Chapter 1

STATEMENT OF POLICIES AND OBJECTIVES

INTRODUCTION

The Section 8 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 Certificate and Voucher Programs, are
described in and implemented through this Administrative Plan.

Administration of the Section 8 Program and the functions and responsibilities of the Housing
Authority (HA) staff shall be in compliance with the HA’s Personnel Policy and the Department
of Housing and Urban Development’s (HUD) Section 8 Regulations as well as all Federal, State,
and local Fair Housing Laws and Regulations.

Jurisdiction

The jurisdiction of the HA is the counties of Camden, Laclede, Miller, and Pulaski.

A. MISSION STATEMENT

The Pulaski County PHA’s mission is to provide low-income households with
opportunities to gain quality housing and to surmount economical, societal, and discriminatory
barriers which may prevent this purpose.

B. LOCAL OBJECTIVES

The Section 8 Program is designed to achieve these major objectives:

1. To Provide decent, safe, and sanitary housing for very low income families
while maintaining their rent payments at an affordable level.

2. To ensure that all units meet Housing Quality Standards and families pay
fair and reasonable rents.

3. To promote fair housing and the opportunity for very low-income families of
all ethnic backgrounds to experience freedom of housing choice.

4. To promote a housing program which maintains quality service and integrity
while providing an incentive to private property owners to rent to very low
income families.

5. To encourage self-sufficiency of participant families and assist in the expansion of
opportunities which address educational, economic and social integration.



In addition, the HA has the following goals for the program:

1. To assist the local economy by increasing the occupancy rate and the amount of
money flowing into the community.

2. To encourage self sufficiency of participant families and assist in the expansion of family
opportunities.
3. To create positive public awareness and expand the level of family, owner, and

community support in accomplishing the HA’s mission.

4. To attain and maintain high level of standards and professionalism in day-to-day
management of all program components.

C. PURPOSE OF THE PLAN [24 CFR 982.54]

The purpose of the Administrative Plan is to establish policies for carrying out the
program in a manner consistent with HUD requirements and local objectives.

The Plan covers both admission and continued participation in the Housing Voucher
Choice Program.

The HA is responsible for complying with all changes in HUD regulations pertaining to
programs. If such changes conflict with this Plan, HUD regulations will have precedence.
The original Plan and any changes must be approved by the Board of Commissioners of
the agency and a copy provided to HUD.

D. ADMINISTRATIVE FEE RESERVE [24 CFR 982.54(d)(22)]

Expenditures from the administrative fee reserve, other than on-going administrative
expenses will be approved by the HA Board of Commissioners and made in accordance
with the approved budget.

E. RULES AND REGULATIONS [24 CFR 982.54]

This Administrative Plan is set forth to define the HA’s local policies for operation of the
housing programs in the context of Federal laws and regulations. All issues related to
Section 8 not addressed in this document are governed by such Federal regulations,
HUD memos, Notices and guidelines, or other applicable law.

F. TERMINOLOGY

The housing Agency of Pulaski County is referred to as “HA” or “Housing Agency” throughout
this document.

“Family” is used interchangeably with “Applicant” or “Participant” and can refer to a single
person family.

“Tenant” is used to refer to participants in terms of their relation to landlords.

“Landlord” and “Owner” are used interchangeably.



“Disability” is used where “handicap” was formerly used.

“Non-citizens Rule” refers to the regulation effective June 19, 1995 restricting assistance to U.S.
citizens and eligible immigrants.

“HQS” means the Housing Quality Standards required by regulations as enhanced by the HA.

“Failure to Provide” refers to all requirements in the first Family Obligation. See Chapter 15,
“Denial or Termination of Assistance”

See Glossary for other terminology.

G. __ FAIR HOUSING POLICY [24 CFR 982.54(d)(6)]

It is the policy of the Housing Agency to comply fully with all Federal, State, and local non
discrimination laws and with the rules and regulations governing Fair Housing and Equal
Opportunity in housing and employment.

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

To further its commitment to full compliance with applicable Civil Rights laws, the HA will
provide Federal/State/local information to Voucher holders regarding “discrimination” and any
recourse available to them if they are victims of discrimination. Such information will be made
available during the family briefing session, and all applicable Fair Housing Information and
Discrimination Complaint Forms will be made a part of the briefing packet.

Except as otherwise provided in 24 CFR 8.21 (¢)(1), 8.24(a), 8.25, and 8.31, no individual with
disabilities shall be denied the benefits of, be excluded from participation in, or otherwise be
subjected to discrimination because the HA’s facilities are inaccessible to or unusable by persons
with disabilities.

The Pulaski County PHA office is accessible to persons with disabilities.

H. ACCOMMODATIONS POLICY [24 CFR 700.245(c)(3)]

This policy is applicable to all situations described in this Administrative Plan when a family
initiates contact with the HA, when the HA initiates contact with a family including when a
family applies, and when the HA schedules or reschedules appointments of any kind.

It is the policy of this HA to be service-directed in the administration of our housing programs,

and to exercise and demonstrate a high level of professionalism while providing housing services
to families.

Persons with Disabilities [24 CFR 982.153(b)(6)]




The HA’s policies and practices will be designed to provide assurances that all persons with
disabilities will be provided reasonable accommodation so that they may fully access and utilize
the housing program and related services.

L. MANAGEMENT ASSESSMENT OBJECTIVES

The HA operates its housing assistance program with efficiency and can demonstrate to HUD
auditors that the HA is using its resources in a manner that reflects its commitment to quality and
service. The HA policies and practices are consistent with the goals and objectives of the
following proposed HUD SEMAP indicators.

1. Selection from the Waiting List.

2. Reasonable Rent

3. Determination of Adjusted Income

4. Utility Allowance Schedule

5. HQS Quality Control Inspections

6. HQS Enforcement

7. FMR/Exception rent and Payment Standards

8. Annual Re-examinations

9. Correct Tenant Rent Calculations

10. Pre-Contract HQS Inspections

11. Annual HQS Inspections

12. Lease-up

J. RECORDS FOR MONITORING HA PERFORMANCE

In order to demonstrate compliance with HUD and other pertinent regulations, the HA will
maintain records, reports and other documentation for a time that is in accordance with HUD
requirements and in a manner that will allow an auditor, housing professional or other interested
party to follow, monitor and or assess the HA’s operational procedures objectively and with
accuracy.



