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Chapter 1 

STATEMENT OF POLICIES AND OBJECTIVES 

INTRODUCTION 

The Housing Choice Voucher 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 Housing Choice Voucher 
Tenant-Based Assistance Program, is described in and implemented throughout this 
Administrative  Plan. 

Administration of the Housi ng Choice Voucher Program and the functions and responsibilities of 
Greater Dayton Premier Management's staff shall be in compliance with the GDPM 's Personnel 
Policy and the Department of Housing and Urban Development's (HUD) Housing Choice 
Voucher Regu lations as well as all Federal, State and local Fa i r Housing Laws and Regulations. 

Jurisdiction 

The jurisdiction  of GDPM is Montgomery County, OH except the Village of Verona. 

A. HOUSING AUTHORITY   MISSION STATEMENT 

Our mission is to develop housing  solutions for individuals, seniors and fami lies. We seek to 
improve neighborhoods by offering diverse housing options. We require that our families, 
employees and partners demonstrate responsible character, which strengthens the economic 
health, vitality, and humanity of the Miami Valley. 

B. LOCAL GOALS [24 CFR 982.l ] 

* HUD Strategic Goal: Increase the availability of decent, safe, and affordable housing.

GDPM Goal: Expand the supply of assisted housing 

Objectives: 

Apply for add itional rental vouchers: 

Reduce public housing vacancies: 

Develop a plan for leveragi ng additional funds through borrowing,  a bond issue, 
or through conversion of public housing to project-based  subsidy: 

Increase public housing inventory 

GDPM Goal: Improve the quality of assisted housing 

Objectives: 

Improve public housing management: (PHAS score of high performer by 6-30111 

Improve voucher management: (SEMAP score of high performer by 6-30111 

Increase customer satisfaction: 

Concentrate on efforts to improve specific management functions (list; e.g., Asset 
Management finance; HCV unit inspections) 
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Modernize 200 public housing units to ensure long-term viability of the sites and 
other renovations included i n the Five-Year Moderni zation Plan: 

Develop an action plan for GDPM's housing stock 

GDPM Goal: Increase assisted housing choices 

Objectives: 

Conduct outreach efforts to potential voucher land lords 

Keep voucher payment standards withi n budget and keep housi ng affordable to 
families 

Increase voucher homeownership program 

Convert public housing to vouchers 

Create new homeownership opportunities for families by partneri ng with other 
entities to develop new homes throughout nontraditional financing. 

* HUD Strategic Goal: Ensure Equal Opportunity in Housing for all Americans

GDPM Goal: Ensure equal opportunity and affirmatively further fair housing 

Objectives: 

Undertake affirmative measures to ensure access to assisted housing regardless of 
race, color, religion national origin, sex, familial status, and disability 

Undertake affirmative measures to provide a suitable living environment for 
families living in assisted housing, regardless of race, color, religion  national 
origin, sex, familia l status, and disability: 

Undertake affirmative measures to ensure accessible housing to persons with all 
varieties of disabilities regardless of unit size required 

C.       PURPOSE OF THE PLAN [24 CFR 982.54] 

The purpose of the Administrative Plan is to establish policies for carrying out the programs in a 
manner consistent with HUD requirements and local goals and objectives contained in the Agency 
Plan. The Housing Choice Voucher Program was implemented on 10/1/99, and pre-merger 
Housing Voucher tenancies and Over Fair Market Rent tenancies converted automatically to 
Housing Choice Voucher tenancies on that date. All other existing contracts remained i n effect 
until the family's second reexamination after the merger date or when a new lease was executed. 

GDPM is responsible for complying with all changes in HUD regulations pertaining to these 
programs. Ifsuch changes conflict with this Plan, HUD regulations will have precedence. GDPM 
will revise this Administrative Plan as needed to comply with changes in HUD regulations. The 
original Plan and any changes must be approved by the Board of Commissioners of the agency, 
the pertinent sections i ncluded in the Agency Plan, and a copy provided to HUD. 
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This Administrative Plan is a supporting document to GDPM Agency Plan, and is available for 
public review as required by CFR 24 Part 903. 

Appl icable regulations include: 

24 CFR Part 5: General Program Requ irements 

24 CFR Part 8: Nond iscrimination 

24 CFR Part 982: Housi ng Choice Voucher Tenant-Based  Assistance:  Housing  Choice 
Voucher Program 

D. RULES AND REGULATIONS [24 CFR 982.52] 

This Admi nistrative Plan is set forth to define the GDPM's local policies for operation of the 
housing programs in the context of Federal laws and Regulations. All issues related to Housing 
Choice Voucher not addressed in this document are governed by such Federal regulations, HUD 
Memos, Notices and guidelines, or other applicable law. The policies in this Administrative Plan 
have been designed to ensure compliance with the consolidated ACC and all HUD-approved 
appl ications for program funding. 

E. TERMINOLOGY 

"Family" is used interchangea bly 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 land lords. 

"Land lord" and "owner" are used interchangeably. 

"Disability" is used where "handicap" was formerly used. 

"Non-citizens Rule" refers to the regulation effective June  19, 1995 restricti ng assistance to U.S. 
citizens and eligible immigrants. 

The HCV program is also known as the Housi ng Choice Voucher Program. 

"HQS" means the Housing Quality Standards required by regu lations as enhanced by GDPM. 

"Failure to Provide" refers lo all requ irements  in  the first Family  Obligation.  See "Denial or 
Termination of Assistance" chapter. 

"Merger date" refers to October l, 1999, which is the effective date of the merging of the Housing 
Choice Voucher Certificate and Voucher programs into the Housing Choice Voucher Program. 

See Glossary for other terminology. 

11. FAIR HOUSING POLICY [24 CFR 982.54(d)(6)]
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It is the policy of the Housing Authority to comply fully with all Federal, State, and local 
nondiscrimi nation laws and with the rules and regulations governing Fa ir Housing and Equal 
Opportunity in housing and employment. 

GDPM shall not deny any family or individual the equal opportunity to apply for or receive 
assistance under the Housing Choice Voucher Programs on the basis of race, color, sex, religion , 
creed, national or ethnic origin, age, familial or marital status, hand icap, disabi lity, gender 
identi ty, or sexual orientation. 

To further its commitment to full compliance with applicable Civil Rights  laws,  GDPM  wi ll 
provide Federa l/State/ local information to  Voucher  holders regarding  unlav..1fu l  discrimi nation 
and any recourse available to families who believe they are victims of a discrimi natory act. Such 
information  will be made available during the family  briefing session, and  all applicable Fair 

Housing Informat ion and Discrimination Complaint Forms will be made a part of the Voucher 
holder's briefi ng packet and available upon request at the front desk. 

All Housing Authority staff will be required to attend fair housing training and informed of the 
importance of affirmatively furthering fair housing and providing equal opportun ity to all 
families, includ ing providing reasonable accommodations to persons with disabilities, as a part of 
the overall commitment to quality customer service. Fair Housing posters are posted i n the Lobby 
area of the Housing Authority office and the equal opportunity logo wi ll be used on all outreach 
materials. Staff will attend local fair housing update training sponsored by HUD and other local 
organ ization to keep current with new developments. 

Except as otherwise provided i n 24 CFR 8.2l (c)(l ), 8.24(a), 8.25, and 8.31, no ind ividual with 
disabilities shall be denied the benefits  of, be excluded from participation in, or otherwise be 
subjected to d iscri mination because the GDPM's facilities are inaccessible to or unusable by 
persons with disabilities. Posters and housing information are displayed in the Lobby and 
Computer Lab at the GDPM's office in such a manner as to be easily readable from a wheelchair. 

GDPM's offices are accessible to persons with disabilities. Accessibility for the hearing impaired 
is provided  by  the  [TTD!I'DY telephone service provider]. 

The Housi ng Authority works with organizations who assist hearing and sight-impaired persons 
to provide assistance where needed. 

To ensure "greater mobility and housing choice" to very-low-income households served by this 
agency Owners wishing to list their property should access the GoSection8.com website. 

A list of accessible units may be provided by local government organizations to assist families in 
locating housing. 

In compliance with the Housi ng and Commun i ty Development Act of 1987 - Section 147, no 
owner who has entered into a contract for housing assistance payments under this section on 
behalf of any tenant in a multifamily housing proj ect shall refuse to lease any available dwelling 
unit in any multifamily housing project of such owner and enter into a voucher contract on the 
unit because of their status of prospective tenant as a voucher holder. 

For purposes of this section, the term "multifamily housing project" means a resident ial bu il ding 
contain ing more than four dwelling units. 
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G.       REASONABLE ACCOMMODATIONS  POLICY [24 CFR 100.202] 

It is the policy of GDPM to be service-d irected in the administration of our housing programs, 
and to exercise and demonstrate a high level of professionalism while provid ing housing services 
to fami lies. 

A participant with a disability must first ask for a specific change to a policy or practice as an 
accommodation of their disability before GDPM will treat a person differently than anyone else. 
GDPM's policies and practices will be designed to provide assurances  that  persons  wi th 
d isabil ities will be given reasonable accommodations, upon request, so that they may fully access 
and uti lize the housing program and related services. The availability of requesting an 
accommodation will be made known by including notices on GDPM forms and letters. This policy 
is intended to afford persons with disabilities an equal opportunity to obtain the same result, to 
gain  the  same  benefit,  or to reach  the  same  level  of achievement  as those  who  do not have 
d isabilities and is applicable to all situations described i n this Administrative Plan including when 
a family i nitiates contact with GDPM, when GDPM initiates contact with a family incl uding when 
a family applies, and when GDPM schedules or reschedules appointments of any kind. 

To be eligible to request a reasonable accommodation, the requester must first certify (if apparent) 
or verify (if not apparent) that they  are a person with a disability under the following ADA 
definition: 

A physical or mental  impairment that substantially limits one or more of the major life 
activities of an individual; 

A record of such impairment; or 

Being regarded as having such an impairment 

Note: This is not the same as the HUD definition usedfor pw poses of determining allowances. 

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

Once the person's status as a qualified person with a disability is confirmed, GDPM wi ll requ ire 
that a professional third party competent to make the assessment, provides written verification 
that the person needs the specific accommodation due to their disability and the change is requi red 
for them to have equal access to the housing program. 

If GDPM finds that the requested accommodation creates an und ue administrative or financial 
burden, GDPM wi ll deny the request and/or present an alternate accommodation that will still 
meet the need of the person. 
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An und ue administrative burden is one that requires a fundamental alteration of the essential 
functions of GDPM (i.e., waiving a family obligation). 

An undue financial burden is one that when consideri ng the available resources of the agency as 
a whole, the requested accommodation would pose a severe financial hardship on GDPM. 

GDPM will provide a written decision to the person requesting the accommodation within tefl 

twenty worki ng days from the date the written request is received. If a person is denied the 
accommodation or feels that the alternative suggestions are  inadequate, they may request an 
informal hearing to review the GDPM's decision. 

Reasonable Accommodations 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 the 
permission of the person \.vith the disabil ity. 

All GDPM ma ilings will be made available in an accessi ble format upon request, as a reasonable 
accommodation. 

After a Reasonable Accommodation has been approved, GDPM will schedule a "Special 
Inspection" to verify the requested Reasonable Accommodation. 

Verification of Disability 

GDPM will verify disabilities in compliance with the Fair Housing Amendments Act of 1988, 
Section 504 of the  1973 Rehabilitation Act, and Americans with Disabilities Act. 

H. TRANSLATION OF DOCUMENTS 

In determining whether it is feasible to provide translation of documents written i n English into 
other languages, GDPM will utilize the availability of local organizations to provide translation 
services to non English speaking families. 

I. MANAGEMENT  ASSESSMENT   OBJECTIVES 

GDPM operates its housing assistance program with efficiency and can demonstrate to HUD 
auditors that GDPM is using its resources in a manner that reflects its commitment to quality and 
service. GDPM policies and practices are consistent with the areas of measurement for the 
following HUD SEMAP indicators. 

Selection from the Waiting List 

Reasonable  Rent 

Determination of Adjusted Income 

Utility Allowance  Schedule 
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HQS Quality Control Inspections 

HQS Enforcement 

Expand ing Housing Opportunities 

Payment  Standards 

Annual Re-exami nations 

Correct Tenant Rent Calculations 

Pre-Contract HQS Inspections 

Annual HQS Inspections 

Lease-up 

Family Self-Sufficiency Enrollment and Escrow Account Balances 

Bonus Ind icator Deconcentration 

Supervisory quality control reviews will be performed by a GDPM Supervisor or other qualified 
person other than the person who performed the work, as required by HUD, on the following 
SEMAP factors: 

Selection from the waiting list 

Rent reasonableness 

Determination of adjusted income 

HQS Enforcement 

HQS Quality Control 

The annual sample of files and records will be drawn in an unbiased manner, leaving a clear audit 
trail. 

The minimum sample size to be reviewed will relate d irectly to each factor. 

,J,         RECORDS FOR MONITORING GDPM PERFORMANCE 

In order to demonstrate compliance with HUD and other pertinent regulations, GDPM will 
maintain records, reports and other documentation for a time that is in accordance with HUD 
requ i rements and in a manner that will allow an aud itor, housing professional or other interested 
party to follow, monitor and/or assess the GDPM's operational proced ures objectively and with 
accuracy and in accordance with SEMAP requirements with internal supervisory audits. 

In addition to the required SEMAP documentation, supervisory staff aud it the following 
functions: 

Not less than I 00% of reexaminations 

Not less than 100% of new applications/admissions to the program 
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Not   less  than   l 00%  of  initial,  recertification,   complaint  and  move  out  inspection 
paperwork 

K.        PRIVACY RIGHTS [24 CFR 982.551 and 24 CFR 5.212] 

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

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

The personal information in this folder must not be released except on an "as needed" basis in 
cases where an accommodation is under consideration. All requests for access and granting of 
accommodations based on this information must be approved by Senior Manager,  Housing 
Choice Voucher Program. 

GDPM 's practices and procedures are designed to safeguard the privacy of applicants and 
program participants. All applicant and participant files will be stored in a secure location which 
is only accessible by authorized staff. 

GDPM staff will not d iscuss family information contained in files unless there is a business reason 
to do so. Inappropriate discussion of family information or improper disclosure of family 
information by staff will resu lt i n disciplinary action. 
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INTRODUCTION 

Chapter 2 

ABOUT THE AUTHORITY 

Dayton Metropolitan Housing Authority OBA  Greater Dayton  Premier Management  (GDPM) 
was established in 1934 pursuant to State legislation. 

On October 7, 1976, GDPM entered into an Annua l Contributions Contract with HUD and 
received its first allocation of Housi ng Choice Voucher Certificate units. 

A.          ORGANIZATIONAL  SETUP 

Under the direction of the seven-member Board of Housing Commissioners, staff of GDPM 
administers the Housing Choice Voucher Program's day-to-day operations. This Board consists 
of local civic-minded citizens who are appointed as follows: 

The Mayor of the City of Dayton appoints two members 
The County Commission appoints three members 
One member is appointed by the Probate Court 
One member is appointed by the Court of Common Pleas 

GDPM's Chief Executive Officer is the CEO. The agency is comprised of the Executive Office 
and the following depa1iments: 

Security 
Human Resources 
Financial Management 
Planning and Development 
Compliance 
Information Technology 
Asset Management 
Housing Choice Voucher Program 
Legal Services 
Fami ly Self-Sufficiency 

GDPM's Housing Choice Voucher Program is responsible for administering all Housing Choice 
Voucher programs, beginning with responding to HUD's Notice of Funding Avai lability (NOFA), 
through identifying owners and families eligible to participate in the program, to termi nation of 
participation of owners and families. 

GDPM receives input from the Consolidated Plan that provides the guidelines for development 
of GDPM's objectives. 

B.   ACTIVITIES OF THE HOUSING CHOICE VOUCHER DEPARTMENT 

Program Descriptions 

Initial marketing and outreach 
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Applicant eligibi lity/ineligi bility determinations 

Applicant preference  determinations 

Initial certification 

Providing notifications to applicants 

Issu ing housing choice vouchers 

Conducting individual briefing sessions 

Monitoring success of voucher holders in finding suitable housing 

Processi ng requests for tenancy approvals 

Conducting dwelling unit inspections 

Certifying reasonableness of rent 

Preparing Housing Assistance Payments (HAP) contract 

Calculating HAP/UAP payments and tenant rent 

Maintaining active leases and contracts during tenancy 

Make HAP/UAP payments on monthly basis 

Annual  recertification  of  tenant  income,  assets,  and  deductions,  annual  HQS 
inspection of units and renegotiation of rents 

Resolving tenant/owner d isputes 

Conducting move out inspections 

Establish repayment agreements for unreported or underreported income 

Conduct informal reviews and hearings 

Coord inate/prepare funding applications 

Have  input  into/preparation  of  budgets,  financial  reports,  policies,  procedures, 
goals and standards 

Enroll and monitor family process in Fami ly Self-Sufficiency Program 

Control and monitor program a llocations 
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Prepare correspondence  to applicants/owners/tenants 

C. DESCRIPTION OF PROGRAMS OFFERED 

GDPM administers the following programs: 

Asset Management Units (GDPM owns and operates the housing under this program) 

Housing Choice Voucher Program 

Project-Based  Certificate Program 

Project-Based Voucher Program 

Enhanced Voucher Program 

Housing Choice Voucher Moderate Rehabilitation Program 

Single Room Occupancy Program 

Contract Administrator for Housing Choice Voucher Substantial Rehabilitation 

Family Self-Sufficiency Program 

Family Unification Program 

Mainstream Program for Disabled Households 

Voucher Homeownership Program 

11 



Chapter 3 

OUTREACH  PROCEDURES 

A.          FAMILY  OUTREACH 

Dayton Metropolitan Housi ng Authority  OBA Greater Dayton Premier Management  (GDPM) 
wi ll publ icize and disseminate information to make known the availability of housing assistance 
and related services for very low income families. When the GDPM's waiting list is open, GDPM 
will publicize the availability and nature of housing assistance for very low income families in a 
newspaper of general circulation, minority med ia, and by other suitable means. 

When applications are accepted, the notice will: 

Advise families that applications will be taken on line or at the designated office, 
including the dates and times application will be accepted; 

Briefly describe the Housing Choice Voucher program, and; 

State that occupants/applicants for Asset Management (low rent) housing, in order 
to be considered for the Housing Choice Voucher Program, must specifically apply 
for the Housing Choice Voucher Program and that applicants for the Housing 
Choice Voucher Program will not lose their place on the public housing waiting 
list. 

To reach persons who cannot read the newspapers, GDPM will d istribute fact sheets to the 
broadcasting media, and initiate personal contacts with members of the news media and 
community service personnel. GDPM will also utilize public service announcements. 

GDPM will communicate the status of housing availability to other service providers in the 
community, and advise them of housing eligibility factors and gu idelines in order that they can 
make proper referrals for housing assistance. 

B.   OWNER OUTREACH [24 CFR 982.54(d) (5)] 

GDPM makes a concerted effort to keep private owners informed of legislative changes in the 
tenant-based program, which are designed to make the program more attractive to owners. This 
includes informing partici pant owners of applica ble legislative changes in program requ i rements. 

GDPM encourages owners of decent, safe and sanitary housing units to lease to Housing Choice 
Voucher families. GDPM encourages participation by owners of suitable units located outside 
areas of low poverty or minority concentration. 

GDPM conducts quarterly meetings with participating owners to improve owner relations and to 
recru it new owners. 
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The GoSection8.com is a website that is available for interested landlords to l ist units in all 
neighborhoods within GDPM's jurisdiction that are available for lease with the Housing Choice 
Voucher Program. 
Owners can list their properties online at GoSection8.com which is located on our website at 
gdpm.org. The GoSection8.com website is available for families to view at their convenience 
during office hours in our Computer Lab located at 400 Wayne Avenue or from any computer 
with online 
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Chapter 4 

ELIGIBILITY FOR ADMISSION 

INTRODUCTION 

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

A.  Eligibility Factors (24 CFR 982.201(b) 

The Housing Choice Voucher Program accepts applications only from families whose head  or 
spouse is at least 18 years of age. 

To be eligible for participation, an applicant must meet HUD's criteria, as well as any permissible 
additional criteria established by the Housing Choice Voucher Program. 

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

> An applicant must furnish declaration of Citizenship or Eligible Immigrant Status and
verification where required 

> At least one member of the applicant family must be either a U.S. citizen or have eligible

immigration status before the Housing Choice voucher Program may provide financial 
assistance. 

 Families that do not own Net Family Assets (as defined herein) worth more than $100,000

 Families that do not own a home they could live in (as defined herein)
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Reasons for denial of admission are addressed in the "Denial  or Termination of Assistance" 
Chapter.  These reasons for denial constitute additional admission criteria. 

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

Evidence of Citizenship/Eligible Immigrant Status will not be verified until the family is selected 
from the waiting list for final eligibility processing for issuance of a Voucher. 

The Housing Choice Voucher Program will administer the Veterans Affairs  Suppo1t Housing 
(VASH) Program in accordance with the policies, procedures, and regulations outlined in the 
HUD-VASH Program (24 CFR Section 982). 

B. Family Composition (24 CFR 982.201.(c)) 

The applicant must qualify as a family.  A family may be a single person or a group of people. 

A "family" includes a family with or without children. A group of people consisting of two or 
more elderly persons or disabled persons living together,  or one or more elderly or d isabled 
persons living with one or more live-in aids is a family. The Housing Choice Voucher Program 
determines if any other group of persons qualifies as a "family." 

A single person family may be, regardless of actual or perceived sexual orientation, gender 
identity, or marital status: 

:>-  A single person, who may be a n eld erly person, d isplaced person, disa bled person, nea r- 
elderly person or any other single person; or 

:>-  A grou p of persons resid i ng together and such grou ps i ncluded, but it not l i m ited to: 

o An eld erly fa mily;

o A near-elderly fa mily;

o A d isplaced fa mily;

o A disa bled fa mily; a nd

o The rema ining mem ber of a tena nt fa m i ly.

