Eligibility

1. If a student is applying for assistance on his/her own, apart from his/her
parents, the FTHA must determine whether the student is subject to the
eligibility restrictions contained in 24 CFR 5.612.

2. If the student is subject to those restrictions, the FTHA must ensure that: (1)
the student is individually eligible for the program, (2) either the student is
independent from his/ her parents or the
for the program, and (3) thef ami | yo wi th which the st
collectively eligible for the program.

3. For any student who is subject to the 5.612 restrictions, the FTHA will:

a. Follow its usual policies in determining whether the student
individually amdl ybeceoetbdenit 8l fif ar e
program
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4. 1 f
or

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

Follow the policies below, if applicable, in determining whether t

student6s parents are income eligibl
the FTHA determines that the student
the studentds Afamilyo is not eligib

and the applicant family will havthe right to request an informal review.

Determining Parental Income Eligibility

1. For any student who is subject to the 5.612 restrictions and who does not
satisfy the definition oindependent studemt this section, the FTHA will
determine theincome | i gi bi l ity of the studentds p.

a.

| f the studentds parents are married
obtain a joint income declaration and certification of joint income from
the parents.

I f the student ds p aghe ETHA wili obtailmand owed o
income declaration and certification of income from that parent.

| f the studentodés parents are divorc
obtain an income declaration and certification of income from each
parent.

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

2. In determining the income eligibility f t he st udentds parent s
use the income limits for the jurisdiction in which the parents live.

I. CHANGES IN ELIGIBILITY PRIOR TO ISSUANCE
Changes that occur during the period between placement on the waiting list and issuance

of a Voucke r

may affect the familyods eligibility

are found to be ineligible, they will be notified in writing of their ineligible status and
their right to an informal review.

J. SCREENING FOR ELIGIBILITY

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

The FTHA will perform a criminal &ckground check 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, the FTHA will request a fingerprint card and
will request information fsm the National Crime Informatiad@enter (NCIC).

FTHA is required to perform criminal background checks necessary to determine
whether any household member is subject to a lifetime registration requirement under a
state sex offender program in the stadgere 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)0].

If the FTHA proposes to deny assistance based on a criminal record or on lifetime sex
offender registration informatn, the FTHA 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 admission. [2€FR 5.903(f) and 5.905(d)].

Criteria for Deciding To Deny Assistance
Evidence [24 CFR 982.553(c)]

The FTHA will use the concept of the preponderance of the evidence as the standard for
making all admission decisions.

Preponderance of the evidensalefined 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 whole shows that the fact sought to be proved is more probable than not.
Preponderance of the evidemoay not be determined by the number of withesses, but by
the greater weight of all evidence.

Credible evidencenay be obtained from police and/or court records. Testimony from
neighbors, when combined with other factual evidence, can be consideredecredib
evidence. Other credible evidence includes documentation of drug raids or arrest
warrants. FTHA may pursue fafihding efforts as needed to obtain credible evidence.

Consideration of Circumstances [24 CFR 982.552(¢2)]
HUD authorizes the FTHAotconsider all relevant circumstances when deciding whether

to deny assistance based on a familyods
denial of assistance is mandated.
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The FTHA will consider the following factors prior to making its decision

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

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

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

The I ength of time si nce rdcdnthistoryandtlaet i on oc
likelihood of favorable conduct in the future

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

The FTHA will require the applicant to submit evidence of the household
member 6s current participation in or s
drug or alcohol rehabilitation program, or evidence of othenheang

been rehabilitated successfully.

Removal of a Family Member's Name from the Application [24 CFR 982.552(¢2)
(ii)]
HUD permits FTHA to impose as a condition of admission, a requirement that family

members who participated in or were culpableaio action or failure to act which results
in the denial of assistance, will reside in the unit.

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

After admission to the program, the family must present evidence of the former
family memberds current address upon FTHA

K. PROHIBITION AGAINST DENIAL OF ASSISTANCE TO VICTIMS OF
DOMESTIC VIOLENCE, DATING VIOLENCE, AND STALKING [Pub.L.
109-162]

The Violence against Women Reauthorization Act of 2005 (VAWA) prohibits denial of
admission to an otherwise qualified applicant on the blatshe applicant is or has been
a victim of domestic violence, dating violence, or stalking. Specifically, Section 606(4
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(A) of VAWA adds the following provision to Section 8 of the U.S. Housing Act of
1937, which lists contract provisions and requieets for the housing choice voucher
program:

A  That an applicant or participant is or h
violence, or stalking is not an appropriate reason for denial of program assistance or

for denial of admission, if the alant otherwise qualifies for assistance or

admission.

Definitions
As used in VAWA:

A T h e domestic wiolencéncludes felony or misdemeanor crimes of violence

committed by a current or former spouse of the victim, by a person with whom the

victim shares a child in common, by a person who is cohabitating with or has
cohabitated with the victim as a spouse, by a person similarly situated to a spouse of

the victim under the domestic or family violence laws of the jurisdiction receiving

grant monies, by any other person against an adult or youth victim who is protected

from that personds acts under the domestic

A T h edatingeviolencemeans violence committed by a person who is or has been

in a sociakelationship of a romantic or intimate nature with the victim; and where the
existence of such a relationship shall be determined based on a consideration of the
following factors:

- The length of the relationship

- The type of relationship

- The frequecy of interaction between the persons involved in the relationship
A T h estalkirgmeans:

- To follow, pursue, or repeatedly commit acts with the intent to kill, injure,
harass, or intimidate; or

- To place under surveillance with the intent td, Kitjure, harass, or intimidate
another person; and

- In the course of, or as a result of, such following, pursuit, surveillance, or
repeatedly committed acts, to place a person in reasonable fear of the death of, or
serious bodily injury to, or to causebstantial emotional harm to (1) that person,

(2) a member of the immediate family of that person, or (3) the spouse or intimate
partner of that person.

The termimmediate family membeneans, with respect to a person:

- A spouse, parent, brother aster, or child of that person, or an individual to
whom that person stands in the position or place of a parent; or

- Any other person living in the household of that person and related to that
person by blood and marriage.
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Notification

The FTHA acknowedges that a victim of domestic violence, dating violence, or
stalking may have an unfavorable history (e.g., a record of previous damage to an
apartment, a prior arrest record) that would warrant denial of admission under the
FTHAGS pol i ciifetie. FTHAhneakee fa aletermination to deny
admission to an applicant family, the FTHA will include in its notice of denial:

A statement of the protection against denial provided by VAWA

A statement indicating the applicant has 14 business days fromtéhefda
the FTHA | etter to request an infor mal

A statement that an applicant wishing to claim this protection must submit
documentation to the FTHA meeting the specifications below with the
request for an informal review

A descripton of FTHA confidentiality requirements
Documentation
Victim Documentation

An applicant claiming that the cause of an unfavorable history is that a member of
the applicant family is or has been a victim of domestic violence, dating violence,
or stalking must provide documentation (1) demonstrating the connection
between the abuse and the unfavorable history and (2) naming the perpetrator of
the abuse. The documentation may consist of any of the following:

A statement signed by the victim certifying thilaé information provided
is true and correct and that it describes bona fide incident(s) of actual or
threatened domestic violence, dating violence, or stalking

A police or court record documenting the domestic violence, dating
violence, or stalking

Documentation signed by a person who has assisted the victim in
addressing domestic violence, dating violence, or stalking, or the effects of

such abuse. This person may be an employee, agent, or volunteer of a

victim service provider; an attorney; or a medior other knowledgeable

professional. The person signing the documentation must attest under
penalty of perjury to the personbs be
bona fide incidents of abuse. The victim must also sign the documentation.

Perpetator Documentation

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 the perpetrator 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
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Documentation that the perpetrator has successfully completed, or is
successfully undergoing, rehabilitation or treatment. Theumeatation

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 the
abuse. The signer must attestenpenalty of perjury that it is their belief

the rehabilitation was successfully completed or is progressing
successfully. The victim and perpetrator must also sign or attest to the
documentation.

Time Frame for Submitting Documentation

The applicant mst submit the required documentation with their request for an

informal review or must request in writing within the 14 business day period that

the FTHA grant an extension of time for submitting the documentation. If the

applicant so requests, the FTHAllvgrant an extension of 10 business days and

wi || postpone scheduling the applicantds
received the documentation or the-disiness day extension period has elapsed.

If, after reviewing the documentation provided bye tapplicant, the FTHA

determines that the family is eligible for assistance, no informal review will be
scheduled, and the FTHA will proceed with admission of the applicant family.

FTHA Confidentiality Requirements

All information provided to the FTHAegarding domestic violence, dating violence, or
stalking, including the fact that an individual is a victim of such violence or stalking,
must be retained in confidence. The FTHA will maintain confidentiality of information
received and shared, and keap information provided confidential. If necessary, the
FTHA will not enter information into any shared database nor provide information to any
related entity, except to the extent that the disclosure (a) is requested or consented to by
the individual inwriting, (b) is required for use in an eviction proceeding, or (c) is
otherwise required by applicable law.

If disclosure is required for use in an eviction proceeding or is otherwise required
by applicable law, the FTHA will inform the victim before dssure occurs so
that safety risks can be identified and addressed.

L. DENIAL OF ASSISTANCE
A family that does not meet the eligibility criteria must be denied assistance.
Forms of Denial [24 CFR 982.552(a(2); HCV GB, p. 5-35]

Denial of assistarecincludes any of the following:

A Not placing the family's name on the wai

36



A Denying or withdrawing a voucher
A Not approving a request for tenancy or r

A Refusing to process aistance gnder sportabifityo r or t
procedures

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

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

A Age, d i scalor, réligian,ysex, ar aatiomal origin and other protected

classes under State and local laws including sexual orientation

A Where a family lives prior to admission
A Where the family will.l | i ve lveligiblityiassi st an

not affected by where the family will live, there may be restrictions on the family's
ability to move outside the FTHA's jurisdiction (See Chapter IX, Portability.)

A Whether members of the f ami |l yssissamce,k unwed
or children born out of wedlock

A Whether the family includes children
A Whether a family deci-suffigendyprogmmr ti ci pat e

A Whether or not a qualified applicant has
violence, or stalking

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

HUD requires the FTHA to deny assistance in the following cases:

A Any member of the househessdtedrhausingineen evi
the last 3 years for drugplated cnminal activity.

HUD permits, but does not require, the FTHA to admit an othereligile
family if the household member has completed a F¥pfroved drug
rehabilitation program or the circumstances which led to eviction no longer exist
(e.g., the persoinvolved in the criminal activity is deceased, incarcerated, or no
longer lives in the household).

A - The FTHA determines that any househol d me
illegal drugs.

Currently engaged irs defined as any use of illdgérugs during the previous six
months.

37



A - The FTHA has reasonable cause to believe |
pattern of use of illegal drugs, or current abuse or pattern of abuse of alcohol, may
threaten the health, safety, or right teapeful enjoyment of the premises by other
residents.

In determining reasonable cause, the FTHA will consider all credible evidence,
including but not limited to, any record of convictions, arrests, or evictions of
household members related to the usderjal drugs or the abuse of alcohol. The
FTHA will also consider evidence from treatment providers or comminaisgd
organizations providing services to household members.

A Any househol d member hrelaed erimipealt actitiforthe convi ct
production or manufacture of methamphetamine on the premises of federally assisted
housing

If any household member has ever been convicted of-rfated criminal
activity for the production or manufacture of methamphetamine in any location,
not just federally assisted housing, the family will be denied assistance.

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

| f any househol d member 6 sequices them ta bel activ
registered as a sex offender under a State registration requirement, whether life
time or lesser registration, the family will be denied assistance.

A i any household member has ever been cor
family will be denied assistance.

Other Permitted Reasons for Denial of Assistance

Criminal Activity [24 CFR 982.553]

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

If any household member is currently engaged in, or has engaged in any of the following
criminal activities, within the past fiveemrs, the family will 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 GHRO].

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
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substantial enough to cause, or be reasonably likely to cause, serious bodily injury
or property damage [24 CFR 5.100].

Criminal activity that 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 heatth safety of property owners and
management staff, and persons performing contract administration functions or
other responsibilities on behalf of the FTHA (including a FTHA employee or a
FTHA contractor, subcontractor, or agent).

Immediate vicinitymears within a one mile 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.

Any arrests for drugelated or violent criminal awity within the past 5
years.

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 arrestrfsuch activity. A pattern of illegal use of
drugs or violent criminal activity, whether established by one or more
arrests or one or more convictions of the same or similar criminal activity
will be given more weight than a single arrest for such agtivit

Previous Behavior in Assisted HousingR4 CFR 982.552(c)]

HUD authorizes the FTHA to deny assistance I
assisted housing:

The FTHAwill not deny assistance to an otherwise eligible family because the
family previously failed to meet its obligations under the Family-Saelfficiency
(FSS) program.

The FTHAwill deny assistance to an applicant family if:

The family does not provide information that the FTHA or HUD
determines is necessary in the administratibthe program.

The family does not provide complete and true information to the FTHA.

39



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

Any PHA has ever terminated assistance under the program for any
membe of the family.

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

The family owes rent or other amounts to any PHA in connection with the
HCV, Certificate, Moderate Rabilitation or public housing programs,
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 the PHA paid to an
owner under a HAP contract for rent, damago 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 selected from the waiting list.

The family has breached the terms of a repayment agreement entered into
with the FTHA 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 FTHA personnel (including a FTHA eropke or a FTHA
contractor, subcontractor, or agent).

Abusive or violent behavior towards FTHA personimaludes
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.

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

Notice of Eligibility or Denial

If the family is eligible for assistance, th&@HA will notify the family when it extends
the invitation to attend the voucher briefing appointment.

If the FTHA determines that a family is not eligible for the program for any reason, the
family must be notified promptly. The notice must describe:ttig) reasons for which

40



assistance has been denied, (2) t he f ami
process for obtaining the informal review [24 CFR 982.554 (a)].

The family will be notified of a decision to deny assistance in writing within 10
business days of the determination.

If FTHA 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 an opportunity for the @lfcant to dispute the accuracy and relevance of the
information before the FTHA 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
FTHA must give the familyan 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)].

The family will be given 10 business days to dispute the accuracy and relevance
of the infomation. If the family does not contact the FTHA to dispute the
information within that 1l€business day period, the FTHA will proceed with
issuing the notice of denial of admission. A family that does not exercise their
right to dispute the accuracy of tidormation 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 assistance to noncitizens are cont&eetidn
insert. IL.E.

Notice policies related to denying admission to applicants who may be victims of
domestic violence, dating violence, or stalking are contain&edtion insert. II.K.
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[I. APPLICATIONS, WAITING LIST AND TENANT SELECTION

When a family wishes to receive Gien 8 HCV assistance, the family must submit an

application that provides the FTHA with the information needed to determine the
familyobds eligibility. HUD requires fot he FTHA
whom the waiting list is openWwhen HCVassistance becomes available, the FTHA must

select families from the waiting list in accordance with HUD requirements and FTHA

policies as stated in the administrative plan and the annual plan.

The FTHA is required to adopt a clear approach to accepppijcations, placing
families on the waiting list, selecting families from the waiting list and must follow this
approach consistently. The actual order in which families are selected from the waiting
list can be affected if a family has certain charasties designated by HUD or the
FTHA to receive preferential treatment. Funding earmarked exclusively for families with
particular characteristics may also alter the order in which families are served.

HUD regulations require that all families have an émq@portunity to apply for and
receive housing assistance, and that the FTHA affirmatively further fair housing goals in
the administration of the program [24 CFR 982.53, HCV GB-p1{4 Adherence to the
selection policies described in this chapter ersstimat the FTHA will be in compliance
with all relevant fair housing requirements, as described in Chapter I.

A. APPLYING FOR ASSISTANCE [HCV GB, pp. 411i 4-16]

Any family that wishes to receive HCV assistance must apply for admission to the
program. HUD permits the FTHA to determine the format and content of HCV
applications, as well how such applications will be made available to interested families
and how applications will be accepted by the FTHA.

The FTHA uses a two step application process. Utide process, the FTHA initially

wi || require families to provide only the i
placement on the waiting list. The family will be required to provide all of the
information necessary to establish family eligibilaypd level of assistance when the

family is selected from the waiting list.

FTHA will only accept applications when the waiting list is open. After FTHA announces
the opening of the waiting list, families may apply for assistance under the HCV
program. Feilies may obtain application forms in the manner described in the published
announcement.

Preliminary applications must be returned to the FTHA in the manner described in the
published announcement.

Applications must be complete in order to be accepyetthe FTHA for processing.

B. ACCESSIBILITY OF THE APPLICATION PROCESS
Elderly and Disabled Populations [24 CFR 8 and HCV GB, pp.41i 4-13]

The FTHA will take a variety of steps to ensure that the application process is accessible
to those people whmight have difficulty complying with the normal, standard FTHA
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application process. This could include people with disabilities, certain elderly
individuals, as well as persons with limited English proficiency (LEP). The FTHA will
provide reasonable aaronodation to the needs of individuals with disabilities. The
applicationtaking facility and the application process must be fully accessible, or the
FTHA must provide an alternate approach that provides full access to the application
process.

Limited English Proficiency

FTHA is required to take reasonable steps to ensure meaningful access to their programs

and activities by persons with limited English proficiency [24 CFR 1]. Chapter 2 provides

a full di scussion on t he adeédstédgesple pithllimitedi es r e |
English proficiency (LEP).

C. PLACEMENT ON THE WAITING LIST

Families wild.l be placed on the FTHAOGs wait/
received or by using a lottery. If by lottery, once each application has raedomly

assigned a number, the applications will be placed on the waiting list in order of the
assigned numbers and according to FTHA preference(s).

FTHA will request a complete application with detailed information required to establish
family eligibility and the level of assistance when the family is selected from the waiting
list.

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)].

MANAGING THE WAITING LIST

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

D. ORGANIZATION OF THE WAITING LIST [24 C FR 982.204 and 205]

The FTHAOGs HCV waiting | ist must be organi ze
accurately identify and select families for assistance in the proper order, according to the
admissions policies described in this plan.

The waiting Ist must contain, but is not limited to, the following information for each

applicant listed:

Applicant Name

Family Unit Size (number of bedrooms family qualifies for under FTHA Section 8
subsidy standards)

Date and time of application

Qualification br any local preference

T
T
T
T
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M Income Information
1 Racial or ethnic designation of the head of household

HUD requires the FTHA to maintain a single waiting list for the HCV program.

HUD directs that a family that applies for assistance from the HCV progrash lmeu
offered the opportunity to be placed on the waiting list for any public housing, project
based voucher or moderate rehabilitation program the FTHA operates if 1) the other

programsoé waiting |lists are operogramda.nd 2) t he
A familybés decision to apply for, recei ve,
affect the familyds placement on the HCV wa

family may qualify.

The FTHA will not merge the HCV waiting list viitthe waiting list for any other
program the FTHA operates.

E. OPENING AND CLOSING THE WAITING LIST [24 CFR 982.206]
Closing the Waiting List

FTHA is permitted to close the waiting list if it has an adequate pool of families to use its
available HCV agstance. Alternatively, the FTHA may elect to continue to accept
applications only from certain categories of families that meet particular preferences or
funding criteria.

The FTHA will close the waiting list when the estimated waiting period for housing
assistance for applicants on the list reaches 24 months for the most current applicants or
may choose to set a time limit for opening and closing the waiting list. If the closing date
is not included in the opening announcement, the Authority will giveast three days

notice prior to closing the list.

Where the FTHA has particular preferences or funding criteria that require a specific
category of family, the FTHA may elect to continue to accept applications from these
applicants while closing the waig list to others.

If there are insufficient families on the waiting eligible to make use of the special
vouchers, FTHA may accept applications limited to eligible families to ensure the
appropriate use of these vouchers.

Reopening the Waiting List

If the waiting list has been closed, it cannot be reopened until the FTHA publishes a
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
spedy who may apply, and where and when applications will be received.

The FTHA will announce the reopening of the waiting list at least 10 business
days prior to the date applications will first be accepted. If the list is only being
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reopened for certainategories of families, this information will be contained in
the notice.

The FTHA will give public notice by publishing the relevant information in
suitable media outlets including, but not limited to:

City News
Daily Record
Star Ledger
Citizen

F.  FAMILY OUTREACH [HCV GB, pp. 42 to 44]

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

Because HUD requires the FTHA to servepeecified percentage of extremely low
income families, the FTHA may need to conduct special outreach to ensure that an
adequate number of such families apply for assistance [HCV GER®tal 421].

FTHA outreach efforts must comply with fair housing regnents. This includes:

A Analyzing the housing market area and t
identify underserved populations

A Ensuring that outreach efforts are tar
populations that are underrepeated in the program

A Avoiding outreach efforts that prefer
protected class

FTHA outreach efforts must be designed to inform qualified families about the
availability of assistance under the program. These sffody include, as needed, any of
the following activities:

A Submitting press releases to | ocal news
A Developing informational mat erials and

A Providing ap érpublia and private fagencies that servedhie
low income population

A Developing partnerships with other orge
including agencies that provide services for persons with disabilities

The FTHA will monitor the chaacteristics of the population being served and the
characteristics of the population as a whol e
efforts will be undertaken if a comparison suggests that certain populations are being
underserved.
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G. REPORTING CHANGES IN FAMILY CIRCUMSTANCES

While the family is on the waiting list, the family must immediately inform the FTHA of
changes in contact information, including current residence, mailing address, and contact
phone number(s). The changes must be stdxnih writing.