K. PRIVACY RIGHTS [24 CFR 982.551]

Applicants and participants, including all adults in their households, are required to sign the HUD
9886 Authorization for Release of Information. This document incorporates the Federal Privacy
Act Statement and describes the conditions under which HUD will release family information.

The HA’s policy regarding release of information is in accordance with State and local laws
which may restrict the release of family information.

Any and all information which would lead one to determine the nature and/or severity of a
person’s disability must be kept in a separate folder and marked “confidential”. The personal
information in this folder must not be released except on an “as needed” basis is cases where an
accommodation is under consideration. All requests for access and granting of accommodations
based on this information must be approved by the Housing Director.

L. FAMILY OUTREACH [24 CFR 982.153(b)(1)]

The HA will publicize and disseminate information to make known the availability of housing
assistance and related services for very low income families on a regular basis. When the HA’s
waiting list is open, the HA will publicize the availability and nature of housing assistance for
very low income families through outreach and referral services provided by local MOCA
Community Service offices located in each county.

M.  OWNER OUTREACH [24 cfr 982.54(d)(5), 982.153(b)(1)]

The HA encourages owners of decent, safe and sanitary housing units to lease to Section 8
families. The HA maintains a list of interested landlords and a bulletin board of units available for
the Section 8 Program. When listings from owners are received, they will be compiled by the HA
staff by county.

The Housing Authority will maintain lists of available housing submitted by owners in all areas
within the Housing Authority’s jurisdiction to ensure greater mobility and housing choice to very
low income households. The list of owners will be provided on request and at briefings.



Chapter 2

ELIGIBILITY FOR ADMISSION
[24 CFR Part 5, Subparts B, D & E; Part 982, Subpart E|

INTRODUCTION

This chapter defines both HUD’s and the HA’s criteria for admission and denial of
admission to the program. The policy of this HA is to strive for objectivity and
consistency in applying these criteria to evaluate the eligibility of families who apply.
The HA staff will review all information provided by the family carefully and without
regard to factors other than those defined in this Chapter. Families will be provided the
opportunity to explain their circumstances, to furnish additional information, if needed,
and to receive an explanation of the basis for any decision made by the HA pertaining to
their eligibility.

Eligibility Factors

To be eligible for participation, an applicant must meet HUD’s criteria, as well as any
permissible additional criteria established by the HA.

The HUD eligibility criteria are:

- An applicant must be a “family”

- An applicant must be within the appropriate Income Limits

- An applicant must furnish Social Security Numbers for all family members
age six and older

- An applicant must be a U.S. Citizen or of Eligible Immigrant Status

- An applicant must sign consent authorization documents.

For the HA’s additional criteria for eligibility, see Section E, “Other Criteria for
Admission”

The Family’s initial eligibility for placement on the waiting list will be made in
accordance with the eligibility factors.

A. FAMILY COMPOSITION [24 CFR 5.403, 982.201]

The applicant must qualify as a Family. A Family may be a single person or a group of persons.
A group of persons may be:
Two or more persons who intend to share residency whose income and resources are

available to meet the family’s needs and who have a history as a family unit or show
evidence of a stable family relationship.



Two or more elderly or disabled persons living together, or one or more elderly, near
elderly or disabled persons living with one or more live-in aides is a family.

A child who is temporarily away from home because of placement in foster care is
considered a member of the family. This provision only pertains to the foster child’s
temporary absence from the home, and is not intended to artificially enlarge the space
available for other family members.

A single person may be:
An elderly person
A displaced person
A person with disability

Any “other single” person

Head of Household

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

Spouse of Head

Spouse means the husband or wife of the head.

For proper application of the Non-citizens Rule, the definition of spouse is: the marriage partner
who, in order to dissolve the relationship, would have to be divorced. It includes the partner in a
common law marriage. The term “spouse” does not apply to boyfriends, girlfriends, significant
others, or co-heads.

Co-Head
An individual in the household who is equally responsible for the lease with the Head of
Household. A family may have a spouse or co-head, but not both. A co-head never qualifies as a

dependent.

Live-in Attendants

A family may include a live-in aide provided that such live-in aide:

- Is determined by the HA to be essential to the care and well being of an elderly
person, a near elderly person, or a person with disabilities.

- Is not obligated for the support of the person(s), and
- Would not be living in the unit except to provide care for the person(s)

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



1. Income of the live-in aide will not be counted for purposes of determining
eligibility or level of benefits.

2. Live-in aides are not subject to Non-Citizen Rule requirements.
3. Live-in aides may not be considered as a remaining member of the tenant family.

Relatives are not automatically excluded from being live-in aides, but they must meet all of the
elements in the live-in aide definition described above.

A Live-in aide may only reside in the unit with the approval of the HA. Written verification will
be required from a reliable, knowledgeable professional, such as a doctor, social worker, or case
worker. The verification provider must certify that a live-in aide is needed for the care of the
family member or is elderly, near elderly (50-61) or disabled.

At any time, the HA may refuse to approve a particular person as a live-in aide or may withdraw
such approval if:

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

2) The person commits drug-related criminal activity or violent criminal activity; or
3) The person currently owes rent or other amounts to the HA or to another HA in

connection with Section 8 or public housing assistance under the 1937 Act.

Split Households Prior to Certificate/Voucher Issuance

When a family on the waiting list splits into two otherwise eligible families due to divorce or
legal separation, and the new families both claim the same placement on the waiting list, and
there is no court determination, the HA will make the decision taking into consideration the
following factors:

1. Which family member applied as head of household.

2. Which family unit retains the children or any disabled or elderly members.

3. Restrictions that were in place at the time the family applied.

4. Role of domestic violence in the split.

5. Recommendations of social service agencies or qualified professionals such as

children’s protective services.

Documentation of these factors is the responsibility of the applicant families. If either or both of
the families do not provide the documentation, they may be denied placement on the waiting list
for failure to supply information requested by the HA.



In cases where domestic violence played a role, the standard used for verification will be the
same as that required for the “displaced due to domestic violence” preference.