I n addition, for categorizi ng fam i ly as defined above, the terms d isa bled fa mily, elderly fam ily and nea r- 
elderly fa m i ly are: 

> Disa bled Fa mily mea ns a fa m i ly whose head (includ i ng co-head ), spouse or sole mem ber is a
person with a disa bi lity. 

> Elderly Fa mily mea ns a fa m ily whose head ( i ncl uding co-head), spouse or sole mem ber is a
person who is at least 62 years of age. 
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> Near Elderly family means a family whose head (including co-head), spouse or sole

member is a person who is at least 50 years of age but below the age of 62, living 
together; or one or more persons who are at least 50 years of age but below the age of 62. 

A family also includes 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. 

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 foster chi ld's temporary absences from the 
home, and is not intended to artificially enlarge the space available for other family members. 

Head of Household 

The head of household is the adult member f 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. 

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, and would have to be d ivorced. It includes the pa1tner 
in a common law marriage or civil union. The term "spouse" does not apply to boyfriends, 
girlfriends, significant others, or co-heads. 

Co-Head 

An individuals 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 Housing Choice Voucher Program to be essential to the care and well- 
being of an elderly person, a nearly-elderly person, or a person with disabilities; 

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

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

> Is 18 years of age or older.

A live-in aide is treated differently than family members: 
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>- Income of the live-in aide will not be counted for purposes of determining eligibility or
level of benefits.

>- Live-in aides are not subject to Non-Citizen Rule requ irements.

>-  Live-in aides may not be considered as a remaining member of the tenant family.

Relatives are not automatically excluded from being live-i n aides, but they must meet all of the 
elements i n the live-in aide definition described above. Family members of a live-in attendant 
may also reside in the unit providing doing so does not increase the subsidy by the cost of an 
additional bedroom and further provided that the presence of the live-in's family members do not 
overcrowd the unit. 

A live-in aide may only reside in the unit with the written approval of the Housing Choice Voucher 
Program. 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 who is elderly, near-elderly (50-6!) or disabled 
and include the hours the care will be provided. 

The Housing Choice Voucher Program will approve a live-in aide if needed as a reasona ble 
accommodation to make the program accessible to and usable by the  family member with a 
disability. Approval of a live-in aide for reasonable accommodations section in Chapter 1 of this 
administrative plan. 

At any time, the Housing Choice Voucher Program will refuse to approve a particu lar person as 
a live-in aide 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; 

>-  The person commits drug-related criminal activity or violent criminal activity; or

>- The person currently owes rent or other amounts to the Housing Choice Voucher Program

or to another Housing Authority in connection with Section 8 or public housing assistance 
under the 1937 Act. 

Split Households Prior to Voucher Issuance 

Families who are on the Housing Choice Voucher Program's waiting list may have a change in 
family composition where two parties split up and each want to retain their status (date/time) on 
the waiting list. In those instances where a family on the Housing Choice Voucher Program's 
waiting list becomes divided into two otherwise eligible families due to divorce or legal 
separation, and the new families cannot agree as to which new family unit should continue to 
retain the position on the waiting list and there is no court determination, the Housing Choice 
Voucher Program must determine which of the newly formed families will retain the placement 
on the waiti ng list. 
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Where the Housing Choice Voucher Program must make a determination as to who will retain the 
waiting list position, the waiting list position may be retained by either of the two new family 
units where there is mutual consent of the heads of  the two new family units or there is a 
determination by a court as to which new family unit is to retain the position on the Housing 
Choice Voucher Program's waiting list.  Otherwise, the Housing Choice Voucher Program will 
determine which of the two new family units will continue to retain the place on the waiting list. 
In making this decision, the Housing Choice Voucher Program shall consider which family 
member has physical custody of the children and/or whether domestic violence was involved in 
the breakup. 

If there is a legal determi nation of custody and both new households include children, both new 
households will remain on the list as applicants, with the same date and time of application, as 
long as both parties remain eligible. 

Ifthere are no children in the household and the parties remain eligible and cannot make a decision 
as to who should remain the applicant, the Housing Authority will hold the application for ninety 
days pending a decision by the parties. After that time, ifthere is no decision, the Housing Choice 
Voucher will be awarded to the person who remains at the unit address listed on the application 
on file with the Housing Choice Voucher Program. 

Documentation as to these factors will be the responsibility of the requesting parties. If 
documentation is not provided, the Housing Choice Voucher Program reserves the right to make 
the decision based on who is listed as head on the application. 

An exception may be granted i n the case of a battered spouse, with verification of this situation 
being the same as the preference verification for domestic violence. 

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 Child ren 

Children who are subject to a joint custody agreement, but live with one parent at least 5 l % of 
the time will be considered members of the household. "51% of the time" is defined as l 83 days 
of the year which do not have to run consecutively. 

When both parents are on the Wa iting List and both are trying to claim the chi ld, the parent whose 
address is listed in the school records will be allowed to claim the school-age child as a dependent. 
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C. INCOME LIMITATIONS [24 CF4 982.201(b), 982.353] 

To be eligible for assistance, an applicant must: 

Have an annual income at the time of admission that does not exceed the very low income 
limits for occupancy established by HUD. 

To be income eligible the applicant must be a family in the very low income category, which is a 
family whose income does not exceed 50 percent of the area median income. The Housi ng Choice 
Voucher Program will not admit families whose income exceeds 50 percent of the area median 
income except those families included in 24 CFR 982.201 (b). 

> A very low income family.

> A low-income family that is continuously assisted under the 1937 Housi ng Act. An
applicant is continuously assisted if the family has received assistance under any 
1937 Housing Act program within 30 days of voucher issuance. Programs include 
any housing federally assisted under the 1937 Housi ng Act. 

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

> A low-income non-purchasing family residing in a HOPE 1 or HOPE 2 project.

> 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 or moderate income family that is 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 that qualifies for Voucher assistance as a non-purchasing
family resid ing in a project subject to a resident home ownership program. 

To determine if the family is income-eligible, the Housing Choice Voucher Program 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. 

P01tability:    For initial lease-up at admission, famil ies who exercise portability must be within 
the applicable income limit for the jurisdiction of the receiving Housing Authority in which they 
want to live. 
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D. MANDATORY SOCIAL SECURITY NUMBERS [24 CFR 5.216, 5.218] 

Famil ies 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 requ irement also applies to persons joini ng the family after admission to 
the program. 

Failure to furnish verification of Social Security Numbers is grounds for denial or termination of 
assistance. 

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

Persons who disclose their Social Security Number, but cannot provide verification of a Social 
Security card, must provide a printout from the Social Security Administration Office. 

If a child under the age of six years was added to the applicant's household within the 6-month 
period prior to the household's date of admission, the applicant may become a participant so long 
as proper documentation is provided within 90 calendar days of the date of admission to the 
program.   GDPM must grant an extension of one additional 90-day period if GDPM determines, 
i n its  d iscretion, the applicant's failure to comply was due  to circumstances that could not 
reasonably have been foreseen and were outside the applicant's control. Failure to provide 
sufficient documentation within the required time-period will result in the termination of program 
participation. 

E. 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. 
Ind ividuals 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 wi ll be pro-rated and that they 
may request a hearing if they contest this determination. 

All  Members  Inel i gible.  Applicant families that include no eligible members are i neligible  
for assistance.  Such families will be denied admission and offered an opportunity for a hearing. 
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Non-citizen students. Defined by HUD in the non-citizen regulations at 24 CFR 5.522. Not 
eligible for assistance. 

Appeals. For this eligibi lity requirement only, the applicant is entitled to a hearing exactly like 
those provided for participants. 

F. OTHER CRITERIA FOR ADMISSIONS [24 CFR 982.552(b)] 

A family will not be admitted to the program if any member of the fami ly has been evicted from 
federally assisted housi ng for serious violation of the lease within the past three years. 

A family will be denied admission to the program if any member of the family fails to sign and 
submit consent forms for obtaining information required by the Housing Choice Voucher 
program, including Form HUD-9886. 

The Housi ng Choice Voucher Program will apply the following criteria, in addition to the HUD 
eligibility criteria, as grounds for denial of admission to the program: 

)'- Families whose income is within the applicable income limits but whose Total 
Tenant Payment equals or exceeds the payment standards may be denied assistance. 

)'- Families must not have committed fraud in connection with any federal housing 
program. 

)'- Families who have been evicted from public housing or by Housing  Choice 
Voucher Program owners because of engaging in drug-related criminal activity 
within the past three years will be denied admission. The three-year period begins 
on the date of such eviction. If the family, as a previous participant in public 
housing or the Housing Choice Voucher Program, was terminated for drug-related 
or violent criminal activity by a family member, and that family member is no 
longer a member of the household and will not be a member of the household after 
the family is admitted, the fami ly may be admitted, but will be required to sign an 
agreement that the family member will not reside in the household. If the family 
violates the agreement, the family will be subject to termination of assistance. 

)'- The family must not have violated any family obligation during a previous 
participation in the Housing Choice Voucher Program or with any public housing 
agency for three years prior to final eligibility determination. The Housing Choice 
Voucher Program will make an exception, if the family member who violated the 
family obligation is not a current member of the household on the application. 

)'- Families must not have an outstanding debt owed to any assistance program arising 
out of  any previous  tenancy  in  any  of the  programs  that  the  Housing  Choice 
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Voucher Program administers, any Housing Choice Voucher funded program (ex: 
Section 236 housing.  Section 8 set aside). 

)> All families will be  run  through  the  Debts  Owed  to  PHA's  and  Terminations 
Data base when they are pulled from the waiting list to determine if a debt is owed 
to another agency or if they were terminated for cause. If a debt is owed, the 
applicant will be sent a letter giving 30 days to provide proof that they have paid 
the debt to that agency along with a copy of the debt information from the database. 
If the client does not provide the requested information by the deadline, they will 
be withdrawn from the waiting list. If the family was terminated for cause, they 
will be determined ineligible for three years from the date of termination. They 
will be sent an ineligible letter along with a copy of the information from the 
database.  The cl ient will be withdrawn from the waiting list. 

)> Ifa family is residing in a form of subsidized housing during the course of time on 
the waiting list and the family moves from the subsidized unit, the file will be held 
for a 30 day period from the verified move out date. This 30-day period will allow 
management to reconcile the security deposit and access any charges. 

)> After this 30 day period, the management will be contacted to determine ifthere is 
any balance owed. If it is found that there is an outstandi ng debt, the family will 
be notified of the amount of monies due. The family will be given one year to pay 
the balance in full. During the time period the money is due, the application will 
be held "inactive". If, after a period of one year, the applicant has not provided a 
receipt of payment, the application will be withdrawn from the waiting list. 

Any family referred into the Housing Choice Voucher Program offices for a targeted housing 
program must not have an outstanding debt with the Housing Choice Voucher Program. If it is 
found that there is an outstanding debt, the family will be notified of the amount due. The family 
will be given ten (10) working days to pay the ba lance in full. If the appl icant is unable to pay 
the balance within the ten (10) working day period, the application will be withdrawn. 

In certain cases, the Housing Choice Voucher Department will accept an arrangement for another 
agency to pay the balance two (2) weeks after the family has signed the lease. This agreement 
must be in writing and preapproved by the Senior Manager of the Housing Choice Voucher 
Program. 

*The family must be in good stand ing regarding any current payment agreement made with
another PHA for a previous debt incurred, before the Housing Choice Voucher Program will allow 
participation in its program. 

The Housing Choice Voucher Department will check criminal history for all adu lts in the 
household to determine whether any member of the family has engaged in drug-related or violent 
criminal activity or is a registered sex offender. 
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Initial screening will be composed of checks through the CBC AMRENT System. Ifthe initial 
screening indicates a criminal record, the family will be denied eligibility. 

For the purposes of this policy, drug-related or violent criminal activity will be construed to mean 
a member of the current family that has been arrested within the past three year period. 

If any applicant deliberately  misrepresents the information on which eligibility or tenant rent is 
established, the Housing Choice Voucher Program will deny assistance and may refer the family 
file/record to the proper authorities for appropriate disposition. 

If a family has engaged in or threatened abusive or violent behavior to the Housing Choice 
Voucher Department's personnel, the family will be denied admissions to the program for a period 
of three years from the date of incident. 

The Housing Choice Voucher Program will prohibit admitting any person to the program in cases 
where the Housi ng Choice Voucher Department determines that there is reasonable cause to 
believe that the person is illegally using a controlled substance, or abuses alcohol in a way that 
may interfere with the health, safety, or right to peaceful enjoyment of the premises by other 
residents. 

This includes cases where the Housing Choice Voucher  Department determines that there is a 
pattern of i llegal use of a controlled substance, or a pattern of alcohol abuse the Housing Choice 
Voucher Program will consider the use of a controlled substance or alcohol to be a pattern if there 
are more than two incidents during the previous three month period. 

When applicants are notified i n writing that their application has been rejected, the Housing 
Choice Voucher Department will state the reason and advise them of thei r right to an informal 
review. 

G. MANDATORY   AND PERMANENT  INELIGIBILITY 

In addition to existing admission policies which cover ineligibility for drug-related criminal 
activity, the Housing Choice Voucher Department must permanently deny admission to the 
Housing Choice Voucher Program of persons convicted of manufacturing or producing 
methamphetamine (commonly referred to as "speed") in violation of any Federal, State or local 
law as well as a registered sex offender who is subject to lifetime registration requirements under 
the state sec offender registration programs. 

H. TENANT SCREENING [24 CFR 982.307)] 
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The Housing Choice Voucher Program wi ll take into consideration any of the criteria for 
admission described in the "Denial or Termination of Assistance" chapter. 

The Housi ng Choice Voucher Program will not screen family behavior or suitability for tenancy. 
The Housing Choice Voucher Program will not be liable or responsible to the owner or other 
persons for the family's behavior or the family's conduct in tenancy. 

The owner is responsible for screening and selecting the family to occupy the owner's unit. At or 
before the Housing Choice Voucher Program approval of the tenancy, the Housing Choice 
Voucher Department will inform the owner that screening and selection for tenancy is the 
responsibility of the owner. 

The owner is responsible for screening families based on their tenancy histories, including such 
factors as:  [24 CFR 982.307(a)(3)] 

> Payment of rent and utility bills

> Caring for a unit and premises

> Respecting the rights of other residents to the peaceful enjoyment of their housing

> Drug-related criminal activity or other criminal activity that is a threat to the health,
safety or property of others; and 

> Compliance with other essential conditions of tenancy.

The Housing Choice Voucher Department will give the owner: 

The family's current and prior address as shown in the Housing Choice Voucher 
Department's records; and the name and address (if known by the Housing Choice 
Voucher Department) of the landlord at the family's current and prior address. 

The Housing Choice Voucher Depattment  will advise families how to file a complaint if they 
have been discriminated against by an owner. The Housing Choice Voucher Department will 
advise the family to make a Fair Housing compliant. The Housing Choice Voucher Department 
may also repott the owner to HUD (Fair Housing/Equal Oppottunity) or the local Fair Housing 
Organization. 

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

Changes that occur during the period between issuance of a voucher and lease up may affect the 
family's eligibility or share of the renta l payment. 
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J.         INELIGIBLE FAMILIES 

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 noncitizen  status. 

K.     PROHIBITED ADMISSIONS CRITERIA [982.202(b)] 

Admission to the program may not be based on where the family lives before admission to the 
program. 

Admission to the program may not be based on: 

);>    Where a family lives prior to admission to the program. 
);>   Where the family will live with assistance under the program. 

);>    Discrimination  because  members of the family are unwed  parents, recipients  of 
public assistance, or children born out of wedlock. 

);>   Discrimination because a family includes children. 

);> Whether a family decides to participate in a family self-sufficiency program; or 

);>  Other reasons as listed in the "Statement of Policies and Objectives" chapter under 
the Fair Housing and Reasonable Accommodations section. 

L.         SUSPENDING WAITLIST PROCESSING 

The Housing Choice Voucher Program may choose to suspend processing of applicants selected 
from the waitlist that are pending verification for a Housing Choice Voucher due to insufficient 
fund ing.  Once sufficient federal funding becomes available, we will resume processing. 
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Chapter 5 

APPLYING FOR ADMISSION 

INTRODUCTION 

The policy of the Housing Choice Voucher Program 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 completi ng 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 Housing Choice Voucher Program wi ll also utilize this process to provide 
information to the fami ly 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 Housing Choice Voucher Department 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 one of the Housing Choice Voucher Programs must complete 
a written application form during open enrollment. To provide specific accommodation to persons 
with disabilities, upon request, the information may be mailed to the applicant, and if requested, 
it will be mai led in an accessible format 

The application process will involve two phases. The first is the "initial" application for assistance 
(referred to as a new application). This first phase results in the family's placement on the waiting 
list. 

The new application will be dated, time-stamped, and can be completed on line. This application 
will be maintained until such time as it is needed for processing. 

The second phase is the "final determination of eligibility" (referred to as the update application). 
The update application takes place when the family reaches the top of the waiting list. At this time 
the Housing Choice Voucher Department ensures that verification of all HUD and the Housing 
Choice Voucher Program 's eligibility factors is current in order to determine the family's 
eligibility for the issuance of a voucher.  This process can be completed online. 
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B.    OPENING/CLOSING   OF APPLICATION  TAKING [24 CFR 982.206, 982.54(d)(l )] 

The Housing Choice Voucher Program will utilize the followi ng procedures for  opening the 
waiting list: 

When the Housing Choice Voucher Program opens the waiting list, the Housing Choice Voucher 
Program will advertise through public notice in the following newspapers, minority publications 
and med ia entities, location(s), and program(s) for which applications are being accepted: 

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. 

)'- A statement that publ ic housing applicants, residents, and participants in other 
assisted housing programs must submit a separate application if they want to apply 
for a Housing Choice Voucher. Applicants will not lose their place on the Asset 
Management waiting list if they apply for the Housing Choice Voucher 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 Housing Choice Voucher Program's address and 
telephone number, how to submit an appl ication, information on eligibility requirements, and the 
availability of local preferences. 

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 provides inaccurate or untimely information about the closing date. 

If the waiting list is open, the Housing Choice Voucher Program will accept applications from 
el igible families unless there is good cause for not accepting the application, such as denial of 
assistance because of action or inaction by members of the family for the grounds stated in the 
"Denial or Termination of Assistance" chapter of this Administrative Plan. [24 CFR 
982.206(b)(2)] 
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Closing the Waiting List 

The Housi ng Choice Voucher Program 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 Housing Choice Voucher Program will announce the closing of the wa iting list by pu blic 
notice. 

The open period shall be long enough to achieve a waiting list adequate  to cover projected 
turnover and new al locations over the next 24 months. The Housing Choice Voucher Program 
will give at least three days' notice prior to closing the list. The application closing date may be 
determined administratively at the same time that the Housing Choice Voucher Program 
determines to open enrollment. When the period for accepti ng applications is over, the Housing 
Choice Voucher Department will add the new applicants to the l ist by separating the new 
applicants into groups based on preferences and ranking applicants within each group by date and 
time of appl ication. 

Limits on Who May Apply 

When the waiting list is open depend ing upon the composition of the waiting list with regard to 
family types and preferences and to better serve the needs of the community, the Housing Choice 
Voucher Program may only accept applications from any family claiming preference(s). 

When the application is submitted to the Housing Choice Voucher Depaitrnent, it establishes the 
family's date and time of application for placement order on the waiting list. 

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

The Housing Choice Voucher Program will utilize a new application form. The information is to 
be filled out by the applicant whenever possible. To provide specific accommodation for persons 
with disabilities, the information may be mailed to the applicant and, if requested, i t will be mailed 
in an accessible format. Translations will be provided for non-English speaking applicants by 
document in specific languages. 

The purpose of the new application is to permit the Housing Choice Voucher Department to 
preliminarily assess family eligibility or ineligibility and to determine placement on the waiting 
list. The new application will contain at least the following information: 

)'>   Names and ages of all household members 

)'> Sex and relationship of all household members 
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> Address(es) and telephone number(s)

> Family Unit Size (number of bedrooms the family qualifies for under the Housing
Choice Voucher Program the Housing Choice Voucher Program subsidy 
standards) 

> Date and time of application

> Qualification for any local preference

> Racial or ethnic designation of the head of household

> Annual (gross) family income and assets by household members

> Information regarding disabilities relating to program requirements (i.e.
deductions) 

> Social Security Numbers

> Citizenship/eligible immigration status

*"-Arrests/convictions   for  drug-related   or  violent   criminal   activity   > Targeted

program qualifications 

Duplicate applications will not be accepted. 

Ineligible families will not be placed on the waiting list. 

New applications will not require an interview. The i nformation on the application will not be 
verified until the applicant has been selected for update eligibil ity determination. Update eligibility 
will be determined when the new application process is completed and all information is verified. 

Failure to provide information, respond to mailings, or mailings being returned by post office as 
undeliverable will result in the applicant being removed from the waiting list. When applicants 
are notified in writi ng that their application has been rejected, the Housing Choice Voucher 
Department will state the reason and advise them of their right to an informal review. 

In the event a client omits or falsifies the requ ired information on the Housing Choice Voucher 
application form, the Housing Choice Voucher Department  may termi nate the appl ication 
process and terminate the applicant from the Housing Choice Voucher Program. 
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D. APPLICANT STATUS WHILE ON WAITING LIST [CPR 982.204] 

Applicants are required to inform the Housing Choice Voucher Department in writing of any 
changes to their application. Applicants are also required to respond to requests from the Housi ng 
Choice Voucher Department to update information on their application and to determine their 
interest i n assistance. 

If after a review of the new application the family is determined to be preliminarily eligible, they 
will be notified in writing or in an accessible format upon request, as a reasona ble accommodation. 

The notice  will contain the approximate date that assistance may be offered, and will further 
explain that the estimated date is subject to factors such as turnover and available fund ing. 

This written notification of preliminary eligibility will be mailed to the applicant by first class 
mail, by email or distributed to the applicant in the manner requested as a specific accommodation. 

If the family is determined to be inel igible based on  the information provided in the new 
application, the Housi ng Choice Voucher Department 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 "Complaints and Appeals "chapter. 