H. UPDATING THE WAITING LIST [24 CFR 982.204]

HUD requires the FTHA 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 includesr@on with disabilities from

the waiting list is subject to reasonable accommodation. If the applicant did not respond

to a FTHA request for information or updat e:c
the FTHA must reinstate the applicant familytheir former position on the waiting list

[24 CFR 982.204(c(2)].

The waiting list will be updated approximately every 18 months based on the anticipated
number of admissions to ensure that all applicants and applicant information is current
and timely.

To update the waiting list, the FTHA will send an update request via first class mail to

each family on the waiting list to determine whether the family continues to be interested

in, and to qualify for, the program. This update request will be sen¢ tashaddress that

the FTHA has on record for the family. The update request will provide a deadline by

which the family must respond and will state that failure to respond will result in the
applicantds name being removed from the wait

Thefamil y0s response must be in writing and ma
Responses should be postmarked or received by the FTHA not later than 10 calendar
days from the date of the FTHA letter.

If the family fails to respond within 10 calendar dayg tamily will be removed from
the waiting list without further notice.

If the notice is returned by the post office with no forwarding address, the applicant will
be removed from the waiting list without further notice.

If a family is removed from the \iting list for failure to respond, the Authorityay
reinstate the family if it determines the lack of response was due to FTHA error, or to

circumstances beyond the familyds control
I f a family failed to r espondtesthecauseloHi#eds r e g
, the family must

family member 6s disabildi
family memberds disabili
position on the waiting list.

ty
ty and the failure

Removal from the Waiting List
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If at any time an applicant family is on the waiting list and the FTHA determines that the
family is not eligible for assistance, the family will be removed from the waiting list.

If a family is removed from the waiting list because the FTHA has deterntiedarnily

i's not eligible for assistance, a written |
record. The notice will state the reasons the family was removed from the waiting list and

will inform the family how to request an informal review regardinp e FTHAG6s deci s
and the timeframe in which the request for an informal review must be received.[24 CFR
982.201(f)].

l. SELECTION FOR HCV ASSISTANCE AND FUNDING SOURCES

As vouchers become available, families on the waiting list must be selectessigtance
in accordance with the policies described in this part.

The order in which families receive assistance from the waiting list depends on the
selection method chosen by the FTHA and is impacted in part by any selection
preferences for which thermily qualifies The source of HCV funding also may affect
the order in which families are selected from the waiting list.

The FTHA must maintain a clear record of all information required to verify that the
family is selected from the waiting listaccordh g t o t he FTHAOGs sel ect
CFR 982.204(b) and 982.207(€)].

Special Admissions (norwaiting list): Assistance Targeted by HUD [24 CFR
982.203]

HUD may award funding for specificaltyamed families living in specified types of

units. In thesecases, the FTHA may admit families that are not on the waiting list, or
without considering the familyds position o
records showing that such families were admitted with special program funding.

For example, smeal housing choice voucher program funding can be targeted to:

o Families displaced because of demolition or disposition of a public housing
development;

o Families residing in a multifamily rental housing project when HUD sells,
forecloses or demolishesetiproject;

o For housing covered by the Low Income Housing Preservation and Resident
Homeownership Act of 1990 (LIHPRHA), ngurchasing families residing
in a project subject to a homeownership program or families displaced
because of a mortgage prepaymentvoluntary termination of a mortgage
insurance contract;

o Families residing in a project covered by a projsted Section 8 HAP
contract at or near the end of the HAP contract term; and

0 Nonpurchasing families residing in a HOPE | or HOPE Il project.

47



If HUD awards program funding that is targeted for families living in specified units, the
PHA must use the assistance for the families living in these units. The PHA must
maintain records showing that the family was issued a fygeted voucher.

Unitsleasedbynowai t i ng | i st admi ssions are not coul
performance under SEMAP Indicator 1.

Targeted Funding [24 CFR 982.204(e)]

HUD may award FTHA funding for a specified category of families on the waiting list.
The FTHA must uséhis funding only to assist the families within the specified category.
Within this category of families, the order in which such families are assisted is
determined according to the selection method policies provided below.

The FTHA administers the following types of targeted funding:

Relocation of families to be displaced because of the demolition and disposition
of the Parkside Village Public Housing Development as a result of the HUD
Approved Revitalization Project.

Regular HCV Funding

Regular HCVfunding may be used to assist any eligible family on the waiting list.
Families are selected from the waiting list according to the selection method policies
provided below.

J. SELECTION METHOD

FTHA must describe the method for selecting applicant familiom the waiting list,
including the system of admission preferences that the FTHA will use [24 CFR
982.202(d)].

Local Preferences [24 CFR 982.207; HCV p.-46]

FTHA is permitted to establish 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 FTHA to establish other local
preferences, at its discretion. Any local preferences established must be consthtent wi
the FTHA plan and the consolidated plan, and must be based on local housing needs and
priorities that can be documented by generally accepted data sources.

Priority Level 1 Preferences Emergency Relocation of FTHA Public Housing
Residents (Continuoufy Assisted Families)

The Franklin Township Housing Authority has the obligation to provide decent, safe, and
sanitary housing for all its resident families currently in occupancy at its Public Housing
Development, Parkside Village. If in the emergendyations identified below, the
Authority determines that it can not meet said obligation within the current public
housing program, it shall utilize the Housing Choice Voucher Program to do so.
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All such emergency relocation must be authorized by the HEyxecDirector. Separate
records shall be kept to track all emergency public housing relocations.

The FTHA will admit its current public housing resident families to the Housing Choice
Voucher program before all other Applicants on the waiting list ifféinaly is required
to relocate on the followingmergency basis only

1. Afire that rendered the residentods dwel | i
the Resident Household Members, guests, o

a. Verification requirements: () copy of the incident report from the local
Fire Department, the Health Department, or other appropriate agency who
deals with disasters, (ii) verification from the Fire department, the Health
Department or other appropriate agency that the dwellinit is now
uninhabitableand (iii) the cause of the disaster if known.

b. If the Applicant or a Household Member or guest was the cause of the
disaster, approval for this priority status will be denied unless mitigating
circumstances are establishedtte satisfaction of the FTHA.

2. The conditions of the Residentods dwell in
threat to resident life, health, or safety. Furthermore, the cost to repair is neither
economically feasible, nor practical, since the Authority fregeived demolition
disposition approval from HUD for its public housing development.

a. Verification requirements: (i) HA Inspection Report identifying the
conditions, (ii) Polaroid or digital photocopies of the unit and/or building
conditions that pose ¢himmediate threat, (iii) where applicable, a cost
estimate to complete repairs, and (iv) letter to the file that no suitable
vacant unit is currently available as an emergency temporary relocation
option.

3. A Resident provided information or testimony onngnal activities to a law
enforcement agency; artbhsed upon a threat assessment, a law enforcement
agency recommendbe relocation of the Resident family to avoid or minimize
risk of violence against Resident family as reprisal for providing such
information. This includes situations in which the Resident and/or family
member(s) are themselves the victimls such crimesand have provided
information or testimony to a law enforcement agency.

a. Verification requirements: (i) documentation from a law enfement
agency that the Resident and/or a household member provided information
on criminal activity; and (ii) documentation that, following a threat
assessment conducted by the law enforcement agehey agency
recommends the relocationrdneusing of the busehold to avoid or
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minimize the threat of violence or reprisal to or against the household
member(s) for providing such information.

Priority Level 2 Preferences

The FTHA will assign equal weight for the following preferences:

1. Family that is a victimof a federally declared natural disaster affecting the
Township of Franklin;

2. Domestic Violence: Family eligible for assistance under the Violence Against
Women Reauthorization Act (VAWA); and

Priority Level 3 Preferences

The FTHA will assign equal weght for the following preferences:

1. Family that includes a person with disabilities. The PHA, however, may not adopt
a preference for admission of persons with a specific disability.

2. VeteranFamily

3. Family that has been terminated from its HCV program dauensufficient
program funding;

4. Residency Preference: Family that resides, or who works, or have been hired to
work in the jurisdiction.

5. Working families: Families where the head, spouse, or sole member is employed.
Applicant families where the heagaise or sole member is age 62 or older or is
a person with disabilities must be given the benefit of the working family
preference.

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

HUD requires that extremely lomcome families make up at least 75fothe families
admitted to the HCV program during the FTH/
families are those with annual incomes does not exceed 30% of the area median income.
Subsequently, the FTHA will target the remaining 25% of all new admissamfamilies

within the very low (31% 50%) median area income range.

Low income families admitted to the program
1937 Housing Act [24 CFR 982.4(b)], as well as dm@ome or moderatancome

families admittedo the program that are displaced as a result of the prepayment of the
mortgage or voluntary termination of an insurance contract on eligiblenlmyme

housing, are not counted for income targeting purposes [24 CFR 982.@)Xb)].

The FTHA will montor progress in meeting the 75% very low income requirement
throughout the fiscal year. The FTHA will monitor the families admitted to the HCV
program based on the number of families tha
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fiscal year. Extremely lowncome families will be selected ahead of other eligible
families on an aseeded basis to ensure the income targeting requirement is met.

Order of Selection

The FTHA system of preferences may select families either according to the date and
time of appication, or by a random selection process [24 CFR 982.207(c)]. When
selecting families from the waiting list FTHA is required to use targeted funding to assist
only those families who meet the specified criteria, and FTHA is not permitted to skip
down thewaiting list to a family that it can afford to subsidize when there are not
sufficient funds to subsidize the family at the top of the waiting list [24 CFR 982.204(d)
and (e)].

Families that qualify for a specified category of program funding (targeted
funding) may be selected from the waiting list ahead of higher placed families
that do not qualify for the targeted funding. However, within any targeted funding
category, applicants will be selected in numerical order based on the date and time
stamped orhte number that was assigned to each application by lottery, at the
time the applicants were placed on the waiting list.

Families will be selected from the waiting list in numerical order based on the
date and time stamped or the number that was assignedch application by
lottery, at the time the applicants were placed on the waiting list and any
preferences for which the families qualify.

Families that qualify for preferences may be selected from the waiting list ahead
of nonpreference families. ailies of equalpresencewill be selected in
numerical order based on the date and time stamped or the number that was
assigned to each application by lottery, at the time the applicants were placed on
the waiting list.

K. NOTIFICATION OF SELECTION

When afamily has been selected from the waiting list, the FTHA must notify the family.

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

Date, time, and locationf the scheduled application interview, including any
procedures for rescheduling the interview

Who is required to attend the interview

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

Other documents and information that should be brought to the interview
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If a notification letter is returned to the FTHA with no forwarding address, the family will
be removed from the waiting list Aot i ce of deni al wi | | be
of record.

L.

THE APPLICATION INTERVIEW

HUD recommends that the FTHA obtain the information and documentation needed to
make an eligibility determination through a private interview [HCV GB, pt6]4Being
invited to attend an interview does not constitute admission to the program.

Reasonable accommodation must be made for persons with disabilities who are unable to

attend an interview due to their disability.

Families selected from the waitingtliare required to participate in an eligibility
interview and all adult family members are required to attend the interview.

The interview will be conducted only if the head of household or spmmbead
provides appropriate documentation of legal idgnt(Chapter VI provides a
discussion of proper documentation of legal identity). If the family representative
does not provide the required documentation, the appointment may be
rescheduled when the proper documents have been obtained.

sent

The family must povi de the information necessary

eligibility and determine the appropriate level of assistance, as well as completing
required forms, providing required signatures, and submitting required
documentation. If any materials are miggithe FTHA will provide the family

with a written list of items that must be submitted.

Any required documents or information that the family is unable to provide at the
interview must be provided within 10 business days of the interview (Chapter VI
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 materials within the required

time frame, the faily may request an extension. If the required documents and
information are not provided within the required time frame (plus any extensions
granted by the FTHA), the family will be sent a notice of denial).

An advocate, interpreter, or other assistardynassist the family with the
application and the interview process.

If the family is unable to attend a scheduled interview, the family should contact
the FTHA in advance of the interview to schedule a new appointment. If a family
does not attend a schedd interview, the FTHA will send a second notification
letter with a new interview appointment time. Applicants who fail to attend the
rescheduled interview wil/ be deni ed
supply information needed to determiekgibility. A notice of denial will be
issued.
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M. COMPLETING THE APPLICATION PROCESS

The FTHA must verify all information provided by the family (see Chapter VI). Based on
verified information, the FTHA must make a final determination of eligibdig must
confirm that the family qualified for any special admission, targeted admission, or
selection preference that affected the order in which the family was selected from the
waiting list.

If the FTHA determines that the family is ineligible, theHA 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.

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

If the FTHA determines that the family is eligible to receive assistance, the FTHA
will invite the family to attend a briefing in accordance with the policies in
Chapte IV.
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V. BRIEFINGS AND VOUCHER ISSUANCE

A. BRIEFING [24 CFR 982.301]

HUD regulations require the FTHA to conduct mandatory briefings for applicant
families. The briefing provides a broad description of owner and family responsibilities,
explainsth&e THAGs procedures, and includes instruc

The FTHA 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 FTHA must ensure effective
communication in accordance with Section 504 requirements (Section 504 of the
Rehabilitation Act of 1973), and ensure that the briefing site is accessible to individuals
with disabilities.

Generally all adult family members are required to attend the briefing. If any adult
member is unable to attend, the PHA may waive this requirement as long as the head,
spouse or chead attends the briefing.

Notification and Attendance

Families will be notifiel of their eligibility for assistance at the time they are
invited to attend a briefing. 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 offiedth no forwarding address, the
applicant will be denied and their name will not be placed back on the waiting list.

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

Oral Briefing [24 CFR 982.301(a)]
Each briefing must provide information on the following satge

A How the Housing Choice Voucher program w

A Family and owner responsibilities;

A Where the family can |l ease a unit, i ncl
FTHAGs jurisdiction;

A For families eligi bl e ofyortdbdity. ThedcTHAa b i | i t vy

cannot discourage eligible families from moving under portability;

A For f ami | i-poeertylcénsus tragts, anrexplanatiprn of the advantages
of moving to areas outside of higloverty concentrations; and
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Briefing Packet [24 CFR 982.301(b)]
Documents and information provided in the briefing packet must include the following:

1. The term of the voucher, and the FTHAOG:
term. If the FTHA allows extensions, the packet must explain hovathiy
can request an extension.

2. A description of the method used to calculate the housing assistance payment
for a family, including how the FTHA determines the payment standard for a
family, how the FTHA determines total tenant payment for a family, and
information on the payment standard and utility allowance schedule.

3. An explanation of how the FTHA determines the maximum allowable rent for
an assisted unit.

4. Where the family may lease a unit. For a family that qualifies to lease a unit
outside the FTH jurisdiction under portability procedures, the information
must include an explanation of how portability works.

5. The HUDrequired tenancy addendum, which must be included in the lease.

6. The form the family must use to request approval of tenaaog a
description of the procedure for requesting approval for a tenancy.

7. A statement of the FTHA policy on providing information about families to
prospective owners.

8. The FTHA subsidy standards including when and how exceptions are made.
9. The HUD brochure ohow to select a unit.

10.The HUD pamphlet on leddased paint entitle@rotect Your Family from
Lead in Your Home.

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

12.Information on how t@ccess a web based list of landlords willing to lease to
assisted families and other resources to assist with housing search

13.Notice that if the family includes a person with disabilities, the family may
request a list of available accessible units kntwtine FTHA.

14.The family obligations under the program.

15.The grounds on which the FTHA may terminate assistance for a participant
family because of family action or failure to act.

16.FTHA informal hearing procedures including when the FTHA is required to
offer a participant family the opportunity for an informal hearing, and how to
request the hearing.

Since FTHA, is located in a metropolitan FMR area, the following additional information
will be included in the briefing packet in order to receive full poionder SEMAP
Indicator 7, Expanding Housing Opportunities [24 CFR 985.3(g)].
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1. Maps showing areas with housing opportunities outside areas of poverty or
minority concentration, both within its jurisdiction and its neighboring
jurisdiction.

2. Information alout the characteristics of these areas including job opportunities,
schools, transportation and other services.

3. An explanation of how portability works, including a list of portability contact
persons for neighborind® H A drneluding names, addresses, atelephone
numbers.

Additional Items to be Included in the Briefing Packet

In addition to items required by the regulations, FTHA may include supplemental
materials to help explain the program to both participants and owners [HCV GH.p. 8

The FTHA wil provide the following additional materials in the briefing packet:
1. Information on how to fill out and file a housing discrimination complaint form.

2. The publicationThings You Should Know (HUDL40OIG) that explains the
types of actions a family muatoid and the penalties for program abuse.

3. Requirements for reporting changes betweenarmmeac er t i fi cati onods

B. FAMILY OBLIGATIONS

Obligations of the family are described in the housing choice voucher (HCV) regulations

and on the voucher itself. Thegbligations include responsibilities the family is required

to fulfill, as well as prohibited actions. The FTHA must inform families of these
obligations during the oral briefing, and the same information must be included in the
briefing packet. Whenth@fmi | yés wunit is approved and the
family must meet those obligations in order to continue participating in the program.
Violation of any family obligation may result in termination of assistance.

Time Frames for Reporting Changes Required By Family Obligations

Unless otherwise noted below, when family obligations require the family to respond to a
request or notify the FTHA of a change, notifying the FTHA of the request or change
within 10 business days is considered prongice.

When a family is required to provide notice to the FTHA, the notice must be in writing.

Family Obligations [24 CFR 982.551]
Foll owing is a |listing of a participant f ami

1. The family must supply any informat that the FTHA or HUD determines to
be necessary, including submission of required evidence of citizenship or
eligible immigration status.
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2. The family must supply any information requested by the FTHA or HUD for
use in a regularly scheduled reexaminatoimterim reexamination of family
income and composition, including any information or documentation as
FTHA determines to be necessary in the administration of the program or
pursuant to a Quality Control Review or HUD Audit in accordance with HUD
requrements.

3. The family must disclose and verify social security numbers and sign and
submit consent forms for obtaining information.

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

5. The family is responsible for any Housing Quality StadddHQS) breach by
the family caused by failure to pay tengnovided 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. The family must correct, within 30
calerdar days, any HQS violations caused by the family. HQS breaches
caused by the family are cause for termination.

a. Damages beyond normal wear and tear will be considered to be damages
which an owner could assess against the security deposit.

6. The family mustallow the FTHA to inspect the unit at reasonable times and
after reasonable notice.

7. The family must not commit any serious or repeated violation of the lease.

a. The FTHA will determine if a family has committed serious or repeated
violations of the leasedsed on available evidence, including but not
limitedto,acouror dered eviction, or an owner 0

b. Serious and repeated lease violations will include, but not be limited to,
nonpayment of rent, disturbance of neighbors, destruction oegyomr
living or housekeeping habits that cause damage to the unit or premises
and criminal activity. Generally, theriterion to be used is/hether the
reason for the eviction was through no fault of the tenant or guests.

8. The family must notify the FTA and the owner before moving out of the unit
or terminating the lease.

a. The family must comply with lease requirements regarding written notice
to the owner.

b. The family must provide written notice to the FTHA at the same time the
owner is notified. Failte to notify FTHA is cause for termination of
assistance to the family.

9. The family must promptly give the FTHA a copy of any owner eviction
notice.

10.The family must use the assisted unit for residence by the family. The unit
must be the deacmi | yds only resi
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11.The composition of the assisted family residing in the unit must be approved
by the FTHA. The family must promptly notify the FTHA in writing of the
birth, adoption, or cowawarded custody of a child. The family must request
FTHA approval to adény other family member as an occupant of the unit.
The family must also confirm with the o
to allow additional family members to move into the property.

a. The request to add a family member must be submitted in wrihdg a
approved prior to the person moving into the unit. The FTHA will
determine eligibility of the new member.

12.The family must promptly, within 30 days, notify the FTHA in writing if any
family member no longer lives in the unit.

13.1f the FTHA has given appval, a foster child or a liven aide may reside in
the unit. The FTHA has the discretion to adopt reasonable policies concerning
residency by a foster child or a lhwe aide, and to define when FTHA consent
may be given or denied

14.The family must notublease the unit, assign the lease, or transfer the unit.

a. 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.

15.The family must supply any information requested by thelA4 to verify that
the family is living in the unit or information related to family absence from
the unit.

16.The family must promptly notify the FTHA when the family is absent from
the unit.

a. Notice is required under this provision only when all familymbers will
be absent from the unit for an extended period. An extended period is
defined as any period greater than 30 calendar days. Written notice must
be provided to the FTHA at the start of the extended absence.

17.The family must pay utility bills andrpvide and maintain any appliances that
the owner is not required to provide under the lease [Form -BREA6,
Voucher].

18.The family must not own or have any interest in the unit, (other than in a
cooperative).

19. Family members must not commit fraud, bribeoy any other corrupt or
criminal act in connection with the program.

20.Family members must not engage in dratated criminal activity or violent
criminal activity or other criminal activity that threatens the health, safety or
right to peaceful enjoymerof other residents and persons residing in the
immediate vicinity of the premises.
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21.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 other
residents and personssiding in the immediate vicinity of the premises.

22.An assisted family or member of the family must not receive HCV program
assistance while receiving another housing subsidy, for the same unit or a
different unit under any other federal, state or locauding assistance
program.