Multiple Families in the Same Household

When families apply which consist of two families living together, (such as a mother and father,
and a daughter with her own husband or children) if they apply as a family unit, they will be
treated as a family unit.

Joint Custody of Children

Children who are subject to a joint custody agreement but live with one parent at least 51% of the
time will be considered members of the household. “51% of the time” is defined as 183 days of
the year, which do not have to run consecutively.

When both parents are on the Waiting List and both are trying to claim the child, the parent

whose address is listed in the school records will be allowed to claim the school-age child as a
dependent.

B. INCOME LIMITATIONS [24 CFR 928.201, 982.353]

In order to be eligible for assistance, an applicant must be either:
- A very low-income family; or
- A low-income family in any of the following categories:

- A low-income family that is continuously assisted under the 1937 Housing Act. An
applicant is continuously assisted if the family has received assistance under any
1937 Housing Act program within 120 days of certificate/voucher issuance.
Programs include public housing, all Section 8 programs, all Section 23 programs.

- A low-income family physically displaced by rental rehabilitation activity under 24
CFR part 511

- A low-income non-purchasing family residing in a project subject to a home-
ownership program under 24 CFR 248.173

- A low-income family displaced as a result of the prepayment of a mortgage or
voluntary termination of a mortgage insurance contract under 24 CFR 248.165.

- A low-income family residing in a HUD-owned multifamily rental housing project
when the project is sold, foreclosed or demolished by HUD. (Certificate Program
Only)

To determine if the family is income-eligible, the HA compares the Annual Income of the family
to the applicable income limit for the family’s size.

Families whose Annual Income exceeds the income limit will be denied admission and offered an
informal review.



Multijurisdictional HA’s: The applicable income limit used for initial issuance of a certificate or
voucher is the highest income limit with the HA’s jurisdiction.

For admission to the program (Initial lease-up), the family must be within the very low income
limit of the jurisdiction where they want to live.

Portability: For initial lease-up, families who exercise portability must be within the very low
income limit for the jurisdiction of the receiving HA in which they want to live.

Participant families who exercise portability, and request or require a change in their form of

assistance, must be within the low income limit of the receiving HA if they are to receive the
alternate form of assistance.

C. MANDATORY SOCIAL SECURITY NUMBERS [24 CFR 5.216, 5.218]

Families are required to provide verification of Social Security Numbers for all family members
age 6 and older prior to admission, if they have been issued a number by the Social Security
Administration. This requirement also applies to persons joining the family after admission to the
program.

Failure to furnish verification of the social security numbers is grounds for denial or termination
of assistance.

D. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS [24 CFR Part 5, Subpart E]

In order to receive assistance a family member must be a U.S. citizen or eligible immigrant.
Individuals who are neither may elect not to contend their status. Eligible immigrants are persons
who are in one of the immigrant categories as specified by HUD.

For the Citizenship/Eligible Immigration requirement, the status of each member of the family is
considered individually before the family’s status is defined.

Mixed Families: A family is eligible for assistance as long as at least one member is a citizen or
eligible immigrant. Families that include eligible and ineligible individuals are called “mixed”.
Such applicant families will be given notice that their assistance will be pro-rated and that they
may request a hearing if they contest this determination.

No eligible members: Applicant families that include no eligible members will be ineligible for
assistance. Such families will be denied admission and offered an opportunity for hearing.

Non-Citizen Students: Defined by HUD in the non-citizen regulations are not eligible for
assistance.

Appeals: For this eligibility requirement only, the applicant is entitled to a hearing exactly like
those provided for participants.
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E. SUITABILITY OF FAMILY [24 CFR 982.202(b)(1)]

The HA will take into consideration any of the criteria for admission in Chapter 15, but may not
otherwise screen for factors which relate to the suitability of the applicant family as tenants. It is
the responsibility of the owner to screen the applicants as their suitability for tenancy.

The HA will advise families how to file a complaint if they have been discriminated against by an
owner. The HA will advise the family to make a Fair Housing complaint. The HA could also
report the owner to HUD (Fair Housing/ Equal Opportunity) or the local Fair Housing
Organization.

F. TENANT SCREENING

The Housing Agency determines eligibility for participation and will also conduct criminal
background checks on all adult household members, including live-in aides. This check will be
made through State and local law enforcement or court records in those cases where the
household member has lived in the local jurisdiction for the last three years. If the individual has
lived outside the local area, the Housing Department may contact law enforcement agencies
where the individual lived or request a check through the FBI’s National Crime Information
Center (NCIC).

The Housing Agency will screen all adult applicants through the Lindsey Tenant PI software
system. This network allows us to determine if applicants who apply received Public Housing
Assistance prior to their application for services in our area. The system will provide us with
information as to whether or not the family left in favorable or unfavorable standing. Ifitis
determined unfavorable, the application will be denied. If the tenant family owes the prior
housing agency money, they will be required to settle with that agency before future assistance
will be considered.

The Housing Agency will deny assistance to a family because of drug related criminal activity or
violent criminal activity by family members.

The Housing Agency will check with the Department of Justice or the Missouri State Highway
Patrol Sex Offender Web Site sex offender registration program and will ban for life any
individual who is registered as a lifetime sex offender.

F. CHANGES IN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE
CONTRACT

Changes that occur during the period between placement on the waiting list and issuance of a
certificate or voucher may affect the family’s eligibility or Total Tenant Payment. For example, if
a family goes over the income limit prior to lease up, the applicant will not continue to be eligible
for the program. They will be notified in writing of their ineligible status and their right to an
informal review.

G. INELIGIBLE FAMILIES
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Families who are determined to be ineligible will be notified in writing of the reason for denial
and given an opportunity to request an informal review, or an informal hearing if they were
denied due to non-citizen status/ See chapter 19, “Complaints and Appeals” for additional
information about reviews and hearing.
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Chapter 3

APPLYING FOR ADMISSION
[24 CFR 982.204]

INTRODUCTION

The policy of the HA is to ensure that all families who express an interest in housing assistance
are given an equal opportunity to apply, and are treated in a fair and consistent manner. This
chapter describes the policies and procedures for completing an initial application for assistance,
placement and denial of placement on the waiting list, and limitations on who may apply. The
primary purpose of the intake function is to gather information about the family, but the HA will
also utilize this process to provide information to the family so that an accurate and timely
decision of eligibility can be made. Applicants will be placed on the waiting list in accordance
with this Plan.