E. TIME OF SELECTION [24 CFR 982.204] 

When sufficient fund ing is available, families will be selected from the waiting list in thei r 
determined sequence, regardless of family size, subject to income targeting requirements. 

When there is insufficient funding available for the family at the top of the list, the Housing Choice 
Voucher Program will not admit any other applicant until funding is available for the first 
applicant. 

Based on the Housing Choice Voucher Program's turnover and the availability of  sufficient 
funding, groups of families will be selected from the waiting list to form a final eligibility "pool." 
Selection from the pool will be based on completion of verification. 



5-6

F. COMPLETION OF A FULL APPLICATION 

All preferences claimed on the new application or while the family is on the waiting list will be 
verified after the family is selected from the waiting list. 

The qualification for preference must exist at the time the preference is claimed and at the time of 
verification, because claim of a preference determines placement on the waiting l ist. 

After the preference is verified, when the Housing Choice Voucher Program is ready to select 
applicants, applicants will be required to complete a update application on line, unless assistance 
is needed, or a request for accommodation is made by a person with a d isability. The Housing 
Choice Voucher Department's staff will review the information on the update application form. 

The update application will be available on l ine for the applicant to complete. 

Req uirements to Complete On Line Processing 

The Housing Choice Voucher Department uti lizes the update application to clarify information 
that has been provided by the family, and to ensure that the information is complete. 

All adult family members will be required to sign the application and mandatory verifications. 
The head of household, co-head, and spouse will be required to sign the housi ng application. 

If an appl icant fails to complete the update application on line, the Housing Choice Voucher 
Department will automatically send a second notice. If an applicant fails to complete thei r 
application after the second notice, their application will be withdrawn from the waiting list and 
the applicant given the oppmtunity to request an informal hearing. 

Reasona ble accommodation will be made for persons with a disability who require an advocate 
or accessible offices. A designee will be allowed to participate in the interview process, but only 
with permission of the person with a disability. 

All adult members must sign the HUD Form 9886, Release of Information, the application and 
all supplemental forms required by the Housing Choice Voucher Program, the declarations and 
consents related to citizenship/immigration status and any other documents required by the 
Housing Choice Voucher Program.  Applicants will be requi red to sign specific verification forms 
for information that is not covered by the HUD form 9886. Fa ilure to do so will be cause for 
denial of the application for failure to provide necessary certifications and release as required by 
the Housi ng Choice Voucher Program. 

Every adu lt household member must sign a consent form to release criminal conviction records 
to the Housing Choice Voucher Program, which will allow the Housing Choice Voucher 
Department  to receive  the  records  and  use them  in  accordance  with  HUD  regulations.  The 
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Housi ng Choice Voucher Department will conduct crimina l background screenings and every 
adult member will be checked through CBC AMRENT. 

If the Housing Choice Voucher Department determines that additional information or 
document(s) are needed, the Housing Choice Voucher Department will request the document(s) 
or information in writing. The family wi ll be given ten working days to supply the information. 

If the information is not supplied i n this time period, the Housing Choice Voucher Department 
will provide the family a notification of denial for assistance. (See "Complaints and Appeals" 
chapter) 

G. VERIFICATION [24 CFR 982.20 l (e)] 

Information provided by the applicant will be verified, using the verification proced ures in the 
"Verification Procedures" chapter. Family composition, income, allowances and deductions, 
assets, full-time student status, eligibility and rent calculation factors, and other perti nent 
information will be verified. Verifications may not be more than 60 days old at the time of 
issuance of the Voucher. 

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

After the verification process is completed, the Housing Choice Voucher Program will make a 
final determination of eligibility. This decision is based upon i nformation provided by the family, 
the income verification, and the current eligibility criteria in effect. If the family is determined to 
be eligible, the Housing Choice Voucher Department will mail a notification of eligibility. 

An on line appointment will be schedu led for the issuance of a voucher and the family's 
orientation to the housing program. At this time, the family size is established and estimation of 
the housing voucher subsidy (HVS) and the 40%. 

!:   SUSPENDING ELIGIBILITY PROCESSING 

The Housi ng Choice Voucher Program may choose to suspend processi ng of applicants selected 
from the waitlist that are pending verification for a Housing Choice Voucher due to insufficient 
funding.  Once sufficient federal funding becomes available, we will resume processing. 
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Chapter 6 

ESTABLISHING  PREFERENCES AND MAINTAINING  THE WAITING LIST 

INTRODUCTION 

It is the Housing Choice Voucher Program's objective to ensure that families are placed in the 
proper order on the waiting list and selected from the waiting l ist for admissions in accordance 
with the policies in this Administrative Plan. 

This chapter explains the five local preferences which the Housing Choice Voucher Program has 
adopted to meet local housing needs, defines the eligibility criteria for the preferences and explains 
the Housing Choice Voucher Program's system of applying them. 

By maintaining an accurate waiting list, the Housing Choice Voucher Program 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] 

The Housing Choice Voucher Program uses a single waiting l ist for admission to its Housing 
Choice Voucher tenant-based assistance program. 

Except for Special Admissions, applicants will be selected from the Housing Choice Voucher 
Program 's waiting list in accordance with policies and preferences and income targeting 
requirements defined in this Administrative Plan. 

The Housing Choice Voucher Program 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  PHA subsidy 
standards) 

Date and time of application 

Qualification for any local preference 

Racial or ethnic designation of the head of household 

Annual (gross) family income 
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N umber of persons in family 

Targeted program qualifications 
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B. SPECIAL ADMISSIONS  AND EXCEPTIONS FOR SPECIAL ADMISSIONS  
[24 CFR 982.54(d)(3) and (e), 982.203] 

If HUD awards a PHA program fund ing that is targeted for  specifically named families, the 
Housing Choice Voucher Program will admit these famil ies under a Special Admission procedure. 

Special admissions families will be admitted outside of the regu lar waiting list process. They do 
not have to qua lify for any preferences, nor are they required to be on the program waiting list. 
the Housing Choice Voucher Program  maintains separate records of these admissions. 

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

>-  A family displaced  because  of demolition  or d isposition  of a public or Indian
housing project; 

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

>-  For housing  covered  by  the  Low  Income Housing  Preservation  and  Resident
Home-ownership Act of 1990; 

>-  A family residing in a unit affected by eminent domain (per HUD's request);

>-  A family residing in a project/Special Program covered by a project-based Housing
Choice Voucher  HAP contract at or near the end of the HAP contract term; 

Applicants who are admitted under Special Admissions, rather than from the waiting list, are 
identified by specific housing codes in the automated system. 

C. LOCAL PREFERENCES [24 CFR 982.207] 

The Housing Choice Voucher Program will offer publ ic notice when changing its preference 
system and the notice will be pu blicized using the same guideli nes as those for opening and closing 
the waiting list. 

The Housing Choice Voucher Program uses the following local preference system (in the order 
listed): 

Victims of domestic violence: The Housing Choice Voucher Program will offer a local 
preference to families that have been subjected to or victimized by a member of the family 
or household within the past 12 111011t!t s]. 
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The Housing Choice Voucher Program requires that v1ct11ns of domestic violence 
preference be provided when the victim brings third party verification that includes two 
elements: 

I . A signed statement by the victim that provides the name of the perpetrator and 
certifies that the incidents in question are bona fide incidents of actual or 
threatened domestic violence, dating violence or stalking; 

2. One of the following dated within the last twelve months:

a. A police or court record documenting the actual or threatened abuse or;

b. A statement signed by an employee, agent or volunteer of a victim service
provider, an attorney, a med ical professional, or another knowledgeable
professional from whom the victim has sought assistance i n addressing the
actual or threatened abuse. The professional must attest under penalty of
peijury that the incidents in question are bona fide incidents of abuse and
the victim must sign or attest to the statement.

At the family's request, the Housing Choice Voucher Program will take precautions to 
ensure that the new location of the family is concealed in cases of domestic abuse. 

Veteran preference: [state law definition] (veterans or surviving spouses of veterans). 

Elderly preference:  Head or spouse of household is 62 years of age or older. 

Disability preference: This preference is extended to d isabled persons or families with a 
disabled member as defined in this plan. Proof of d isability will be required at time of 
selection. [HUD regulations prohibit admission preferences for specific types of 
disabilities] Famil ies at risk of going into a health institution will be selected first in this 
patiicular category. 

Homeless preference: 

I . This preference is extended to an individual who lacks a fixed, regular, and adequate 
night-time residence. 

2. An individual who has a primary night-time residence that is supervised publicly or
privately; operated shelter designed for temporary living accommodations (including
welfare hotels, congregate shelters, and transitional housing)

Applications can be referred to the Housing Choice Voucher Program thru the local
Gateway Shelter, the St. Vincent DePaul Center, or Homefull. 
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Homeless preference will be determined based upon third-party verification of a statement 
signed by an employee, agent or volunteer of a service provider, an attorney, faith-based 
provider, a medical professional, or another knowledgeable professional from whom the victim 
has sought assistance. The professional must attest under penalty of pe1jury that the applicant in 
question is currently homeless. 

All remaining applications that do not qualify for one of the above preferences will be placed on 
the waiting list in date and time order of applications. 

Treatment of Single Applicants 

Single applicants will be treated as any other eligible family on the waiti ng l ist. 

D. INCOME  TARGETING 

In accordance with the Quality Housing and Work Responsibility Act of 1998, each fiscal year 
the Housing  Choice Voucher Program wil l reserve a minimum of seventy-five percent of its 
Housing Choice Voucher new admissions for families whose income does not exceed the higher 
of 30 percent of the area median income or the federal poverty level as determined by HUD. HUD 
refers to these families as "extremely low-income families." The Housing Choice Voucher 
Program will admit families who qualify under the Extremely Low Income limit to meet the 
income targeting requ i rement, regardless of preference. 

The Housing Choice Voucher Program's income targeting requirement does not apply to low 
income families continuously assisted as provided for under the 1937 Housing Act. 

The Housing Choice Voucher Program is also exempted from this requirement where the Housing 
Choice Voucher Program is provid ing assistance to low income or moderate income families 
entitled to preservation assistance under the tenant-based program as a resu lt of a mortgage 
prepayment or opt-out. 

E. INITIAL DETERMINATION OF LOCAL PREFERENCE OUALIFICATION [24 
CFR 982.207] 

At the time of application, an applicant's entitlement to a local preference may be made on the 
applicant's certification that they qualify for a preference will be accepted without verification at 
the initial application. When the family is selected from the waiting list for the final determination 
of eligibility, the preference will be verified. 
If the preference verification ind icates that an applicant does not qualify for the preference, the 
preference will be removed and a letter issued to the applicant that they will be returned to the 
waiting list according to the date and time of the application. 
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If, at the time the family applied, the preference claim was the only reason for placement of the 
family on the list and the fami ly cannot verify their eligibility for the preference as of the date of 
application, the fami ly will be removed from the list. 

F. TARGETED FUNDING [24 CFR 982.203] 

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

Applicants who are admitted under targeted funding which are not identified as a Special 
Admission are identified by specific housing codes in the automated system. The Housing Choice 
Voucher Program has the following "Targeted" Programs: 

);- Ma instream  for Persons  with  Disabilities 

);- Family  Unification   Program 

G. PREFERENCE  AND INCOME TARGETING ELIGIBILITY [24 CFR 982.207] 

Change in Circumstances 

Changes in an applicant's circumstances while on the wa1tmg list may affect the fami ly's 
entitlement to a preference. Applicants are required to notify the Housing Choice Voucher 
Depa1iment in writing when their circumstances change. 

When an applicant claims an additional preference, s/he will be placed on the waiting list in the 
appropriate order determined by the newly-claimed preference. 

The exception to this is, if at the time the family applied, the waiting list was only open to families 
who claimed that preference. In such case, the applicant must verify that they were eligible for the 
first preference before they are returned to the waiting Iist with the new preference. 

If the family's verified annual income, at final eligibility determination, does not fall under the 
Extremely Low Income limit and the family was selected for income targeting purposes before 
family(ies) with a higher preference, the family will be returned to the waiting list. 
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Cross-Listing of Different Housing Programs and The Housing Choice Voucher Progra 
m [24 CFR 982.205(a)] 

The Housing Choice Voucher Program will not merge its waiting lists. However, if the Housing 
Choice Voucher Program's waiti ng list is open when the applicant is placed on the Asset 
Management program, or the project-based  voucher,  or  the  moderate  reha bilitation  program 
wa iting list, the Housing Choice Voucher Program must offer to place the family on its tenant 
based assistance list. 

Other Housing Assistance [24 CFR 982.205(b)] 

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

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

>- Refuse to list the appl icant on the Housing Choice Voucher Program waiting list
for tenant-based assistance; 

>-  Deny any admission preference for which the applicant is currently qualified;

>- Change the applicant's place on the waiting list based on preference, date and time
of application, or other factors affecting selection under the Housi ng Choice 
Voucher Program's selection policy; or 

>-  Remove the applicant from the waiting list.

However, the Housing Choice Voucher Program may remove the applicant from the wa iting list 
for tenant-based assistance if the Housing Choice Voucher Program has offered the applicant 
assistance under the voucher program. 

H.        ORDER OF SELECTION [24 CFR 982.207(e)] 

The Housing Choice Voucher Program's method for selecting applicants from a preference 
category leaves a clear audit trail that can be used to verify that each applicant has been selected 
in accordance with the method specified in the administrative plan. 

Local Preferences 

Loca l preferences will be used to select famil ies from the waiting list. All local preferences wi ll 
be treated equally. 

Among Applicants with Eq ual Preference Status 

Among applicants with equal preference status, the waiti ng list will be organized by date and time. 

Greater Dayton Pre1nier Managc1nent 
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1. FINAL VERIFICATION   OF PREFERENCES  [24 CFR 982.207)

Preference information on applications will be updated as applicants are selected from the waiting 
list. At that time, the Housing Choice Voucher Department will obtain necessary verifications of 
preference by third party verification or from the family submitting the verification. 

J.       PREFERENCE DENIAL [24 CFR 982.207] 

If the Housing Choice Voucher Program denies a preference, the Housing Choice Voucher 
Program will notify the applicant in writing the reasons why the preference was  denied. The 
applicant will be placed on the waiting list without benefit of the preference. Appl icants may 
exercise other rights if they believe they have been discriminated against. 

If the applicant falsifies documents or makes false statements in order to qualify for any 
preference, they will be removed from the wa iting list. 

K.         REMOVAL FROM WAITING LIST AND PURGING  [24 CFR 982.204(c)) 

The Waiting List will be purged not more than three times each year by a mailing or automated 
phone system to all applicants to ensure that the waiting list is current and accurate. The ma iling 
or automated phone system_will ask for confirmation of continued interest. 

Any mailings or automated phone system to the applicant which require a response will state that 
failure to respond withi n ten worki ng days will resu lt in the applicant's name being dropped from 
the waiting list. 

An extension of ten working days to respond will be granted, if requested and needed as a 
reasonable accommodation for a person with a disability. 

Ifan applicant fails to respond to a mailing or automated phone system from the Housi ng Choice 
Voucher Program, the applicant will be sent a second notification and given ten working days to 
contact the Housing Choice Voucher Department. Ifthey fail to respond within ten working days, 
they will be removed from the waiting list. 
If the applicant did not respond to the Housing Choice Voucher Department's request for 
information or updates because of a family member's d isability, the Housing Choice Voucher 
Department will reinstate the applicant in the family's former position on the wa iting list. 

If a letter is returned by the Post  Office without a forward ing address, the applicant will be 
removed without further notice, and the envelope and letter will be mai ntained in the applicant's 
file. 

If a letter is returned with a forwarding address, it will be re-mailed to the address ind icated. The 
applicant file will be noted and the envelope and a copy of the letter wi ll be mai nta ined i n the 
applicant's  file. 
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Determination of Insufficient Funding Overview 

The HCV regulations allow PHAs to deny families permission to move and to termi nate Housing 
Assistance Payments (HAP) contracts if funding under the consolidated ACC is insufficient to 
support continued assistance [24 CFR 982.314(e)(I ) and 982.454]. 

Insufficient fund ing may also impact the PHA's ability to  issue vouchers  to families  on  the 
waiti ng list. This part d iscusses the methodology the PHA will use to determi ne whether or not 
the PHA has sufficient funding to issue vouchers, approve moves, and to continue subsid izing all 
families currently under a HAP contract. 

Methodology Housing Choice Voucher Policy 

The Housing Choice Voucher Department will determine whether there is adequate funding to 
issue vouchers, approve moves to higher cost units and areas, and continue subsidizing all current 
participants by comparing the Housing Choice Voucher Program's annual budget authority to the 
annual total HAP needs on a monthly basis. The total HAP needs for the calendar year will be 
projected by establishing the actual HAP costs year to date. 

To that figure, the Housing Choice Voucher Department will add anticipated HAP expenditures 
for the remainder of the calendar year. Projected HAP expenditures will be calculated by 
multiplyi ng the projected number of units leased per remaining months by the most current 
month's average HAP. The projected number of units leased per month will take into accou nt the 
average monthly turnover of participant families. 

The Housing Choice Voucher Department will not consider the cost of vouchers issued that are 
not under HAP contract i n making this determination. If the total annual HAP needs equal or 
exceed the annual budget authority, or if the Housing Choice Voucher Program cannot support 
the cost of the proposed subsidy commitment (voucher issuance or move) based on the funding 
analysis, the Housing Choice Voucher Program will be considered to have insufficient funding. 
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Chapter 7 

SUBSIDY  STANDARDS 

INTRODUCTION 

HUD gu idelines require that the Housing Choice Voucher Program establ ish subsidy standards 
for the determination of family unit size, and that such standards provide for a mini mum 
commitment of subsidy while avoiding overcrowding. The standards used for the unit size selected 
by the family must be within the minimum unit size requirements of HUD's Housing Quality 
Standards. This Chapter explains the subsidy standards that will be used to determine the voucher 
size (family unit size) for various sized families when they are selected from the waiting list, as 
well as the Housing Choice Voucher Program's procedures  when a family's size changes or a 
family selects a unit size that is d ifferent from the Voucher. 

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

The Housing Choice Voucher Program does not determi ne who shares a bedroom/sleeping room, 
but there must be at least one person per bedroom on the Voucher. The Housing Choice Voucher 
Program's subsidy standards for determining voucher size shall be applied i n a manner consistent 
with Fair Housing guidelines. 

For subsidy standards, an adu lt is a person 18 years old 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 rema ins the same as long as the family composition remains the 
same, regardless of the actual unit size rented. 

One bedroom generally will be assigned for each two family members. The Housing Choice 
Voucher Program will consider factors such as family characteristics includ ing sex, age, or 
relationship. Consideration will also be given for medical reasons and the presence of a live-in 
aide. 

Generally, the Housing Choice Voucher Program assigns one bedroom to two people within the 
followi ng guidelines: 

Persons of d ifferent generations, persons  of the opposite sex (other than  spouses), and 
unrelated adults should be a llocated a separate bedroom. 

Separate bedrooms should be a llocated for persons of the opposite sex other than adu lts 
who have a spousal relationship. 
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Foster children will be i ncluded i n determi ning unit size only if they wi ll be in the unit for 
more than six months. 

Live-in attendants wi ll generally be provided a separate bedroom. No additional bedrooms 
are provided  for the attendant's family. 

Space may be provided for a child who is away at school but who lives with the family 
during school recesses. 

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. 

Adults of different generations will have separate bedrooms. 

A single pregnant woman with no other family members wi ll be treated as a single parent 
with one child and will be issued a voucher for a 2 family household. 

Single person families shall be allocated one bedroom. 

GUIDELINES FOR DETERMINING VOUCHER SIZE 
Voucher Size Persons in Household 
Maxim nm Number 
0 Bedroom 1 1 
I Bedroom 1 2 2 Bedrooms 2 4 
3 Bedrooms 3 6 
4 Bedrooms 4 8 
5 Bedrooms 6 10 
6 Bedrooms  8 12 

Minimum Nu mber 

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

The Housing Choice Voucher Program shall grant exceptions from the subsidy standards if the 
family requests. The Housing Choice Voucher Department determines the exceptions are justified 
by the relationship, age, sex, health or d isability of family members, or other individual 
circumstances. 

The Housi ng Choice Voucher Program will grant an exception upon request as an accommodation 
for persons with disabilities. Circumstances may d ictate a larger size than the subsidy standards 
permit when persons cannot share a bedroom because of a need, such as a verified med ical or 
health reason or elderly persons or persons with disabilities who may require a live-in attendant. 
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Req uest for Exceptions  to Su bsidy Standards 

The family may request a larger sized voucher than indicated by the Housing Choice Voucher 
Program's subsidy standards. Such request must be made in writing withi n two working days of 
the Housing Choice Voucher Department's determination of bedroom size. The request must 
expla in the need or justification for a larger bedroom. Documentation verifying the need or 
justification  will be required as appropriate. 

The Housing Choice Voucher Program will not issue a larger voucher due to add itions of family 
members other than by bi rth, adoption, marriage, or court-awarded custody. 

Requests based on health related reasons must be verified by a doctor/med ical/professional/ social 
service professional. 

PHA Error 

Ifthe Housing Choice Voucher Department errs in the bedroom size designation, the family will 
be issued a Voucher of the appropriate size. 

Changes for Applicants 

The voucher size is determined prior to the briefing by comparing the family composition to the 
Housing Choice Voucher Program's subsidy standards. If an applicant requ ires a change in the 
voucher size, based on the requirements the Housing Choice Voucher Program's subsidy 
standards, the above-referenced  guidelines will apply. 

Changes for Participants 

The members of the family residing in the unit must be approved by the Housing Choice Voucher 
Department. The family must obtain approval of any add itional family member before the new 
member occupies the unit except for additions by birth, adoption, or court-awarded custod y, in 
which case the family must inform the Housing Choice Voucher Department within ten working 
days. The above referenced guidelines will apply. 

Underhoused Families 

If a unit does not meet HQS space standards due to an increase in family size, (unit too small), 
the Housing Choice Voucher Department will issue a new voucher of the appropriate size and 
assist the family i n locating a suitable unit. 