23. A family must not receive HCV program assistance while residing in a unit
owned by a parent, child, grandparent, grandchild, sister or brother of any
member of the family, unless the FTHA 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 a family member who is a person with disabilities. [Form H&IB46,
Voucher]

24.The family must correcyithin 24 hours, any lifehreatening breach of HQS
caused by the family.

25.The family must ensure their guest(s) shall not commit serious or repeated
violation of the lease, engage in any dretated criminal activity, or violent
criminal activity on theroperty or in the immediate vicinity of the premises.

26.A family who vacates a unit in violation of program requirements or the lease
will be considered ineligible for continued assistance and will have its
assistance terminated.

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

For each family, the FTHA determines the appropriate number of bedrooms under the
FTHA subsidy standards and enters the family unit size on the voucher that is issued to
the family. The family unit size does not digtdhe size of unit the family must actually

lease, nor does it determine who within a household will share a bedroom/sleeping room.

The following requirements apply when the FTHA determines family unit size:

1.

The subsidy standards must provide for thelstanumber of bedrooms needed
to house a family without overcrowding.

The subsidy standards must be consistent with space requirements under the
housing quality standards.

The subsidy standards must be applied consistently for all families of likerglze
composition.

A child who is temporarily away from the home because of placement in foster
care is considered a member of the family in determining the family unit size.

A family that consists of a pregnant woman (with no other persons) must be
treaked as a twgperson family.
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6. Any live-in aide (approved by the FTHA to reside in the unit to care for a family
member who is disabled or is at least 50 years of age) must be counted in
determining the family unit size;

7. Unless a livan-aide resides with #éamily, the family unit size for any family
consisting of a single person must be either a-zeroonebedroom unit, as
determined under the FTHA subsidy standards.

8. The FTHA will assign one bedroom for each two persons within the household.

9. Separate &drooms may be allocated for persons of the opposite sex, different
generations, and unrelated adults (other than adults who have a spousal
relationship).

10. Foster children will be included in determining unit size only if they will be in the
unit for morethan six months.

11.Space may be provided for a child who is a-fule student and away at school
or a spouse who is away in the military with the appropriate supporting
documentation.

This subsidy standard will be used for all new admissions andrfolida that move after
the effective date of this plan.

Current program participants will continue to have their assistance calculated based on

the subsidy standards in effect prior to the effective date of this plan. However, any
decrease in family comgdaion that would result in a smaller unit size will be subject to

the new subsidy standards at the familyds ne

D. EXCEPTIONS TO SUBSIDY STANDARDS

In determining family unit size for a particular family, the FTHA may grant aeghon

to its established subsidy standards if the FTHA determines that the exception is justified
by the age, sex, health, handicap, or relationship of family members or other personal
circumstances [24 CFR 982.402(b)(8)]. Reasons may include, buttdimited to:

1. A need for an additional bedroom for medical equipment

2. A need for a separate bedroom for reasons
medical or health condition

The family must request any exception to the subsidy standards in wilitiegrequest
must explain the need or justification for a larger family unit size, and must include
appropriate documentation.

Requests based on healttated reasons must be verified by a knowledgeable
professional source (e.g., doctor or health psytesl), unless the disability and
the disability related request for accommodation is readily apparent or otherwise
known.
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The familyds continued need for an addi't

equipment must be 1eerified at regular reexamination

The FTHA will notify the family of its determination within 10 business days of
receiving the familyds request. | f a
notice will inform the family of their right to request an informal hearing.

For a singleperson who is not elderly, disabled, or a remaining family member, an
exception cannot override the regulatory limit of a zero or one bedroom unit [24 CFR
982.402(bh (8)].

E. UNIT SIZE SELECTED

The family may select a different size unit than thaedison the Voucher within the
following criteria:

1. Subsidy Limitation: The FTHA will apply the Payment Standard for the smaller of
(1) the bedroom size shown on the Voucher or (2) the size of the actual unit selected
by the family.

2. Utility Allowance: The utility allowance used to calculate the gross rent is based on
the actual bedroom size of the unit the family selects, regardless of the size authorized
on the familyds Voucher.

3. Housing Quality Standards (HQS: Generally, HQS allow two persons per
bedoom or sleeping room and permits maximum occupancy levels as shown in the
table below. HQS allowable living space (other than kitchen and bathroom) to be
utilized as a sleeping room, provided it meets minimum footage, lighting, and other
requirements asep State_and local codes, whichever is_more_stringeniThe
sleeping room will not be counted as a bedroom for purposes of determining Voucher
subsidy standards.

GUIDELINES FOR DETERMINING VOUCHER SIZE
INSERT CHART

F. VOUCHER ISSUANCE [24 CFR 982.302]

When a family is selected from the waiting list (or as a special admission), or when a
participant family wants to move to another unit, the FTHA issues a Housing Choice
Voucher, form HUDB52646. This Chapter deals only with voucher issuance for
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applicants For voucher issuance associated with moves of program participants, please
refer to Chapter IX.

The voucher is the familybds authorization t
for which the family qualifies, and includes both the date otheuissuance 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 FTHA has determined the family to be eligible for the

program, and thahe FTHA expects to have money available to subsidize the family if

the family finds an approvable unit. However, the FTHA does not have any liability to

any party by the issuance of the voucher, and the voucher does not give the family any
right to partic pate in the FTHAOGS housing choice v
HUD-52646]

A voucher can be issued to an applicant family only after the FTHA has determined that
the family is eligible for the program based on information received within the 60 days
prior to issuance [24 CFR 982.201(e)] and after the family has attended an oral briefing
[HCV 8-1].

The FTHA 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 waltstgthe FTHA must
wait until it has adequate funds [HCV GB p18].

If the FTHA determines that there is insufficient funding after a voucher has been issued,
the FTHA may rescind the voucher and place the affected family back on the waiting list
in its original position.

G. VOUCHER TERM, EXTENSIONS, AND SUSPENSIONS
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 982.303(a)].

The family must submid Request for Tenancy Approval within the-&lendar
day period unless the FTHA grants an extension.

In the case of public housing families that are considered temporary relocatees
under the FTHAOG6s Parkside Vil imeobtee Revi t al

voucher will be90 or 120calendar days months.

Extensions of Voucher Term [24 CFR 982.303(b)]

The FTHA has the authority to grant extensions of search time, to specify the length of an
extension, and to determine the circumstances under \elieimsions will be granted.
Discretionary policies related to extension and expiration of search time must be
described in the FTHAOGs administrative pl an

62



FTHA must approve additional search time if needed as a reasonable accommodation to
make the program accessible 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 t
extension. The FT Hejues fordhe extersionoithe voucher ermys  a
not subject to informal review [24 CFR 982.554)].

The FTHA will approve an extension in one or more increments not to exceed 60
calendar days upon written request from the family only in the fatigwircumstances:

It is necessary as a reasonable accommodation for a person with disabilities.

|t iI's necessary due to reasons beyond th
FTHA. Following is a list of extenuating circumstances that the FTHA may

consder in making its decision. The presence of these circumstances does not
guarantee that an extension will be granted:

Serious illness or death in the family
Obstacles due to employment

Whether the family has already submitted requests for tenancyvappro
that were not approved by the FTHA

Whether family size or other special requirements make finding a unit
difficult

Any request for an additional extension must include the reason(s) an additional
extension is necessary. The FTHA may require thelyatoiprovide documentation to
support the request

All requests for extensions to the voucher term must be made in writing and submitted to
the FTHA prior to the expiration date of the voucher (or extended term of the voucher).

The FTHA will decide whéter to approve or deny an extension request within 10
business days of the date the request is received, and will immediately provide the family
written notice of its decision.

Suspensions of Voucher Term [24 CFR 982.303(c)]

ASuspensiono tmeeansl sdloppnn@ familyds vouche
submits the request for tenancy approval until the time the PHA approves or denies the
request. This suspension of time iIis also cal

The FTHA will suspend the housing choice voucher terthaffamily has submitted a
request for tenancy approval during the voucher term.

A determination not to suspend a voucher term is not subject to informal review [24 CFR
982.554(¢ (4)].
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TOLLING EXAMPLE

Voucher Issued: May 1

Expiration Date: June 29

Family Submits Request for Tenancy Approval: May 15

PHA Denies Unit: May 24

Tolling Time: 9 Days (May 1624)

New Voucher Expiration Date: July 8 (June 29 + 9 days)

Expiration of Voucher Term

Once a f ami | y dveuchbardeuns (incluglingcahyoektengions) expires, the
family is no longer eligible to search for housing under the program. If the family still
wishes to receive assistance, the FTHA may require that the family reapply, or may place
the family on the waitig list with a new application date but without requiring
reapplication. Such a family does not become ineligible for the program on the grounds
that it was unable to locate a unit before the voucher expired [HCV GBR3JJ. 8

1.1 f an appl iukenterm éra@xtendioy éxpgiresvbefore the family has
submitted a Request for Tenancy Approval (RTA), the FTHA will require the
family to reapply for assistance when the waiting list is reopened.

2. Within 10 business days after the expiration of the voutgrar or any extension,
the FTHA will notify the family in writing that the voucher term has expired and
that the family must reapply when the waiting list is reopened in order to be
placed on the waiting list.
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V. INCOME AND SUBSIDY DETERMINATIONS
[24 CFR Part 5, Subparts E and F; 24 CFR 982]

A familydéds income determines eligibility fo
famil yébs payment and the FTHAOGs subsidy. The
described in this chapter to ensunattonly eligible families receive assistance and that

no family pays more or less than its obligation under the regulations.

A. ANNUAL INCOME

The general regulatory definition ahnual incomeshown below is from 24 CFR 5.6009.

5.609 Annual income.

(a) Annual income means all amounts, monetary or not, which:

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

(2) Are anticipated to be received from a source outside the family duriri@-tmenth
period following admission or regular reexamination effective date; and

(3) Which are not specifically excluded in paragraph [5.609(c)].

(4) Annual income also means amounts derived (during thedifzth period) from assets
to which any member dahe family has access.

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

A Annual I ncome -L)ncl usions (Exhibit V

A Annual l ncome Bxclusions (Exhibit V

A Treatment of Fa3nily Assets (Exhibit V

A Earned I ncome Disall owance -4or Persons w
A The Effect of WeBxHibiv-® Benefit Reducti on

Sections B and C discuss general requirements and methods for calculating annual
income. The rest of this section describes how each source of income is treated for the
purposes of determining annual income. HUD regulations present incolusians and
exclusions separately [24 CFR 5.609(b) and 24 CFR 5.609(c)]. In this plan, however, the
discussions of income inclusions and exclusions are integrated by topic (e.g., all policies
affecting earned income are discussed together in Sectionebjicition requirements

for annual income are discussed in Chapter VI.
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B. HOUSEHOLD COMPOSITION AND INCOME

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

Summary of Income Included and Excluded byPerson

Live-in aides Income from all sources is excluded [24 CFI
5.609(9 (5)].
Foster child or foster adult Income from all sources is excluded [24 CF}

5.609(9 (2)].

Head, spouse, @o-headOther adult| All sources of income not spedaiéilly excluded
family members by the regulations are included.

Children under 18 years of age Employment income is excluded [24 CFR
5.609(9 (1)].

All other sources of income, except those
specifically excluded by the regulations, are

included.
Full-time students 18 s of age of Employment income above $480/year is
older (not head, spouse, @rhead excluded [24 CFR 5.609(¢11)].

All other sources of income, except those
specifically excluded by the regulations, are
included.
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Temporarily Absent Family Members

The income of family members approved to live in the unit will be counted, even if the
family member is temporarily absent from the unit [HCV GB,{8%

Generally an individual who is or is expected to be absent from the assisted unit
for 180 consedtive days or less is considered temporarily absent and continues to
be considered a family member. Generally an individual who is or is expected to
be absent from the assisted unit for more than 180 consecutive days is considered
permanently absent and tanger a family member. Exceptions to this general
policy are discussed below.

Absent Students

When someone who has been considered a family member attends school away
from home, the person will continue to be considered a family member unless
information becomes available to the FTHA 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

Children temporarily absent fromeahhome as a result of placement in foster care are
considered members of the family [24 CFR 5.403].

If a child has been placed in foster care, the family must notify the FTHA. The
FTHA will verify with the appropriate agency whether and when the ckild i
expected to be returned to the home. Unless the agency confirms that the child has
been permanently removed from the home, the child will be counted as a family
member.

Absent Head, Spouse, @o-head

An employed head, spouse, oo-head absent fromthe unit more than 180
consecutive days due to employment will continue to be considered a family
member.
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Family Members Permanently Confined for Medical 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. 22].

The PHA will request verification from a responsible medical professional and
will use this determination. If the responsible medical profesktaraot provide

a determination, the person generally will be considered temporarily absent. The
family may present evidence that the family member is confined on a permanent
basis and request that the person not be considered a family member.

When an idlividual who has been counted as a family member is determined
permanently absent, the family is eligible for the medical expense deduction only
if the remaining head, spouse, co-head qualifies as an elderly person or a
person with disabilities.

Joint Custody of Dependents

Dependents that are subject to a joint custody arrangement will be considered a
member of the family, if they live with the applicant or participant family 51
percent or more of the time or are otherwise designated by a Jointifgrent
Agreement to the parent who maintains primary residence of the child or children.
Individuals with joint custody arrangements entered into in a state other than New
Jersey may be required to provide documentation of joint custody and/or evidence
of theprimary residence of a child or the children.

When more than one applicant or participant family is claiming the same
dependents as family members, the family with primary custody and/or primary
residence as set forth in a judgment or court decisioheatitne of the initial
examination or reexamination will be able to claim the dependents. If there is a
dispute about which family should claim them, the FTHA will make the
determination based on available documents such as court orders, school
enrollmentrecords, benefit/subsidy records, or an IRS return showing which
family has claimed the child for income tax purposes.
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Caretakers for a Child

If neither a parent nor a designated guardian remains in a household receiving
HCYV assistance, the FTHA wiidke the following actions.

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

(2) If a caretaker has assumed responsibility for a child without the involvement
of a responsible agency or formal assignment of custody or legal
guardianship, the caretaker will be treated as a visitoB@ocalendar days.
After the 90 calendar days has elapsed, the caretaker will be considered a
family member unless information is provided that would confirm that the
caretaker 6s rol e i's temporary. I n suct
car et ak agaa sligidetviaitoru s

(3) At any time that custody or guardianship legally has been awarded to a
caretaker, the housing choice voucher will be transferred to the caretaker
providing the caretaker passes all appropriate screening.

(4) During any periodhat 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.

C. ANTICIPATING ANNUAL INCOME

The FTHA i s requi r eundtcipated tocbe vepetved &rdm a source o me i
outside the family during the 2onth period following admission or regular
reexamination eff ect) (2 Politied related fo2adticip@tiRgR 5. 6 0 ¢
annual income are provided below.

Basis of Annual Income Projection

The FTHA generally will use current circumstances to determine anticipated income for
the coming 1Znmonth period. HUD authorizes the FTHA to use other than current
circumstances to anticipate income when:

A An i mmi nent adesisiegpected fHC\WCGBrpelT] ms t a

A 1t i's not feasi bl e to a-smonthcperipda(e.g@, a | eV e
seasonal or cyclic income) [24 CFR 5.609(d)]

A The FTHA believes that past i ncome i s t
future inmme [24 CFR 5.609(d)]

FTHA is required to use HUDOGOs Enterprise 1
allows FTHA to use pagtubs to project income once EIV data has been received in such

cases where the family does not dispute the EIV employer datwlzer@d the FTHA

does not determine it is necessary to obtain additionalplairty data.
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Whenever possi bl e, t he FTHA wi | | use H L
obtained and the family does not dispute the EIV employer data, the FTHA will

use current tenafmrovided documents to project annual income. When the tenant

provided documents are pay stubs, the FTHA will make every effort to obtain at

least 4 consecutive pay stubs dated within the last 60 days.

The FTHA will obtain written and/or oral thixgarty \erification in accordance
with the verification requirements and policy in Chapter VI 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 the FTHA determines additiahinformation is needed.

In such cases, the FTHA 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 trail will be lefteahow the FTHA
annualized projected income.

When the FTHA cannot readily anticipate income based upon current
circumstances (e.g., in the case of seasonal employment, unstable working hours,
or suspected fraud), the FTHA will review and analyze hisabdata for patterns

of employment, paid benefits, and receipt of other income and use the results of
this analysis to establish annual income.

Any time current circumstances are not used to project annual income, a clear
rationale for the decision wilbe documented in the file. In all such cases the

family may present information and documentation to the FTHA to show why the

hi storic pattern does not represent the f

Known Changes in Income

If the FTHA verifies an upcoming anease 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 fetiime employee who has been receiving
$8/hour will begin to receive $8.2®ur in the eighth week after the effective date

of the reexamination. In such a case the FTHA would calculate annual income as
follows: ($8/hour x 40 hours x 7 weeks) + ($8.25 x 40 hours x 45 weeks).

The family may present information that demonstratest implementing a

change before its effective date would create a hardship for the family. In such

cases the FTHA will calculate annual income using current circumstances and

then require an interim reexamination when the change actually occurs. This

rei rement wi ||l be i mposed even if the FT
not require interim reexaminations for other types of changes.

When tenanprovided documents are used to anticipate annual income, they will
be dated within the last 60 calendayslaf the reexamination interview date.
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EIV quarterly wages will not be used to project annual income at an
annual or interim reexamination.

Projecting Income

| n HUD dveb cdstf Yanuary 2008, HUD made clear tRaH A érs not to use EIV
guarterlywages to project annual income.

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] ather compensation for personal services is
included in annual income [24 CFR 5.609(b)(1)].

For persons who regularly receive bonuses or commissions, the FTHA will verify
and then average amounts received for the two years preceding admission or
reexanination. If only a ongear history is available, the FTHA will use the prior
year amounts. In either case the family may provide, and the FTHA will consider,
a credible justification for not using this history to anticipate future bonuses or
commissions. If a new employee has not yet received any bonuses or
commissions, the FTHA will count only the amount estimated by the employer.
The file will be documented appropriately.

Some Types of Military Pay

All regular pay, special pay and allowances of a mamif the Armed Forces are
counted [24 CFR 5.609)1§8)] exceptfor the special pay to a family member serving in
the Armed Forces who is exposed to hostile fire [24 CFR 5.50B)|c

Types of Earned IncomeNot Counted in Annual Income
Temporary, Nonrearring, or Sporadic Incomg24 CFR 5.609(¢ (9)]
This type of income (including gifts) is not included in annual income.

Sporadic income is income that is not received periodically and cannot be reliably
predicted. For example, the income of an indigidwho works occasionally as a
handyman would be considered sporadic if future work could not be anticipated
and no historic, stable pattern of income existed.

Children&s Earnings

Employment income earned by children (including foster children) undeagibeof 18
years is not included in annual income [24 CFR 5.60A(g. (See Eligibility chapter for
a definition offoster children)

Certain Earned Income of FulTime Students
Earnings in excess of $480 for each-tuthe student 18 years old or otdgxcept for the

head, spouse, @o-head are not counted [24 CFR 5609 1) ] . To be-consi de
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time, 0 a student U snte 0b eéb yc cams i eddeur ceadt i fofnuall | i
degree or certificate program [HCV GB, p29].

Income of a Lve-in Aide

Income earned by a live aide, as defined in [24 CFR 5.403], is not included in annual
income [24 CFR 5.609(d5)]. (See Eligibility Chapter Il for a full discussion of |he
aides.)

Income Earned under Certain Federal Programs

Income fom some federal programs is specifically excluded from consideration as
income [24 CFR 5.609)¢17)], including:

A Payments to volunteers under the Domest
U.S.C. 5044(g), 5058)

A Payments recei veed inuwhotkeor in part argpderahmslob f u n d
Training Partnership Act (29 U.S.C. 1552(b))

A Awar ds und e rstudy pregram €d ©€.3.@ 1087wa)r k

A Payments received from programs funded u
of 1985 (42 U.S.C. 3058]

A All owances, earnings, and payments to Am
and Community Service Act of 1990 (42 U.S.C. 12637(d))
A Al l owances, earnings, and payments to paé

Workforce Investment Act of B8 (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 modest amount (not to exceed $200 per individual per
month) received by a resident for merhing a service for the FTHA or owner, on a part

time basis, that enhances the quality of life in the development. Such services may
include, but are not limited to, fire patrol, hall monitoring, lawn maintenance, resident
initiatives coordination, andsevi ng as a member of the FTHA®G
resident may receive more than one such stipend during the same period of time [24 CFR
5.600(9 (8) (IV)].

State and Local Employment Training Programs

Incremental earnings and benefits to any familynier resulting from participation in
gualifying state or local employment training programs (including training programs not
affiliated with a local government) and training of a family member as resident
management staff are excluded from annual incomeuxts excluded by this provision
must be received under employment training programs with clearly defined goals and
objectives and are excluded only for the period during which the family member
participates in the training program [24 CFR 5.609(c)(8)(Vv)]
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The FTHA definestraining programa s fa | earning process
objectives, generally having a variety of components, and taking place in a series

of sessions over a period to time. It is designed to lead to a higher level of
proficiency,and t enhances the individual ds abili
have performance standards to measure proficiency. Training may include, but is

not limited to: (1) classroom training in a specific occupational skill, (2hen

job training with wages susi di zed by the progr am, or
[expired Notice PIH 92, p. 3].