A. OVERVIEW OF THE APPLICATION TAKING PROCESS

The purpose of application taking is to permit the HA to gather information and determine
placement on the waiting list. The application will contain questions designed to obtain pertinent
program information.

Families who wish to apply for any of the HA’s programs must complete a written application
form when application-taking is open. Applications will be made available in an accessible
format upon request from a person with a disability.

B. OPENING/CLOSING OF THE APPLICATION TAKING [24 CFR 982.206,
982.54(d)(1)]

The HA will utilize the following procedures for opening the waiting list.

When the HA opens the waiting list, the HA will advertise through public notice in local
newspapers and media entities.

The notice will contain:
- The dates, times, and the locations where families may apply.
- The programs for which applications will be taken.
- A brief description of the program.
- Limitations, if any, on who may apply.
The notices will be made in an accessible format if requested. They will provide potential

applicants with information that includes the HA address and telephone number, how to submit
an application, information on eligibility requirements.
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Upon request from a person with a disability, additional time will be given as an accommodation
for submission of an application after the closing deadline. This accommodation is to allow
persons with disabilities the opportunity to submit an application in cases when a social service
organization provided inaccurate or untimely information about the closing date.

Closing the Waiting List

The HA may stop applications if there are enough applicants to fill anticipated openings for the
next 24 months. The waiting list may not be closed if it would have a discriminatory effect
inconsistent with applicable civil rights laws.

The open period shall be long enough to achieve a waiting list adequate to cover projected
turnover and new allocations over the next 24 months. The HA will give at least three days’
notice prior to closing the list. When the period for accepting applications is over the HA will add
the new applicants to the list by:

Separating the new applicants into groups based on date and time of application.

Limits on Who May Apply

When the waiting list is open,

Any family asking to be placed on the waiting list for Section 8 rental assistance will be
given the opportunity to complete an application.

When the application is submitted to the HA:
It establishes the family’s date and time of the application for placement order on the

waiting list.

C. “INITIAL” APPLICATION PROCEDURES [24 CFR 982.204(b)]

The Ha will utilize a preliminary application form (pre-application). The information is to be
filled out by the applicant whenever possible. To provide specific accommodation for persons
with disabilities, the information may be completed by a staff person over the telephone. It may
also be mailed to the applicant.

The purpose of the preapplication is to permit the HA to preliminary assess family eligibility or
ineligibility and to determine placement on the waiting list. The Preapplication will contain
questions designed to obtain the following information:

- Names of adult members and age of all members

- Sex and relationship of all members

- Street address and phone numbers

- Amount(s) and source(s) of income received by household members

- Information regarding disabilities to determine qualifications for allowances and
deductions

- Information related to qualification for preferences

- Social Security Numbers

- Race/ethnicity
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- Citizenship/eligible immigration status
- Arrests/Convictions

Duplicate applications, including applications from a segment of an applicant household, will not
be accepted.

Ineligible families will not be placed on the waiting list.
Preapplications will not require and interview. The information on the application will not be
verified until the applicant has been selected for final eligibility determination. Final eligibility

will be determined when the full application process is completed and all information is verified.

D. APPLICANT STATUS WHILE ON THE WAITING LIST [CFR 982.204]

Applicants are required to inform the HA of changes in address. Applicants are also required to
respond to requests from the HA to update information on their application and to determine their
interest in assistance.

If the family is determined to be ineligible based on the information provided in the
preapplication. The HA will notify the family in writing (in an accessible format upon request as
a reasonable accommodation), state the reason(s), and inform them of their right to an informal
review. Persons with disabilities may request to have an advocate attend the informal review as
an accommodation. See Chapter 19, “Complaints and Appeals.”

E. TIME OF SELECTION [24 CFR 982.204, 5.410]

When funding is available, families will be selected from the waiting list in date and time order,
regardless of family size.

When there is insufficient funding available for the family at the top of the list, the HA will not
admit any other applicant until funding is available for the first applicant. Applicants will not be
passed over on the waiting list.

F. COMPLETION OF A FULL APPLICATION

When the HA is ready to select applicants, applicants will be required to:
Participate in an interview with an HA representative during which the applicant will be required
to furnish complete and accurate information verbally as requested by the interviewer. The

applicant will certify that all information is complete and accurate.

Requirement to Attend Interview

The HA utilizes the full application interview to discuss the family’s circumstances in greater
detail, to clarify information which has been provided by the family, and to ensure that the
information is complete. The interview is also used as a vehicle to meet the informational needs
of the family by providing information about the application and verification process, as well as
to advise the family of other HA services or programs which may be available.

The head of household is required to attend the interview.
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It is the applicant’s responsibility to reschedule the interview if she/he misses the
appointment. If the applicant does not reschedule or misses three scheduled meetings, the
HA will reject the application.

Applicants who fail to appear and want to reschedule a missed appointment must make
the request to reschedule no later than five business days from the original appointment
date.

Reasonable accommodation will be made for persons with a disability who require an advocate or
accessible offices. A designee will be allowed to provide some information, but only with
permission of the person with a disability.

All adult members must sign the HUD form 9886, Release of Information, the declarations and
consents related to citizenship/immigration status and any other documents required by the HA.
Applicants will be required to sign specific verification forms for information which is not
covered by the HUD form 9886. Failure to do so will be cause for denial of the application for
failure to provide necessary certifications and release as required by the HA.

If the HA determines at or after the interview that additional information or document(s) are

needed, the HA will request the document(s) or information. The family will be given 10 days to
supply the information.

G. ___ VERIFICATION [24 CFR 982.201(e)]

Information provided by the applicant will be verified, using the verification procedures in
Chapter seven. Family composition, income, allowances and deductions, assets, full-time student
status, eligibility and rent calculation factors, and other pertinent information will be verified.
Verifications may not be more than 60 days old at the time of issuance of Voucher.