The Housi ng Choice Voucher Department will also notify the family of the circumstances under 
which an exception will be granted, such as: 

Ifa family with a disability is u nderhoused in an accessible unit. 
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If a family requ ires the additional bedroom because of a health problem that has 
been verified by the Housing Choice Voucher Department. 

C. UNIT SIZE SELECTED [24 CFR 982.402(c) 

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

Subsidy Li mitation: 

The Housing Choice  Voucher Program's subsidy standard for a family  assisted in the 
voucher program is based on the Housing  Choice Voucher Program's adopted payment 
standards and is used to determine the family's unit size. The payment standard for a 
family shall be the lesser of 

• The size of the dwelling unit actually leased by the family, or

• The Voucher size issued, as determined under the GDPM subsidy standards.

Utility Allowance: The utility allowance used to calculate the gross rent is based on the 
lesser of the size of the dwelling unit actually leased by the family or the voucher size 
issued. 

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 add ition to 
bedrooms and living room is used for sleeping. 

*HQS GUIDELINES FOR UNIT SIZE SELECTED
Unit Size 

0 Bedroom
I Bedroom
2 Bed rooms
3 Bedrooms
4 Bedrooms
5 Bedrooms  12
6 Bedrooms 14

Maximum Nu mber in Household 

4 
6 
8 
10 
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INCOME AND SUBSIDY DETERMINATIONS 

[24 CFR Part 5, Subparts E and F; 24 CFR 982] 

INTRODUCTION 

A family's income determines eligibility for assistance and is also used to calculate the fami ly's 
payment and DMHA's subsidy. DMHA will use the policies and methods described in this chapter 
to ensure that only eligible families receive assistance and that no family pays more or less than 
its obligation under the regulations. This chapter describes HU D regulations and DMHA policies 
related to these topics in three parts as follows: 

Part I: Annual Income. HUD regulations specify the sources of income to include and exclude 
to arrive at a family's annual income. These requi rements and DMHA policies for calculating 
annual income are found in Part I. 

Part II: Ad justed Income. Once annual income has been established HUD regulations require 
DMHA to subtract from annual income any of five mandatory deductions for which a family 
qualifies. These requirements and DMHA policies for calculating adjusted income are found 
i n Part II. 

Part  III:  Calculating  Family  Share  and  DMHA   Subsidy. This part  describes the  
statutory formula for calculating total tenant payment (TTP), the use of utility allowances,  
and  the methodology for determining DMHA subsidy and required family payment. 

ANNUAL INCOME OVERVIEW 

1. Annual Income 24 CFR § 5.609(a):  Annual income includes, with respect to the family:

a. All amounts not specifically excluded in the list of excluded income below, received from
all sources by each member of the family who is 18 years of age or older or is the head of
household or spouse of the head of household, plus unearned income by or on behalf of each
dependent who is under 18 years of age, and

b. When the value of net family assets exceeds $50,000 (which amount HUD will adjust in
accordance with the Consumer Price Index) and the actual returns from a given asset cannot
be calculated, imputed returns on the asset based on the current passbook savings rate, as
determined by HUD.

2. Excluded Income   24 CFR § 5.609(b):  Annual Income does not include the following:

a. Any imputed return on an asset when net family assets total $50,000 or less (which amount
HUD will adjust annually in accordance with the Consumer Price Index) and no actual
income from the net family assets can be determined.  Actual income from assets will be
included.



b. The following types of trust distributions:

i. For an irrevocable trust or a revocable trust outside the control of the family or
household excluded from the definition of net family assets

ii. Distributions of the principal or corpus of the trust; and

iii. Distributions of income from the trust when the distributions are used to pay the
costs of health and medical care expenses for a minor.

iv. For a revocable trust under the control of the family or household, any distributions
from the trust; except that any actual income earned by the trust, regardless of
whether it is distributed, shall be considered income to the family at the time it is
received by the trust.

c. Earned income of children under the age of 18 years.

d. Payments received for the care of foster children or foster adults, or State or tribal kinship or
guardianship care payments.

e. Insurance payments and settlements for personal or property losses, including but not limited
to payments through health insurance, motor vehicle insurance and worker’s compensation.

f. Amounts received by the family that are specifically for or in reimbursement of, the cost of
health and medical care expenses for any family member,

g. Any amounts recovered in any civil action or settlement based on a claim of malpractice,
negligence or other breach of duty owed to a family member arising out of law, that resulted
in a member of the family becoming disabled.

h. Income of a live-in aide, foster child or foster adult.

i. Certain student financial assistance to students as provided below:

j. Excluded Student Financial assistance covers assistance for tuition, books, and supplies
(including supplies and equipment to support students with learning disabilities or other
disabilities), room and board, and other fees required and charged to a student by an
institution of higher education, and, for a student who is not the head of household or
spouse, the reasonable and actual costs of housing while attending the institution of higher
education and not residing in an assisted unit

k. With respect to student financial assistance the following is excluded:

i. Any assistance that section 479B of the Higher Education Act of 1965 requires to be
excluded from a family’s income,

ii. Plus, any of the following up to the total amount of Excluded Student Financial
assistance as defined above received from:

1. The Federal government.

2. A State, Tribal or local government.

3. A private foundation registered as a nonprofit under 502(c)(3).

4. A business entity (such as a corporation, general partnership, limited
liability company, limited partnership, joint venture, business trust, public
benefit corporation or nonprofit entity; orAn institution of higher education.

iii. Student financial assistance that is included in Annual Income includes:

1. Financial support provided to the student in the form of a fee for services
performed (e.g., a. work study or teaching fellowship that is not excluded)



2. Gifts including gifts from family or friends

3. Any amount of scholarship or grant that, either by itself or in combination
with assistance excluded in 9.a above, exceeds the excluded Student
Financial Assistance defined in 9 above.

l. Income and distributions from any Coverdell education savings account under section 530 of
the Internal Revenue Code of 1986 or any qualified tuition program under section 529 of
such Code; and income earned by government contributions to, and distributions from,
“baby bond” accounts created authorized, or funded by Federal, State, or local government.

m. The special pay to a family member serving in the Armed Forces who is exposed to hostile
fire.

n. Additionally excluded are:

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

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

iii. Amounts received under a resident service stipend not to exceed $200 per month.  A
resident service stipend is a modest amount received by a resident for performing a
service for the PHA or owner, on a part-time basis, that enhances the quality of life
in the development.

iv. Incremental earnings and/or benefits resulting to any family member from
participation in qualifying state of local employment training program funded by
HUD or in qualifying Federal, State, Tribal, 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 training programs with clearly defined goals
and objectives and are excluded only for the period during which the family member
participates in the employment training program unless those amounts are excluded
under Paragraph 9 above.

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

p. Earned income of dependent full-time students in excess of the amount of the deduction for
a dependent.

q. Adoption assistance payments in excess of the amount of the deduction for a dependent.

r. Deferred periodic payments of supplemental security income and social security benefits
that are received in a lump sum amount or in prospective monthly amounts, or any deferred
Department of Veterans Affairs disability benefits that are received in a lump sum amount or
in prospective monthly amounts.  But the periodic payments from these sources are income.

s. Payments related to aid and attendance under 38 USC 1521 to veterans in need of regular aid
and attendance.

t. 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.



u. Payments made by or authorized by a State Medicaid agency (including through a managed
care entity) or other State or Federal agency to a family to enable a family member who has
a disability to reside in the family’s assisted unit.  Authorized payments may include
payments to a member of the assisted family through the State Medicaid agency (including
through a managed care entity) or other State or Federal agency for caregiving services the
family member provides to enable a family member who has a disability to reside in the
family’s assisted unit.

v. Loan proceeds (the net amount disbursed by a lender to or on behalf of a borrower, under the
terms of a loan agreement) received by the family or a third party (e.g., proceeds received by
the family from a private loan to enable attendance at an educational institution or to finance
the purchase of a car).

w. Payments received by Tribal members as a result of claims relating to the mismanagement of
assets held in trust by the United States, to the extent such payments are also excluded from
gross income under the Internal Revenue Code or other Federal law.

x. Amounts specifically excluded by any other Federal Statute from consideration as income
for purposes of determining eligibility or benefits under a category of assistance programs
that includes assistance under the United States Housing Act of 1937.  (A notice will be
published by HUD in the Federal Register identifying the benefits that qualify for this
exclusion.  Updates will be published and distributed when necessary.)

y. The following is a list of benefits excluded by other Federal Statute:

i. The value of the allotment provided to an eligible household for coupons under the
Food Stamp Act of 1977; 7 USC 2017 (h)

ii. Payments to volunteers under the Domestic Volunteer Service Act of 1973; 42 USC
5044 (g), 5088. Examples of programs under this Act include but are not limited to:

1. the Retired Senior Volunteer Program (RSVP), Foster Grandparent Program
(FGP), Senior Companion Program (SCP), and the Older American
Committee Service Program.

2. National Volunteer Antipoverty Programs such as VISTA, Peace Corps,
Service Learning Program, and Special Volunteer Programs.

3. Small Business Administration Programs such as the National Volunteer
Program to Assist Small Business and Promote Volunteer Service to
Persons with Business Experience, Service Corps of Retired Executives
(SCORE), and Active Corps of Executives (ACE).

iii. Payments received under the Alaska Native Claims Settlement Act; 43 USC.1626
(a)

iv. Income derived from certain submarginal land of the United States that is held in
trust for certain Indian tribes; 25 USC. 459e

v. Payments or allowances made under the Department of Health and Human Services’
Low-Income Home Energy Assistance Program; 42 USC 8624 (f)

vi. Income derived from the disposition of funds of the Grand River Band of Ottawa
Indians; P. L. 94-540, 90 State 2503-04

vii. The first $2000 of per capita shares received from judgment funds awarded by the
Indian Claims Commission or the Court of Claims 25 USC 1407-08, or from funds
held in trust for an Indian Tribe by the Secretary of Interior; and 25 USC 117b, 1407



viii. Payments received from programs funded under Title V of the Older Americans Act
of 1965: 42 USC 3056 (f)

1. Examples of programs under this act include but are not limited to: Senior
Community Services Employment Program (CSEP), National Caucus
Center on the Black Aged, National Urban League, Association National
Pro Personas Mayores, National Council on Aging, American Association
of Retired Persons, National Council on Senior Citizens, and Green Thumb.

ix. Payments received after January 1, 1989, from the Agent Orange Settlement Fund or
any other fund established in the In Re Agent Orange product liability litigation.

x. Payments received under Maine Indian Claims Settlement Act of 1980; P.L. 96-
420,94 Stat. 1785

xi. The value of any childcare 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 Development Block Grant Act of 1990; 42 USC 9858q

xii. Payments by the Indian Claims Commission to the Confederated Tribes and Bands
of Yakima Indian Nation or the Apache Tribe of Mescalero Reservation.

xiii. Allowances, earnings and payments to AmeriCorps participants under the National
and Community Service Act of 1990.

xiv. Any amount of crime victim compensation (under the Victims of Crime Act)
received through crime victim assistance (or payment or reimbursement of the cost
of such assistance) as determined under the Victims of Crime Act because of the
commission of a crime against the applicant under the Victims of Crime Act.

xv. Allowances, earnings, and payments to individuals participating in programs under
the Workforce Investment Act of 1998.

xvi. Kinship Guardian assistance payments and other guardianship care payments.

xvii. Any amount received under the School Lunch Act and the Child Nutrition Act of
1966, including reduced price lunches and food under WIC.

xviii. Payments, funds or distributions authorized, established or directed by the Seneca
Nation Settlement Act of 1990.

xix. Compensation received by or on behalf of a veteran for service connected disability,
death, dependency or indemnity compensation as provided by the Indian Veterans
Housing Opportunity Act of 2010.

xx. A lump sum or a periodic payment received by an individual Indian pursuant to the
Class Action Settlement Agreement in the case Elouise Cobell et al v Ken Salazar.

xxi. Any amounts in an ‘‘individual development account’’ as provided by the Assets for
Independence Act, as amended in 2002 (Pub. L. 107–110, 42 U.S.C. 604(h)(4)).

xxii. Per capita payments made from the proceeds of Indian Tribal Trust Cases as
described in PIH Notice 2013–30 ‘‘Exclusion from Income of Payments under
Recent Tribal Trust Settlements’’ (25 U.S.C. 117b(a)); and

xxiii. Major disaster and emergency assistance received by individuals and families under
the Robert T. Stafford Disaster  Relief and Emergency Assistance Act (Pub. L.
93–288, as amended) and comparable disaster assistance provided by States, local
governments, and disaster assistance organizations (42 U.S.C. 5155(d)).



z. Replacement housing “gap” payments that offset increased out of pocket costs of displaced
persons that move from one federally subsidized housing unit to another.  Such payments are
not excluded from annual income if the increased cost of rent and utilities is subsequently
reduced or eliminated, and the displaced person retains or continues to receive the
replacement housing “gap” payments.

aa. Nonrecurring income, which is income that will not be repeated in the coming year based on 
information provided by the family.  Income received as an independent contractor, day 
laborer, or seasonal worker is not excluded from income under this paragraph, even if the 
source, date, or amount of the income varies.  Nonrecurring income includes: 

i. Payments from the US. Census Bureau for employment (relating to decennial census
or the American community Survey) lasting no longer than 180 days and not
culminating in permanent employment.

ii. Direct Federal or State payments intended for economic stimulus or recovery.

iii. Amounts directly received by the family as a result of State refundable tax credits or
State tax refunds at the time they are received.

iv. Amount directly received by the family as a result of Federal refundable tax credits
and Federal tax received the time they are received.

v. Gifts for holidays, birthdays or other significant life events or milestones (e.g.,
wedding gifts, baby showers, anniversaries).

vi. Non-monetary, in-kind donations, such as food, clothing or toiletries received from a
food bank or similar organization.

vii. Lump-sum additions to net family assets, including but not limited to lottery or other
contest winnings.

bb. Civil rights settlements or judgments, including settlements of judgments for back pay. 

cc. Income received from any account under a retirement plan recognized as such by the IRS, 
including individual retirement arrangements (IRAs), employer retirement plans, and 
retirements plans for self-employed individuals; except that any distribution of periodic 
payments from such accounts shall be income at the time they are received by the family. 

dd. Income earned on amounts placed in a family’s Family Self Sufficiency Account. 

ee. Gross income a family member receives through self-employment or operation of a business 
except that the following shall be considered income to a family member: 

i. 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 depreciation of assets used
in a business or profession may be deducted, based on straight line depreciation, as
provided in IRS regs, and

ii. Any withdrawal of cash or assets from the operation of a business or profession will
be included in income except to the extent that the withdrawal is reimbursement of
case or assets.

3. Adjusted Income 24 CFR § 5.611  Adjusted income means annual income of the members of the
family residing or intending to reside in the dwelling unit, after making the following deductions:

a. $480 for each dependent, which amount will be adjusted by HUD annually in accordance
with the Consumer Price Index, rounded to the next lowest multiple of $25.



b. $525 for any elderly family or disabled family, which amount will be adjusted annually in
accordance with the Consumer Price Index, rounded to the next lowest multiple of $25.

c. The sum of the following, to the extent the sum exceeds ten percent of annual income:

i. Unreimbursed health and medical care expenses of any elderly family or disabled
family; and

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

iii. Any reasonable childcare expenses necessary to enable a member of the family to be
employed or to further his or her education.

4. Financial Hardship Exemptions For Unreimbursed Expenses

a. Eligibility for relief:  To receive hardship relief under this paragraph, a family must
demonstrate that the family’s applicable health and medical care expenses or reasonable
attendant care and auxiliary apparatus expenses increased, or the family’s financial hardship
is a result of a change of circumstances (as defined by GDPM) that would not otherwise
trigger an interim reexamination.

b. Relief for unreimbursed health and medical care expenses and reasonable attendant care and
auxiliary apparatus expenses.  Phased-in relief:

i. Eligibility for relief:  To receive hardship relief the family must have received a
deduction from annual income because the sum of

1. unreimbursed expenses for health and medical care, plus

2. unreimbursed care and apparatus expenses for a disabled family member
that permit a family member to work

3. that exceeded 3 percent of annual income

ii. Form of relief:

1. Beginning with the first recertification after 1/1/2024, the family will
receive a deduction totaling the sum of

2. unreimbursed expenses for health and medical care, plus

3. unreimbursed care and apparatus expenses for a disabled family member
that permit a family member to work

4. that exceed 5 percent of annual income.

iii. At the second annual recertification (12 months after the recertifcation in b.1)
above), the family will receive a deduction totaling the sum of

1. unreimbursed expenses for health and medical care plus

2. unreimbursed care and apparatus expenses for a disabled family member
that permit a family member to work

3. that exceed 7.5 percent of annual income.

iv. At the third annual recertification (24 months after the recertifcation in b.1) above)
the family must receive a deduction totaling the sum of



1. unreimbursed expenses for health and medical care, plus

2. unreimbursed care and apparatus expenses for a disabled family member
that permit a family member to work

3. that exceed 10 percent of annual income.

c. Relief  or an elderly or disabled family, a family that includes a person with disabilities or a
family with child care expenses that is experiencing financial hardship.

i. Relief under this paragraph is available regardless of whether

1. the family previously received deductions

2. is currently receiving relief

3. previously received relief

ii. Form and duration of relief.  The family will receive a deduction for the sum of

1. unreimbursed expenses for health and medical care, plus

2. unreimbursed care and apparatus expenses for a disabled family member
that permit a family member to work

3. that exceed 5 percent of annual income.

iii. The family’s hardship relief ends when the circumstances that made the family
eligible for the relief are no longer applicable or after 90 days, whichever comes
earlier.  However, GDPM may, at its discretion extend the relief for one or more
additional 90-day periods while the family’s hardship continues.

5. Net Family Assets – The net cash value of all assets owned by the family, after deducting
reasonable costs that would be incurred in disposing real property, savings, stocks, bonds and other
forms of capital investment. 24 CFR § 5.603.

a. It is the policy of GDPM to determine each family’s net family assets at the time of
admission and at annual and interim reexaminations.

b. In determining net family assets PHAs or owners must include the value of any business or
family assets disposed of by an applicant or tenant for less than fair market value (including
a disposition in trust, but not in foreclosure or bankruptcy sale) during the two years
preceding the date of application for the program or reexamination, as applicable, in excess
of the consideration received therefor.  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 consideration not measurable in dollar terms.  Negative
equity in real property or other investments does not prohibit an owner from selling the
property or other investments, so negative equity alone would not justify excluding the
property or other investments from family assets.

c. Excluded from the calculation of net family assets are:

i. the value of necessary items of personal property

ii. The combined value of all non-necessary items of personal property if the combined
total value does not exceed $50,000 (which will be adjusted by HUD in accordance
with the Consumer Price Index)

iii. The value any account under a retirement plan recognized as such by the IRS,
including individual retirement arrangements, employer retirement plans (pensions),
and retirement plans for self-employed individuals.



iv. The value of real property that the family does not have the effective legal authority
to sell in the jurisdiction in which the property is located.

v. Any amounts recovered in any civil action or settlement based on a claim of
malpractice, negligence or other breach of duty owed to a family member arising out
of law, that resulted in a family member being a person with a disability.

vi. The value of any Coverdell education savings account under section 530 of the IRS
code, the value of any qualified tuition program under section 529 of such Code, the
value of any Achieving a Better Life Experience (ABLE) account under Section
629A of such Code, and the value of any “baby bond account created, authorized or
funded by Federal, State or local government.

vii. Interests in Indian trust land

viii. Equity in a manufactured home where the family receives assistance under the
Housing Choice Voucher program.

ix. Family Self Sufficiency accounts.

x. Federal tax refunds or refundable tax credits for a period of 12 months after the
receipt by the family.

xi. An irrevocable trust.



CHAPTER 9 

VERIFICATION 

[24 CFR 982.516, 24 CFR 982.551, 24 CFR 5.230] 

INTRODUCTION 

DMHA must verify all i nformation that is used to establish the family's el i gibil ity and level of 
assistance and is required to obtain the family's consent to collect the information. Applicants and 
program participants must cooperate with the verification process as a condition of receiving 
assistance. DMHA must not pass on the cost of verification to the family. 

DMHA will follow the HUD verification requirements. This chapter summarizes those 
requirements and provides supplementary DMHA policies. 

Part I describes the general verification process. More detailed requirements related to individual 
factors are provided i n subsequent parts i ncluding family information (Part II), income and assets 
(Part III), and mandatory deductions (Part IV). 

Verification policies, rules and procedures will be modified as needed to accommodate persons 
with disabilities. Al l information obtained through the verification process will be handled in 
accordance with the records management policies of DMHA. 

PART I. GENERAL VERIFICATION REQUIREMENTS 

FAMILY CONSENT TO RELEASE OF INFORMATION 124 CFR 982.516 AND 982.551, 
24 CFR 5.230] 

The family must supply any information that DMHA or HUD determines is necessary to the 
administration of the program and must consent to DMHA verification of that information [24 
CFR 982.551]. 

Consent Forms 

It is required that all adult applicants and participants sign form HUD-9886, Authorization for 
Release of information. The purpose of form HUD-9886 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 DMHA may collect information from State Wage 
Information Collection Agencies (SWICAs) and current and former employers of adult family 
members. Only HUD is authorized to collect information directly from the Internal Revenue 
Service (IRS) and the Social Security Administration (SSA). Adult family members must sign 
other consent forms as needed to collect information relevant to the family's eligibility and level 
of assistance. 



Revocation of Consent 

The executed consent form (Form HUD-9886) will remain effective until the family is denied 
assistance, the assistance is terminated, or if the family provides written notification to GDPM to revoke 
consent.  Families have the right to revoke consent by notice to GDPM; however, revoking consent can 
result in termination or denial of assistance.1  

GDPM may not process interim or annual reexaminations of income, including when a family’s income 
decreases and the family requests an interim reexamination to decrease tenant rent, without the family’s 
executed consent form(s).  