The FTHA definesncremental earnings and benefds the difference between:

(1) the total amount of welfare assistance and earnings of a family member prior
to enrollmentin a training program, and (2) the total amount of welfare assistance
and earnings of the family member after enroliment in the program [expired
Notice PIH 982, pp. 34].

In calculating the incremental difference, the FTHA will use as theprellment
i ncome the total annualized amount of t h
and earnings reported on t heb50058.mil ydéds mos

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

HUD-Funded Training Programs

Amounts received under training programs funded in whole or in part by HUD [24 CFR
5.609(9 (8) (I)] are excluded from annual income. Eligible sources of funding for the
training include operating subsidy, Gien 8 administrative fees, and modernization,
Community Development Block Grant (CDBG), HOME program, and other grant funds
received from HUD.

To qualify as a training program, the program must meet the definitivaioing
programprovided above fostate and local employment training programs.

Earned Income Tax Credit

Earned income tax credit (EITC) refund payments received on or after January 1, 1991
(26 U.S.C. 32(j)), are excluded from annual income [24 CFR 5.5Q9(g]. Although

many familiesreceive the EITC annually when they file taxes, an EITC can also be
received throughout the year. The prorated share of the annual EITC is included in the
empl oyeebs payroll check.

Earned Income Disallowance

The earned income disallowance for persorth disabilities is discussed in sectioh.B
below.

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

The earned income disallowance (EID) encourages people with disabilities to enter the
work force by not including the full vaduof increases in earned income for a period of
time. The full text of 24 CFR 5.617 is included as Exhibit &t the end of this chapter.
Eligibility criteria and limitations on the disallowance are summarized below.
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Eligibility
This disallowance applseonly to individuals in families already participating in the HCV

program (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:

A Empl oyment o f wha is & personiwith disedihltibseand who was
previously unemployed for one or more years prior to employnferaviously
unemployedncludes a person who annually has earned not more than the minimum
wage applicable to the community multiplied by 500rsorhe applicable minimum
wage is the federal minimum wage unless there is a higher state or local minimum
wage.

A Ilncreased earnings by a family member wh
earnings increase during participation in an economfessdficiency or jobtraining

program. A sehsufficiency program includes a program designed to encourage,

assist, train, or facilitate the economic independence of {d&Histed families or to

provide work to such families [24 CFR 5.603(b)].

A New memmpiimcyeased 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 SecuritAct within the past six months. If the benefits are received in
the form of monthly maintenance, there is no minimum amount. If the benefits or
services are received in a form other than monthly maintenance, such-tsie@ne
payments, wage subsidies, mrsportation assistance, the total amount received over
the sixmonth period must be at least $500.

Calculation of the Disallowance

Calculation of the earned income disallowance for an eligible member of a qualified
family begins with a comparison dite me mber 6s current i ncome Ww
i ncome. 0

The FTHA definesprior income, or prequalifying income,as the family
member 6s | ast certified income prior to ¢

The family memberds pri or , constant tbroughquithd i f yi ng
period that he or she is receiving the EID.

Initial 12-Month Exclusion

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

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 eaings.

Second 12Month Exclusion and Phasén
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During the second Zghonth 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 needm®tonsecutive.

Lifetime Limitation

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

begins at the same time that the initial exclusion period begins and ends 48 months later.
The onetime eligibility for the EID appes even if the eligible individual begins to
receive assistance from another housing agency, if the individual moves between public
housing and Section 8 assistance, or if there are breaks in assistance.

F.  BUSINESS INCOME [24 CFR 5.609(h (2)]

Annuali ncome i ncludes fithe net income from the
Expenditures for business expansion or amortization of capital indebtedness shall not be

used as deductions in determining net income. An allowance for depreciation of assets

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

the operation of a business or profession will be included in income, exdbptdgtent

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

Business Expenses
Net income is fAgross income-1Bless business exX

To determine business expenses that mm@ydeducted from gross income, the
FTHA will use current applicable Internal Revenue Service (IRS) rules for
determining allowable business expenses [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 FTHA to deduct from gross income expenses for
business expansion.

Business expansiois defined as any capital expenditures made to add new
business activities, to expand current facilities, or teraf@ the business in
additional locations. For example, purchase of a street sweeper by a construction
business for the purpose of adding street cleaning to the services offered by the
business would be considered a business expansion. Similarly, tiagenaf 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 FTHA to deduct from gross income the amortization
of capital indebtedness.

Capital indebtednesss defined as the principal portion of the payment on a
capital asset such as land, buildings, and machinery. This means the FTHA will
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allow as a business expense interest, but not principal, paid on capital
indebtedness.

Negative Businessricome

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.

Withdrawal of Cash or Assets from a Business

HUD regulations require the FTHA iaclude in annual income the withdrawal of cash
or assets from the operation of a business or profession unless the withdrawal reimburses
a family member for cash or assets invested in the business by the family.

Acceptable investments in a business udel cash loans and contributions of
assets or equipment. For example, if a member of an assisted family provided an
up-front loan of $2,000 to help a business get started, the FTHA will not count as
income any withdrawals from the business up to the amufuthis loan until the

loan has been repaid. Investments do not include the value of labor contributed to
the business without compensation.

Co-owned Businesses

If a business is ecowned with someone outside the family, the family must
documenttheshae of the business it owns. I f
lower than its share of ownership, the family must document the reasons for the
difference.

G. ASSETS [24 CFR 5.609(p(3) and 24 CFR 5.603(b)]
Overview

There is no asset limitation fquarticipation in the HCV program. However, HUD
requires that the FTHA include in annual
income of any kind from real )(®] Thip gctisnon a |
discusses how the income from iears types of assets is determined. For most types of
assets, the FTHA must determine the value of the asset in order to compute income from
the asset. Therefore, for each asset type, this section discusses:

t h

pr

A How the value of t he asset wi || be deter

A How income from the asset wi || be cal

Exhibit V-1 provides the regulatory requirements for calculating income from assets [24
CFR 5.609(b (3)], and Exhibit €3 provides the regulatory definition nét family assets

This section begins witla discussion of general policies related to assets and then
provides HUD rules and FTHA policies related to each type of asset.
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General Policies
Income from Assets

The FTHA generally will use current circumstances to determine both the value of an

asseand the anticipated income from the asset. As is true for all sources of income, HUD
authorizes the FTHA to use other than current circumstances to anticipate income when
(1) an imminent change in circumstances is expected (2) it is not feasible tpaaate

level of income over 12 months or (3) the FTHA 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 vacanE Th& can take

into consideration past rental income along with the prospects of obtaining a new tenant.

Anytime current circumstances are not used to determine asset income, a clear
rationale for the decision will be documented in the file. In suchsctse family

may present information and documentation to the FTHA to show why the asset
income determination does not represent t

Valuing Assets

The calculation of asset income sometimes requires the FTHA to médigtirection
bet ween an assetod6s mar ket valwue and i1its cash

A  The market value of an asset is its wor:
real estate or the balance in an investment account).

A The cash value of s3allreasomieeamouststhatwouldnar k et
be incurred when converting the asset to cash.

Reasonable costs that would be incurred when disposing of an asset include, but
are not limited to, penalties for premature withdrawal, broker and legal fees, and
settlenent costs incurred in real estate transactions [HCV GB2g].5

Lump-Sum Receipts

Payments that are received in a single lump sum, such as inheritances, capital gains,
lottery winnings, insurance settlements, and proceeds from the sale of property, a
generally considered assets, not income. However, suchdumpeceipts are counted as
assets only if they are retained by a family in a form recognizable as an asset (e.g.,
deposited in a savings or checking account) [RHIIP FAQs]. (For a discussiompf

sum payments that represent the delayed start of a periodic payment, most of which are
counted as income, see sectiorgband 61.1.)

Imputing Income from Assets [24 CFR 5.609((8)]

When net family assets are $5,000 or less, the FTHA wiludelin 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 FTHA will include in annual income the greater of (1) the
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actual income derived from the assets or (2) the teghincome. Imputed income from
assets is calculated by multiplying the total cash value of all family assets by the current
HUD-established passbook savings rate.

Determining Actual Anticipated Income from Assets

It may or may not be necessary for thEHA 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 whictamily receives rental income, the anticipated income

is determined by annualizing the actual monthly rental amount received for the property;

it i s not based on the propertyds mar ket val
the anticipated inaoe is determined by multiplying the market value of the account 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 thathe withdrawal reimburses amounts invested by the family. For
example, when a family member retires, the amount received by the family from a
retirement plan is not counted as income until the family has received payments equal to
the amount the family ember deposited into the retirement fund.

Jointly Owned Assets

The regulation at 24 CFR 5.609@& ) speci fies that annual i nc
derived (during the Ehonth period) from assets to which any member of the family has
access. o

If an asset is owned by more than one person and any family member has
unrestricted access to the asset, the FTHA 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 withohetconsent of any of 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, the FTHA will
prorate the asset according to the percentage of ownetknp.percentage is
specified or provided for by state or local law, the FTHA 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 FTHA to count as a currengtaasy business or family
asset that was disposed of for less than fair market value during the two years prior to the
effective date of the examination/reexamination, except as noted below.

Minimum Threshold

The HVC Guideboolpermits the FTHA to set &iteshold below which assets disposed of
for less than fair market value will not be counted [HCV GB,-p7b
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The FTHA will not include the value of assets disposed of for less than fair
market value unless the cumulative fair market value of all asksposed 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 twyear period ends between regular reexatnms, the
family may request an interim reexamination 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 assets placed irwenest
received through settlements or judgments.

Separation or Divorce

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

All assets disposed of as part of a separation or divorce settlement will be
considered assets for which important consideration not measurable in monetary
terms has ken 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 consideregpiosed of for less than fair market value when the disposition

is the result of a foreclosure or bankruptcy sale.
Family Declaration

Families must sign a declaration form at initial certification and each annual
recertification identifying all assetsahhave been disposed of for less than fair
market value or declaring that no assets have been disposed of for less than fair
market value. The FTHA may verify the value of the assets disposed of if other

information available to the FTHA does not app@aagree with the information
reported by the family.

Types of Assets
Checking and Savings Accounts

For regular checking accounts and savings accocas$, valuehas the same meaning as
market valuelf a checking account does not bear interest, thieipated income from
the account is zero.

In determining the value of a checking account, the FTHA will use the average

monthly balance for the last three months.
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In determining the value of a savings account, the FTHA will use the current
balance.

In determining the anticipated income from an intebesiring checking or
savings account, the FTHA will multiply the value of the account by the current
rate of interest paid on the account.

Investment Accounts Such as Stocks, Bonds, Saving Certificated, Money Market
Funds

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 feesjtipanfor early
withdrawal, or other costs of converting the asset to cash.

In determining the market value of an investment account, the FTHA will use the
value of the account on the most recent investment report.

How anticipated income from an invesnt 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 (marketevahultiplied by rate of
earnings). When the anticipated rate of return is not known (e.g., stocks), the
FTHA will calculate asset income based on the earnings for the most recent
reporting period.

Equity in Real Property or Other Capital Investments

Equity (cash value) in a property or other capital asset is the estimated current market
value 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 asseGBQ) 525].

Equity in real property and other capital investments is considered in the calculation of
asset income except for the following types of assets:

A Equity accounts in HUD homeownership pro

A The val ue oy beirg purchased withuassistanoet under the HCV
program Homeownership Option for the first 10 years after the purchase date of the
home [24 CFR 5.603(b)]

A Equi t y-ocdupied cowoperatives and manufactured homes in which the
family lives [HCV GB, p.5-25]

A Equity in real property when a family n
[HCV GB, p. 525]. This real estate is considered a business asset, and income related
to this asset will be calculated.

A Ilnterests in Indi3@h Trust | ands [24 CFR

A Real property and capital assets that P2
operation [HCV GB, p. 25]
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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 trust am phoperty. 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 ass#itlve 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 the mertgadeed of

trust is counted as anticipated asset income.

Trusts

A trustis a legal arrangement generally regulated by state law in which one party (the
creator or grantor) transfers property to a second party (the trustee) who holds the
property forthe benefit of one or more third parties (the beneficiaries).

Revocable Trusts

If any member of a family has the right to withdraw the funds in a trust, the value of the
trust is considered an asset [HCV GB, p23. Any income earned as a result of
investment of trust funds is counted as actual asset income, whether the income is paid to
the family or deposited in the trust.

Nonrevocable Trusts

In cases where a trust is not revocable by, or under the control of, any member of a
family, the value of he 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-a lump
sum receipt, as appropriate [24 CFR 5.603(b)].

Retirement Accounts
Company Retirement/Pension Accounts

In order to correctly include or exclude as an asset any amount held in a company
retirement or pension account by an employed person, the FTHA must know whether the
money is accessible before retirement [HCV GB,-g6b

While a family member is employednly the amount the family member can withdraw
without retiring or terminating employment is counted as an asset [HCV GBg). 5

After a family member retires or terminates employment, any amount distributed to the
family member is counted as a pelio payment or a lumpum receipt, as appropriate
[HCV GB, p. 526], except to the extent that it represents funds invested in the account
by the family member. The balance in the account is counted as an asset only if it remains
accessible to the family ember.

IRA, Keogh, and Similar 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].
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Personal Property

Personal property held as investment, such as gems, jewelry, coin collections, antique
cars, etc., is considered an asset [HCV GB;2b]5

In determining the value of personal property held as an investment, the FTHA

wi || use the famil yos es wobtaman appraséltot he v al
confirm the value of the asset i f there
estimated value is off by $50 or more. The family must cooperate with the
appraiser, but cannot be charged any costs related to the appraisal.

Generally,personal property held as an investment generates no income until it is

disposed of. If regular income is generated (e.g., income from renting the personal
property), the amount that is expected to be earned in the coming year is counted
as actual incom&om the asset.

Necessary items of personal property are not considered assets [24 CFR 5.603(b)].

Necessary personal property consists of only those items not held as an
investment, and may include clothing, furniture, household furnishings, jewelry,
ard vehicles, including those specially equipped for persons with disabilities.

Life Insurance

The cash value of a life insurance policy available to a family member before death, such
as a whole life or universal lifgolicy is included in the calculatioaf the value of the
fami |l ybés as s2)t e dadH €alue iStBe sbrrender value. If such a policy
earns dividends or interest that the family could elect to receive, the anticipated amount
of dividends or interest is counted as income from tlsetashether or not the family
actually receives it.

H. PERIODIC PAYMENTS

Periodic payments are forms of income received on a regular basis. HUD regulations
specify periodic payments that are and are not included in annual income.

Periodic Payments Included in Annual Income

A Periodic payments from sources such as s
assistance, annuities, insurance policies, retirement funds, and pensions. However,
periodic payments from retirement accounts, annuities, and sirfotans of

investments are counted only after they exceed the amount contributed by the family

[24 CFR 5.609(p(4) and (B (3)].

A Disability or death benefits and |l otter)
single lump sum [24 CFR 5.609(b)(4) adg@V, p. 514]

Lump-Sum Payments for the Delayed Start of a Periodic Payment

Most lump sums received as a result of delays in processing periodic payments, such as
unemployment or welfare assistance, are counted as income. Howeversuomp
receipts forthe delayed start of periodic social security or supplemental security income
(SSI) payments are not counted as income [CFR 5.509)(b
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When a delayedtart payment is received and reported during the period in which
the FTHA is processing a regulla@examination, the FTHA will adjust the family
share and FTHA subsidy retroactively for the period the payment was intended to
cover. The family may pay in full any amount due or request to enter into a
repayment agreement with the FTHA.

Periodic Paymerns Excluded from Annual Income

A Payments received for the care of foster
with disabilities, unrelated to the assisted family, who are unable to live alone) [24
CFR 5.609(c)(2)]

The FTHA will exclude payment®f the 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. 48].

A Amounts paid by a state agency to a fami/|
disability andis living at home to offset the cost of services and equipment needed to
keep the developmentally disabled family member at home [24 CFR 5.609(c)(16)]

A Amounts r ec e incene Hama Bnergy AssistancelPoogram (42 U.S.C.
1626(c)) [24 CFR 5.6(8) (17)]

A Amounts received under the Child Care and
U.S.C. 9858q) [24 CFR 5.609(€17)]

A Earned Income Tax Credit (EITC) refund pa)
(17)]. Note: EITC may be paid periodadly if the family elects to receive the amount
due as part of payroll payments from an employer.

A Lump sums received as a resul't of del ay s
payments (see sectionld.) [24 CFR 5.609(b(4)].

l. PAYMENTS IN LIEU O F EARNINGS

Payments in lieu of earnings, such as unemployment and disability compensation,

wor kerds compensati on, and severance pay, ar
if they are received either in the form of periodic payments or in the foarurhpsum

amount or prospective monthly amounts for the delayed start of a periodic payment. If

they are received in a oiiene lump sum (as a settlement, for instance), they are treated

as lumpsum receipts [24 CFR 5.609(@)].

J. WELFARE ASSISTANCE

Welfare assistance is counted in annual income. Welfare assistance includes Temporary
Assistance for Needy Families (TANF) and any payments to individuals or families
based on need that are made under programs funded separately or jointly by federal, state
or local governments [24 CFR 5.603(b)].
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Sanctions Resulting in the Reduction of Welfare Benefits [24 CFR 5.615]

The FTHA must make a special calculation of annual income when the welfare agency
imposes certain sanctions on certain families. The éxll of the regulation at 24 CFR
5.615 is provided as Exhibit-9. The requirements are summarized below. This rule
applies only if a family was receiving HCV assistance at the time the sanction was
imposed.

Covered Families

The families covered by24CFR. 6 15 are those fAiwho receive w
public assistance benefits (6wel fare benefi
(6wel fare agencyd) under a program for whic
member of the family mugparticipate in an economic sebfficiency program as a

condition for such assistanceo [24 CFR 5.615

Imputed Income

When a welfare agency imposes a sanhction t
because the family commits fraud or fails to comply t h t he ageneyds eco
sufficiency program or work activities requirement, the FTHA must include in annual
income Ai mputedo welfare income. The FTHA 1
inform the FTHA when the benefits of an HCV participant fgndre reduced. The

imputed income is the amount the family would have received if the family had not been
sanctioned.

This requirement does not apply to reductions in welfare benefits: (1) at the expiration of
the lifetime or other time limit on the paymteof welfare benefits, (2) if a family member

is unable to find employment even though the family member has complied with the
welfare agency economic sdlfifficiency or work activities requirements, or (3) because

a family member has not complied witlher welfare agency requirements [24 CFR
5.615(H (2)].

Offsets

The amount of the imputed income is offset by the amount of additional income the
family begins to receive after the sanction is imposed. When the additional income equals
or exceeds the imyed welfare income, the imputed income is reduced to zero [24 CFR
5.615(9 (4)].

K. PERIODIC AND DETERMINABLE ALLOWANCES [24 CFR 5.609(b ) (7)]

Annual income includes periodic and determinable allowances, such as alimony and child
support payments, andgular contributions or gifts received from organizations or from
persons not residing with an assisted family.

Alimony and Child Support

The FTHA must count alimony or child support amounts awarded as part of a divorce or
separation agreement.
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The FTHA will count courtawarded amounts for alimony and child support
unless the FTHA verifies that: (1) the payments are not being made, and (2) the
family has made reasonable efforts to collect amounts due, including filing with
courts or agencies responsilibr enforcing payments [HCV GB, pp:23 and 5

47].

Regular Contributions or Gifts

The FTHA must count as income regular monetary and nonmonetary contributions or

gifts from persons not residing with an assisted family [24 CFR 5.50a0.

Temporary nonrecurring, or sporadic income and gifts are not counted [24 CFR 5.609(c

C))F
Examples of regular contributions incl ude
(e.g., utilities, telephone, rent, credit cards, and car payments), (2) cash or other
i quid assets provided to any f &minldo me mb
contributions such as groceries and clothing provided to a family on a regular
basis.

Nonmonetary contributions will be valued at the cost of purchasing the items, as
determned by the FTHA. For contributions that may vary from month to month
(e.g., utility payments), the FTHA will include an average amount based upon
past history.

L.  STUDENT FINANCIAL ASSISTANCE [24 CFR 5.609(b) (9)]

In 2005, Congress passed a law (for isec8B 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 Assstance Included in Annual Income [24 CFR 5.609(b(9) and

FR 4/10/06]

The regulation requiring the inclusion of certain student financial assistance applies only
to students who satisfy all of the following conditions:

A They ar e e n roodf higher educatiora as defimed undet thet Higher
Education Act (HEA) of 1965.

A They are seeking or receidthatisgapaBéwnt i on 8
their parentd through the HCV program, the projemased certificate program, the
projed-based voucher program, or the moderate rehabilitation program.

A They ar e un ®ORtheyhale np depandent ohfldrea. g e

For students who satisfy these three conditions, any financial assistance in excess of
tuition received: (1) under th&965 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.
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To determine annual income in accordance with the above requirements, the FTHA will
use the definition®of dependent child, institution of higher educati@md parentsin
Section 3lI.E, along with the following definitions [FR 4/10/06, pp. 18148150]:

AAssistance under the Higher Education Act of 18&%udes Pell Grants, Federal
Supplement EducatiohaOpportunity 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.

AAssistance from privatsourcesmeans assistance from nongovernmental sources,
including parents, guardians, and other persons not residing with the student in an
HCV assisted unit.

ATuition will have the meaning given this term by the institution of higher education
in which e student is enrolled.