H.  FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY [24 CFR
982.201]

After the verification process is completed, the HA will make a final determination of eligibility.
This decision is based upon information provided by the family, the verification completed by the
HA, and the current eligibility criteria in effect. If the family is determined to be eligible, they
will be required to attend an orientation and briefing on the housing program.
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Chapter 4

ESTABLISHING PREFERENCES AND MAINTAINING THE WAITING LIST
[24 CFR Part 5, subpart D; 982.54 (d) (1); 982.204, 982.205, 982.206]

INTRODUCTION

It is the HA’s objective to ensure that families are placed in the proper order on the waiting list
and selected from the waiting list for admissions in accordance with the policies in this
Administrative Plan.

By maintaining an accurate waiting list, the HA will be able to perform the activities which
ensure that an adequate pool of qualified applicants will be available so that program funds are

used in a timely manner.

A. WAITING LIST [24 CFR 982.204]

Except for Special Admissions, applicants will be selected from the HA waiting list in accordance
with policies and preferences defined in this Administrative Plan.

The HA will maintain information that permits proper selection from the waiting list. The waiting
list contains the following information for each applicant listed:

- Applicant Name

- Family Unit Size (number of bedrooms family qualifies for under HA subsidy
standards)

- Date and Time of Application

- Racial or ethnic designation of the head of household

The waiting list will be maintained in accordance with the following guidelines:

1. The application will be a permanent file.
2. All applicants will be maintained in date and time order.
3. All applicants must meet “Very Low Income” eligibility requirements as

established by HUD. Any exceptions to these requirements, other than those
outlined in Chapter 2, “Eligibility for Admission,” must have been approved
previously by the HUD Field Office.

B. WAITING LIST PREFERENCES [24 CFR 982.207]

The HA will not apply a system of preferences. Applications will be ordered by the date and time
they are received by the HA.
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C. EXCEPTIONS FOR SPECIAL ADMISSIONS [24 CFR 982.203, 982.54(d) (3)]

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

Special admissions families will be admitted outside of the regular waiting list process. They do
not have to qualify for any preferences, nor are they required to be on the program waiting list.
They are not counted in the limit on non-federal preference admissions. The HA maintains
separate record of these admissions.

The following are examples of types of program funding that may be designated by HUD for
families living in a specified unit:

1. A family displaced because of demolition or disposition of a public or Indian housing
project;
2. A family residing in a multifamily rental housing project when HUD sells, forecloses or

demolishes the project;

3. for housing covered by the Low Income Housing Preservation and Resident Home-
ownership Act of 1990;
4. A family residing in a project covered by a project-based Section 8 HAP contract at or

near the end of the HAP contract term; and
5. A non-purchasing family residing in a HOPE 1 or HOPE 2 project.

D. TARGETED FUNDING [24 CFR 982.203]

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

The HA currently has no “Targeted” Programs:

E. ORDER OF SELECTION [24 CFR 5.415, 982.207(e)]

The order of selection is based on the date and time of application.

F. Purging the Waiting List

The Housing Agency will update and purge its waiting list as needed to ensure that the pool of
applicants reasonably represents interested families. Purging also enables the Housing
Department to update the information regarding address, family composition, and income
category.

18



G. Removal of Applicants from the Waiting List

The Housing Agency will not withdraw an applicant’s name from the waiting list unless:
1. The applicant requests in writing that his/her name be removed;

2. The applicant fails to respond to a written request for information or a request to declare their
continued interest in the program; or

3. The Housing Department has made reasonable efforts to contact the applicant to update the
waiting list, but has been unsuccessful. Correspondence (or other methods designated by an
applicant with a disability) sent by first class mail to the latest address that is returned by the Post
Office will constitute documentation of reasonable effort to contact the applicant.

H. Grounds for Denial

The Housing Department is not required or obligated to assist applicants who:
1. Do not meet any one or more of the eligibility criteria;

2. Do not supply information or documentation required by the application process or provide
false, inaccurate or incomplete information;

3. Have failed to respond to a written request for information or a request to declare their
continued interest in the program;

4. Fail to complete any aspect of the application or lease up process;

5. Currently owe rent or other amounts to any housing authority or privately-owned HUD-
subsidized property in connection with their public or Section 8 programs;

6. Have a family household member who has been terminated for cause under the voucher
program during the last two years;

7. Have committed fraud, bribery or any other corruption in connection with any federal housing
assistance program, including the intentional misrepresentation of information related to their
housing application or benefits derived there from. Applicants will be denied admission if
convicted of a felony for fraud, bribery or corruption within the previous two-year period,

8. Have a history of disturbing neighbors or destruction of property;

9. Have a history of criminal activity by any household member involving crimes in physical
violence against person or property and any other criminal activity, including drug-related
criminal activity that would adversely affect the health, safety, or well being of other tenants or
staff or cause damage to the property.

10. Were evicted from federally assisted housing because of drug-related criminal activity
involving the personal use or possession for personal use of a controlled substance. These
applicants may not be admitted for three years from the date of eviction. The Housing
Department may waive this requirement if the person who engaged in the drug-related activity:
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1. Has successfully completed a supervised drug or alcohol rehabilitation program; or

2. Is no longer a member of the household.
K. Were evicted from federally assisted housing because of drug-related criminal activity
involving the illegal manufacture, sale, distribution, or possession with the intent to manufacture,
sell, distribute a controlled substance as defined in Section 102 of the Controlled Substances Act,

21 U.S.C. 802.

L. Have engaged in threatening or abusive behavior towards any Housing Agency staff or
residents;

M. Denied for Life: If any family member has been convicted of manufacturing or producing
methamphetamine (speed) on the premises of federally assisted property;

N. Denied for Life: If any family member is currently required or has ever been required to
register under a State sex offender registration program.