OVERVIEW OF VERIFICATION REQUIREMENTS 

HUD's Verification Hierarchy 

HUD authorizes DMHA to use five methods to verify family information and specifies the 
circumstances in which each method will be used. In general HUD requires DMHA to use the most 
reliable form of verification that is available and to document the reasons when DMHA uses a 
lesser form of verification. In order of priority, the forms of verification that may be used are: 

• Enterprise Income Verification (EIV) whenever ava ilable

• Thi rd-party Written Verification

Third-party Oral Verification

Review of Documents

• Self-Certification

Each of the verification methods is discussed in subsequent sections below. Exhibit 7- l at the end 
of the chapter contains an excerpt from the notice that provides gu idance with respect to how each 
method may be used. 

Requirements for Acceptable Documents 

DMHA Policy 

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 DMHA. The 
documents must not be damaged, altered or i n any way illegible. 

DMHA will accept documents dated up to 6 months before the effective date of the family's 
reexamination if the document represents the most recent sched uled report from a source. 
For example, if the holder of a pension annuity provides semi-annual reports, DMHA 
would accept the most recent report. 

1 GDPM has discretion as long as it has established an Admin Plan policy that the revocation of consent 
will result in termination of assistance or denial of admission.  BUT – we’re required to list out any 
consequences of revoking consent.   



Print-outs from web pages are considered original documents. 

DMHA staff member who views the original document must make a photocopy, annotate 
the copy with the date the original was viewed, and sign the copy. 

Any family self-certifications must be made in a format acceptable to DMHA. 



File Documentation 

DMHA must document in the file how the figures used in income and rent calculations were 
determined. All verification attempts, information obtained, and decisions reached during the 
verification process will be recorded in the family's file i n sufficient detail to demonstrate that 
DMHA 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. 

ENTERPRISE INCOME VERFICATION (EIV) 

Enterprise income verification (EIV) refers to DMHA's use of the verification tools available from 
independent sources that maintain computerized information about earnings and benefits. EIV wi ll 
be used to the extent that these systems are available to DMHA. 

DMHA must restrict access to and safeguard EIV data in accordance with HUD guidance on 
security procedures, as issued and made available by HUD. 

There may be legitimate d ifferences between the information provided by the family and EIV 
generated information. No adverse action can be taken aga inst a family until DMHA has 
independently verified the EIV information and the family has been granted an opportunity to 
contest any adverse findings through the informal review/hearing process of DMHA. 

GDPM must use EIV, in its entirety, to verify tenant employment and income information at annual 
and streamlined reexaminations of family composition and income. However, GDPM is no longer 
required to use EIV to verify tenant employment and income information during an interim 
reexamination.  

GDPM is required to use the following reports from the EIV System: Debts Owed & Termination, 
Deceased Tenants, Existing Tenant Search, Failed EIV Pre-Screening, Failed SSI Identity Test, 
Identity Verification, Multiple Subsidy, New Hires, No Income Report by HHA or SSA, No Income 
Reported on 50058, Summary of Household Information. 

THIRD-PARTY WRITTEN AND ORAL VERIFICATION 



h 

Reasonable Effort and Timing 

Unless third-party verification is not requ i red as described below, HUD requires DMHA to make 
at least two unsuccessful attempts to obtain third-party verification before using another form of 
verification  [VG, p. 15]. 

DMHA Pol icy 

DMHA will diligently seek thi rd-party 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 third-party verification is not received in a timely fashion. 

DMHA may mail, fax, e-mail, or hand deliver third-party written verification requests and 
wi ll accept third-party responses using any of these methods. DMHA will send a written 
request for verification to each required source withi n 5 business days of securing a 
family's authorization for the release of the information and give the source 5 business 
days to respond in writing. If a response has not been recei ved by the 6h busiuess day. 
DMHA will request third-party oral verification. 

DMHA will make a mini mum of two attempts for written and two attempts oral third party 
verification. A record of each attempt to contact the third-party source (includ ing no- 
answer calls) and all contacts with the source will be documented i n the file. Regard ing 
third-pmiy oral verification, DMHA staff will record in the family's file the name and title 
of the person contacted, the date and time of the conversation (or attempt), the telephone 
number used, and the facts provided. 

When any source responds verbally to the initia l written request for verification DMHA 
will accept the verbal response as oral verification but will also request that the source 
complete and return any verification forms that were provided. 

Ifa third party agrees to confirm in writing the information provided orally, DMHA will 
wait no more than 5 business days for the information to be provided. Ifthe information 
is not provided by the 61 business day, DMHA will use any information provided orally 
i n combination with reviewing family-provided documents (see below). 

When Third-Party Information is Late 

When third-party verification has been requested and the timeframes for submission have been 
exceeded, DMHA will use the information from documents on a provisional basis. If DMHA later 
receives third-party verification that differs from the amounts used in income and rent 
determinations and it is past the deadline for processing the reexamination, DMHA will conduct 
an i nterim reexamination to adjust the figures used for the reexami nation, regard less of DMHA's 
interim reexamination policy. 
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When Third-Party Verification  is Not Required 

Prim WJ' Documents 

Third-party verification is not requ ired when legal documents are the primary source, such as a 
birth certificate or other legal documentation of bi rth. 

Certain Assets and Expenses 

DMHA will accept a self-certification from a family as verification of assets d isposed of for less 
than fair market value [BCV GB, p. 5-28]. 

DMHA will determi ne that third-party verification is not available if the asset or expense i nvolves 
an insignificant amount, maki ng it not cost-effective or reasonable to obtain third-party verification 
[VG, p.  15]. 

DMHA Policy 

DMHA wi ll use review of documents in lieu of requesting third-party verification when 
the market value of an individ ual asset or an expense is less than $500 annually and the 
family has original documents that support the declared amount. 

Certain Income, Asset and Expense Sources 

DMHA will determine that third-party verification is not available when it is known that an income 
source does not have the ability to provide wri tten or oral third-party verification [VG, p. 15]. For 
example, DMHA will rely upon review of documents when DMHA determines that a third party's 
privacy rules prohibit the source from disclosing information. Another example wou ld be where 
the Social Security Administration (SSA) has refused to respond to requests for third-party 
verification. 

DMHA Policy 

DMI-IA also will determine that third-party verification is not available when there is a 
service charge for verifying an asset or expense and the family has original documents that 
provide the necessary information. 

If the family cannot provide original documents,  DMHA  will  pay  the  service  charge 
requ ired to obtain third-party verification, unless it is not cost effective in which case a 
self-certification will be acceptable as the only means of verification. The cost of 
verification will not be passed on to the fami ly. 

The cost of postage and envelopes to obtain third-party verification of income, assets, and expenses 
is not an unreasonable cost [VG, p. 18]. 
REVIEW OF DOCUMENTS 

Using Review of Docu ments as Verification 

If DMHA has determined that third-party verification is not ava ilable or not requ ired, DMHA will 
use documents provided by the family as verification. 
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DMl-IA may also review documents when necessary to help clarify i nformation provided by third 
parties. In such cases DMHA will document in the file how DMH A arrived at a final conclusion 
about the income or expense to include in its calculations. 

SELF-CERTIFICATION 

When information cannot be verified by a third party or by review of documents, family members 
will be required to submit self-certifications attesti ng to the accuracy of the information they have 
provided to DMl-IA. 

DMHA Policy 

DMHA may require a family to certify that a family member does not receive a particular 
type of income or benefit. 

The self-certification must be made in a format acceptable to DMHA and must be signed 
by the family member whose information or status is being verified. All selfcertifications 
must be signed in the presence of a DMHA representative or DMHA notary public. 

When verifying a household's fixed income sources or assets that do not exceed $5,000, GDPM 
must obta i n third-party  verification at least every three years. During the intervening years, 
GDPM may, in its sole d iscretion, accept a household's self-certification. 

When a family member is added, GDPM must obtain third-party verification of the family 
member's assets. At the next reexami nation of income  following the addition of that family 
member, GDPM will obtain third party verification of all family assets if the add ition of that 
family member's assets put the family above the $5,000 threshold. 

Upon request of the family, GDPM will perform third-party verification of all income sources. 
Note: this provision only applies to the verification of sources of i ncome.  GDPM will still 
continue to conduct third-party verification of deductions. 

PART II. VERIFYING FAMILY INFORMATION 

VERIFICATION OF LEGAL IDENTITY 

DMHA Policy 

DMHA will requ ire families to furnish verification of legal identity for each household 
member. 
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Certificate of birth, naturalization papers 

Church issued baptismal certificate 

Certificate of birth 

Adoption papers 

Current, valid driver's l icense or Custody agreement 
Department of Motor Vehicle Health and Human Services ID 
identification card School records 

U.S. military d ischarge (DD 214) 

U.S. passport 

Employer identification card 

If a document submitted by a family is illegible or otherwise questionable, more than one 
of these documents may be required. 

If none of these documents can be provided and at DMHA's discretion, a third party who 
knows the person may attest to the person's identity. The ce1tification must be provided in 
a format acceptable to DMHA and be signed in the presence of a DMHA representative or 
DMHA notary public. 

Legal identity wi ll be verified on an as needed basis. 

SOCIAL SECURITY NUMBERS [24 CFR 5.216 and HCV GB, p. 5-121 

For every family member age 6 or older, the family must provide documentation of a valid social 
security number (SSN), or a self-certification stating that no SSN has been issued. The 
selfcertification must be executed personally by any family member 18 or older, or by a parent or 
guardian for a minor. 

DMHA Policy 

DMHA will also accept the following documents as evidence if the SSN is provided on the 
document: 

Driver's license 

Other  identification  card  issued  by  a federal,  state, or local  agency,  a med ical 
insurance company or provider, or employer or trade union 

Payroll stubs 

Benefit  award  letters  from  government  agencies; retirement  benefit  letters;  life 
i nsurance policies 

Court  records  (real  estate,  tax  notices,  marriage   and  d ivorce,  judgment   or 
bankruptcy records) 

Ifthe fami ly reports an SSN but cannot provide acceptable documentation of the number, DMHA 
wi ll requ ire a self-certification stating that documentation of the SSN cannot be provided at this 
time. DMHA will requ ire documentation of the SSN within 60 calendar days from the date of the 
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family member's self-certification mentioned above. Ifthe family is an applicant, assistance cannot 
be provided unti l proper documentation of the SSN is provided. 

If a child under the age of six years was added to the applicant's household withi n the 6-month 
period prior to the household's date of admission, the applicant may become a participant so long 
as proper documentation is provided within 90 calendar days of the date of admission to the 
program. GDPM must grant an extension of one additional 90-day period if GDPM determines, 
in its discretion, the applicant's failure to comply was due to circumstances that could not 
reasonably have been foreseen and were outside the applicant's control. Fai lure to  provide 
sufficient documentation within the requ ired time-period wi ll resu lt in the termi nation of tenancy. 

DMHA Policy 

DMHA will instruct the family to obta i n a duplicate card from the local Social Security 
Administration  (SSA) office. 

For ind ividuals who are at least 62 years of age and are unable to submit the required 
documentation of their SSN within the initial 60-day period, DMHA will grant an 
additional 60 calendar days to provide documentation. 

Social security numbers must be verified only once during continuously-assisted  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. I n add ition, if a child reaches the age of 
6 and has no SSN, the parent or guardian must execute a self-certification stating that the child has 
no SSN at the next regularly scheduled reexamination. 

The social security numbers of household members, such as l ive-in aids, must be verified for the 
purpose of conducting criminal background checks. 

DOCUMENTATION   OF AGE 

A birth certificate or other official record of birth is the preferred form of age verification for all 
family members. For elderly family members an original document that provides evidence of the 
receipt of social security retirement benefits is acceptable. 

DMHA Policy 

If an official record of birth or evidence of social security retirement benefits cannot be 
provided, DMHA will require the family to submit other documents that support the 
reported age of the family member (e.g., school records, driver's license if bi rth year is 
recorded) and to provide a self-certification. 

Age must be verified only once during continuously-assisted  occupancy. 

FAMILY RELATIONSHIPS 

Applicants and program  participants are required to identify the relationship of each household 
member to the head of household. Definitions of the primary household relationships are provided 
in the Eligibility chapter. 
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DMHA Policy 

Family relationships arc verified only to the extent necessary to determine a family's 
eligibility and level of assistance. Certification by the head of household norma lly is 
sufficient verification of family relationships. 

Marriage 

DMHA Policy 

Certification by the head of household is normally sufficient verification. If DMHA has 
reasonable doubts about a marital relationshi p, DMHA will require the family to document 
the marriage. 

A marriage certificate generally is required to verify that a couple is married. 

In the case of a common law marriage, DMHA will only confer common law marital 
status to those who have been found to be common law married by a court of proper 
jurisdiction. 

Separation or Divorce 

DMHA Policy 

Certification by the head of household is normally sufficient verification. If DMHA has 
reasonable doubts about a separation or divorce, DMHA wi ll require the family to 
document the divorce, or separation. 

A certified copy of a divorce decree, signed by a cou rt officer, is required to docu ment that 
a couple is divorced. 

A copy of a court-ordered maintenance or other court record is requi red to document a 
separation. 

Ifno court document is available, documentation from a community-based agency will be 
accepted. 

Absence of Adult Member 

DMHA Policy 

If an adult member who was formerly a member of the household is reported to be 
permanently absent, the family must provide  evidence to support that the person is no 
longer a member of the family (e.g., documentation of another address at which the person 
resides such as a lease or util ity bill). 



Foster Child ren and Foster Ad ults 

DMHA Policy 

Third-party  verification  from  the state or  local  government  agency  responsible  for the 
placement of the ind ividual with the family is requi red. 

VERIFICATION OF STUDENT STATUS 

DMHA Policy 

DMHA  requires families to provide  information  about the student status of all students 
who arc 18 years of age or older. This information will be verified only if: 

The family claims full-time student status for an adult other than the head, spouse, 
or cohead, or 

The family claims a child care deduction to enable a family member to further his 
or her education. 

DOCUMENTATION OF DISABILITY 

DMHA must verify the existence of a disability in order to allow certain income disallowances 
and deductions from income. DMHA is not permitted to inqu ire about the nature or extent of a 
person's disability [24 CFR 100.202(c)]. DMHA may not inquire about a person's diagnosis or 
details of treatment for a disability or med ical condition. If DMHA receives a verification 
document that provides such information, DMHA wi ll not place this information i n the tenant fi le. 
Under no circumstances wi ll DMHA request a participant's medical record(s). For more 
information on health care privacy laws, see the Department of Health and Human Services' 
website at www.os.dhhs.gov. 

The above cited regulation docs not prohibit the following inquiries, provided these inquiries are 
made of all applicants, whether or not they are persons with disabilities [VG, p. 24]: D Inquiry into 
an applicant's ability to meet the requ irements of ownership or tenancy 

• Inquiry to determine whether an applicant is qualified for a dwelling available only to persons
with d isabilities or to persons with a particu lar type of d isability

• Inqu iry to determine whether an applicant for a dwelling is qualified for a priority available to
persons with disabi lities or to persons with a particu lar type of d isabi lity

• Inqu iring whether an applicant for a dwelli ng is a current illegal abuser or add ict of a controlled
substance

• Inqu iring whether an appl icant has been convicted of the i llegal manufacture or d istribution of
a controlled substance
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Family Members Receiving SSA Disability Benefits 

DMHA will attempt to obtain information about disabi lity benefits through the HU D UIV System 
when it is available, or HUD's Tenant Assessment Subsystem (TASS). If the HUD UIV System 
or TASS is not available, DMHA will attempt to obtain third-party written/oral verification from 
the SSA. If third-party verification is not available, the family may  provide an original SSA 
document that confirms the current benefits. 

Verification ofreceipt of SSA benefits or SS! based upon disabi lity is sufficient for verification of 
disability for the purpose of qual ification for waiting l ist preferences or certain income 
disallowances and deductions. 

Receipt of veteran 's d isability benefits, worker's compensation, or other non-SSA benefits based 
on the individual 's claimed disability are not sufficient verification that the ind ividual meets 
HUD's definition of disability in 24 CFR 5.603, necessary to qualify for waiting list preferences 
or certa in income d isallowances and deductions. 

Family Members Not Receiving SSA Disability Benefits 

For family members claiming disabi lity who do not receive SS! or other disability payments from 
the SSA, a knowledgeable professional must provide thi rd-party verification that the family 
member meets the HUD definition of disability. See the Eligibi l ity chapter for the HUD definition 
of d isability. The knowledgea ble professional will verify whether the family member does or does 
not meet the HUD definition. 

CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5.508] 

Overview 

Housing assistance is not available to persons who are not c1t1zens, nationals, or eligible 
immigrants. Prorated assistance is provided for "mixed families" containing both eligible and 
ineligible persons. A detailed discussion of eligibility requirements is i n the Eligibi l ity chapter. 
This verifications chapter d iscusses HUD and DMHA verification requirements related to 
citizenship status. 

The fami ly 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 each family member. Once eligibility to receive assistance has been verified for an 
individual it need not be collected or verified again during continuously-assisted occupancy [24 
CFR 5.508(g)(5)] 

U.S. Citizens and Nationals 

HUD requ ires a declaration for each family member who claims to be a U.S. citizen or national. 
The declaration must be signed personally by any family member 18 or older and by a guard ian 
for minors. 
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DMHA may request verification of the declaration by requi ring presentation of a bi rth certificate, 
United States passport or other appropriate documentation. 

DMHA Policy 

Family members who claim U.S. citizenship or national status will not be requ ired to 
provide add itional documentation unless DMHA receives information ind icating that an 
ind ividual's declaration may not be accurate. 

Eligible Immigrants 

Documents Required 

All family members claimi ng el igible immigration status must declare their status in the same 
manner as U.S. citizens and nationals. 

The documentation required for eligible noncitizens varies depend ing 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 receiving HUD-funded assistance. Exhibit 9- 
2 at the end of this chapter summarizes documents family members must provide. 

DMHA  Verification [HCV GB, pp. 5-3 and 5-7] 

For family members age 62 or older who claim to be eligible immigrants, proof of age is required 
in the manner described in this chapter. No further verification of eligible immigration status is 
required. 

For family members under the age of 62 who claim to be eligible immigrants, DMHA must verify 
immigration status with the Bureau of Citizenship and Immigration Services (BCIS). 

DMHA will follow a ll BCIS protocols for verification of eligible immigration status. 

VERIFICATION   OF PREFERENCE  STATUS 

DMHA must verify any preferences claimed by an applicant. DMHA 

Policy 

DMHA offers no preferences; therefore no verification of preferences is requ ired. 

PART III. VERIFYING INCOME AND ASSETS 

Chapter 8, of this plan describes in detail the types of income that are i ncluded and excluded and 
how assets and income from assets are handled. PHAs must fully verify assets every three years by 
obtaining third-party verification of all family assets. Third-party verification of assets is always 
required when net family assets exceed $50,000, adjusted annually by HUD. This part provides 
DMHA policies that supplement the general verification procedures specified in Part I of this 
chapter. 



Other Federal Agency’s Determination of Annual Income “Safe Harbor Verification” 

GDPM may determine the family’s income prior to the application of any deductions based on income 
calculation information from other means-tested forms of federal public assistance programs or agencies 
made within the previous 12-month period.  Means-tested forms of federal public assistance programs or 
agencies include2: 

 TANF

 Medicaid

 SNAP (food stamps)

 Earned Income Tax Credit

 Low Income Housing Credit

 WIC

 SSI

 Other programs administered by the Secretary

Safe Harbor verification must be obtained by means of third-party verification and must state the family 
size, must be for the entire family (i.e., the family members listed in the documentation must match the 
family composition in the assisted unit) and must state the amount of the family’s annual income. 



EARNED INCOME 

DMHA Policy 

Tips 

Unless tip income is included in a family member's W-2 by the employer, persons who 
work in industries where tips are standard will be required to sign a cettified estimate of 
tips received for the prior year and tips anticipated to be received in the coming year. 

BUSINESS AND SELF EMPLOYMENT INCOME   DMHA 

Policy 

Business owners and self-employed persons will be required to provide: 

An audited financial statement for the previous fiscal year if an aud it was 
conducted. Ifan audit was not conducted, a statement of income and expenses must 
be submitted and the business owner or self-employed person must certify to its 
accuracy. 

All schedules completed for filing federal and local taxes in the preceding year. 

If accelerated depreciation was used on the tax retu rn or financial statement, an 
accountant's calcu lation of depreciation expense, computed using straight-li ne 
depreciation rules. 

DMHA 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 all future reexaminations. 

At any reexamination DMHA may request documents that support submitted financial 
statements such as manifests, appointment books, cash books, or bank statements. 

If a family member has been self-employed less than three (3) months, DMHA will accept 
the family member's certified estimate of income and schedule an interim reexamination 
in three (3) months. If the family member has been self-employed for three (3) to twelve 
(12) months DMHA will require the family to provide documentation of income and 
expenses for this period and use that information to project income. 

PERIODIC PAYMENTS  AND PAYMENTS IN LIEU OF EARNINGS 

DMHA Policy 

DMHA will attempt to obtain information about socia l security/SS! benefits through the 
I-IUD UIV System or the Tenant Assessment Subsystem (TASS) when available. If not 
available, DMHA will attempt lo contact the SSA for third-party written/oral verification 
of payments. If thi rd-party verification is not available through either source, the family 
may provide an origina l SSA document that confirms the current benefits. 

Page 9-13



ALIMONY OR CHILD SUPPORT 

DMHA Policy 

The way DMHA 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 it receives regular payme11ts,  verification  will be 
sought i n the following order. 

If payments are made through a state or local entity, DMHA will request 
a record of payments for the past 12 months and request that the entity 
disclose any known i nformation 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 schedu les 
Copy of the latest check and/or payment stubs 

Family's self-certification of amount received and of the l ikelihood of 
support payments being received in the future, or that support payments are 
not being received. 