Student Financial Assistance Excluded from Annual Income [24 CFR 5.609((6)]

Any student financial assistance not subject to inclusion under 24 CFR 5.690(b

fully excluded from annual income under 24 CFR 5.60@¥ whether it is paid directly

to the student or to the educational institution the student is attending. This includes any
financial assistance received by:

A Students residing with parents who are s

A St ud e nénmlledvih @n educatonal institution that does meet the 1965
HEA definition ofinstitution of higher education

A Student s W\Dohave at astoornesdepeneht child

A Students who are receiving fprogramnoti al ass
authorized under the 1965 HEA.

M. ADDITIONAL EXCLUSIONS FROM ANNUAL INCOME

Other exclusions contained in 24 CFR 5.609(c) that have not been discussed earlier in
this chapter include the following:

A Rei mbursement ofFR®B&8{c)®d! expenses [24 C

A Amounts received by participants in oth
specifically for or in reimbursement of eot-pocket expenses incurred and which are
made solely to allow participation in a specific program [24 CFR 5.5@9(iti)]

A Amounts received by a person with a dis
time for purposes of Supplemental Security Income eligibility and benefits because

they are set aside for use under a Plan to AttainSdffciency (PASS) [(2 CFR

5.609(c)(8)(ii)]
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A Reparation payments paid by a foreign gc¢
the laws of that government by persons who were persecuted during the Nazi era [24
CFR 5.609(c)(10)]

A Adoption assistance peraadopead thdd [24CFReXx ce s s
5.609(c)(12)]

A Refunds or rebates on property taxes |
5.609(c)(15)]

A Amount s pai d by a state agency t o a f
developmental disability and is living at home to offe® cost of services and

equipment needed to keep the developmentally disabled family member at home [24

CFR 5.609(c)(16)]

A Amounts specifically excluded )yl any ot h
HUD publishes an updated list of these exclasiperiodically. It includes:

(&) The value of the allotment provided to an eligible household under the Food
Stamp Act of 1977 (7 U.S.C. 2017 (b))

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

(c) Payments received under the Alaska Native Claims Settlement Act (43 U.S.C.
1626(c))

(d) Income derived from certain submarginal land of the United States that is held in
trust for certain Indian tribes (25 U.S.C. 459e)

(e) Payments or allowances madeder the Department of Health and Human
Ser vi c-nsoine HomevEnergy Assistance Program (42 U.S.C. 8624(f))

() Payments received under programs funded in whole or in part under the Job
Training Partnership Act (29 U.S.C. 1552(b)) (Effective JulyaD® references
to Job Training Partnership Act shall be deemed to refer to the corresponding
provision of the Workforce Investment Act of 1998 (29 U.S.C. 2931).)

(g) Income derived from the disposition of funds to the Grand River Band of Ottawa
Indians Pub. L. 94540, 90 Stat. 25084)

(h) The first $2,000 of per capita shares received from judgment funds awarded by
the Indian Claims Commission or the U. S. Claims Court, the interests of
individual Indians in trust or restricted lands, including thst {82,000 per year
of income received by individual Indians from funds derived from interests held
in such trust or restricted lands (25 U.S.C. 14038)

(I) Payments received from programs funded under Title V of the Older Americans
Act of 1985 (42 U.SC. 3056(f))

()) Payments received on or after January 1, 1989, from the Agent Orange Settlement
Fund or any other fund established pursuant to the settlemeRe iAgent
product liability litigation, M.D.L. No. 381 (E.D.N.Y.)
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(k) Payments received unddire Maine Indian Claims Settlement Act of 1980 (25
U.S.C. 1721)

() The value of any child care provided or arranged (or any amount received as
payment for such care or reimbursement for costs incurred for such care) under
the Child Care and DevelopmenbBk Grant Act of 1990 (42 U.S.C. 9858q)

(m) Earned income tax credit (EITC) refund payments received on or after January 1,
1991 (26 U.S.C. 32()))

(n) Payments by the Indian Claims Commission to the Confederated Tribes and
Bands of Yakima Indian Natioar the Apache Tribe of Mescalero Reservation
(Pub. L. 95433)

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

(p) Any allowance paid under the provisions of 38.0.S1805 to a child suffering
from spinalbifida who is the child of a Vietnam veteran (38 U.S.C. 1805)

(q) Any amount of crime victim compensation (under the Victims of Crime Act)
received through crime victim assistance (or payment or reimbursememg of t
cost of such assistance) as determined under the Victims of Crime Act because
of the commission of a crime against the applicant under the Victims of Crime
Act (42 U.S.C. 10602)

() Allowances, earnings and payments to individuals participating irrgaregyunder
the Workforce Investment Act of 1998 (29 U.S.C. 2931)

N. ADJUSTED INCOME

HUD regulations require FTHA to deduct from annual income any of five mandatory
deductions for which a family qualifies.
income. Mandatory deductions are found in 24 CFR 5.611.

5.611(a) Mandatory deductions. In determining adjusted income, the responsible entity
[PHA] must deduct the following amounts from annual income:

(1) $480 for each dependent;
(2) $400 for any elderlfamily or disabled family;

(3) The sum of the following, to the extent the sum exceeds three percent of annual
income:

(I) Unreimbursed medical expenses of any elderly family or disabled family;

(i) Unreimbursed reasonable attendant care and auxgipparatus expenses for each
member of the family who is a person with disabilities, to the extent necessary to enable
any member of the family (including the member who is a person with disabilities) to be
employed. This deduction may not exceed the ehrmeome received by family
members who are 18 years of age or older and who are able to work because of such
attendant care or auxiliary apparatus; and
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(4) Any reasonable child care expenses necessary to enable a member of the family to be
employed or tdurther his or her education.

This part covers policies related to these mandatory deductions. Verification
requirements related to these deductions are found in Chapter VI.

Anticipating Expenses

Generally, the FTHA will use current circumstanceartcipate expenses. When
possible, for costs that are expected to fluctuate during the year (e.g., child care
during school ancho schoolperiods and cyclical medical expenses), the FTHA
will estimate costs based on historic data and known future costs.

If a family has an accumulated debt for medical or disability assistance expenses,
the FTHA 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. Howear, amounts previously deducted will not be allowed even if
the amounts were not paid as expected in a preceding period. The FTHA may
require the family to provide documentation of payments made in the preceding
year.

DEPENDENT DEDUCTION

A deduction of 880 is taken for each dependépd4 CFR 5.611(n (1)]. Dependenis
defined as any family member other than the head, spouse;h@adwho is under the
age of 18 or who is 18 or older and is a person with disabilities or-tniglstudent.
Foster childen, foster adults, and livia@ aides are never considered dependents [24 CFR
5.603(b)].

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 whos head, spousep-head or sole member is 62
years of age or older, anddgabled familyis a family whose head, spouse;head or

sole member is a person with disabilities [24 CFR 5.403].

MEDICAL EXPENSES DEDUCTION [24 CFR 5.611(3) (3) (1]

Unreimbused medical expenses may be deducted to the extent that, in combination with
any disability assistance expenses, they exceed three percent of annual income.

The medical expense deduction is permitted only for families in which the head, spouse,
or co-heal 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 definemedical expenseat 24 GR 5. 603 ( b) to mean
expenses, including medical insurance premiums, that are anticipated during the period
for which annual income is computed, and t
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The most current IRS Publication 502edical and Dental Exgnseswill be used
to determine the costs that qualify as medical expenses.

Summary of Allowable Medical Expenses from IRS Publication 502

Services of medical professionals

Surgery and medical procedures ti
are necessary, legal, noncosmetic

Services of medical facilities

Hospitalization, longerm care, anc
in-home nursing services

Prescription medicines and insuli
but not nonprescription medicing
even if recommended by a doctor

Improvements to housing direct
related to medical needs (e.camps
for a wheel chair, handrails)

Substance abuse treatment programs
Psychiatric treatment

Ambulance services and some costs
transportation related to medical expenses

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

Cost and continuing care of necessary ser
animals

Medical insurance premiums or the cost 0
health maintenance organization (HMO)

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

Families That Qualify for Both Medical and Disability AssistanceExpenses

This policy applies only to families in which the head, spousepteadis 62 or
older or is a person with disabilities.

When expenses anticipated by a family could be defined as either medical or
disability assistance expenses, the FTHA wonsider them medical expenses
unless it is clear that the expenses are incurred exclusively to enable a person with

disabilities to work.

O.
and 24 CFR 5.611(n(3) (ii)]

Reasonable expensésr attendant care and auxiliary apparatus for a disabled family
member may be deducted if they: (1) are necessary to enable a family member 18 years
or older to work, (2) are not paid to a family member or reimbursed by an outside source,
(3) in combinatn with any medical expenses, exceed three percent of annual income,

DISABILITY ASSISTANCE EXPENSES DEDUCTION [24 CFR 5.603(b)
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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 Deduction

A family can qualify forthe 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 deduction i s capp
famlyme mber s who are 18 years of age or ol
the expense [24 CFR 5.611(@®) (ii)]. The earned income used for this purpose is the
amount verified before any earned income disallowances or income exclusions are
applied.

ed ¢k
de

The family must identify the family members enabled to work as a result of the

di sability assistance expenses. I n eval u:
consider factors such as how the work schedule of the relevant family members

relates to the has of care provided, the time required for transportation, the
relationship of the family members to the person with disabilities, and any special

needs of the person with disabilities that might determine which family members

are enabled to work.

When tre FTHA 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 membersod incomes.

Eligible Disability Expenses

Examples of auxiliary apparatus are provided in H€V Guidebookas follows:

AAuxi liary apparatus are items such as whee
special equipment to enable a blind person to read or type, but only if these items are

directly related to permitting the disabled persoodrh er f ami |y member t o
GB, p. 530].

HUD advises FTHA to further define and describe auxiliary apparatus [VG, p. 30].

Eligible Auxiliary Apparatus

Expenses incurred for maintaining or repairing an auxiliary appaisatigyible.

In the cas®f 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 of the apparatus itself) is an eligible expense.
The cost of service anirfsatrained 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 exttlant care that is appropriate for the person with
disabilities.

Attendant care includes, but is not limited to, reasonable costs for home medical
care, nursing services, -home or centebased care services, interpreters for
persons with hearing impenents, and readers for persons with visual disabilities.

Attendant care expenses will be included for the period that the person enabled to
work is employed plus reasonable transportation time. The cost of general
housekeeping and personal services as an eligible attendant care expense.
However, if the person enabled to work is the person with disabilities, personal
services necessary to enable the person with disabilities to work are eligible.

If the care attendant also provides other servicesigofamily, the FTHA will
prorate the cost and allow only that portion of the expenses attributable to
attendant care that enables a family member to work. For example, if the care
provider also cares for a child who is not the person with disabilitiegotteof

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
the number of persons under care.

Payments to Family Members

No disability assistancexpenses 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 may be deducted if they are not reimbursed by an outside
source.

Necessary and Reas@ble 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 family must certify that
the disability assistance expenses are necessary and are not maidborsed by any
other source.

The FTHA determines the reasonableness of the expenses based on typical costs

of care or apparatus in the locality. To establish typical costs, the FTHA will

collect information from organizations that provide serviced anpport to

persons with disabilities. A family may present, and the FTHA will consider, the
familyods justification for costs that exc

Families That Qualify for Both Medical and Disability Assistance Expenses

This policyapplies only to families in which the head or spouse is 62 or older or
is a person with disabilities.
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When expenses anticipated by a family could be defined as either medical or
disability assistance expenses, the FTHA will consider them medical expenses
unless it is clear that the expenses are incurred exclusively to enable a person with
disabilities to work.

P. CHILD CARE EXPENSE DEDUCTION

HUD defineschild care expenseat 24 CFR 5. 603(b) as fAamount s
by the family for the carefahildren under 13 years of age during the period for which

annual income is computed, but only where such care is necessary to enable a family
member to actively seek employment, be gainfully employed, or to further his or her
education and only to thestent such amounts are not reimbursed. The amount deducted

shall reflect reasonable charges for child care. In the case of child care necessary to

permit employment, the amount deducted shall not exceed the amount of employment

income thatisincludedimanual i ncome. 0

Clarifying the Meaning of Child for This Deduction
Child care expenses do not include child support payments made to another on behalf of

a minor who is not Iliving in an assisted f a
child care expnses for foster children that are living in the assistedmi househ®Id
are included when determining th9familybs <c

Quialifying for the Deduction
Determining Who Is Enabled to Pursue an Eligible Activity

The family must identify the family member(s) enabled to pursue an eligible
activity. The termeligible activityin this section means any of the activities that
may make the family eligible for a child care deduction (seeking work, pursuing
an education, or lieg gainfully employed).

I n evaluating the familybds request, t he
the schedule for the claimed activity relates to the hours of care provided, the time
required for transportation, the relationship of the family me(sh¢o the child,

and any special needs of the child that might help determine which family
member is enabled to pursue an eligible activity.

Seeking Work

If the child care expense being claimed is to enable a family member to seek
employment, the farhiy must provide evidence of the
obtain employment at each reexamination. The deduction may be reduced or
denied if the family memberés job search
child care expense being allowed by the FTHA.
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Furthering Education

If the child care expense being claimed is to enable a family member to further his
or her education, the member must be enrolled in school (academic or vocational)
or participating in a formal training program. The family memibenot required

to be a fulltime student, but the time spent in educational activities must be
commensurate with the child care claimed.

Being Gainfully Employed

If the child care expense being claimed is to enable a family member to be
gainfully emp | oy ed, the family must provide evi
employment during the time that child care is being provided. Gainful
employment is any legal work activity (fulbr parttime) for which a family

member is compensated.

Earned Income Limit on Child Care Expense Deduction

When a family member looks for work or furthers his or her education, there is no cap on

the amount that may be deducted for child ¢améthough the care must still be necessary

and reasonable. However, when child camabtes a family member to work, the
deduction is capped by Athe amount of empl o
incomeo [24 CFR 5.603(b)].

The earned income used for this purpose is the amount of earned income verified after
any earned income disalvances or income exclusions are applied.

When the person who is enabled to work is a person with disabilities who receives the
earned income disallowance (EID) or a {uthe student whose earned income above

$480 is excluded, child care costs relae@mabling a family member to work may not
exceed the portion of the personébés earned
income. For example, if a family member who qualifies for the EID makes $15,000 but
because of the EID only $5,000 is includedainnual income, child care expenses are

limited to $5,000.

The FTHA 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 iproportion to the amount of time spent working [HCV GB, {305.

When the child care expense being claimed is to enable a family member to work,
only one family member6s income wil/ be
When more than one family méar works during a given period, the FTHA
generally will limit allowable child care expenses to the earned income of the
lowestpaid member. The family may provide information that supports a request

to designate another family member as the person enableatk.
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Eligible Child Care Expenses

The type of care to be provided is determined by the assisted family. The FTHA may not
refuse to give a family the child care expense deduction because there is an adult family
member in the household that mayawailable to provide child care [VG, p. 26].

Allowable Child Care Activities

For schoolage children, costs attributable to public or private school activities
during standard school hours are not considered. Expenses incurred for supervised
activities after school or during school holidays (e.g., summer day camp; after
school sports league) are allowable forms of child care.

The costs of general housekeeping and personal services are not eligible.
Likewise, child care expenses paid to a family membbero | i ves i n the f
unit are not eligible; 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 mduct activities that are not eligible for
consideration, the FTHA 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 watisabilities who 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 ad Reasonable Costs

Child care expenses will be considered necessary if: (1) a family adequately explains how
the care enables a family member to work, actively seek employment, or further his or
her education, and (2) the family certifies, and the chalek grovider verifies, that the
expenses are not paid or reimbursed by any other source.

Child care expenses will be considered for the time required for the eligible
activity plus reasonable transportation time. For child care that enables a family
memler to go to school, the time allowed may include not more than one study
hour for each hour spent in class.

Q. CALCULATING FAMILY SHARE AND FTHA SUBSIDY
TTP Formula [24 CFR 5.628]

HUD regulations specify the formula for calculating the total tenanmpay (TTP) for
an assisted family. TTP is the highest of the following amounts, rounded to the nearest
dollar:

A 30 percent of the familyéds monthly adjus
Part Il)
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A 10 percent of the f(anmallingoie asrdefinet in Pyt gr os s
l, divided by 12)

A The wel f-paidstatesentyy (i n as
A A minimum rent between $0 and $50 that i

The FTHA has authority to suspend and exempt families from minimum rent when a
financid hardship exists, as defined in secticHIB.

The amount that a family pays for rent and utilities (the family share) will never be less
than the familyds TTP but may be greater t he
the unit the family selest

Welfare Rent [24 CFR 5.628]
Welfare rent does not apply in this locality.

Minimum Rent [24 CFR 5.630]
The minimum rent for this locality is $50.

Family Share [24 CFR 982.305(a(5)]

If a family chooses a unit with a gross rent (rent to ovphes an allowance for tenant

paid utilities) that exceeds the FTHAG6s app
pay more than the TTP, and (2) at initial occupancy the FTHA may not approve the

tenancy if it would require the family share to exceegp4®dr cent of t he f ami |l
adjusted income. The income used for this determination must have been verified no
earlier than 60 days before the familyébés vou

FTHA Subsidy [24 CFR 982.505(b)]

The FTHA will pay a monthly housing assiste payment (HAP) for a family that is
equal to the lower of (1) the applicable payment standard for the family minus the
familyés TTP or (2) the gross rent for the f

Utility Reimbursement [24 CFR 982.514(b)]

When the FTHA susidy for a family exceeds the rent to owner, the family is due a utility
reimbursement. HUD permits the FTHA to pay the reimbursement to the family or
directly to the utility provider.

The FTHA will make utility reimbursements to the family.
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R. FINANCI AL HARDSHIPS AFFECTING MINIMUM RENT [24 CFR 5.630]

Since the FTHA establishes a minimum rent greater than zero, the FTHA must grant an
exemption from the minimum rent if a family is unable to pay the minimum rent because
of financial hardship.

The finandal hardship exemption applies only to families required to pay the minimum
rent. If a familybés TTP is higher than the
hardship exemption. If the FTHA determines that a hardship exists, the family share is

thehi ghest of the remaining components of the

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 includes a family member 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 Responsiliiiand Work Opportunity Act of 1996.

A hardship will be considered to exist only if the loss of eligibility has an impact
on the familyds ability to pay the mini mu

For a family waiting for a determination of eligibility, the hardship period will

end as of the first of the month following: (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 hardgh circumstances.

(2) The family would be evicted because it is unable to pay the minimum rent.

For a family to qualify under this provision, the cause of the potential eviction
must be the familyds f ail-padatliteso pay r ent

(3) Family income has decreased because of changed family circumstances, including the
loss of employment.

(4) A death has occurred in the family.

In order to qualify under this provision, a family must describe how the death has
created a finanal hardship (e.g., because of funemrlhted expenses or the loss
of the family member6s i ncome).

(5) The family has experienced other circumstances determined by the FTHA.
The FTHA has not established any additional hardship criteria.
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Implementation of Hardship Exemption
Determination of Hardship

When a family requests a financial hardship exemption, the FTHA must suspend the
mi ni mum rent requi rement beginning the fir:
request.

The FTHA then determines wihner the financial hardship exists and whether the
hardship is temporary or lostgrm.

The FTHA defines temporary hardship as a hardship expected to last 90 calendar
days or less. Lonterm hardship is defined as a hardship expected to last more
than 90calendar 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 FTHA has established a minimum rent of $35.

Family Sharei No Hardship Family Sharei With Hardship

$0  30% of monthly adjusted incom $0  30% of monthy 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
Minimum rent applies. Hardship exemption granted.
TTP = $35 TTP = $15

To qualify for a hardship exemption, a family must submit a request for a

hardship exemption in writingThe request must explain the nature of the
hardship and how the hardship has affec
minimum rent.

The FTHA will make the determination of hardship within 30 calendar days.

No Financial Hardship

If the FTHA determineghere is no financial hardship, the FTHA will reinstate the
minimum rent and require the family to repay the amounts suspended.

The FTHA will require the family to repay the suspended amount within 30
cal endar days of t he F xéiptios hasr ot beene t ha't
granted.
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Temporary Hardship

If the FTHA determines that a qualifying financial hardship is temporary, the FTHA must
suspend the minimum rent for the-88y period beginning the first of the month
foll owi ng t he rdoadstdor ahfardshipmexempteoomi | y 6 s

At the end of the 9@ay suspension period, the family must resume payment of the
minimum rent and must repay the FTHA the amounts suspended. HUD requires the
FTHA to offer a reasonable repayment agreement, on termsaddions established by

the FTHA. The FTHA also may determine that circumstances have changed and the
hardship is now a lonterm hardship.

The FTHA will enter into a repayment agreement in accordance with the
procedures found in Chapter XV of this plan

Long-Term Hardship

If the FTHA determines that the financial hardship is teemgn, the FTHA must exempt

the family from the minimum rent requirement for so long as the hardship continues. The
exemption will apply from the first of the month followingh e f ami | yé6s r eques:
end of the qualifying hardship. When the financial hardship has been determined to be
long-term, the family is not required to repay the minimum rent.

The hardship period ends when any of the following circumstances apply:

(1) At an interim or regular reexaminati
than the minimum rent.

(2) For hardship conditions based on loss of income, the hardship condition will
continue to be recognized until new sources of income are redbiavedre at
least equal to the amount lost. For example, if a hardship is approved because
a family no longer receives a $60/month child support payment, the hardship
will continue to exist until the family receives at least $60/month in income
from anothe source or once again begins to receive the child support.