I. Notification of Negative Actions

Any applicants with mitigating circumstances will be notified by the Housing Agency, in writing
that they have ten (10) business days from the date of the written correspondence to provide
supporting documentation that the adverse action has been satisfied. If the applicant fails to
respond within the timeframe specified, the Housing Agency will remove the applicant’s name
from the waiting list. Reasonable accommodations will be made if the applicant’s failure to
respond is due to a disability. The applicant will be reinstated based on the Housing Department
verifying the disability.
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Chapter 5

SUBSIDY STANDARDS
[24 CFR 982.54 (d) (9)]

INTRODUCTION

HUD guidelines require that HA’s establish subsidy standards for the determination Voucher
bedroom size, and that such standards provide for minimum commitment of subsidy while
avoiding overcrowding. The standards used for the Voucher size also must be within the
minimum unit size requirements of HUD’s Housing Quality Standards. This Chapter explains the
subsidy standards which will be used to determine the voucher size for various sized families
when they are selected from the waiting list, as well as the HA’s procedures when a family’s size
changes, or a family selects a unit size that is different from the Voucher.

A. DETERMINING VOUCHER SIZE [24 CFR 982.402]

The HA does not determine who shares a bedroom/sleeping room, but there must be at least one
person per bedroom on the Voucher. The HA’s subsidy standards for determining voucher size
shall be applied in a manner consistent with Fair Housing guidelines.

For subsidy standards, an adult is a person 18 years or older.

All standards in this section relate to the number of bedrooms on the Voucher, not the family’s
actual living arrangements.

The unit size on the Voucher remains the same as long as the family composition remains the
same, regardless of the actual unit size rented.

Generally, the HA assigns one bedroom to two people within the following guidelines:

Separate bedrooms should be allocated for persons of the opposite sex (other than adults
who have a spousal relationship and children less than five years of age).

Live-in attendants will generally be provided a separate bedroom. No additional
bedrooms are provided for the attendants’ family.

Space will not be provided for a family member, other than a spouse, who will be absent
most of the time, such as a member who is away in the military.

Single person families shall be allocated one bedroom.
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Voucher Size Persons in Household
Persons in Household
( Minimum #) (Maximum #)
0 Bedroom 1 1
1 Bedroom 1 2
2 Bedrooms 2 4
3 Bedrooms 3 6
4 Bedrooms 4 8
5 Bedrooms 6 10
6 Bedrooms 8 12

B. EXCEPTIONS TO SUBSIDY STANDARDS [24 CFR 982.403(a) (b)]

The HA shall grant exceptions from the subsidy standards if the family requests and the HA
determines the exceptions are justified by the relationship, age, sex, health, or disability of family
members, or other individual circumstances.

The HA will grant an exception upon request as an accommodation for persons with disabilities.
Circumstances may dictate a larger size than the subsidy standards permit when persons cannot

share a bedroom because of a need, such as a:

- Verified medical or health reason; or
- Elderly persons or persons with disabilities who may require a live in attendant.

If the HA errs in the bedroom size designation, the family will be issued a Voucher of the
appropriate size so that the family is not penalized.

Requests based on health related reasons must be verified by a doctor or medical professional/
and/or social service professional.

Changes for Applicants

The voucher size is determined prior to the briefing by comparing the family composition to the
HA subsidy standards. If an applicant requires a change in the voucher size, the above reference
guidelines will apply.

Changes for Participants

The members of the family residing in the unit must be approved by the HA. The family must
obtain approval of any additional family member before the new member occupies the unit except
for additions by birth, adoption, or court-awarded custody, in which case the family must inform
the HA within ten calendar days. The above referenced guidelines will apply.

Under housed and Over housed Families

If a unit does not meet HQS space standards due to an increase in family size, (unit too small) the
HA will issue a new voucher and assist the family in locating a suitable unit.
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C. UNIT SIZE SELECTED

The family may select a different size dwelling than that listed on the Voucher. There are three
criteria to consider:

1. Subsidy Limitation: HA will apply the FMR or 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 size of the unit the family selects, regardless of the size authorized on the family’s
voucher.

3. Housing Quality Standards: The standards allow two persons per living/sleeping room
and permit maximum occupancy levels (assuming a living room is used as a
living/sleeping area) as shown in the table below. The levels may be exceeded if a room
in addition to bedrooms and living room is used for sleeping.

HQS GUIDELINES FOR UNIT SIZE SELECTED

Maximum # of
in Household

0 Bedroom 1
1 Bedroom 4
2 Bedrooms 6
3 Bedrooms 8
4 Bedrooms 10
5 Bedrooms 12
6 Bedrooms 14
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Chapter 6

FACTORS RELATED TO TOTAL TENANT PAYMENT DETERMINATION
[24 CFR Part 5, Subparts E and F, 982.153, 982.317, 982.551]

INTRODUCTION

The HA will use the methods as set forth in this Administrative Plan to verify and
determine that family income at admission and reexamination is correct. The accurate
calculation of Annual Income and Adjusted Income will ensure that families are not
paying more or less money for rent than their obligation under the regulations.

This Chapter defines the allowable expenses and deductions to be subtracted from Annual
Income and how the presence or absence of household members may affect the Total Tenant
Payment (TTP). Income and TTP are calculated in accordance with 24 CFR Part 5, subparts E
and F, and further instructions set forth in HUD Notices and Memoranda. The formula for the
calculation of TTP is specific and not subject to interpretations. The HA’s policies in this Chapter
address those areas which allow the HA discretion to define terms and to develop standards in
order to assure consistent application of the various factors that relate to the determination of
TTP.

A. INCOME AND ALLOWANCES [24 CFR 5.609]

Income: Includes all monetary amounts which are received on behalf of the family. For purposes
of calculating the Total Tenant Payment HUD defines what is to be calculated and what is to be
excluded in the federal regulations. In accordance with this definition, all income which is not
specifically excluded in the regulations is counted.

Annual Income: is defined as the gross amount of income anticipated to be received by the family
during the 12 months after certification or recertification. Gross income is the amount of income
prior to any HUD allowable expenses or deductions, and does not include income which has been
excluded by HUD. Annual income is used to determine whether or not applicants are within the
applicable income limits.

Adjusted Income is defined as the Annual income minus any HUD allowable expenses and
deductions.

HUD has five allowable deductions from Annual Income:

1. Dependent Allowance: $480 each for family members (other than the head or
spouse) who are minors, and for family members who are 18 and older who are
full-time students or who are disabled.