If the family declares that it receives irregular or 110 payme11ts, in addition to the 
verification process listed above, the family must provide evidence that it has taken 
all reasonable efforts to collect amounts due. This may include: 

A statement from any agency responsible for enforcing payment that shows 
the family has requested enforcement and is cooperating with all 
enforcement  efforts 

If the family has made independent efforts at collection, a written statement 
from the attorney or other collection entity that has assisted the family in 
these efforts 

Note: Families are not required to undertake independent enforcement action. 

ASSETS AND INCOME FROM ASSETS 

Assets Disposed of for Less than Fair Market Vaine 

The family must certify whether any assets have been disposed of for less than fair market value 
in the preceding two years. DMHA needs to verify only those certifications that warrant 
documentation  [HCV GB, p. 5-28]. DMHA Policy 

GDPM must include the value of any business or family assets sold 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 or reexamination, in excess of the amount 
received. 

In the case of a sale as part of a separation or divorce settlement, the sale or other disposition will not 



be considered to have been for less than fair market value if the applicant or tenant receives other 
compensation not measurable in dollar terms. 

Negative equity in real property or other investments does not prohibit the owner from selling the 
property or other investments, so negative equity alone would not justify an exclusion from family 
assets. 



NET INCOME FROM RENTAL PROPERTY 

DMHA Policy 

The family must provide: 

A current executed lease for the property that shows the rental amount or 
certification from the current tenant 

A self-certification from the family members engaged in the rental of property 
providing an estimate of expenses for the coming year and the most recent IRS 
Form I 040 with Schedu le E (Rental Income). If schedule E was not prepared, 
DMHA will require the family members involved in the rental of prope1ty to 
provide a self-certification of income and expenses for the previous year and may 
request documentation to support the statement including: tax statements, insurance 
invoices, bills for reasonable ma i ntenance and utilities, and bank statements or 
amortization schedules showing monthly interest expense. 

RETIREMENT  ACCOUNTS 

DMHA Poliey 

When third-party verification is not available the type of original document that will be 
accepted depends upon the family member's retirement status. 

Before retirement, DMHA will accept an original document from the entity hold ing 
the account with a date that shows it is the most recently scheduled statement for 
the account but i n no case earl ier than 6 months from the effective date of the 
examination. 

Upon retirement, DMHA will accept an original document from the entity holding 
the account that reflects any d istributions of the account balance, any lump sums 
taken and any regular payments. 

/!fier reti rement, DMHA will accept an original document from the entity hold ing 
the account dated no earlier than 12 months before that reflects any distributions of 
the account balance, any lump sums taken and any regular payments. 
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INCOME FROM EXCLUDED SOURCES 

A detailed d iscussion of excluded income is provided in Chapter 8, Part I. 

DMHA must obtain verification for income exclusions only if, without verification, DMHA wou ld 
not be able to determine whether the income is to be excluded. For example: Ifa family's 16 year 
old has a job at a fast food restaurant, DMHA will confirm that DMHA records verify the child's 
age but will not send a verification request to the restaurant. However, if a family claims the earned 
income d isa llowance for a source of income, both the source and the income must be verified. 

DMHA Pol icy 

DMHA will reconcile differences in amou nts 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, DMHA will report the amount to be 
excluded as indicated on documents provided by the family. 

ZERO ANNUAL INCOME STATUS 

Families claimi ng to have no annual income will be required to execute verification forms to 
determine that certai n forms of income such as unemployment benefits, TANF, SS!, etc. are not 
being received by the household. 

PART IV. VERIFYING MANDATORY DEDUCTIONS 

DEPENDENT AND ELDERLYillISABLED   HOUSEHOLD  

DEDUCTIONS 

The dependent and elderly/disabled family deductions require only that DMHA verify that the 
family members identified as dependents or elderly/disabled persons meet the statutory definitions. 
No fmther verifications are required. 

Dependent Deduction 

See Chapter 8 for a full d iscussion of this deduction. DMHA will verify that: 

• Any person under the age of 18 for whom the dependent deduction is claimed is not the head,
spouse, or cohead of the family and is not a foster child

Any person age 18 or older for whom the dependent deduction is claimed is not a foster adult
or live-in aide, and is a person with a d isability or a fu ll time student

Elderlyillisabled  Family Deduction 

See Eligi bil ity chapter for a definition of elderly and d isabled famil ies and Chapter 8 for a 
d iscussion of the deduction. DMHA will verify that the head, spouse, or cohead is 62 years of age 



or older or a person with d isabilities. 
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MEDICAL EXPENSE DEDUCTION 

Pol icies related to med ical expenses are found in Chapter 8. The amount of the deduction wi ll be 
verified followi ng the standard verification proced ures described i n Part I. 

Amoun t of Expense 

DMHA Policy 

DMHA  will  provide  a  third-party  verification  form  d irectly  to  the  med ical  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 checks used to make medical 
expense payments and/or printouts or receipts from the source wi ll be used. In this 
case DMHA wi ll make a best effort to determine what expenses from the past are 
likely to continue  to occur in the  future. DMHA will also accept evidence of 
monthly payments or total payments that will be due for medical expenses during 
the upcoming  12 months. 

Ifthird-party or document review is not possible, written family certification as to 
costs anticipated to be incurred during the upcoming 12 months In addition, DMHA must verify 
that: 

The household is eligible for the deduction. 

The costs to be deducted are qualified med ical expenses. 

• The expenses are not paid for or reimbursed by any other source.

• Costs incurred in past years are counted only once.

Eligible Household 

The medical expense deduction is permitted only for households i n which the head, spouse, or 
cohead is at least 62, or a person with d isabilities. DMHA will verify that the family meets the 
definition of an elderly or disabled family provided in the Eligibility chapter and as described in 
Chapter 9 of this plan. 

Qualified Expenses 

To be eligible for the medical expenses deduction, the costs must qualify as medical expenses. See 
Chapter 8 for DMHA's policy on what counts as a medical expense. 
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Un rcim bu rscd Expenses 

To be eligible for the medical expenses deduction, the costs must not be reimbursed by another 
source. 

DMHA Policy 

The family will be required to certify that the med ical expenses are not paid or reimbursed 
to the family from any source. 

Expenses Incu rred in Past Years 

DMHA Pol icy 

When anticipated costs are related to on-going payment of medical bills incurred in past 
years, DMHA will verify: 

The anticipated repayment schedu le 

The amounts paid in the past, and 

Whether the amou nts to be repaid have been deducted from the family's annual 
income in past years 

DISABILITY  ASSISTANCE  EXPENSES 

Policies  related  to  disabil ity  assistance  expenses  are  found  in  Chapter  8. The  amount  of  the 
deduction will be verified following the standard verification proced ures described in Part I. 

Amoun t of Expense 

Attendant Care 

DMHA Policy 

DMHA will provide a third-party verification form d irectly to 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 

Ifthi rd-party is not possible, copies of cancelled checks used to make attendant care 
payments and/or receipts from care source 

Ifthird-party or document review is not possible, written family certification as to 
costs anticipated to be incurred for the upcoming  12 months 
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AuxilimJ' Apparatus 

DMHA Policy 

Expenses for auxil iary apparatus wi ll be verified through: 

Third-party verification of anticipated purchase costs of auxiliary apparatus 

If third-party is not possible, billing statements for purchase of auxi liary apparatus, 
or other evidence of monthly payments or total payments that wi ll be 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, DMI-IA must verify that: 

The family member for whom the expense is incurred is a person with disabilities (as described 
in this chapter. 

The expense permits a family member, or members, to work (as described in Chapter 8). 

• The expense is not reimbursed from another source (as described in Chapter 8.).

Family Member is a Person with Disabilities 

To be eligible for the disability assistance expense deduction, the costs must be incurred for 
attendant care or auxiliary apparatus expense associated with a person with disabilities. DMHA 
will verify that the expense is incurred for a person with disabilities. 

Family Member(s) Permitted to Work 

DMHA  must verify that the expenses claimed  actually enable a family  member,  or members, 
(includi ng the person with disabilities) to work. 

DMHA Policy 

DMI-IA will seek third-party verification from a Rehabilitation Agency or knowledgeable 
medical professional indicating that the person with disabilities requires attendant care or 
an auxiliary apparatus to be employed, or that the attendant care or auxil iary apparatus 
enables another family member, or members, to work (See Chapter 8.). 

If third-party and document review verification has been attempted and is either 
unavailable or proves unsuccessful, the family must certify that the d isability assistance 
expense frees a family member, or members (possibly including the family member 
receiving the assistance), to work. 

Unreim bnrsed Expenses 

To be eligible for the disabil ity expenses deduction, the costs must not be reimbursed by another 
source. 



DMHA Policy 

An  attendant  care provider  will  be  asked  to certify  that, to  the  best  of  the  provider's 
knowledge, the expenses are not paid by or reimbursed to the family from any source. 

The family will be required to certify that attendant care or auxiliary apparatus expenses 
are not paid by or reimbursed to the family from any source. 

CHILD CARE EXPENSES 

Policies related to child care expenses are found in Chapter 8. The amount of the deduction will be 
verified following the standard verification procedures  described  in  Pait  I  of this  chapter.  In 
add ition, DMHA must verify that: 

• The chi ld is el igible for care.

• The costs claimed are not reimbursed.

• The costs enable a family member to pursue an eligible activity.

The costs arc for an allowable type of child care.

• The costs are reasonable.

Eligible Child 

To be eligible for the child care deduction, the costs must be incurred for the care of a child under 
the age of 13. DMHA 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 reimbursed  by another source. 

DMHA Policy 

The child care provider will be asked to certify that, to the best of the provider's 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 child  care expenses are not paid  by  or 
reimbursed to the family from any source. 

Pursuing an Eligible Activity 

DMHA must verify that the family member(s) that the family has identified as being enabled to 
seek work, pursue education, or be gainfully employed, are actually pursuing those activities. 

DMHA Pol icy 

li7formatio11 to be Gathered 

DMHA will verify information about how the schedule for the claimed activity relates to 
the hours of care provided, the time required for transportation, the ti me requ ired for study 
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(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 lo pursue an eligible 
activity. 
Seeking Work 

Whenever possible DMHA will use documentation from a state or local agency that 
monitors work-related requirements (e.g., welfare or unemployment). In such  cases 
DMHA will request verification from the agency of the member's job seeking efforts to 
date and require the family to submit to DMHA any reports provided to the other agency. 

In the event third-party verification is not available, DMHA will provide the family with a 
form on which the family member must record job search efforts. DMHA will review this 
information at each subsequent reexamination for which this deduction is claimed. 

Furthering Education 

DMHA 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 enrolled and provide 
information about the timing of classes for which the person is registered. 

Gaii1ful Employment 

DMHA wi ll seek verification from the employer of the work schedu le of the person who 
is permitted to work by the child care. In cases in which two or more family members could 
be permitted to work, the work schedules for all relevant family members may be verified. 

Allowable Type of Child Care 

The type of care to be provided is determined by the family, but must fall within certain guidelines, 
as discussed in Chapter 8. 

DMHA Policy 

DMHA will verify that the type of child care selected by the family is allowable, as 
described in Chapter 8. 

DMHA will verify that the fees paid to the child care provider cover only child care costs 
(e.g., no housekeeping services or personal services) and are paid only for the care of an 
eligible child (e.g., prorate costs if some of the care is provided for ineligible family 
members). 

DMHA will verify that the child care provider is not an assisted family member. 
Verification will be made through the head of household's declaration of family members 
who are expected to reside in the unit. 

Reasonableness of Expenses 

Only reasonable child care costs can be deducted. 
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DMI-IA Policy 

The actual costs the family incurs will be compared with DMHA's established standards of 
reasonableness for the type of care in the locality to ensure that the costs are reasona ble. 

If the family presents a justification for costs that exceed typical costs in the area, DMHA will 
request additional documentation, as requ i red, to support a determination that the higher cost is 
appropriate. 
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Exhibit 9-1: Excerpt from HUD Verification  Guidance Notice (PIH 2004-01, pp. 11-14) 

Incoml' 1l'y(ll' Written Third Ornl Third Pnrty Documl'nt Tcnnnt Declnnitlon 
Pnrly Review 

(UW.1<:1.4) (LEVI':!.2) 
\Vagcs/Salmics  Use of compuler The l'HA mails, 1n lhe evunl 1hi! When neither 'l'hll l'HA may 

:icccpl matching faxes,or e-mails in<lepcml.:nl sourco.: fonn of third a nOlarize<l 
state1mml agn!ements with a a verilica lion doll. not re.pond lo party verilicalion or 
affidavit from Ihe State Wage form directly to the PIIA'swritten can be obtnincd,
 tenant that declares 1nfonnation the indcp..:ndent request for the PHA mny the 
fnmily's totnl Collection Agency sources to obtain infonnation, the accept original
 onmml income from (SWICA) loobtain wage PHA may contact docmnenls such  
eamings. Note: Thu wage information information. the independent OS conNcutive
 PHA must document electronically, by source by phone or pay stubs (HUD in 
the tenant file.the 
maiI or fox or in make un in pcnion rccommemls lhu rcaon third party 
)tJn\On, visit lo obtain the Pl IA re1•icw nl vo.:rificnlion wns not 
Agreemen t with The PHA 111ay rcqucsted leastthrce ovailable. 
privnle vendor havll lhc lcnnnl infomtolion. months of pay 
agencies, such as sign a Request Slubs, if 
The Work Number for 13omings employed by tho 
or ChoicePoint to Stotemenl from same employer 
obtain wage ond the SSA lo for three months 
salary infommlio11. confinn pa$I or more), W-2 

camingg, The fomts, etc. from 
Use of HUD l'HJ\ mnil th11 lhc h!nnnl. Nole: 
systems, when fom1 to SSA ond Tho PllA mnsl 
oveilable. tho statement will document in U10 

be sent tothe tenant file, Ute 
oddress tho PIIA rcoson U1ird party 
specifio.1s on lhll verificntion was 
fonn. 1101available. 

Vnlrkotlon  of Employment Income:  The PH/\ should olwaysobtoin ns much infonnation os possible nbo11t tho employment, 
such os st11rl dote (new employment). tcnninnlion dnte (prcvio11s employment), pay frequency, pny rote, 11nlicipolcd pny incN11ses 
i11 tho next twelve 111011lhs, year-lo-<lalo oamings, bo11uses, ovo11i1110, company name, address and tefophonc m1111b11r, rnune and 
position of tho person completing tho employmcnlvorificntion form. 
Effectln Date of Employment: The. PHA should ;iiways confinn $la11and tennination dales of employmonl. 



lncomo Typo Writ Im Third On1l Thlrd 'Pnrly Docuntcnl 
Pm1y Re,•low 

(1.EVF.1. 4) (1.f:VEL 2) 

Asscts Usc of coopcrnlivc 'fhc PHA mails, The PllA 11111y c111l The PHA may Thc PHA mny ncccpt 
ngn:cmcnts with foxes, or emails a the so1lfcc to oblnin r.iview originn l n notarir.cd stntcmcnt 
sources to obtain verification l'onn asset nnd nsscl documents or 11ffid1wit from the 
asset and :1sscl dircclly to lhc income infommlio11. provide<! by th.i tenant thal tfoclore.• 
income infonnnt ion sourc.: to ohtnin tc1111nl. Nole: 'Ilic  o cts mul nsset
electronically, hy asset and ascl l'HA   mut income. Noll': Thl' 
rnnil or fox or in lllC<llll\l tlocumcnt in the l'llA lllURI clocu111c11I 
person. infonnation. !ennui fill', the In lhc tenant nil', the 

l'l'OSOll third l'l'nson thlrcl pnrty 
pnrty nrlfirntlon was not 
nrificnlion  w11 11rnil11blc. 
not nYnllnbll'. 

Comments Whenever HUD Note: The The PHA should The PHA should use 
makes available independent docum.int in the this v..irificntion 
wngc, source completes   tenant tile, the date method ns n lost 
11nc111ploy111cnt, nml the fonn nml urnl tim.: of thll resort , whc11 nil other 
SSA infomrntion , returnsIhe form telephone call or in vcrilicot ion methods 
the. PHA sho\1ld \ISO directly to tJ10 person visit, nlong nrc not possible. or 
the infom1ation os PHA. Agency. with the name and have been 
part of the The tcnont should   title or the person \lllSllCCC3Sfit(, 

rcllxam ination not hand cany tJ1at verilied tl11l Nollwlr.ed  stAtement 
process. Failure lo documents lo or cummt income hould include 11 

doso mny rllsnh in from lhll 11111ount. pl.'rjury pcnnlty 
disollowcd costs independent stntcment . 
during o RIM source. 
review. 

Note: 'llte PHA must not pass verification costs along to the part icipant. 

Note:  In cases where the Pl IA cannot reliably project annual income, the Pl IA may elect to complete 
re ulnr interim rccxnminntions this lolicv should be n >nrt of the PH/\ 's written >olieics. 
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Income Type Uprront Wrillen Third Document 
P.Rl'ly Review 

(LEVEL4) (LEVEL 2) 
Child Support  Use of 11grcemcnl The PHA mnils, The PHA mny call The PHA may The PHA mny 

accept with the local Child fn'.\es, or e-mails the local Child review an a 
notarized sllltcmcnt Support n vcri ficat ion Support originnl court
 or nffidavit from the Enforccment fonn clin:ctly to Enforcem.:nt orcler, 11otice or
 le11a11l that cleclare. Agency toohtnin th.: local Chi Iii Agency or chilcl pri11to11l lhm1 lhll
 c111r.:11t chilcl support CUTflllll child suppo11  Support support paytJr to local Child
 amount a11cl pay111u 11l amount a11cl paymo 11l  Tl11forcem.: nt obtain cun-cnt chihl Support status. Noll-: 
Thu stnlus electronically, Agency or child support amount and Enforcement
 PHA must document by mail or foK or in support pnyer to pnymont status. Agency provided
 in thu tennnt file, tho person. obtain CIUTent by the tcnnnt to
 rcnson third party 

child SUpp011 veri fy mtrn?nl vciifioation was not 
amount and child suppon available. 
payment slahL . amount and 

payment status. 
Note: The Pi IA 
mllllt document in 
the tenant lilc. 
the renson third 
party verification 
wa 11otavailable. 

Unemployment Use of eompulor ThoPHA moils, Tho PHA mny cnll Tho PHA may The PHA mny accept 
Bc11elits matching faxes, or e-mails the Stale \Vagu n:vicw a11 a 1101arizucl statement 

ogrceme11ts with n n vcrificntion i11fon1111tion oiigirml benefit or ufficlnvit from the 
Stale Wag" fonn directly lo Collection Agency noti<-.c or tenant that declnrc 
lnfonnat ion the State Woge to obtain ou1rent unomployment unemployment 
Collection Agency Infomrntion benefit nmount. check stub. or benefits. Nole: The 
to obtoin Collection printout from the PHA must document 
unemployment Agency to obtain local State Wage in the tenant file. the 
compensat ion u 11e1n11loym<lnt I11fo11n:1tio11 reason third party 
.:lcctmnically,by C<>mpen ntio11 Coll.:clion vcrifiontio11 wu:1 11ot 
mail or fax or in infonnatio11. Agc11cy provided :wailablo. 
1crson. hy thtl tena11I. 

Noto: The PHA 
Use of HUD must document in 
systems, when the tenant file. 
nvoileblc. thu re:iso11 third 

party verification 
was 11ot avoilable. 

Pensions Use of computer The PJIA moils, The PllA mny call The PllA may The PllA may ncccpt 
matching fa.xes, or e-mails tho pension provider revicw nn a notarized statement 
agreements with n o verification to obtnin current original bcnofit or offidavit from tho 
Federa l, Statu, or form din.:ctly to be11efit runolUll. notice from tl1e t.mant that dcclnre<i 
Loca l Govommcnt the pension pension prov idcr monthly pcn!lion 
Agency to obtain provider to obtain provided by tl1e nmounts. Note: The 
pension  infonnntion pension te11n nt. Nott-: Pill\ must document 
declrnnically, by infonnation. The PllA m1l t in the tenant fil.:, the 
mail or fox or in document in tl1e renson third party 
person. tenant file, the verification was not 

renson tl1ird party   nvoilnblc . 
verifiontion wns 
not available. 
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IncoJno Typꞏe Upfront Wrlltci1Third .Oral Thfrd Party To1tant Dcclnra tlon 
Fal'ty 

(LEVEL 4) 
Assets Use of cooperative The PHA mails, The J>HA mny call The PHA may The PHA may accept 

agreements with faxes, or ema ils a the source to obtain review origina l a notarized statement 
sources to obtain vcrificiition form iissct nnd nsset documents or affidavit from the 
asset ;;iml asset directly tu the income inforrnatiun. prov idcd by tho tenant tlial declares 
income i11furr11at io11 ourc.i to obtain lcnnnt. Note:The   osseL nncl nssel 
elcct ro11ically, by asset and asslll PHA mu!!t income. Note: Tiu.• 
mail or fax or in mcome document in t he PHA 111w1t document 
person. infomrntion. tenant file, the in the tenant fil<', the 

rcllSOJI t hird renson third pnrty 
party verification wa not 
nrlfic11tion wm1 nvuilublc. 
not tw111l11bl<'. 

Commmts ꞏwhenever HUD Note: The The PHA should The PHA should use 
makes available independent document in the this verification 
wage, source completes tenant file, the date method ns 11 last 
1111employ111011t,   t111d t he form 01111 nml time of the rcsoi1, when all other 
SSA infonnat ion, return s the fonn telephone call or in verificntion  111eU1ods 
the PHA should use directly to the person visit, along arc not possiblo or 
the infoml8tion as PHA . Agency ., wiU1 the nnme and have bceu 
parlof the The tenant should  title of the person lUlSUCCCSSful. 

xamination not hand cany U1at verified the Notnl'ize d sfatemmt 
process. Failurn to documenls to or current income Mhould include 11

do o may rcsl•IL in from the amount. perjury pcnnlty 
disnllowed costs independent stntm1mt. 
during nRlM source. 
review. 

Note: ꞏme PHA must not pass verificat ion costs along to the pru1icipant. 