(3) For hardship conditions based upon hardsbligted expenses, the minimum
rent exemption will continue to be recognized until the cumulative amount
exempted is equal to the expense incurred.

S. APPLYING PAYMENT STANDARDS [24 CFR 982.505]

The FTHAG6s schedule of payment standards i
payments for HCV families. This section covi
standards. The establishment and revidn t he FTHAOGOsSs payment stan
covered in Chapter XV.

Paymentstandard s def i ned as fAthe maxi mum monthly a
assisted in the voucher program (before deducting the total tenant payment by the
family)o BBY CFR 982.

The payment standard for a family is the lower of (1) the payment standard for the family
unit size, which is defined as the appropriate number of bedrooms for the family under
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the FTHAOs subsidy standards [ 2dardforRHR 98 2. 4 (
size of the dwelling unit rented by the family.

If the FTHA has established an exception payment standard for a designated part of an
FMR area and a familyobés unit is | ocated 1in
appropriate payment stdard for the exception area.

The FTHA is required to pay a monthly housing assistance payment (HAP) for a family
that i s the | ower of (1) the payment standar
the gross rent for the familyés unit minus t

|l f during the term of the HAP contract for .
FTHA will recalculate the HAP using the lower of the initial payment standard or the
gross rent for the unit [HCV GB, p-8].

Changes in Payment Standards

Whenthe FTHA revises its payment standards during the term of the HAP contract for a
famil yoés uni t it wi || apply the new paym
regulations.

Decreases

If the amount on the payment standard schedule is decreased dutiegrile the HAP

contract, the lower payment standard generally will be used beginning at the effective
date of the familyds second regul ar reexami
decrease in the payment standard. The FTHA will determine the pagtaadard for the

family as follows:

Step 1:At the first regular reexamination following the decrease in the payment standard,
the FTHA will determine the payment standard for the family using the lower of the
payment standard for the family unit siaethe size of the dwelling unit rented by the
family.

Step 2: The FTHA will compare the payment standard from step 1 to the payment
standard last used to calculate the monthly housing assistance payment for the family.
The payment standard used by théHRTat the first regular reexamination following the
decrease in the payment standard will be the higher of these two payment standards. The
FTHA will advise the family that the application of the lower payment standard will be
deferred until the second nr@gr reexamination following the effective date of the
decrease in the payment standard.

Step 3: At the second regular reexamination following the decrease in the payment
standard, the lower payment standard will be used to calculate the monthly housing
assistance payment for the family unless the FTHA has subsequently increased the
payment standard, in which case the payment standard will be determined in accordance
with procedures for increases in payment standards described below.

Increases

If the paynent standard is increased during the term of the HAP contract, the increased
payment standard will be used to calculate the monthly housing assistance payment for
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the family beginning on the effective date

or after the effective date of the increase in the payment standard.

Families requiring or requesting interim reexaminations will not have their HAP
payments calculated using the higher payment standard until their next regular
reexamination [HCV GB, p.-8].

Changes in Family Unit Size
Irrespective of any increase or decrease in the payment standard, 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 forftremi | y begi nning at
regular reexamination following the change in family 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 disatdls, the FTHA is allowed to establish a
higher payment standard for the family within the basic range.

T. APPLYING UTILITY ALLOWANCES [24 CFR 982.517]

A FTHA-established utility allowance schedule is used in determining family share and
FTHA subsidy. Tk FTHA must use the appropriate utility allowance for the size of
dwelling unit actually leased by a family rather than the voucher unit size for which the
family qualifies using FTHA subsidy standards. See Chapter V for information on the
FTHAOGs damdarsls. dy s

For policies on establishing and updating utility allowances, see Chapter XV.
Reasonable Accommodation

HCV program regulations require FTHA to approve a utility allowance amount higher
than shown on the FTHAOs snecdedds & reasandble a
accommodation for a family member with a disability. For example, if a family member
with a disability requires such an accommodation, the FTHA will approve an allowance
for air-conditioning, even if the FTHA has determined that alowance for ak
conditioning generally is not needed.

The family must request the higher allowance and provide the FTHA with an explanation
of the need for the reasonable accommodation and information about the amount of
additional allowance required £V GB, p. 188].

Utility Allowance Revisions

At reexamination, the FTHA must use the FTHA current utility allowance schedule [24
CFR 982.517(H(2)].

Revi sed ut il ity all owances wi || be
calculations at the first reitar reexamination that is effective after the allowance
is adopted.
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U. PRORATED ASSISTANCE FOR MIXED FAMILIES [24 CFR 5.520]

HUD regulations prohibit assistance to ineligible family membemnixed familyis one

that includes at least one U.S. citizameligible immigrant and any number of ineligible
family members. The FTHA must prorate the assistance provided to a mixed family. The
FTHA will first determine assistance as if all family members were eligible and then
prorate the assistance based upma percentage of family members that actually are
eligible. For example, if the FTHA subsidy for a family is calculated at $500 and two of
four family members are ineligible, the FTHA subsidy would be reduced to $250.

EXHIBIT V -1: ANNUAL INCOME INCLUSIO NS
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 spouse (even if temporarily absent) or to
any other family member; or

(2) Are anticipated to be received from a source outsiddamily during the 12nonth
period following admission or annual reexamination effective date; and

(3) Which are not specifically excluded in paragraph (c) of this section.

(4) Annual income also means amounts derived (during thedifth period) fromassets
to which any member of the family has access.

(b) Annual income includes, but is not limited to:

(1) The full amount, before any payroll deductions, of wages and salaries, overtime pay,
commissions, fees, tips and bonuses, and other compensatmergonal services;

(2) The net income from the operation of a business or profession. Expenditures for
business expansion or amortization of capital indebtedness shall not be used as
deductions in determining net income. An allowance for depreciatiassets used in a
business or profession may be deducted, based on straight line depreciation, as provided
in Internal Revenue Service regulations. Any withdrawal of cash or assets from the
operation of a business or profession will be included in incexegpt to the extent the
withdrawal is reimbursement of cash or assets invested in the operation by the family;

(3) Interest, dividends, and other net income of any kind from real or personal property.
Expenditures for amortization of capital indebtednsisall not be used as deductions in
determining net income. An allowance for depreciation is permitted only as authorized in
paragraph (b(2) of this section. Any withdrawal of cash or assets from an investment
will be included in income, except to thetent the withdrawal is reimbursement of cash

or assets invested by the family. Where the family has net family assets in excess of
$5,000, annual income shall include the greater of the actual income derived from all net
family assets or a percentage bé tvalue of such assets based on the current passbook
savings rate, as determined by HUD;

(4) The full amount of periodic amounts received from Social Security, annuities,
insurance policies, retirement funds, pensions, disability or death benefitsthard o
similar types of periodic receipts, including a lusyom amount or prospective monthly
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amounts for the delayed start of a periodic amount (except as provided in paragraph
(c)(14) of this section);

(5) Payments in lieu of earnings, such as unemployraed disability compensation,
worker's compensation and severance pay (except as provided in paragraph (c)(3) of this
section);

(6) Welfare assistance payments.

() Welfare assistance payments made under the Temporary Assistance for Needy
Families (TAN-) program are included in annual income only to the extent such
payments:

1
(A) Qualify as assistance under the TANF program definition at 45 CFR 268rRi1
(B) Are not otherwise excluded under paragraph (c) of this section.

(i) If the welfare assistece payment includes an amount specifically designated for
shelter and utilities that is subject to adjustment by the welfare assistance agency in
accordance with the actual cost of shelter and utilities, the amount of welfare assistance
income to be inclded as income shall consist of:

(A) The amount of the allowance or grant exclusive of the amount specifically designated
for shelter or utilities; plus

(B) The maximum amount that the welfare assistance agency could in fact allow the
family for shelter ad utilities. If the family's welfare assistance is ratably reduced from
the standard of need by applying a percentage, the amount calculated under this
paragraph shall be the amount resulting from one application of the percentage.

(7) Periodic and deterinable allowances, such as alimony and child support payments,
and regular contributions or gifts received from organizations or from persons not
residing in the dwelling;

(8) All regular pay, special pay and allowances of a member of the Armed Fotcept(e
as provided in paragraph) () of this section)

(9) For section 8 programs only and as provided in 24 CFR 5.612, any financial
assistance, in excess of amounts received for tuition, that an individual receives under the

Higher Education Act of 1%5(20 U.S.C. 1001 et seq.), from private sources, or from an

institution of higher education (as defined under the Higher Education Act of 1965 (20

U.S.C. 1002)), shall be considered income to that individual, except that financial
assistance described tinis paragraph is not considered annual income for persons over

the age of 23 with dependent chil dren. For
assistanceo does not include | oan proceeds f

HHS DEFINITION OF "ASSISTA NCE"
45 CFR: GENERAL TEMPORARY ASSISTANCE FORNEEDY FAMILIES
260. 31 What does the term fassistanced mean?

(a) (1) The term fAassistanced includes <cash,
benefits designed to meet aor foantiothisggbs ongoir
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shelter, utilities, household goods, personal care items, and general incidental
expenses).

(2) It includes such benefits even when they are:

(I) Provided in the form of payments by a TANF agency, or other agency on its behalf,
to individual recipients; and

(i) Conditioned on participation in work experience or community service (or any
other work activity under 261.30 of this chapter).

1
Text of 45 CFR 260.31 follows.

(3) Except where excluded under paragraph (b) of this sedticso includes
supportive services such as transportation and child care provided to families who are
not employed.

(b) [ The definition of Alassi sterm henefits | excl ud
that:

(I) Aredesigned to deal with a specific gsisituation or episode of need;
(i) Are not intended to meet recurrent or ongoing needs; and
(ii)) Will not extend beyond four months.

(2) Work subsidies (i.e., payments to employers or third parties to help cover the costs
of employee wages, benefisupervision, and training);

(3) Supportive services such as child care and transportation provided to families who
are employed;

(4) Refundable earned income tax credits;
(5) Contributions to, and distributions from, Individual Development Accounts;

(6) Services such as counseling, case management, peer support, child care
information and referral, transitional services, job retention, job advancement, and
other employmentelated services that do not provide basic income support; and

(7) Transportabn benefits provided under a 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.

EXHIBIT V -2: ANNUAL INCOME EXCLUSIONS
24 CFR 5.609
(c) Annual ircome does not include the following:

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

(2) Payments received for the care of foster children or foster adults (usually persons with
disabilities, unrelated to thienant family, who are unable to live alone);
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(3) Lumpsum additions to family assets, such as inheritances, insurance payments
(including payments under health and accident insurance and worker's compensation),
capital gains and settlement for persooal property losses (except as provided in
paragraph (b)(5) of this section);

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

(5) Income of a livan aide, as defiretin Sec. 5.403;

(6) Subject to paragraph)(i§9) of this section, the full amount of student financial
assistance paid directly to the student or to the educational institution;

(7) The special pay to a family member serving in the Armed Forces wikpasesl to
hostile fire;

(8) () Amounts received under training programs funded by HUD;

(i) Amounts received by a person with a disability that are disregarded for a limited time
for purposes of Supplemental Security Income eligibility and benefitsubedhey are
set aside for use under a Plan to Attain-Seifficiency (PASS);

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

(iv) Amounts received under a resident service stipend. A resident service stipend is a
modest amount (not to exceed $200 per month)wedey a resident for performing a
service for the PHA or owner, on a pimhe basis, that enhances the quality of life in the
development. Such services may include, but are not limited to, fire patrol, hall
monitoring, lawn maintenance, resident iriitias coordination, and serving as a member

of the PHA's governing board. No resident may receive more than one such stipend
during the same period of time;

(v) Incremental earnings and benefits resulting to any family member from participation
in qualifying State or local employment training programs (including training programs
not affiliated with a local government) and training of a family member as resident
management staff. Amounts excluded by this provision must be received under
employment trainingprograms with clearly defined goals and objectives, and are
excluded only for the period during which the family member participates in the
employment training program;

(9) Temporary, nonrecurring or sporadic income (including gifts);

(10) Reparation panents paid by a foreign government pursuant to claims filed under
the laws of that government by persons who were persecuted during the Nazi era;

(11) Earnings in excess of $480 for each -fulle student 18 years old or older
(excluding the head of heahold and spouse);

(12) Adoption assistance payments in excess 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 or in progpeconthly amounts.
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(15) Amounts received by the family in the form of refunds or rebates under State or
local law for property taxes paid on the dwelling unit;

(16) Amounts paid by a State agency to a family with a member who has a
developmental disadity and is living at home to offset the cost of services and
equipment needed to keep the developmentally disabled family member at home; or

(17) Amounts specifically excluded by any other Federal statute from consideration as
income for purposes of detnining eligibility or benefits under a category of assistance
programs that includes assistance under any program to which the exclusions set forth in
24 CFR 5.609(c) apply. A notice will be published in the Federal Register and distributed
to PHA and hasing owners identifying the benefits that qualify for this exclusion.
Updates will be published and distributed when necessary. [See the following chart for a
list of benefits that qualify for this exclusion.]

Sources of Income Excluded by Federal Seaftdm Consideration as Income for
Purposes of Determining Eligibility or Benefits

a) The value of the allotment provided to an eligible household under the Food
Stamp Act of 1977 (7 U.S.C. 2017 (b));

b) Payments to Volunteers under the Domestic Volur§eevices Act of 1973 (42
U.S.C. 5044(g), 5058);

c) Payments received under the Alaska Native Claims Settlement Act (43 U.S.C.
1626(c));

d) Income derived from certasub marginaland of the United States that is held
in trust for certain Indian trilee(25 U.S.C. 459e);

e) Payments or allowances made under the Department of Health and Human
Ser vi c-nsotne HomevEnergy Assistance Program (42 U.S.C. 8624(f));

f) Payments received under programs funded in whole or in part under the Job
Training Patnership Act (29 U.S.C. 1552(b); (effective July 1, 2000, references to
Job Training Partnership Act shall be deemed to refer to the corresponding
provision of the Workforce Investment Act of 1998 (29 U.S.C. 2931);

g) Income derived from the dispositiohfands to the Grand River Band of Ottawa
Indians (Pub.L94-540, 90 Stat. 25084);

h) The first $2000 of per capita shares received from judgment funds awarded by
the Indian Claims Commission or the U. S. Claims Court, the interests of individual
Indiars in trust or restricted lands, including the first $2000 per year of income
received by individual Indians from funds derived from interests held in such trust
or restricted lands (25 U.S.C. 140408);

I) Amounts of scholarships funded under title IVtbé Higher Education Act of
1965, including awards under federal waitkidy program or under the Bureau of
Indian Affairs student assistance programs (20 U.S.C. 1087uu);

j) Payments received from programs funded under Title V of the Older Americans
Act of 1985 (42 U.S.C. 3056(f));
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k) Payments received on or after January 1, 1989, from the Agent Orange
Settlement Fund or any other fund established pursuant to the settlement in Re
Agentproduct liability litigation, M.D.L. No. 381 (E.D.N.Y.);

[) Paymentsreceived under the Maine Indian Claims Settlement Act of 1980 (25
U.S.C. 1721);

m) The value of any child care provided or arranged (or any amount received as
payment for such care or reimbursement for costs incurred for such care) under the
Child Care ad Development Block Grant Act of 1990 (42 U.S.C. 9858q);

n) Earned income tax credit (EITC) refund payments received on or after January 1,
1991 (26 U.S.C. 32()));

0) Payments by the Indian Claims Commission to the Confederated Tribes and
Bands of Yakimalndian Nation or the Apache Tribe of Mescalero Reservation
(Pub. L. 95433);

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

g) Any allowance paid under the preins of 38 U.S.C. 1805 to a child suffering
from spina bifida who is the child of a Vietham veteran (38 U.S.C. 1805);

r) Any amount of crime victim compensation (under the Victims of Crime Act)
received through crime victim assistance (or payment orgisement of the cost

of such assistance) as determined under the Victims of Crime Act because of the
commission of a crime against the applicant under the Victims of Crime Act (42
U.S.C. 10602); and

s) Allowances, earnings and payments to individualgigi@eiting in programs
under the Workforce Investment Act of 1998 (29 U.S.C. 2931).



EXHIBIT V -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
real property, savings, stocks, bonds, and other forms of capital investment, excluding
interests in Indian trust land and excluding equity accounts in HUD homeownership
programs. The value of necessary items of personal property such as furniture and
automobles shall be excluded.

(2) In cases where a trust fund has been established and the trust is not revocable by, or
under the control of, any member of the family or household, the value of the trust fund
will not be considered an asset so long as the fiomdinues to be held in trust. Any
income distributed from the trust fund shall be counted when determining annual income
under Sec. 5.609.

(3) In determining net family assets, PHA or owners, as applicable, shall include the
value of any business or fayiassets disposed of by an applicant or tenant for less than
fair market value (including a disposition in trust, but not in a foreclosure or bankruptcy
sale) during the two years preceding the date of application for the program or
reexamination, as appable, in excess of the consideration receittegtefore In the

case of a disposition as part of a separation or divorce settlement, the disposition will not
be considered to be for less than fair market value if the applicant or tenant receives
importart consideration not measurable in dollar terms.

(4) For purposes of determining annual income under Sec. 5.609, the term "net family
assets" does not include the value of a home currently being purchased with assistance
under part 982, subpart M of thifle. This exclusion is limited to the first 10 years after

the purchase date of the home.

EXHIBIT V -4: EARNED INCOME DISALLOWANCE FOR PERSONS WITH
DISABILITIES

24 CFR 5.617 Sefsufficiency incentives for persons with disabilitiesDisallowance
of increase in annual income.

(a) Applicable programsThe disallowance of increase in annual income provided by this
section is applicable only to the following programs: HOME Investment Partnerships
Program (24 CFR part 92); Housing Opportunities for Persotis AVDS (24 CFR part

574); Supportive Housing Program (24 CFR part 583); and the Housing Choice Voucher
Program (24 CFR part 982).

(b) Definitions.The following definitions apply for purposes of this section.
Disallowance Exclusion from annual income.

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

Qualified family.A family residing in housing assisted under one of the programs listed
in paragraph (a) of this section or receiving terzaged rental assistance under one of
the programs listed in paragraph (a) of this section.
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(1) Whose annual income increases as a resuthpfoyment of a family member who is
a person with disabilities and who was previously unemployed for one or more years
prior to employment;

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

(3) Whose annual income increases, as a result of new employment or increased earnings
of a family member who is a person with disabilities, during or withimsixths after
receiving assistance, benefits or services under any state program for temporary
assistance for needy families funded under Part A of Title IV of the Social Security Act,
as determined by the responsible entity in consultation with the lagahcies
administering temporary assistance for needy families (TANF) and W-etFkork

(WTW) programs. The TANF program is not limited to monthly income maintenance,
but also includes such benefits and services adimeepayments, wage subsidies and
transportation assistanegrovided that the total amount over a-swnth period is at

least $500.

(c) Disallowance of increase in annual incodne

(2) Initial twelve month exclusion. During the cumulative twelve month period beginning
on the date a membeavho is a person with disabilities of a qualified family is first
employed or the family first experiences an increase in annual income attributable to
employment, the responsible entity must exclude from annual income (as defined in the
regulations govering the applicable program listed in paragraph (a) of this section) of a
gualified family any increase in income of the family member who is a person with
disabilities as a result of employment over prior income of that family member.

(2) Second twelvenonth exclusion and phage During the second cumulative twelve
month period after the date a member who is a person with disabilities of a qualified
family is first employed or the family first experiences an increase in annual income
attributable to employment, the responsible entity must exclude from annual income of a
qualified family fifty percent of any increase in income of such family member as a result
of employment over income of that family member prior to the beginning of such
employment.

(3) Maximum four year disallowance. The disallowance of increased income of an
individual family member who is a person with disabilities as provided in paragraph (c
(1) or (9 (2) is limited to a lifetime 48 month period. The disallowance only applies for a
maximum of twelve months for disallowance under paragraph (c)(1) and a maximum of
twelve months for disallowance under paragraph (c)(2), during the 48 month period
starting from the initial exclusion under paragraph (c)(1) of this section.

(d) Inapplicahlity to admission.The disallowance of increases in income as a result of
employment of persons with disabilities under this section does not apply for purposes of
admission to the program (including the determination of income eligibility or any
income &rgeting that may be applicable).

EXHIBIT V -5: THE EFFECT OF WELFARE BENEFIT REDUCTION
24 CFR 5.615



Public housing program and Section 8 tenanbased assistance program: How
welfare benefit reduction affects family income.

(a) Applicability. This secton applies to covered families who reside in public housing
(part 960 of this title) or receive Section 8 terbased assistance (part 982 of this title).

(b) Definitions.The following definitions apply for purposes of this section:

Covered familiesFamilies who receive welfare assistance or other public assistance
benefits ("welfare benefits") from a State or other public agency ("welfare agency") under
a program for which Federal, State, or local law requires that a member of the family
must partiqpate in an economic sedlfficiency program as a condition for such
assistance.

Economic selsufficiency programSee definition at Sec. 5.603.

Imputed welfare incomd@he amount of annual income not actually received by a family,
as a result of a spiied welfare benefit reduction, that is nonetheless included in the
family's annual income for purposes of determining rent.

Specified welfarbenefitsreduction.