2. Elderly/Disabled Allowance: $400 per family for families whose head or spouse
is 62 or over or disabled.

3. Allowable Medical Expenses: Deducted for all family members of an eligible
elderly/disabled family.
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4. Child Care Expenses: Deducted for the care of children under 13 when child care
is necessary to allow an adult member to work, attend school, or actively seek
employment

5. Allowable Disability Assistance Expenses: Deducted for attendant care or
auxiliary apparatus for persons with disabilities if needed to enable the individual

or an adult family member to work.

“Minimum Rent” and Minimum Family Contribution

Minimum family contribution in the voucher program is $50.00.

B. __ DEFINITION OF TEMPORARILY/PERMANENTLY ABSENT
[24 CFR 982.54(d) (10), 982.551]

The HA must compute all applicable income of every family member who is on the lease,
including those who are temporarily absent. In addition, the HA must count the income of the
Spouse or the head of the household if that person is temporarily absent, even if that person is not
on the lease.

Income of persons permanently absent will not be counted. If the spouse is temporarily absent
and in the military, all military pay and allowances (except hazardous duty pay when exposed to

hostile fire and any other exceptions to military pay HUD may define) is counted as income.

It is the responsibility of the head of household to report changes in family composition. The HA
will evaluate absences from the unit using this policy.

Absence of Any Member

Any member of the household will be considered permanently absent if she/he is away from the
unit for two consecutive months or 60 days in a 12 month period except as otherwise provided in
this Chapter.

Absence due to Medical Reasons

If any family member leaves the household to enter a facility such as hospital, nursing home, or
rehabilitation center, the HA will seek advice from a reliable qualified source as to the likelihood
and timing of their return. If the verification indicates that the family member will be permanently
confined to a nursing home, the family member will be considered permanently absent. If the
verification indicates that the family member will return in less than 180 consecutive days, the
family member will not be considered permanently absent.

If the person who is determined to be permanently absent is the sole member of the household,
assistance will be terminated in accordance with the HA’s “Absence of Entire Family” policy.

Absence Due to Full-time Student Status

Full time students who attend school away from the home will be treated in the following
manner:
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A student (other than head of household or spouse) who attends school away from home
but lives with the family during school recesses may, at the family’s choice, be
considered either temporarily or permanently absent. If the family decides that the
member is permanently absent, income of that member will not be included in the total
household income, the member will not be included on the lease, and that member will
not be included for determination of Voucher size.

Absence due to Incarceration

If the sole member is incarcerated for more than 30 consecutive days, she/he will be considered
permanently absent. Any member of the household, other than the sole member, will be
considered permanently absent if she/he is incarcerated for 30 consecutive days or 30 days in a
twelve month period.

Absence of Children due to Placement in Foster Care

If the family includes a child or children temporarily absent from the home due to placement in
foster care, the HA will determine from the appropriate agency when the child/children will be
returned to the home.

If the time period is to be greater than three months from the date of removal of the child/ren, the
Voucher size will be reduced. If all children are removed from the home permanently, the

voucher size will be reduced in accordance with the HA’s subsidy standards.

Absence of Entire Family

These policy guidelines address situations when the family is absent from the unit, but has not
moved out of the unit. In cases where the family has moved out of the unit, the HA will terminate
assistance in accordance with appropriate termination procedures contained in this plan.

Families are required both to notify the HA before they move out of a unit and to give the HA
information about any family absence from the unit.

Families must notify the HA if they are going to be absent from the unit for more than 30
consecutive days.

If the entire family is absent from the assisted unit for more than 60 consecutive days, the unit
will be considered to be vacated and the assistance will be terminated.

HUD regulations require the HA to terminate assistance if the entire family is absent from the
unit for a period of more than 180 consecutive calendar days.

“Absence” means that no family member is residing in the unit.
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In order to determine if the family is absent from the unit, the HA may:

Write letters to the family at the unit
Telephone the family at the unit
Interview neighbors

Verify if utilities are in service
Check with the post office

A person with a disability may request an extension of time as an accommodation, provided that
the extension does not go beyond the HUD-allowed 180 consecutive calendar days limit.

Caretaker for Children

If neither parent remains in the household and the appropriate agency has determined that another
adult is to be brought into the assisted unit to care for the children for an indefinite period, the HA
will treat that adult as a visitor for the first 30 days.

If by the end of that period, court-awarded custody or legal guardianship has been awarded to the
caretaker, the Voucher will be transferred to the caretaker.

If the appropriate agency cannot confirm the guardianship status of the caretaker, the HA will
review the status at 30 day intervals.

If custody or legal guardianship has not been awarded by the court, but the action is in process,
the HA will secure verification from social services staff or the attorney as to the status.

If custody is awarded for a limited time in excess of stated period, the HA will state in writing
that the transfer of the voucher is for that limited time or as long as they have custody of the
children. The HA will use discretion as deemed appropriate in determining any further
assignation of the Voucher on behalf of the children.

When the HA approves a person to reside in the unit as caretaker for the child/ren, the income
should be counted pending a final disposition. The HA will work with the appropriate service
agencies and the landlord to provide a smooth transition in these cases.

If a member of the household is subject to a court order that restricts him/her from the home for
more than 2 months, the person will be considered permanently absent.

Visitors

Any adult not included on the HUD 50058 who has been in the unit more than 30 consecutive
days without HA approval, or a total of 60 days in a 12-month period, will be considered to be
living in the unit as an unauthorized household member.

The burden of proof that the individual is a visitor rests on the family. In the absence of such
proof the individual will be considered an unauthorized member of the household and the HA
will terminate assistance since prior approval was not requested for the addition.

Minors and college students who were part of the family but who now live away from home

during the school year and are no longer on the lease may visit for up to 60 days per year without
being considered a member of the household.
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In a joint custody arrangement, if the minor is in the household less than 180 days per year, the
minor will be considered to be an eligible visitor and not a family member.

Reporting Additions to Owner and HA

Reporting changes in household composition to the HA is both a HUD and an HA requirement.
The family obligations require the family to request HA approval to add any other family member
is an occupant of the unit and to inform the HA of the birth, adoption, or court-awarded custody

of a child. The family must request prior approval of additional household members in writing.

If the family does not obtain prior written approval from the HA, any person the family
has permitted to move in will be considered an unauthorized household member.