Note: In cases where the PI-IA cannot reliably project annual income, the PHA may elect to complete 
re ꞏutar interim reexaminations  this  olicy should be a art of the PHJ\'s written  olicies. 
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Exhibit 9-2: Summary of Docu men tation Req uirements for Noncitizens   [HCV GB, pp. 5-9 
and 5-10] 

• All noncitizens claiming eligible status must sign a declaration of eligible immigrant
status on a form acceptable to DMI-IA.

• Except for persons 62 or older, all noncitizens must sign a verification consent form

D Additional documents arc required based upon the person's status.

Elderly Noncitizens 

D A person 62 years of age or older who claims eligible immigration status also must provide 
proof of age such as bhih certificate, passpmi, or documents showing receipt of SS old-age 
benefits. 

All other Noncitizens 

D Nonciti zcns  that  claim  eligible  immigration  status  also  must  present  the  applica ble  BCIS 
document. Acceptable BCIS documents are listed below. 

• Form  1-551 Al ien Registration  Receipt • Form 1-94   Arrival-Departure Record
Card (for permanent resident aliens) with no annotation accompanied by:

• Form   1-94   Arrival-Departure Record • A  fina l  court decision  granting  asylum
annotated with one of the following: (but only if no appeal is taken);

• "Admitted as a Refugee Pursuant to • A  letter  from  a  BCIS  asylum  officer
Section 207" granting asylum (if application is filed on

• "Section 208" or "Asylum" or after 10/1/90) or from a BCIS district
director granting asylum

• "Section 243(h)" or "Deportation  stayed (application filed before  10/1/90);
by Attorney General"

• A court decision granting withholding of
• "Paroled  Pursuant to Section 221 (d)(5) deportation; or

of the BCIS"
• A letter from an asylum officer granting

withholding or deportation (if application
filed on or after 10/1/90).

D  Form 1-688   Temporary Resident Card  Form  l-688B Employment  Authorization  Card 
annotated "Section 245A" or Section 210''. annotated "Provision  of Law  274a. 12(1 1)" or 

"Provision of Law 274a.12". 
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• A receipt issued by the BCIS ind icating that an application for issuance of a replacement
document in one of the above listed categories has been made and the applicant's entitlement
to the document has been verified; or

• Other acceptable evidence. If other documents are  determined by the BCIS to constitute
acceptable evidence of eligible immigration status, they will be announced by notice pu blished
in the Federal Register



Chapter 10 

VOUCHER ISSUANCE AND BRIEFINGS 

[24 CFR 982.301 , 982.302] 

INTRODUCTION 

DMHA's goals and objectives are designed to assure that families selected to participate are 
equipped with the tools necessary to locate an acceptable housing unit. Famil ies are provided 
sufficient knowledge and information regarding the program and how to  achieve  maximum 
benefit while complying with program requ irements. When eligibility has been determined, 
DMHA will conduct a mandatory briefing to ensure that families know how the program works. 
The briefing wi ll provide a broad description of owner and family responsibilities, DMHA 
procedures, and how to lease a unit. The family will also receive a briefing packet that provides 
more detailed information about the program including the benefits of movi ng outside areas of 
poverty and minority concentration. This chapter describes how briefings will be conducted, the 
information that will be provided to families, and the policies for how changes i n the family 
composition will be handled. 

A.          ISSUANCE  OF VOUCHERS  [24 CFR 982.204(d), 982.54(d)(2)] 

When funding is available, DMHA will issue vouchers to applicants whose eligibility has been 
determined. The number of vouchers issued must ensure that DMHA stays as close as possible to 
100 percent lease-up. DMHA performs a monthly calculation electronically to determi ne whether 
applications can be processed, the number of vouchers that can be issued, and to what extent 
DMHA can over-issue (issue more vouchers than the budget allows to achieve leaseup). 

DMHA may over-issue vouchers only to the extent necessary to meet leasing goals. All vouchers 
that are over-issued must be honored. If DMHA finds it is over-leased, it will adjust future 
issuance of vouchers in order not to exceed the ACC budget limitations over the fiscal year. 

MOVING PROCESS - 30/60 DAY NOTICE TO VACATE 

The family can give a 30 or 60 day notice to move once the first year of the lease has transpired 
and no other lease has been signed; with DMHA's approval.  The family must come to the 
Section 8 Office to complete the Notice to Vacate Packet.  If the family is responsible for water 
accord ing to the lease, they have to provide a printout from the water company stating the 
account is at a zero balance.  At that time an appointment will be scheduled for the family to be 
issued a voucher and RTA paperwork in order to begin the moving process. 

I0-1 



There will be a copy of the notice given to the family for them to provide to the owner.  It is the 
family's responsibil ity to provide written notice to the owner of the intent to move.  DMH A will 
send courtesy letters confirming the notice and obligations for both parties involved. 

CANCELLATION  OF "NOTICE TO VACATE" 

There are some circumstances in which the agency will accept a cancellation of a Notice to 
Vacate. The family must complete the appropriate form.  Management will review to determine 
if the Cancellation Form will be granted.  Both parties must be in agreement that the tenant will 
remain in the same unit from the Notice to Vacate.  The completed Form has to be received by 
the agency before the expired contract date. Once the completed form is submitted the Section 8 
Auditor will move the family back into the system.  The family would sti ll be responsi ble for the 
Section 8 yearly requ irements missed during the time that the Contract was cancelled. 

MUTUAL  TERMINATION 

Ifthe family/owner would like to termi nate the Lease/Contract before the year has transpired, 
then a mutual termination form would have to be signed by both parties.  Both parties have to be 
in agreement of the terminating of the Lease/Contract.  The date of the termination has to be the 
last day of any month. 

The family/owner has to request the mutua l termination form in writing.  The Section 8 Leasing 
Specialist will mail out the Mutual Termination Letter with Form to the parties involved.  Ifthe 
family is responsible for the water according to the lease, they have to provide a water account 
printout from the water company stating the account is at a zero balance.  Once DMHA receives 
the completed Mutual Termination Form, an appointment will be schedu le by the Receptionist 
or one of the Section 8 Leasing Team. 

ABATEMENT 

Every month inspections abate units that have not met the HQS standards after two inspections 
plus a 30 day grace period.  Ifan owner expresses that they will not be repairing the failed items 
on inspection, the owner wi ll have to submit in writing to the agency to waive the second 
inspections and/or the 30 day grace period so the agency can refer the family to inspection 
without the delay.  These cases are referred to the Leasi ng Department for the agency to issue 
voucher/RTA papers for the family to locate a new unit.  Inspection places a hold on the unit so 
no HAP payments are sent to the owner.  The contract is not cancelled until the family locates 
another passed unit or if the family moves out of the unit. 

The family is scheduled to be issued a voucher/RTA papers to start the moving process, once the 
Leasing Team double checks to see if the unit has passed a recent inspection.  At any time the 
owner can request an inspection on the property.  The searching process can be cancelled at any 
time if the unit passes.  If the family still wants to move they have to give a 30/60 day notice to 
do so.  Ifthey are responsible for water then the agency will need a print out from the water 
company stating the account is at a zero balance. 
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FORECLOSURES ON ASSISTED UNITS 

If the family/owner has acquired documents that the assisted uni t is under foreclosure, the 
family/owner is required to notify DMHA in writing and attach the foreclosure documents, such 
as, Sheriff's notice, foreclosure Court order, public notice of a sale, etc.  DMHA will place the 
HAP payments on hold and schedule the family an appointment to issue a voucher/RTA papers 
to start the moving process.  No water bill is needed. 

The Contract will be cancelled only if the family moves from the unit or another unit has been 
approved for the family to move to under the program. 

The payment will only resume if the owner can provide forbearance paper work from the bank 
and the family still resides in the unit. 

B.       BRIEFING TYPES AND REQUIRED ATTENDANCE [24 CFR 982.301] 

Initial Applicant Briefing 

A full HUD-required briefing will be conducted for applicant families who are determined to be 
eligible for assistance. The briefings will be conducted  i n a group meeting. Families who attend 
group briefings and still have the need for individual assistance will be referred to a Housi ng 
Specialist for additional assistance. 

Briefings will be conducted in English. 

The purpose of the briefing is to explain how the program works and the documents in the voucher 
holder's packet to families so that they are fully i nformed about the program. This wi ll enable 
them to utilize the program to their advantage, and it will prepare them to discuss it with potential 
owners and property managers. 

DMHA will not issue a voucher to a family unless the household representative has attended a 
briefing and signed the voucher. Applicants who provide prior notice of inability to attend a 
briefing will automatically be scheduled for the next briefing. Applicants who fail to attend two 
scheduled briefings, without prior notification and approval of DMHA, may be denied admission 
based on failure to supply information needed for certification. DMHA will conduct individual 
briefi ngs for families with disabilities, upon written request by the family, if required for 
reasonable  accommodation. 

Briefing Packet [24 CFR 982.30 l (b)] 

The documents and information provided in the briefing packet for the voucher program will 
comply with all HUD requirements. DMHA also includes other information and/or materials 
which are not requ ired by HUD. 

The fami ly is provided with the following information and materials 

I 0-3 



10-4

The term of the voucher, and DMHA policy for requesting extensions or suspensions of the 
voucher (referred to as tolling). 

A description of the method used to ca lculate the housing assistance payment for a family, 
includ ing how DMHA determines the payment standard for a family; how DMHA determines 
total tenant payment for a family and information on the payment standard and utility allowance 
schedule. How DMHA determines the maximum allowable rent for an assisted unit. 

Where the fami ly may lease a unit. For family that qualifies to lease a unit outside DMHA 
jurisdiction under portability procedures, the information must incl ude an explanation of how 
portability works. 

The HUD required tenancy addend um, which must be included in the lease. 

The form the family must use to request approva l of tenancy and a description of the procedure 
for requesting approval for a tenancy. 

A statement of DMHA policy on provid ing information about families to prospective owners. 

DMHA Subsidy Standards including when and how exceptions are made and how the voucher 
size relates to the unit size selected. 

The HUD brochure "A Good Place to Live" on how to select a unit that complies with HQS. 

The HUD pamphlet on lead-based paint entitled Protect  Your Family From Lead in Your Home. 

Information on Federal, State and local equal opportunity laws and a copy of the housi ng 
discrimination complaint form and the address and phone number of the local fair housing agency 
and the HUD enforcement office. 

A list of landlords or other parties willing to lease to assisted families or help in the search and 
known units available for the voucher issued. The list includes landlords or other parties who are 
willing to lease units or help families find units outside areas of povetty or minority concentration. 

If the family includes a person with disabilities, notice that DMHA will provide a list of available 
accessible units known to DMHA. 

The fami ly obligations under the program. 

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

DMHA i nformal hearing procedures includi ng when DMHA is required to offer a 
participant family the opportunity for an informal hearing, and how to request the 
hearing. 
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Information packet including an explanation of how portability works, including a list of 
neighboring housing agencies with the name, address and telephone number of a 
portability contact person at each for use by fami lies who move under portability. 

A  map  showing  areas  representing   various   income  levels  of  the  jurisdiction   and 
surround ing areas for the purpose of expanding housing opportunities for families. 

A HQS booklet l isting standards unit must meet and sample contract. 

Procedures for notifying DMHA and/or HUD of program abuses such as side payments, 
extra charges, violations of tenant rights, and owner failure to repair. 

The family's rights as a tenant and a program patticipant. 

Requirements for reporting changes between annual reccrtifications. 

I nformation on security deposits. 

Exercising choice in residency 

Choosing a unit carefully and only after due consideration. 

Ifthe family includes a person with disabilities, DMHA will ensure compliance with CFR 8.6 to 
ensure effective communication. 

C. ENCOURAGING PARTICIPATION IN AREAS WITHOUT LOW INCOME 
OR MINORITY CONCENTRATION 

At the briefing, families are encouraged to search for housing in non-impacted areas and DMHA 
will provide assistance to families who wish to do so. 

DMHA has areas of poverty and minority concentration clearly delineated in order to provide 
families with information and encouragement in seeking housing  oppottunities outside highly 
concentrated areas. 

DMHA  has  maps  that  show  various  areas  and  information  about  facilities  and  services  in 
neighboring areas such as schools, transportation, and supportive and social services. 

The assistance provided to such families includes: 

* Providing families with a search record form to gather and record info.

* Direct contact with landlords.



10-6

* Counseli ng with the family.

* Providing information about services in various non-impacted areas.

* Meeting with neighborhood groups to promote understand ing.

* Formal or informal discussions with landlord groups

* Formal or informal d iscussions with socia l service agencies

* Meeting with rental referral companies or agencies

* Meeting with fair housing groups or agencies

D. ASSISTANCE  TO FAMILIES WHO CLAIM DISCRIMINATION 

DMHA will give participants a copy of HUD Form 903 to file a complaint. 

E.  SECURITY DEPOSIT REQUIREMENTS  [24 CFR 982.313] 

The owner is not required to but may collect a security deposit from the tenant. 

Security deposits charged to families may be any amount the owner wishes to charge but may not 
exceed those charged to unassisted tenants (nor the maximum prescribed by State or local law.) 

For lease-in-place families, responsibility for first and last month's rent is not considered a security 
deposit issue. In these cases, the owner should settle the issue with the tenant prior to the beginning 
of assistance. 

F.         TERM OF VOUCHER [24 CFR 982.303, 982.54(d)( l 1 )] 

During the briefing session, each household will be issued a voucher that represents a contractual 
agreement between DMHA and the Family specifying the rights and responsibilities of each party. 
It does not constitute admission to the program that occurs when the lease and contract become 
effective. 

Expirations 
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The voucher is valid for a period of at least sixty calendar days from the date of issuance. The 
family must submit a Request for Approval of the Tenancy and Lease within the sixty-day period 
unless an extension has been granted by DMHA. 

If the voucher has expired, and has not been extended by DMHA or expires after an extension, the 
family will be denied assistance. 

Suspensions 

When a Request for Approva l of Tenancy is received, DMHA will deduct the number of days 
requ ired to process the request from the 60-day term of the voucher. 

Extensions 

Extensions are permissible at the discretion of DMHA up to a maximum of an additional 60 days 
for the followi ng reason: 

* Extenuating circumstances such as hospitalization for an extended period of time that
has affected the family's ability to find a unit withi n the initial sixty-day period. Written 
verification  is required. 

The i ni tial search period for VASH and non-elderly d isabled vouchers will consist of 120 days 
with an extension being granted up to a maximum of 60 days at the d iscretion of DMHA. 

No other extensions will be granted to a family. 

Assistance to Voucher Holders 

Voucher holders will be notified at their briefing session that DMHA periodically updates the 
listing of available units and how the updated list may be obtained. 

DMHA will assist families with negotiations with owners and provide other assistance related to 
the families' search for housing. 

G. VOUCHER ISSUANCE DETERMINATION FOR SPLIT 
HOUSEHOLDS  [24 CFR 982.315) 

In those instances when a family assisted under the Section 8 program becomes divided into two 
otherwise eligible families due to d ivorce, legal separation, or the division of the family, and the 
new families cannot agree as to which new family unit should continue to receive the assistance, 
and there is no determination by a court, DMHA must determine which of the newly formed 
families will retain the Housing Voucher. 
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Where DMHA must make a determination as to who will retain the Housing Voucher, the Housing 
Voucher may be retai ned by either of the two new family units where there is mutual consent of 
the heads of the two new fami ly units. If consent cannot be reached, DMHA shall consider which 
family member has physical custody of the children and/or whether domestic violence was 
involved in the breaku p. 

lf thcre are no children in the household and the parties rema i n eligible and cannot make a decision 
as to that remains the Housing Voucher, the Housing Authority will hold the Housing Voucher 
for ninety days pending a decision by the parties. After that time, if there is no decision, the 
Housing Choice Voucher will be awarded to the person who remains at the unit address listed on 
the full application on file with DMHA. 

Documentation as to these factors will be the responsibility of the requesting parties.  If 
documentation is not provided, DMHA reserves the right to make the decision based on who is 
listed as head on the application. 

As exception may be granted in the case of a battered spouse, with verification of this situation 
being the same as the preference verification for domestic violence. 
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Chapter 11 

REQUEST FOR TENANCY APPROVAL AND CONTRACT EXECUTION 

[24 CFR 982.302] 

INTRODUCTION [24 CFR 982.305(a)] 

GDPM's program operations are designed to utilize available resources in a manner  that  is 
efficient and provides eligible families timely assistance based on the number of units that have 
been budgeted. GDPM's objectives include maxi mizing HUD funds by provid ing assistance to as 
many eligible families and for as many eligible units as the budget will allow. 

After families are issued a voucher, they may search for a unit anywhere within the jurisd iction of 
GDPM, or outside of GDPM's jurisdiction if they qualify for pmta bi lity. The family must find an 
eligible unit under the program rules, with an owner/landlord who is willing to enter into a 
Housing Assistance Payments Contract with  GDPM. This chapter defines the types of eligible 
housi ng, GDPM's policies that  pertain to initial inspections, lease requirements,  owner 
disapproval, and the processing of Requests For Tenancy Approval (RTA). 

A.        REQUEST FOR TENANCY APPROVAL [24 CFR 982.302, 982.305(b)] 

The Request for Tenancy Approval (RTA) and a copy of the proposed  lease, including the HUD 
prescribed tenancy addendum, must be submitted by the family during the term of the voucher. 
The family must submit the Request for Tenancy Approval in the form and manner requ ired by 
GDPM. The Request for Tenancy Approval must be signed by both the owner and voucher holder. 

GDPM will not permit the family to submit more than one RTA at a time. 

GDPM will review the Request for Tenancy Approval documents to determine whether or not 
they are approvable. The request will be approved if: 

The unit is an eligible type of housing 

The unit meets HUD's Housing Quality Standards (and any add itional criteria as identified 
in this Administrative Plan) 

The rent is reasonable 

The security deposit is approvable in accordance with any limitations in this plan. 

The owner is approvable, and there are no conflicts of interest (See "Owner Disapproval" 
section below). 
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In addition to the above, at the time a family initially receives assistance i n a unit (new admissions 
and moves), if the gross rent for the unit exceeds the applicable payment standard for the family, 
the family share of rent may not exceed 40 percent of the family monthly adjusted income (See 
"Owner Rents, Rent Reasonableness and Payment Standards" chapter of this Administrative Plan). 

Disapproval  of RTA 

If GDPM determines that the req uest cannot be approved for any reason, the landlord and the 
family will be notified in writing. GDPM wi ll instruct the owner and family of the steps that are 
necessary to approve the request. 

The owner will be given five working days from the date of the disapproval letter to contact the 
leasing department if the reason for disapproval can be corrected (ex: loweri ng requested contract 
rent, change in utility responsibility). 

When, for any reason, an RTA is not approved, GDPM will furnish another RTA form to the 
family along with the notice of d isapproval so that the family can continue to search for eligible 
housing. 

All client-paid water bills must be current at the time prior to signing the lease or contract for a 
new unit. PAID means; Paid in Full; Repayment Agreement with Water Company that is in good 
stand ing. If one of these two items is not submitted to GDPM at the time of the lease signing, 
GDPM will not allow the client to transfer to a new unit until all documents are submitted. Upon 
signing a new lease, the client is responsible for the water bill through the "hold through date" or 
until the keys are returned to the owner, which ever is first. Keep in mind the existing time frames 
on current search time still applies and if a tenant does not comply with the water bill rule they 
may be terminated from the program because the voucher has timed out. 

B.       ELIGIBLE TYPES OF HOUSING [24 CFR 982.353] 

GDPM will approve any of the following types of housing in the voucher program: 

All structure types can be utilized. 

Manufactured homes where the tenant leases the mobile home and the pad. 

Manufactured homes where the tenant owns the mobile home and leases the pad 

Group homes 

Shared Housing 

Congregate facilities (only the shelter rent is assisted) 
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Single room occupancy 

Units owned (but not subsidized) by GDPM (following HU D-prescribed requ i rements). 

A family can own a rental unit but cannot reside in it whi le being assisted, except in the case when 
the tenant owns the mobile home and leases the pad. A family may lease in and have an i nterest 
in a cooperative housing development. 

GDPM may not permit a voucher holder to lease a unit that  is receiving project-based HCV 
assistance or any duplicative rental subsid ies. 

C. INITIAL INSPECTIONS  [24 CFR 982.305(a) & (b), 982.405] 

See "Housing Quality Standards and Inspections" chapter of this Admi nistrative Plan. 

D. RENT LIMITATIONS [24 CFR 982.507] 

GDPM will make a determination as to the reasonableness of the proposed rent in relation to 
comparable units available for lease on the private unassisted market, and the rent charged by the 
owner for a comparable unassisted unit in the building or premises. 

By accepting each monthly housing assistance payment from GDPM, the owner certifies that the 
rent to owner is not more than rent charged by the owner for comparable unassisted units i n the 
premises. The owner is required to provide GDPM with information requested on rents charged 
by the owner on the premises or elsewhere. 

At all times during the tenancy, the rent to owner may not be more than the most current reasona ble 
rent as determined by GDPM. 

E. DISAPPROVAL  OF PROPOSED RENT [24 CFR 982.502] 

In any of the programs, if the proposed gross rent is not reasonable, at the family's request, GDPM 
will negotiate with the owner to reduce the rent to a reasonable rent. Ifthe rent is not affordable 
because the family share would be more than 40% of the family's monthly adjusted income, 
GDPM will negotiate with the owner to reduce the rent to an affordable rent for the family. 

At the family's request, GDPM will negotiate with the owner to reduce the rent or include 
some or all of the utilities i n the rent to owner. 
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Ifthe rent can be approved after negotiations with the owner, GDPM will continue processing the 
Request for Tenancy Approval and lease. Ifthe revised rent involves a change in the provision of 
utilities, the RTA on file will be noted and initialed and dated by staff. 

If the owner does not agree on the rent to owner after GDPM has tried and failed to negotiate a 
revised rent, GDPM will inform the family and owner that the lease is disapproved. 

F. INFORMATION TO OWNERS [24 CFR 982.307(b), 982.54(d)(7)] 

In accordance with HUD requirements, GDPM will furnish prospective owners with the family's 
current address as shown i n GDPM's records and, if known to GDPM, the name and address of 
the land lord at the family's current and prior address. 