(1) A reduction of welfare benefits by the welfare agency, in whole or in part, for a
family member, as determined by the welfare agency, because of fraud by a family
member in connection with the welfare program; or because of welfare agency sanction
against a family member for noncompliance with a welfare agency requirement to
participate iran economic sef§ufficiency program.

(2) "Specified welfare benefit reduction” does not include a reduction or termination of
welfare benefits by the welfare agency:

() at expiration of a lifetime or other time limit on the payment of welfare bsnefit

(i) Becausea family member is not able to obtain employment, even though the family
member has complied with welfare agency economicssificiency or work activities
requirements; or

(iif) Becausea family member has not complied with other wiedfagency requirements.
(c) Imputed welfare income.

(1) A family's annual income includes the amount of imputed welfare income (because of
a specified welfare benefits reduction, as specified in notice to the PHA by the welfare
agency), plus the total aant of other annual income as determined in accordance with
Sec. 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 the
reasorfor such reduction, and will also inform the PHA of any subsequent changes in the
term or amount of such specified welfare benefit reduction. The PHA will use this
information to determine the amount of imputed welfare income for a family.

(3) A family'sannual 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
information provided toéhe PHA by the welfare agency).
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(4) The amount of the imputed welfare income is offset by the amount of additional
income a family receives that commences after the time the sanction was imposed. When
such additional income from other sources is at leg@sal to the imputed

(5) The PHA may not include imputed welfare income in annual income if the family
was not an assisted resident at the time of sanction.

(d) Review of PHA decision.

(1) Public housing. If a public housing tenant claims that the RE# not correctly
calculated the amount of imputed welfare income in accordance with HUD requirements,
and if the PHA denies the family's request to modify such amount, the PHA shall give the
tenant written notice of such denial, with a brief explanatibthe basis for the PHA
determination of the amount of imputed welfare income. The PHA notice shall also state
that if the tenant does not agree with the PHA determination, the tenant may request a
grievance hearing in accordance with part 966, subpafttBis 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 detextion.

(2) Section articipants A participant in the Section 8 tendrdsed assistance program
may request an informal hearing, in accordance with Sec. 982.555 of this title, to review
the PHA determination of the amount of imputed welfare inconterhbat be included in

the family's annual 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, th& hall give the family written
notice of such denial, with a brief explanation of the basis for the PHA determination of
the amount of imputed welfare income. Such notice shall also state that if the family does
not agree with the PHA determination, faenily may request an informal hearing on the
determination under the PHA hearing procedure.

(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 membergtheason for such reduction, the term of any
such reduction, and any subsequent welfare agency determination affecting the amount or
term of a specified welfare benefits reduction. If the welfare agency determines a
specified welfare benefits reduction farfamily member, and gives the PHA written
notice of such reduction, the family's annual incomes shall include the imputed welfare
income because of the specified welfare benefits reduction.

(2) The PHA is responsible for determining the amount of intpwelfare income that is
included in the family's annual income as a result of a specified welfare benefits
reduction as determined by the welfare agency, and specified in the notice by the welfare
agency to the PHA. However, the PHA is not responsibled&ermining whether a
reduction of welfare benefits by the welfare agency was correctly determined by the
welfare agency in accordance with welfare program requirements and procedtoes,
providing the opportunity for review or hearing on such weléyency determinations.

(3) Such welfare agency determinations are the responsibility of the welfare agency, and
the family may seek appeal of such determinations through the welfare agency's normal
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due process procedures. The PHA shall be entitledyt@nethe welfare agency notice to
the PHA of the welfare agency's determination of a specified welfare benefits reduction.
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VI.  VERIFICATION
[24 CFR 982.516, 24 CFR 982.551, 24 CFR 5.230]

The FTHA must verify all information that is used to establislet f ami | yds el i gi b
l evel of assistance and S required t o ob
information. Applicants and program participants must cooperate with the verification

process as a condition of receiving assistance. The FTHA motigpass on the cost of

verification to the family.

The FTHA will follow the verification guidance provided by HUD in PIH Notice 2004
01 Verification Guidance and any subsequent guidance issued by HUD. This chapter
summarizes those requirements and i@y supplementary FTHA policies.

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 recordsagament policies of the FTHA.

GENERAL VERIFICATION REQUIREMENTS

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 FTHA or HUD determines is necessary
to the administridon of the program and must consent to FTHA verification of that
information [24 CFR 982.551].

Consent Forms

It is required that all adult applicants and participants sign form {9885,

Authorization for Release of Information. The purpose of form FH8B6 is to facilitate

automated data collection and computer matching from specific sources and provides the

family's consent only for the specific purposes listed on the form. HUD and the FTHA

may collect information from State Wage Information Collecthayencies (SWICAS)

and current and former employers of adult 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 otloesent forms as

needed to collect information relevant to th

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 FTHA
will deny adnission to applicants and terminate assistance of participants. The family
may request an informal review (applicants) or informal hearing (participants) in
accordance with FTHA procedures.
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B. OVERVIEW OF VERIFICATION REQUIREMENTS
HUDG6s Veri faccyati on Hi e

AL HUD authorizes the FTHA to use five met
specifies the circumstances in which each method will be used. In general HUD
requires the FTHA to use the most reliable form of verification that is available and to
document the reasons when the FTHA uses a lesser form of verification.

In order of priority, the forms of verification that the FTHA will use are:
Up-front Income Verification (UIV) whenever available
Third-party Written Verification
Review of Documents
Third Party Oral Verification
Self-Certification

Each of the verification methods is discussed in subsequent sections below. Exhibit VI
at the end of the chapter contains an excerpt from the notice that provides guidance with
respect to how each ninetd may be used.

Requirements for Acceptable Documents

Any documents used for verification must be the original (not photocopies) and
generally must be dated within 60 calendar days of the date they are provided to
the FTHA. The documents must not bendaed, altered or in any way illegible.

The FTHA will accept documents dated up to 6 months before the effective date
of the family's reexamination if the document represents the most recent
scheduled report from a source. For example, if the holderpehsion annuity
provides semannual reports, the FTHA would accept the most recent report.

Printouts from web pages are considered original documents.

The FTHA staff member who views the original document must make a
photocopy, annotate the copy withet 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 the FTHA
and must be signed in the presence of a FTHA representative.

File Documentation

The FTHA 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 verifimation p
sufficient detail to demonstrate that the FTHA has followed all of the verification policies

set forth in this plan. The record should be sufficient to enable a staff member or HUD

reviewer to understand the process followed and conclusions reached.
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The FTHA will document, in the family file, the following:
Reported family annual income
Value of assets
Expenses related to deductions from annual income

Other factors influencing the adjusted income or inctwased rent
determination

When the FTHAIs unable to obtain 3rd party verification, the FTHA will document in
the family file the reason that thighrty verification was not available and will place a
photocopy of any original document(s) in the family file. [24 CFR 960.253{¢ VG,
p.15]

C. UP-FRONT INCOME VERIFICATION (UIV)

Upf ront i ncome verification (UI V) refers to
available from independent sources that maintain computerized information about
income and benefits. UIV will be used to the exthat these systems are available to the

FTHA.

The FTHA will inform all applicants and participants of its use of the following
UIV resources during the admission and reexamination process:

HUD6s EIV system (when it is availabl e
Departmenbf Human Services
Child Support

The FTHA may use other non governmental sources such as the Work Number.

There may be legitimate differences between the information provided by the family and
UIV-generated information. No adverse action can be takensagafamily until the
FTHA 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 FTHA.

See Chapter V for useefUIV/EIWtA prgjectmmanbal imcgme.on t he

Use of HUDOGs Enterprise Income Verification

HUD6s EIV system contains data showing earn
Social Security and SSI benefits for participant families. HUD requiee&TiHA to use

the EIV system when available. The following policies will apply when the FTHA has
access to HUDOGs EIV system.

The EIV system contains two main component s:
thresholdo reports.
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Tenant Income Data (TD) Reports

The data shown on TID reports is updated quarterly. Data may be between 3 and 6
months old at the time reports are generated.

The FTHA will obtain TID reports for regular reexaminations on a monthly basis
as part of the regular reexaminatjgnocess.

TID reports will be compared to familyrovided information as part of the
regular reexamination process. TID reports may be used in the verification of
annual income, as described in Chapter V. TID reports may also be used to meet
the regulatoy requirement for third party verification, as described above.
Policies for resolving discrepancies between TID reports and fgmrolided
information will be resolved as described in Chapter V. and in this chapter.

TID reports will be used in interimeexaminations when it is necessary to verify
and calculate earned income, unemployment benefits, Social Security and/or SSI
benefits, and to verify that families claiming zero income are not receiving
income from any of these sources.

TID reports will beretained in participant files with the applicable regular or
interim reexamination documents.

When the FTHA determines through TID reports and third party verification that
a family has concealed or une®ported income, corrective action will be taken
pursuant to the policies in Chapter XllII, Program Integrity.

Income Discrepancy Reports (IDRS)

The IDR is a tool for identifying families who may have concealed or uregberted
income. Data in the IDR represents income for past reporting periods andenay
between 6 months and 30 months old at the time IDRs are generated.

Families who have not concealed or undeported income may appear on the IDR in
some circumstances, such as loss of a job or addition of new family members.

The FTHA will generateand review IDRs periodically. The IDR threshold
percentage will be adjusted as necessary based on the findings in the IDRs.

In reviewing IDRs, the FTHA will begin with the largest discrepancies.
When the FTHA determines that a participant appearing enlR has not

concealed orundereported i ncome, the participant

i st of Afal se positiveo reviews. To
participants appearing on this list will be eliminated from IDR processing until a
subsequent interim or regular reexamination has been completed.

When it appears that a family may have concealed or tregerted income, the
FTHA will request thirdparty written verification of the income in question.

When the FTHA determines througDR review and third party verification that
a family has concealed or une@ported income, corrective action will be taken
pursuant to the policies in Chapter Xlll, Program Integrity.
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EIV Identity Verification

The EIV system verifies tenant identitiegyainst SSA records. These records are
compared to PIC data for a match on Social Security number, name, and date of birth.

When identity verification for a participant fails, a message will be displayed within the
EIV system and no income information kb displayed.

D.

The FTHA will identify participants whose identity verification has failed as part
of the regular reexamination process.

The FTHA will attempt to resolve PIC/SSA discrepancies by reviewing file
documents. When the FTHA determines thatmigancies exist due to FTHA
errors such as spelling errors or incorrect birth dates, the errors will be corrected

promptly.
THIRD -PARTY WRITTEN AND ORAL VERIFICATION

Reasonable Effort and Timing

Unless thirdparty verification is not required as debed below, HUD requires the
FTHA to make at least two unsuccessful attempts to obtainlity verification before
using another form of verification [VG, p. 15].

The FTHA will diligently seek thireparty verification using a combination of
written and oral requests to verification sources. Information received orally from
third parties may be used either to clarify information provided in writing by the
third party or as independent verification when written Hpiagty verification is

not receive in a timely fashion.

The FTHA may mail, fax, enail, or hand deliver thirgbarty written verification
requests and will accept thighrty responses using any of these methods. The
FTHA will send a written request for verification to each required soant give

the source 10 bustipess days to respond in writing. If a response has not been

received by the 11 business day, the FTHA may request tipedty oral
verification.

The FTHA will make two attempts to obtain thipdrty verification. A record of
each attempt to contact the thpdrty source (including ranswer calls) and all
contacts with the source will be documented in the file.

When any source responds verbally to the initial written request for verification
the FTHA will accept the verbaksponse but will also request that the source
complete and return any verification forms that were provided.

If a third party agrees to confirm in writing the information provided orally, the
FTHA will wait no more than 5 business days for the infornmatebe provided.

th
If the information is not provided by the 6usiness day, the FTHA will use any
information provided orally in combination with the information provided by the
family.



When Third -Party Information is Late

When thirdparty verificationhas been requested and the timeframes for submission have
been exceeded, the FTHA will use the information from documents on a provisional
basis. If the FTHA later receives thipérty verification that differs from the amounts

used in income and rent @eminations and it is past the deadline for processing the
reexamination, the FTHA will conduct an interim reexamination to adjust the figures
used for the reexamination, regardless of

When Third -Party Verification is Not Required
Primary Documents

Third-party verification is not required when legal documents are the primary source,
such as a birth certificate or other legal documentation of birth.

Certain Assets and Expenses

The FTHA will accept a selfertification from a family as verification of assets disposed
of for less than fair market value [HCV GB, p28].

The FTHA will determine that thirgarty verification is not available if the asset or
expense involves an insignificant amount, making it not-effisctive or reasonable to
obtain thirdparty verification [VG, p. 15].

The FTHA will use review of documents in lieu of requesting tpady
verification when the market value of an individual asset or an expense is less
than $500 annuallyand the family has original documents that support the
declared amount.

Certain Income, Asset and Expense Sources

The FTHA will determine that thirgarty verification is not available when it is known
that an income source does not have the ability to provriléemw or oral thirdparty
verification [VG, p. 15]. For example, the FTHA will rely upon review of documents
when the FTHA determines that a third party's privacy rules prohibit the source from
disclosing information.

The FTHA also will determine thahitd-party verification is not available when
there is a service charge for verifying an asset or expamde¢he family has
original documents that provide the necessary information.

The FTHA will document in the family file the reason that the tipiady
verification was not available and will place a photocopy of the original
document(s) in the family file. [VG, p. 15]

The cost of postage and envelopes to obtain -fiartly verification of income,
assets, and expenses is not an unreasonable cogh.[V§,
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E.

REVIEW OF DOCUMENTS

Using Review of Documents as Verification

If the FTHA has determined that thiparty verification is not available or not required,
the FTHA will use documents provided by the family as verification.

The FTHA may alsoreview documents when necessary to help clarify information

provided by third parties. In such cases the FTHA will document in the file how the
FTHA arrived at a final conclusion about the income or expense to include in its
calculations.

SELF-CERTIFI CATION

When information cannot be verified by a third party or by review of documents, family
members will be required to submit seértifications attesting to the accuracy of the
information they have provided to the FTHA.

The FTHA may require a fafg to certify that a family member doawot receive a
particular type of income or benefit.

The selfcertification must be made in a format acceptable to the FTHA and must be
signed by the family member whose information or status is being verifiecsefll
certifications must be signed in the presence of a FTHA representative.



VERIFYING FAMILY INFORMATION

G. VERIFICATION OF LEGAL IDENTITY

The FTHA will require families to furnish verification of legal identity for each
household member.

Verification of Legal Identity for Adults Verification of Legal Identity
for Children

certificateof birth, naturalization papers Certificate of birth

Church issued baptismal certificate Adoption papers

Current, valid driver's license or Department of Mg Custody agreement
Vehicles identification card

U.S. military discharge (DD 214)
U.S. passport

Health and Human Services I[
School records

Employer identification card

If a document submitted by a family is illegible or otherwise questionable, themeone
of these documents may be required.

I f none of these documents can be provided
who knows the person may attest to the pe
provided in a format acceptable to th€HA and be signed in the presence of a FTHA
representative.

Legal identity will be verified on an as needed basis.

H. SOCIAL SECURITY NUMBERS [24 CFR 5.216 and HCV GB, p. 512]

For every family member age 6 or older, the family must provide docunwentdta valid social
security number (SSN), or a sefértification stating that no SSN has been issued. The self
certification must be executed personally by any family member 18 or older, or by a parent or
guardian for a minor.

The FTHA will also accet the following documents as evidence if the SSN is provided
on the document:

Driverods | icense

Other identification card issued by a federal, state, or local agency, a medical
insurance company or provider, or employer or trade union
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Payroll stubs

Berefit award letters from government agencies; retirement benefit letters; life
insurance policies

Court records (real estate, tax notices, marriage and divorce, judgment or
bankruptcy records)

If the family reports an SSN but cannot provide acceptablendentation of the number, the
FTHA will require a seHcertification stating that documentation of the SSN cannot be provided
at this time. The FTHA will require documentation of the SSN within 60 calendar days from the
date of the f aoaiifitayon mantiomed above. If she farily is an applicant,
assistance cannot be provided until proper documentation of the SSN is provided.

The FTHA will instruct the family to obtain a duplicate card from the local Social
Security Administration (SSA) Gte.

For individuals who are at least 62 years of age and are unable to submit the required
documentation of their SSN within the initial 6@y period, the FTHA will grant an
additional 60 calendar days to provide documentation.

Social security numberaust be verified only once during continuoualsisted occupancy.

If any family member obtains an SSN after admission to the program, the new SSN must be
disclosed at the next regularly scheduled reexamination. In addition, if a child reaches the age of
6 and has no SSN, the parent or guardian must executecer#itation stating that the child

has no SSN at the next regularly scheduled reexamination.

The social security numbers of household members, such an bw@s, must be verified for the
purpose of conducting criminal background checks.

l. DOCUMENTATION OF AGE

A birth certificate or other official record of birth is the preferred form of age verification for all
family members. For elderly family members an original document that proswigsnce of the
receipt of social security retirement benefits is acceptable.

If an official record of birth or evidence of social security retirement benefits cannot be
provided, the FTHA will require the family to submit other documents that sugport t
reported age of the family member (e.g., school records, driver's license if birth year is
recorded) and to provide a seHrtification.

Age must be verified only once during continuoea$gisted occupancy.

J. FAMILY RELATIONSHIPS

Applicants and grgram 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.

Family relationships are verified only to the ext t necessary to deter
eligibility and level of assistance. Certification by the head of household normally is
sufficient verification of family relationships.
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Marriage

Certification by the head of household is normally sufficient vettilon. If the FTHA
has reasonable doubts about a marital relationship, the FTHA will require the family to
document the marriage.

A marriage certificate generally is required to verify that a couple is married.

Separation or Divorce

Certification by he head of household is normally sufficient verification. If the FTHA
has reasonable doubts about a separation or divorce, the FTHA will require the family to
document the divorce, or separation.

A certified copy of a divorce decree, signed by a couiteff is required to document
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 commibaisgd agency will
be accepted.

Absence of Adult Member

For participating families, 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 (@gumentation of
another address at which the person resides such as a lease or utility bill).

Foster Children and Foster Adults
Third-party verification from the state or local government agency responsible for the
placement of the individual with éhfamily is required.

K. VERIFICATION OF STUDENT STATUS

General Requirements

The FTHA 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 reports fulltime student status for an adult other than the head,
spouse, oco-head

The family reports child care expenses to enable a family member to further his or
her education.

The family includes a student enrolled iniastitution of hider 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 patients who are seeking or receiving
HCV assistance.

In accordance with the verification hierarchy described in Section INSERT, the FTHA
will determine whether the student is exempt from the restrictions in 24 CFR 5.612 by
verifying any one of the folloimg exemption criteria:

The student is enrolled at an educational institution that does not meet the
definition of institution of higher educatiom the Higher Education Act of 1965
(see Section Exhibit-3).

The student is at least 24 years old.

The dudent is a veteran.

The student is married.

The student has at least one dependent child.

If the FTHA cannot verify at least one of these exemption criteria, the FTHA will
conclude that the student is subject to the restrictions on assistance at Z46CERnN

addition to verifying the studentdés incom

verify either the studentdos parentso incom
Independent Student

The FTHA will verify a studentods thaathepende

student s parentsé income is not relevant

the following:

Either reviewing owerifying previous address information to determine whether

the student has established a household separate frdrartpstents for at least

one year or reviewing and verifying documentation relevant to determining
whet her the student meets the U.S. De
independent student.

Reviewing a copy of t he stal8teent B Fr ee
(FAFSA).

Reviewing prior year income tax returns to verify whether a parent has claimed
the student as a dependent

Requesting and obtaining written certif
identifying the amount of support theylibe providing to the student, even if the
amount of support is $0.
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L. DOCUMENTATION OF DISABILITY

The FTHA must verify the existence of a disability in order to allow certain income
disallowances and deductions from income. The FTHA is not permiitedqtire about the

nature or extent of a persond6s disability [ 24
personb6s diagnosis or details of treat ment f
receives a verification document that providgesh information, the FTHA will not place this

information in the tenant file. Under no cir

medical record(s). For more information on health care privacy laws, see the Department of
Health and Human Servised w e lwew.ds.dhhsagby

The above cited regulation does not prohibit the following inquiries, provided these inquiries are
made of all applicants, whether or not they are persons with disabilities [VG, p. 24]:

A Inquiry int o toaneetthereqlirerceats df @vaershifpar tenartcyy

A Ilnquiry to determine whether an applicant
persons with disabilities or to persons with a particular type of disability

A Ilnquiry to de tlicant foramweelling is gualliies for aapriorita gvailable
to persons with disabilities or to persons with a particular type of disability

A Ilnquiring whether an applicant for a dwel
controlled substance

Alnquiring whether an applicant has been convicted of the illegal manufacture or distribution
of a controlled substance

Family Members Receiving SSA Disability Benefits

Verification of the receipt of disability benefits from the Social Security Admatisin (SSA) is
sufficient verification of disability for the purpose of qualifying for waiting list preferences (if
applicable) or certain income disallowances and deductions [VG, p. 23].

For family members claiming disability who receive disability dféa from the SSA, the

FTHA will attempt to obtain information about disability benefits through the HUD
Enterprise I ncome Verification (EI V) syste
is not available, the FTHA will request a current (dated with@ st 60 days) SSA

benefit verification letter from each family member claiming disability status. If the

family is unable to provide the document(s), the FTHA will ask the family to request a
benefit verification letter by either calling SSA aB8Q0-7721213, or by requesting it

from www.ssa.gov Once the applicant or participant receives the benefit verification

letter they will be required to provide it to the FTHA.