Families are required to report any additions to the household in writing to the HA within
ten calendar days of the move-in date.

An interim reexamination will be conducted for any additions to the household.
In addition, the lease may require the family to obtain prior written approval from the owner
when there are changes in family composition other than birth, adoption or court awarded

custody.

Reporting Absences to the HA

Reporting changes in household composition is both a HUD and an HA requirement.
If a family member leaves the household, the family must report this change to the HA, in
writing, within ten calendar days of the change and certify as to whether the member is

temporarily absent or permanently absent.

The HA will conduct an interim evaluation for changes which affect the Total Tenant Payment in
accordance with the interim policy.

C. AVERAGING INCOME

When Annual Income cannot be anticipated for a full twelve months, the HA may:
1. Average known sources of income that vary to compute an annual income, or
2. Annualize current income and conduct an interim reexamination if income changes.

If there are bonuses or overtime which the employer cannot anticipate for the next twelve months,
bonuses and overtime received in the previous year will be used.

If by averaging, an estimate can be made for those families whose income fluctuates from month
to month; this estimate will be used so as to reduce the number of interim adjustments.

The method used depends on the regularity, source and type of income.
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D. MINIMUM INCOME

There is no minimum income requirement. Families who report zero income are required to
complete a written certification every 30 days. When a family claims zero income the staff will
use the following procedures:

1. Head or co-head of household must complete a zero questionnaire form that captures all
income and/or monies received by all members of the household. This form will inquire
as to how the family is currently covering living expenses such as utilities, food, and
clothing, etc.

2. Review the family information to evaluate possible participation in publicly funded
programs such as TANF.

3. Pose questions to the family intended to probe for unreported income and to clarify any
discrepancies.

E. ___INCOME OF PERSON PERMANENTLY CONFINED TO NURSING HOME
[24 CFR 982.54(d) (10)]

If a family member is permanently confined to a hospital or nursing home and there is a family
member left in the household, the HA will calculate the income by using the following
methodology and use the income figure which would result in a lower payment by the family:

1. Exclude the income of the person permanently confined to the nursing home and give the
family no deductions for medical expenses of the confined family member.

2. Include the income and deductions of the member if his/her income goes to a family
member.
F. REGULAR CONTRIBUTIONS AND GIFTS [24 CFR 5.609]

Regular contributions and gifts received from persons outside the household are counted as
income for calculation of the Total Tenant Payment.

Any contribution or gift received every three months or more frequently will be considered a
“regular” contribution or gift, unless the amount is less than $1,000 per year. This includes rent
and utility payments made on behalf of the family and other cash or non-cash contributions
provided on a regular basis. It does not include casual contributions or sporadic gifts. (See
Chapter 7, “Verification Procedures”, for further definition.)

If the family’s expenses exceed its known income, the HA will question the family about
contributions and gifts.
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G. ALIMONY AND CHILD SUPPORT [24 CFR 5.609]

Regular alimony and child support payments are counted as income for calculation of Total
Tenant Payment.

If the amount of child support or alimony received is less than the amount awarded by the
court, the HA will use the amount awarded by the court unless the family can verify that
they are not receiving the full amount and verification of item(s) below are provided.

The HA will accept as verification that the family is receiving an amount less than the award of:
The HA receives verification from the agency responsible for enforcement or collection.
The family furnishes documentation of child support or alimony collection action filed
through a child support enforcement/collection agency, or has filed an enforcement or
collection action through an attorney.

It is the family’s responsibility to supply a certified copy of the divorce decree.

H. LUMP-SUM RECEIPTS [24 CFR 5.609]

Lump-sum 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 personal or property losses, are not included in income but may be included in
assets.

Lump-sum payments caused by delays in processing periodic payments such as unemployment or
welfare assistance are counted as income. Lump-sum payments from Social Security or SSI are
excluded from income, but any amount remaining will be considered an asset. Deferred periodic
payments which have accumulated due to a dispute will be treated the same as periodic payments
which are deferred due to delays in processing.

In order to determine amount of retroactive tenant rent that the family owes as a result of the
lump-sum receipt:

The HA uses a calculation method which calculates retroactively.

Retroactive Calculation Methodology

1. The HA will go back to the date the lump-sum payment was received, or to the date of
admission, whichever is closer.

2. The HA will determine the amount of income for each certification period, including the
lump-sum, and to recalculate the tenant rent for each certification period to determine the
amount due to the HA.

At the HA’s option, the HA may enter into a Payment Agreement with the family.

The amount owed by the family is a collectible debt even if the family becomes unassisted.
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Attorney Fees

The family’s attorney fees may be deducted from lump-sum payments when computing annual
income if the attorney’s efforts have recovered a lump-sum compensation and the recovery paid
to the family does not include an addition amount in full satisfaction of the attorney fees.

L. CONTRIBUTIONS TO RETIREMENT FUNDS-ASSETS [24 CFR 5.603(d)]

Contributions to company retirement/pension funds are handled as followed:

1. While an individual is employed, count as assets only amounts the family can
withdraw without retiring or terminating employment.

2. After retirement or termination of employment, count any amount the employee

elects to receive as a lump-sum.

J. ASSETS DISPOSED OF FOR LESS THAN FAIR MARKET VALUE [24 CFR
5.603(d) (3)]

The HA must count assets disposed of for less than fair market value during the two years
preceding certification or reexamination. The HA will count the difference between the market
value and the actual payment received in calculating total assets.

Assets disposed of as a result of foreclosure or bankruptcy is not considered to be assets disposed
of for less than fair market value. Assets disposed of as a result of a divorce or separation are not
considered to be assets disposed of for less than fair market value.

The HA’s minimum threshold for counting assets disposed of for less than Fair Market

value is $1,000. If the total value of assets disposed of within a one-year period is less
than $1,000, they will not be considered an asset.

K. CHILD CARE EXPENSES [24 CFR 5.603]

Child care expenses for children under 13 may be deducted from annual income if they enable an
adult to work or attend school full time, or to actively seek employment.

Child care expenses cannot be allowed as a deduction if there is an adult household
member capable of caring for the child who can provide the child care. Examples of those adult
members who would be considered unable to care for the child include:

The abuser in a documented child abuse situation, or