Family Members Not Receiving SSA Disability Benefits

Recei pt of v dteeredn G@s , diwoakkielridtsy -8SA imgmedits saaed i o n
on the individual 6s <c¢l aimed disability are n
HUDG6s definition of disability in 24 CFR 5.60
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For family members claiming disability whato not receive disability benefits from the
SSA, a knowledgeable professional must provide tpady verification that the family
member meets the HUD definition of disability. See the Eligibility chapter for the HUD
definition of disability. The knowlegkable professional will verify whether the family
member does or does not meet the HUD definition.

M. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5.508]

Housing assistance is not available to persons who are not citizens, nationals, or eligible
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 and FTHA verificatrequirements 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
discussed below for ea 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(¢p)]

U.S. Citizens and Nationals

HUD requires a declaratiomif 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 FTHA may request verification of the declaration by requiring presentationbotha
certificate, United States passport or other appropriate documentation.

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 documentation 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 receéidiyfunded assistance. Exhibit

7-2 at the end of this chapter summarizes documents family members must provide.

FTHA 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 n the manner described in-IV 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 FTHA must
verify immigration status with the United StatesiZahship and Immigration Services (USCIS).

The FTHA will follow all USCIS protocols for verification of eligible immigration status.
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N. VERIFICATION OF PREFERENCE STATUS
The FTHA must verify any preferences claimed by an applicant.

TO BE INSERTED

O. VERIFYING INCOME AND ASSETS

Chapter V of this plan describes in detail the types of 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 prowvd FTHA policies that supplement the general verification
procedures specified in this chapter.

EARNED INCOME
Tips
Unl ess tip income i s i nZbythaemgloyer rpersonsiwl@omi | y

work in industries where tips are standard will bguieed to sign a certified estimate of
tips received for the prior year and tips anticipated to be received in the coming year.

BUSINESS AND SELF EMPLOYMENT INCOME
Business owners and se&linployed persons will be required to provide:

An audited finanal statement for the 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 ofesaffloyed person must certify to

its accuracy.

All schedules completefir filing federal 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 sliraght
depreciation rules.

The FTHA will provide a format 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 alliture reexaminations.

At any reexamination the FTHA may request documents that support submitted financial
statements such as manifests, appointment books, cash books, or bank statements.

If a family member has been selinployed less than three (3) mlasit the FTHA will
accept the family member's certified estimate of income and schedule an interim
reexamination in three (3) months. If the family member has beearaglbyed for three
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(3) to twelve (12) months the FTHA will require the family to provideumentation of
income and expenses for this period and use that information to project income.

PERIODIC PAYMENTS AND PAYMENTS IN LIEU OF EARNINGS
Social Security/SSI Benefits

To verify the SS/SSI benefits of applicants, the FTHA will request @icufdated within

the last 60 days) SSA benefit verification letter from each family member that receives
social security benefits. If the family is unable to provide the document(s), the FTHA will
ask the family to request a benefit verification lettereklifier calling SSA at-B00-772

1213, or by requesting it fromww.ssa.govOnce the applicant has received the benefit
verification letter they will be required to provide it to the FTHA.

To verify the SS/SSI benefits of participants, the FTHA will obiaformation about
social security/SSI benefits through the HUD EIV System. If benefit information is not
available in HUD systems, the FTHA will request a current SSA benefit verification
letter from each family member that receives social securityfibenié the family is
unable to provide the document(s) the FTHA will ask the family to request a benefit
verification letter by either calling SSA at8D0-7721213, or by requesting it from
www.ssa.govOnce the participant has received the benefifigation letter they will be
required to provide it to the FTHA.

ALIMONY OR CHILD SUPPORT

The way the FTHA will seek verification for alimony and child support differs depending
on whether the family declares that it receives regular payments.

If the family declares that ireceives regular paymentsverification will be
sought in the following order.

If payments are made through a state or local entity, the FTHA will
request a record of payments for the past 12 months and request that the
entity disdose any known information about the likelihood of future
payments.

Third-party verification from the person 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 selfcertification of amount received and of the likelihood of
support payments being received in the future, or that support payments
are not being received.

If the family declares that receives iregular or no paymentsin addition to the
verification process listed above, the family must provide evidence that it has
taken all reasonable efforts to collect amounts due. This may include:



A statement from any agency responsible for enforcing payittent
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 the® efforts

Note: Families are not required to undertake independent enforcement action.

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 tinaarkair value
in the preceding two years. The FTHA needs to verify only those certifications that warrant
documentation [HCV GB, p.-38].

The FTHA will verify the value of assets disposed of only if:

The FTHA does not already have a reasonable estimatf its value from
previously collected information, or

The amount reported by the family in the certification appears obviously in error.

Example 1. An elderly participant reported a $10,000 certificate of deposit at the last
regular reexamination arttie FTHA verified this amount. Now the person reports that
she has given this $10,000 to her son. The FTHA 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 memér has disposed of its 1/4 share of real property located in a
desirable area and has valued her share at approximately 5,000. Based upon market
conditions, this declaration does not seem realistic. Therefore, the FTHA will verify the
value of this asset.

NET INCOME FROM RENTAL PROPERTY
_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 expenses for the coming year and the most recent IRS
Form 1040 with Schedule E (Rental Income). If schedule E was not prepared, the
FTHA will require the family members involved in the rental of property to
provide a sekcertification of income and expenses for the 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 nhpirtterest expense.

RETIREMENT ACCOUNTS
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When thirdparty verification is not available the type of original document that will be
accepted depends upon the family member os

Before retirement, the FTHA will accept an original documémm 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.

Upon retirement, the FTHA will accept an original dmeent from the entity
holding the account that reflects any distributions of the account balance, any
lump sums taken and any regular payments.

After retirement, the FTHA will accept an original document from the entity
holding the account dated no earlihan 12 months before that reflects any
distributions of the account balance, any lump sums taken and any regular
payments.

INCOME FROM EXCLUDED SOURCES
A detailed discussion of excluded income is provided in Chapter V.

The FTHA must obtain verifitceon for income exclusions only if, without verification, the

FTHA would not be able to determine whether the income is to be excluded. For example: If a
familyés 16 year old has a job at a fast f o«
recordsvefiy the chil ddéds age but will not send a v
if a family claims the earned income disallowance for a source of income, both the source and

the income must be verified.

The FTHA will reconcile differences in amois reported by the third party and the
family only when the excluded amount is used to calculate the family share (as is the case
with the earned income disallowance). In all other cases, the FTHA will report the
amount to be excluded as indicated on doents provided by the family.

ZERO ANNUAL INCOME STATUS

The FTHA will check UIV sources and/or request information from thadty sources to
verify that certain forms of income such as unemployment benefits, TANF, SSI, etc., are
not being received biamilies claiming to have zero annual income.

STUDENT FINANCIAL ASSISTANCE

Any financial assistance, in excess of amounts received for tuition, that a person attending an
institution of higher education receives under the Higher Education Act of 1985,pirivate
sources, or from an institution of higher education must be considered income unless the student
is over the age of 23 with dependent children or is residing with parents who are seeking or
receiving HCV assistance [24 CFR 5.609@®) and FR 410/06].



For students over the age of 23 with dependent children or students residing with parents who are
seeking or receiving HCV assistance, the full amount of student financial assistance is excluded
from annual income [24 CFR 5.609(c)(6)]. The fullamt of student financial assistance is also
excluded for students attending schools that do not qualify as institutions of higher education (as
defined in Exhibit ). Excluded amounts are verified only if, without verification, the FTHA
would not be ald to determine whether or to what extent the income is to be excluded.

For a student subject to having a portion of his/her student financial assistance included
in annual income in accordance with 24 CFR 5.60&h the FTHA will request third

party witten 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 FTHA will request written véidation from the institution of higher
education regarding the studentds tuition

If the FTHA is unable to obtain thiparty written verification of the requested
information, the FTHA will pursue other forms of verification following the veaifion
hierarchy.

PARENTAL INCOME OF STUDENTS SUBJECT TO ELIGIBILITY RESTRICTIONS

If a student enrolled at an institution of higher education is under the age of 24, is not a veteran,

is not married, and does not have a dependent child, the incomesotthed ent 6 s par ent g
considered when determining income eligibility, unless the student is determined independent
from his or her parents in accordance with FTHA policy [24 CFR 5.612 and FR 4/10/06, p.
18146].

This provision does not apply to studemesiding with parents who are seeking or receiving
HCV assistance. It is limited to students who are seeking or receiving assistance on their own,
separately from their parents.

I f the FTHA is required to det eparemisntee t he
FTHA will request an income declaration and certification of income from the
appropriate parent(s) (as determined in SectidnE}. The FTHA will send the request

directly to the parents, who will be required to certify to their income rupeealty of

perjury. The parents will be required to submit the information directly to the FTHA. The
required information must be submitted (postmarked) within 10 business days of the date

of the FTHAOGs request or witytheRTHANY ext end

The FTHA reserves the right to request and review supporting documentation at any time
if it questions the declaration or certification. Supporting documentation may include, but
is not limited to, Internal Revenue Service (IRS) tax returmissecutive and original pay

stubs, bank statements, pension benefit statements, benefit award letters, and other
official and authentic documents from a federal, state, or local agency.

P. VERIFYING MANDATORY DEDUCTIONS

DEPENDENT AND ELDERLY/DISABLED HO USEHOLD DEDUCTIONS
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The dependent and elderly/disabled family deductions require only that the FTHA verify that the
family members identified as dependents or elderly/disabled persons meet the statutory
definitions. No further verifications are required.

Dependent Deduction
The FTHA must verify that:

A Any person under the age of 18 for whom
head, spouse, ao-headof the family and is not a foster child

A Any person age 18 or edlctioa is cldined is nohaofostert h e
adult or livein aide, and is a person with a disability or a full time student

Elderly/Disabled Family Deduction

The FTHA must verify that the head, spousec@headis 62 years of age or older or a person
with disabilities.

MEDICAL EXPENSE DEDUCTION

Policies related to medical expenses are found in Chapter V. The amount of the deduction will be
verified following the standard verification procedures.

Amount of Expense

The FTHA will provide a thiregparty verifcation form directly to the medical provider
requesting the needed information.

Medical expenses will be verified through:
Third-party verification form signed by the provider, when possible

If third-party is not possible, copies of cancelled checleslus make medical
expense payments and/or printouts or receipts from the source will be used. In this
case the FTHA will make a best effort to determine what expenses from the past
are likely to continue to occur in the future. The FTHA will also accejoteace

of monthly payments or total payments that will be due for medical expenses
during the upcoming 12 months.

If third-party or document review is not possible, written family certification as to
costs anticipated to be incurred during the upcomihmanths

In addition, the FTHA must verify that:

A  The household is eligible for the deduct.i

t

d

0

The costs to be deducted are qualified med

A
A The expenses are not paid for or reimburse
A

Costs 1 ncesaemuntedamlygneest year

Eligible Household
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The medical expense deduction is permitted only for households in which the head, spouse, or
co-headis at least 62, or a person with disabilities. The FTHA must verify that the family meets
the definition ofan elderly or disabled family.

Qualified Expenses

To be eligible for the medical expenses deduction, the costs must qualify as medical expenses.
See Chapter V for the FTHAGO6s policy on what ¢

Unreimbursed Expenses

To be eligble for the medical expenses deduction, the costs must not be reimbursed by another
source.

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

Whenanticipated costs are related to-gming payment of medical bills incurred in past
years, the FTHA will verify:

The anticipated repayment schedule
The amounts paid in the past, and
Whet her the amounts to be repaandualhave
income in past years
DISABILITY ASSISTANCE EXPENSES
The amount of the deduction will be verified following thaslard verification procedures
Amount of Expense
Attendant Care

The FTHA will provide a thireparty verification form directlyd the care provider
requesting the needed information.

Expenses for attendant care will be verified through:
Third-party verification form signed by the provider, when possible

If third-party is not possible, copies of cancelled checks used to makdaatte
care payments and/or receipts from care source

If third-party or document review is not possible, written family certification as to
costs anticipated to be incurred for the upcoming 12 months

Auxiliary Apparatus
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Expenses for auxiliary apparatwgl be verified through:
Third-party verification of anticipated purchase costs of auxiliary apparatus

If third-party is not possible, billing statements for purchase of auxiliary
apparatus, or other evidence of monthly payments or total paymentsilthae
due for the apparatus during the upcoming 12 months

If third-party or document review is not possible, written family certification of
estimated apparatus costs for the upcoming 12 months

In addition, the FTHA must verify that:
A The f aenfoiwhomnhe expense is incurred is a person with disabilities
A - The expense permits a family member

, Or me
A The expense is not reimbursed from another
Family Member is a Person with Disabilities
To be eligible for the disabilf assistance expense deduction, the costs must be incurred for
attendant care or auxiliary apparatus expense associated with a person with disabilities. The
FTHA will verify that the expense is incurred for a person with disabilities.
Family Member(s) Permitted to Work
The FTHA must verify that the expenses claimed actually enable a family member, or members,
(including the person with disabilities) to work.
The FTHA will seek thireparty verification from a Rehabilitation Agency or
knowledgeable medal professional indicating that the person with disabilities requires
attendant care or an auxiliary apparatus to be employed, or that the attendant care or
auxiliary apparatus enables another family member, or members, to work.
If third-party and docuent review verification has been attempted and is either
unavailable or proves unsuccessful, the family must certify that the disability assistance
expense frees a family member, or members (possibly including the family member
receiving the assistancey, work.
Unreimbursed Expenses
To be eligible for the disability expenses deduction, the costs must not be reimbursed by another
source.
An attendant care provider wildl be asked

knowledge, the expenses ai@ paid by or reimbursed to the family from any source.

The family will be required to certify that attendant care or auxiliary apparatus expenses
are not paid by or reimbursed to the family from any source.
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CHILD CARE EXPENSES

Policies related to cli care expenses are found in Chapter V. The amount of the deduction will
be verified following the standard verification procedures desciiéais chapter. In addition,
the FTHA must verify that:

A The child is eligible for care.

A The c o aremsotranhbarsede d

A The costs enable a family member to pursue
A - The costs are for an allowable type of chi
A The costs are reasonabl e.

Eligible Child

To be eligible for the child care deduction, the costs must beratcdor the care of a child
under the age of 13. The FTHA will verify that the child being cared for (including foster
children) is under the age of 13.

Unreimbursed Expense

To be eligible for the child care deduction, the costs must not be reimlnyrs@dther source.

The c¢child care provider wi | | be asked
knowledge, the child care expenses are not paid by or reimbursed to the family from any
source.

The family will be required to certify that the chitdhre expenses are not paid by or
reimbursed to the family from any source.

Pursuing an Eligible Activity

The FTHA must verify that the family member(s) that the family has identified as being enabled
to seek work, pursue education, or be gainfully eygd, are actually pursuing those activities.

Information to be Gathered

The FTHA will verify information about how the schedule for the claimed activity relates
to the hours of care provided, the time required for transportation, the time required for
study (for students), the relationship of the family member(s) to the child, and any special
needs of the child that might help determine which family member is enabled to pursue
an eligible activity.

Seeking Work

Whenever possible the FTHA will use dooentation from a state or local agency that
monitors workrelated requirements (e.g., welfare or unemployment). In such cases the
FTHA wi | | request verification from the
date and require the family to submit ttee FTHA any reports provided to the other
agency.
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In the event thireparty verification is not available, the FTHA will provide the family
with a form on which the family member must record job search efforts. The FTHA will
review this information at €a subsequent reexamination for which this deduction is
claimed.

Furthering Education

The FTHA will ask that the academic or vocational educational institution verify that the
person permitted to further his or her education by the child care is ermoliegrovide
information about the timing of classes for which the person is registered.

Gainful Employment

The FTHA will seek verification from the employer of the work schedule of the person
who is permitted to work by the child care. In cases in witeb or more family
members could be permitted to work, the work schedules for all relevant family members
may be verified.

Allowable Type of Child Care

The type of care to be provided is determined by the family, but must fall within certain
guidelines as discussed in Chapter V.

The FTHA will verify that the type of child care selected by the family is allowable, as
described in Chapter V.

The FTHA will verify that the fees paid to the child care provider cover only child care
costs (e.g., no houkeeping services or personal services) and are paid only for the care
of an eligible child (e.g., prorate costs if some of the care is provided for ineligible family

members).
The FTHA will verify that the child care provider is not a member of the assiamily.
Veri fication wil/ be made through the head

who are expected to reside in the unit.

Reasonableness of Expenses
Only reasonable child care costs can be deducted.

The actual costs the family incursi | | be compared with the
standards of reasonableness for the type of care in the locality to ensure that the costs are
reasonable.

If the family presents a justification for costs that exceed typical costs in the area, the
FTHA will request additional documentation, as required, to support a determination that
the higher cost is appropriate.
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EXHIBIT VI -1: EXCERPT FROM HUD VERIFICATION GUIDANCE NOTICE (PIH

200401, pp. 11:14)

Document Review

High (Mandatory if upfront income verification is not available or if UIV data
differs substantially from tenant-reported information)

Medium-Low (Use on provisional basis)

Income Type

Wages/Salaries

Upfront

Use of computer
matching
agreements with a
State Wage
Information
Collection Agency
(SWICA) to obtain
wage information
electronically, by
mail or fax or in
PErsorn.

| (LEVEL4)

Written Third
Party

The PHA mails,
faxes, or e-mails
a verification
form directly to
the independent
sources to obtain
wage
information.

Agreements with
private vendor
agencies, such as
The Work Number
or ChoicePomt to
obtain wage and
salary information.

The PHA may
have the tenant
sign a Request
for Earnings
Statement from
the SSA to
confirm past
earnings. The

Use of HUD
systems, when
available.

PHA mails the
form to SSA and
the statement will
be sent to the
address the PHA
specifies on the
form.

Oral Third Party

In the event the
independent source
does not respond to
the PHAs written
request for
information, the
PHA may contact
the independent
source by phone or
make an in person
visit to obtain the
requested
information.

Document
Review

When neither
form of third
party verification
can be obtained,
the PHA may
accept original
documents such
as consecutive
pay stubs (HUD
recommends the
PHA review at
least three
months of pay
stubs, if
employed by the
same employer
for three months
or more), W-2
forms, etc. from
the tenant. Note:
The PHA must
document in the
tenant file, the
reason third party
verification was
not available.

Tenant Declaration

The PHA may accept
a notarized statement
or affidavit from the

tenant that declares
the family’s total
annual income from
earnings. Note: The
PHA must document
in the tenant file, the
reason third party
verification was not
available.

Verification of Employment Income: The PHA should always obtain as much information as possible about the employment,
such as start date (new employment), termination date (previous employment), pay frequency, pay rate, anticipated pay increases
in the next twelve months, year-to-date earnings, bonuses, overtime, company name, address and telephone number, name and
position of the person completing the employment verification form.
Effective Date of Employment: The PHA should always confirm start and termination dates of employment.
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Income Type

Self-
Employment

[ Not Available

Upfront

‘Written Third
Party

The PHA mails
or faxes a
verification form
directly to
sources 1dentified
by the family to
obtam income
information.

Oral Third Party

The PHA may call
the source to obtain
income information.

Document
Review

The PHA may
accept any
documents (i.c.
tax retums,
mvoices and
letters from
customers)
provided by the
tenant to verify
sclf-employment
income. Note:
The PHA must
document in the
tenant file, the
reason third party
verification was
not obtained.

Tenant Declaration

The PHA may accept
a notarized statement
or affidavit from the
tenant that declares
the family’s total
annual income from
self-~employment.
Note: The PHA must
document in the
tenant file, the reason
third party
verification was not
available.

Verification of Self-Employment Income: Typically, it is a challenge for PHASs to obtain third party verification of self-
employment income. When third party verification is not available, the PHA should
declaration that includes a perjury statement.

always request a notarized tenant

Social Security | Use of HUD Tenant | The PHA mails The PHA may call The PHA may The PHA may accept
Benefits Assessment System | or faxes a SSA, with the tenant | accept an original | a notarized statement
(TASS) to obtain verification form | on the line, to obtain | SSA Notice from | or affidavit from the
current benefit directly to the current benefit the tenant. Note: | tenant that declares
history and local SSA office | amount. (Not The PHA must monthly social
discrepancy reports. | to obtain social Available in some document inthe | security benefits.
security benefit areas because SSA | tenant file, the Note: The PHA must
information. makes this data reason third party | document in the
(Not Available available through verification was tenant file, the reason
in some areas TASS. SSA not available. third party
because SSA encourages PHAs verification was not
makes this data | to use TASS.) available.
available
through TASS.
SSA encourages
PHAs to use
TASS.)
Welfare Use of computer The PHA mails, The PHA may call The PHA may The PHA may accept
Benefits matching faxes, or e-mails | the local Social review an a notarized statement

agreements with the
local Social Services
Agency to obtain
current benefit
amount
electronically. by
mail or fax or in
person.

a verification
form directly to
the local Social
Services Agency
to obtain welfare
benefit
information.

Services Agency to
obtain current
benefit amount.

original award
notice or printout
from the local
Social Services
Agency provided
by the tenant.
Note: The PHA
must document in
the tenant file,
the reason third
party verification

was not available.

or affidavit from the
tenant that declares
monthly welfare
benefits. Note: The
PHA must document
in the tenant file, the
reason third party
verification was not
available.
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