GDPM will make an exception to this requirement if the family's whereabouts must be protected 
due to domestic abuse or witness protection. 

GDPM will inform owners that it is the responsibility of the landlord to determine the suitability 
of prospective tenants. Owners will be encouraged to screen applicants for rent payment history, 
payment of utility bills, eviction history, respecting the rights of other residents, damage to units, 
drug-related criminal activity or other criminal activity that is a threat to the health, safety or 
property of others, and compliance with other essential cond itions of tenancy. 

A statement of GDPM's policy on release of information to prospective landlords will be included 
in the briefing packet that is provided to the family. 

G. OWNER DISAPPROVAL [24 CFR 982.3061 

See chapter on "Owner Disapproval and Restriction." 

H. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP EFFECTIVE 
DATE 

When the family reports changes in factors that will affect the total family share prior to the 
effective date of the HAP contract at admission, the information wi ll be verified and the total 
family share wi ll be recalcu lated. Ifthe family does not report any change, GDPM need not obtain 
new verifications before signing the HAP contract, even if verifications are more than 60 days 
old. 
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I.        ANNUAL INSPECTIONS [24 CFR 982.55 l Cd), 982.405) 

Responsibility of the family to allow Inspections: 

GDPM must be allowed to inspect the unit at reasonable times with reasonable notice. 

Inspections will be conducted normally on business days only. However, GDPM reserves 
the right to perform inspections or hire contractors to perform inspections outside GDPM's 
normal business hou rs with proper notification given. These hours will be between 8:00a.m.- 
5:00p.m. on Saturday or Sunday. 

The family and landlord are notified of the inspection appointment by mail. If the family is not 
able to be at home, they should make arrangements to have an adult family representative or the 
landlord present. 

The inspectors will call the landlord and tenant prior to arriving at the unit for inspection. It is 
the responsibility of the landlord and tenant to make sure that the Housing Choice Voucher 
department has a correct phone number to call. A landlord/tenant cannot cancel an inspection or 
ask for a different time for i nspection during this phone call. GDPM will not recognize this 
phone conversation as any type of cancellation for an inspection. If there is no answer or the 
number is not correct the inspector will proceed to the property as if the landlord/tenant were 
there. 

If the family misses the inspection appointment and does not arrange for a representative or the 
land lord to be there, one more inspection (or re-inspection) appointment will be rescheduled. 

Ifthe family misses two inspection appointments, GDPM will consider the family to have violated 
a family obligation and their assistance will be terminated, following the Termination of 
Assistance Notice, giving the family ten working days to request an informal hearing. 

If the family does not contact GDPM withi n the time period of the Informa l Hearing request, 
GDPM will send the Termination of HAP Contract with a thirty-day notice, prior to the first of 
the month, to the landlord. 

If the family responds to the Termination Notice within ten working days by contacting GDPM, 
an Informal Hearing will be scheduled and conducted as outlined in Chapter 22. 

All inspections conducted are required to have pictures taken of the unit and will be kept 
on file to ensure consistency of HQS Standards and to help with the settling of any disputes. 



Chapter 12 

HOUSING QUALITY STANDARDS AND INSPECTIONS 

[24 CFR 982.401] 

INTRODUCTION 

I-lousing Quality Standards (HQS) are the HUD minimum quality standards for tenant-based 
programs. HQS standards are required both at initial occupancy and during the term of the 
lease. HQS standards apply to the building and premises, as well as the unit.  Newly leased 
units must pass the HQS inspection before the beginning date of the assisted lease and HAP 
contract. 

Ifan owner requests an initial inspection by filling out our RTA (Request for Tenancy 
Approval) packet the unit must be in move-i n condition by the date l isted on the RTA packet. 
Move-in condition means painted inside/outside, plumbing, electrical, HVAC in proper 
working condition and all workmanship must be presentable cosmetically.  There must not be 
any work in progress.  There must not be any work supplies or previous tenant's belongings in 
the unit and the previous tenant cannot be living in the unit. 

GDPM will inspect each unit under contract at least annually. GDPM will also have an 
independent contractor perform quality control inspections on the number of files required for 
file sampling by SEMAP annually to maintain GDPM's required standards and to assure 
consistency  in GDPM's program. This chapter describes GDPM's procedures for performing 
HQS and GDPM standards for the timelines of repairs.  The use of the term "HQS" in this 
administrative plan refers to the combination of both HUD and GDPM requirements. 

A. GUIDELINES/TYPES   OF INSPECTIONS  [24 CFR 982.405] 

GDPM has adopted local requirements of acceptabil ity i n add ition to those mandated by HUD 
regulations. 

Inspections are scheduled during business hours between 8:30 a.m. and 4:00 p.m.  At GDPM's 
d iscretion inspections may be scheduled on Saturdays or outside of regular business hours. 

Efforts will be made at all times to encourage owners to provide housing above HQS 
minimum standards.  GDPM will not promote any additional acceptable criteria which is 
likely to adversely affect health or safety of participant families, or severely restrict housing 
choice. 

All utilities must be i n service prior to the date of first inspection.  DP&L (electric) must have 
a green tag.  Vectren (gas) lock stop cannot be tampered with.  Ifthe utilities are not in service 
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al the time of the inspection, the i nspector will notify the tenant or owner (whomever is 
responsible for the uti l ities accordi ng to RTA) to have the utilities turned on. Another 
inspection date will be scheduled for the unit by letter. 

Ifthe tenant is responsible for supplying the stove and/or the refrigerator, GDPM will allow 
the stove and refrigerator to be placed in the unit after the unit has passed all other HQS. 
GDPM will conduct a re-inspection. 

When a client gives GDPM notice that they want to vacate their current u nit, if they are 
responsible for the water bill they must provide proof of a current paid water bill prior to 
receiving a new RTA packet for transferring. Paid means paid in full.  This is the only time 
GDPM will check this information.   Upon signing a new lease, the client is responsible for 
the water bill through the "hold through date" or until keys are returned to the owner, 
whichever is first.  It is the homeowner's responsibility to make sure that the water bill for 
their propetiy is kept current. 

NOTE: This appl ies if all mechanical systems are operating properly in the dwelling unit. 

There are eight types of inspections GDPM will perform: 

l . Initial /Move-in: Conducted upon receipt of Request for Tenancy Approval 

2. Annual: Must be conducted within twelve months of the last annual inspection"
GDPM will continue to conduct annual inspections.

3. Re-inspections - Annual, initial, complaint
4. Move-Out/Vacate If homeowner believes there are tenant_caused damages which

exceed the amount of the deposit a move out i nspection can be requested. See
Chapter 21.

5. Special/Complaint: A complaint inspection can be requested by the tenant, owner,
agency or other Third party. When a tenant requests a complaint inspection they
are asked if they notified the land lord of the issue and given them an appropriate
amount of time to address the repair. All complaint inspection requested from a
tenant must be scheduled for i nspection.

4. Quality Control

5. Utility Inspections

6. Weather Extension inspections where extensions may have been granted during
winter months.  No weather  extensions will be gran ted  to Initial inspections.
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7. Alternative Inspection Methods: In l ieu of conducting an inspection referred to
under this Chapter, GDPM may rely on the inspection of another State or federal
program that has compliance standards at least as stringent as the HQS standards,
includ ing REAC/LIHTC/HOME inspections so long as the inspection method has
been approved by the HUD Rea l Estate Assessment Center.

B. INITIAL HOS INSPECTION  [24 CFR 982.401(a), 982.305(b) (2)] 

Timely Initial HOS Inspection 

GDPM will inspect the unit, determine whether the unit satisfies the HQS and notify the 
family and owner of the determination within  15 days unless HCV Management 
determines that it is unable to do so in the stated timeframe, in which case the file will be 
appropriately  documented 

If during the initial inspection, more than 15 HQS violations (Deficiencies) are  found, 
the inspection will terminate and a re-inspection will be rescheduled on the next available 
date; this will be considered an inconclusive inspection.  A notice will be sent to the  
owner stating the unit had more than 15 HQS deficiencies and therefore was not ready for 
inspection. 

Ifthe unit does not pass the second scheduled inspection or if the inspector is unable to 
conduct the inspection due to the owner or tenant's negligence; the tenant will be 
scheduled to receive another RTA packet for any time that they have left on their voucher 
to look for another unit. 

GDPM will make every reasona ble effort to conduct initial HQS i nspections for the family 
and owner in a manner that is time efficient and i ndicative of good customer service. 

When an owner/landlord does not feel he/she are ready for the first inspection, a call at 
least 48 hours prior to the inspection can be made to the HCV office to cancel the 
inspection and have another date scheduled.  For first inspections, one cancellation will be 
allowed.  Reinspections will not be allowed to be rescheduled. 

NOTE: For initial/move  in and move out i nspections, the homeowner,  property  manager 
or ma i ntenance  representative must be present for these inspections to be initiated and 
com pleted.   For all other types of inspection the tenant or a responsi ble party must be present 
to a llow the inspector  into the unit.   A responsible party  is someone  18 years or older. 

The Initial Inspection will be conducted to: 
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Determine if the unit and property meet HQS defined in this Plan. 

Document the current condition  of the unit as to assist in future evaluations whether the 
condition of the unit exceeds norma l wear and tear. 

Document the information to be used for determination ofrent-reasona bleness. 

C. ACCEPTABILITY  CRITERIA AND EXCEPTIONS TO HOS [24 CFR 982.401 (a)] 

GDPM adheres to the acceptability criteria in the program regulations and loca l codes 

Environmental  Requirements: 

General Health and Safetv: 

1) The exterior open space around each dwelling shall be mai ntained or so improved as to
provide for:

a) The immediate diversion of water away from the buildings and proper  drainage of
the lot.

b) Grass, plantings, or other suitable ground cover to prevent soil erosion  which is or
may become detrimental to the structures, lot use, or adjacent lots and structures.

2) All sidewalks, steps, driveways, parking spaces and similar paved areas for public
use shall be kept in a state of repair. Ifany sidewalk, driveway, or portion thereof has
a lateral heave of'!. an inch or a separation of'!. an inch, the sidewalk or driveway or
portion of shall be repaired or replaced.

3) All areas shall be kept free from weeds or plant growth which would constitute an
unkempt appearance. Tree branches shall be cul back from roofs.

4) No unregistered and/or un-inspected motor vehicle shall be parked on any property
and tires must be inflated.  No vehicle shall at any time be in a state of disassembly,
disrepair, or shall it be in the process of being stripped or dismantled.  A vehicle of any
type shall not at any time undergo major overhau l, including bodywork, in a
residential district.

5) All accessory strnctures to the dwellings, includ ing detached garages (whether or not
they are a part of the rental agreement), fences (fence, posts and poles must be
removed if it is determined they are hazardous), storage sheds and walls shall be
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maintained structurally sound, in good repa ir and free of peeling paint or such 
structures shall be razed to grade level and debris removed from premises. 

6) The site and immediate neighborhood must be free from cond itions which would
seriously and continuously endanger the health or safety of the family, such as:

a) other bu ild ing on, or near the property that could pose serious hazards such as
d ilapidated or vacant dwelling;  if such properties are not owned by the HCV owner,
a letter must be provided  showing the owner has reported these cond itions to the
city;

b) heavy accumulation of trash or debris on site or adjacent property.  This  situation
could also create rodent infestation;

c) abnormal air pollution or smoke which continues throughout the year;

d) proximity to open sewage or other hazards.

e) smoke alarms must be operable at all times -owner responsibility

f) ) all utilities must be maintained in the unit at all times.

Curb Appeal: 

All units shall be maintained to be free of trash, debris, and belongi ngs that create an unsightly 
appearance for the neighborhood.  Lawns, shrubbery, and trees shall be cut and trimmed  
during growing seasons. Trees are to be cut back on a 3ft radius away from roofs and rakes. 
Shrubs are to be trimmed back 12 to 18 inches away from houses or bu ild ings; this includes 
property lines and fence lines. 

Exterior Structu re-Com mon Areas: 

Every foundation, floor, wall, ceiling, and every roof of every dwelling shall be constructed 
and maintained and be kept in good repair and in safe condition so as to make all occupied 
rooms and other interior areas weather tight, rodent proof, and so as to be fi t for human 
habitation and not adversely affect the neighborhood in which they are located.  Good repair, 
maintenance, and safe conditions shall include, but are not limi ted to, the followi ng: 

I ) Foundations shall support the bu ild ing at all points and shall be free of all holes and 
cracks which admit rodents, water or dampness to the interior of the build ing or lessen 
the capability of the foundation to support the build ing. 
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2) Every exterior wall shall be free of holes, breaks, loose or rotting boards or timbers,
and any other conditions which might admit rain or dampness to the interior portions
of the walls or to the occupied spaces of the bui ld ing.  All exterior surface materials,
including wood, or metal siding, shall be maintained to be weatherproof and shall be
properly surface coated to prevent deterioration.  In addition, exterior wall structures
and the exterior wall surface must not have any serious defects such as leaning,
buckling, sagging, large holes or other serious damage to the structure or defects that
could resu lt in air infiltration.

3) All windows shall be fully suppl ied with window glass which is glazed and without
cracks or holes.  Windows shall have sashes in good condition which fit reasonably
well within frames and are capable of being easily opened and held in position by
hardware, including window locks on all floors of the unit.  Windows will be
maintained so as to prevent inclement weather from entering the structure.

4) Every exterior door shall be maintained so as to be structurally sound, fit well within
frames so as to be weatherproof and waterproof.  Exterior doors shall be fitted with
secure strike plates, door hinges and door latches which are in good working
condition.  Door locks shall be in good repair and capable of tightly securing the door.
Exterior doors are doors by which someone can enter and exit the dwelling unit.  Keys
must be provided for all locks. Doors leading to the outside, attached garages and
common
hallways, fire escapes and porches otherwise accessible from the inside must have
doorknobs and deadbolts.   Deadbolts cannot be double keyed locks (interior side of
deadbolt lock must have thumb/tum latch).

5) Roof members, coverings, shingles, and flashing shall be provided so as to prevent the
entrance of moisture from causing dampness in the interior portion of the dwelling and
be maintained by renewal, repair, waterproofing, or other suitable means.

6) Rai n gutters, downspouts and leaders, or rai n d iverters and splash blocks shall be
provided to collect, conduct and discharge all water from the roof and ma i ntai ned so as
not to leak or cause dampness in the walls, ceilings, or basements or adversely affect
the adjacent prope1iies.   Gutters shall be kept free of debris. Ifgutters are not present
on detached garage, gutters are not required.

7) All chimneys cooling towers, smoke stacks, and similar accessories shall be
ma intained structurally safe, sound, and in good repair.  All exposed surfaces or metal
or wood shall be protected from the elements and against decay or rust by periodic
application of weather coating materials such as paint or similar surface treatment.

8) Porches, railings, and stairs shall be so constructed and mai ntained so as to be free  of
missing, defective, rotting or deteriorated foundations, supports, floors, other
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members, and steps thereto, so as to be safe to use and kept in sound condition and in 
good repai r. 

9) Any structural member which has become deteriorated or damaged to the extent that it
does not serve the purpose as origina lly intended, shall be renewed, restored, repai red
or replaced as is necessary to serve the purpose as origina lly intended.

10)  Basement or cellar hatchways shall be so constructed and maintained as to prevent the
entrance of rodents, rain, and surface drainage into the dwelling. Basement or cellar
hatchways must be secured with latch or lock.

1 1) All canopies, meta l awnings, stairways, fire escapes, exhaust ducts and similar 
overhang extensions shall be maintained in good repair and be properly anchored so as 
to be kept in safe and sound condition.  They shall be protected from the elements and 
against decay and rust by periodic application of a weather-coating material such as 
paint or other protective treatment. 

12) Every screen/storm door, open-able window or other openings shall be provided with
proper fitting screens having not more than 1II 6 inch mesh.  Retractable screens will
no longer be acceptable.  Screens are acceptable in the summer months; storm
windows are acceptable during the wi nter months. There should be proper count of
storms and screens when not in use.  Ifthe unit has central air-cond itioning storm
doors are not requi red.  In smaller units it is at the discretion of the inspector if the unit
has sufficient a ir conditioning to adequately cool the entire unit.   If unit does not have
aircond itioning storm doors are required for adequate ventilation.  Screen doors shall
be
provided with self-closing devices and all necessary hardware.  Screening material
shall not be stapled to window frame exterior unless it is also trimmed and framed.

13) Every basement or cellar window or other opening located at or near ground level
which provides an entry for rodents shall be supplied with an approved screen heavy
gauge W' mesh framed in on the outside or may be boarded up so as to prevent entry
unless  12" from the ground.

14) Exterior stairways which are 4 or more risers high shall be provided with substantial
handrails not less than 2 feet 9 inches high, measured from the nose of the tread to the
top of the rail.

a) stairways shall be maintained free of holes, grooves, and cracks which  constitute
a safety hazard.

b) stairways shall be maintained free of rotted or deteriorated supports.

c) stairway shall have treads of uniform width and risers of uniform height.
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Wherever railing is required handrail must be provided; 
d) Stairways' handrai ls and balustrades shall be firmly fastened and maintai ned in

good condition. All porches, ba lconies, landings and decks that are 30 inches or 
more above ground level shall require a secure railing not less than 36 inches in 
height and intermediate rails that will not allow the passage of a sphere 4 inches 
i n d iameter. Exterior wood and metal surfaces shall be protected from the 
clements by paint or other protective covering. All exterior surfaces shall be 
maintained free of faulty, loose, chipped or peeling paint. Faulty pa int areas 
must be thoroughly washed, sanded, scraped or wire-brushed so as to remove all 
hazards before repainting with non leaded paint. All pa int chips must be removed 
-raked from the ground as to eliminate any lead-based paint chips that could be 
accessible to children. 

15) All porches, ba lconies, decks and landings that are 30 inches or more above ground
level shall requ i re a secure railing not less than 36 inches in height and i ntermed iate
rails that will not allow the passage of a sphere 4 inches in diameter.

16) Exterior wood and metal surfaces shall be protected from the elements by paint or
other protective covering.  All exterior surfaces shall be ma intained free of faulty,
loose, chipped, or peeling paint.  Faulty pai nt areas must be thoroughly washed,
sanded, scraped or wire brushed so as to remove all hazards before repainting with
non-leaded paint.  All paint chips must be removed - raked from the ground as to
eliminate any lead based paint chips which could be accessi ble to children.

When weather does not permit exterior repairs during the winter months, beginning
November  I th ru April 30, the Weather Extensions Program will be in effect and the
inspector will grant extensions per the Weather Extension Program's guidelines.
This program enables the home owners and property managers to extend
the deadlines on certain repairs outlined i n this program during the winter
months.  This DOES NOT apply to initial inspections.

The repairs that are included for extension are as follows:

I )  Concrete and flatwork
2) Asphalt repairs
3) Painting in lieu of scraping six feet from grade.  (Scraping, Painting and/or
Pri ming are required if a child under six years of age resides in the 
unit per HUD guidelines.)   4)  Roof work 
5) Foundation and stucco work

6) 
7) 
8) 
9) 
10) 

Fireplace and chimney tuck pointing
Exterior wi ndow glazing
Vi nyl siding repair
Landscaping at the discretion of GDPM
Other items at the d iscretion of GDPM Management
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Duri ng the above months, the inspector will document the i nspection that a 
weather extension has been granted and commencing June I follow up 
i nspections will be schedu led to verify weather extension repa irs have been 
complete. 

17) Exterior surface wiri ng shou ld be enclosed i n a secure raceway or conduit. Main
service lines should be insulated and i n good sound cond ition, a ll exterior outlets
should be GFCI protected with approved weather-proof box.

Interior Structure: 

I )  Every Kitchen, bathroom, and toilet room floor surface shall be constructed so as to be 
reasonably impervious to water and so as to be ma inta ined i n a clean sanitary manner. 

2) Interior ceil ings, walls, and floors shall be maintained free if holes, cracks, loose or
deteriorated materials, or any other conditions which constitutes a hazard to the
occupants or is a harborage for insects or vermin or admits water or dampness to the
interior of the bu ilding.

3) Doors to habitable rooms, bathrooms and toilet rooms shall fit the opening in which
they are hung, be properly equ ipped with hardware and door knobs, and be maintained
in good working condition.  Dead bolts, hinge locks, eye-hooks or slide bolts are
prohibited.  Privacy doorknob locks are acceptable.  Skeleton keyed locks are
acceptable on older construction.

4) Doors to non-habitable rooms (ex: laundry room) shall fit the opening in which they
are hung, be properly equipped with hardware and door knobs, and be maintained in
good working condition.  Dead bol ts, hinge locks, eye-hooks or slide bolts are
prohibited.  Privacy doorknob locks are acceptable.  Skeleton keyed locks are
acceptable on older construction.  Ifthe door has been removed all hardware must be
removed also (ie: strikes, hinges, door bumps etc).  .

5) Floors walls, including windows and doors, ceilings and other i nterior surfaces shall
be maintained in good, clean, and sanitary condition.  Peeling and cracked or loose
plaster, decayed wood, and other defective surface conditions shall be eliminated.

6) Interior surfaces shall be protected by paint or other protective covering.  Surfaces
shall be maintained free of faulty, loose, chipped, or peeli ng paint

7) Eve1y door available as an exit shall be capable of being opened easily from the inside
and not be blocked.
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8) All i nterior stairs and railings and other exit faci lities of every structure shall be
maintained in sound cond ition and good repair by replacing treads and risers that have
evidence of excessive wear, are broken, warped and/or loose.  Every inside stair shall
be so constructed and mai ntained as to be safe to use and capable of supporting the
anticipated loads.  Interior steps of  four or more risers shall requ i re a handrail.

9) In every dwelling: cellars, basements and crawl spaces shall be maintai ned reasonably
free from dampness to prevent cond itions conducive to decay or deterioration of the
structure.  Walls must be free of deteriorating cement or material which is causing
flaking and blistering.  Scraping and resealing is required.

I 0) The interior of every structure shall be maintained i n a clean and sanitary cond ition 
free from any accumulation of rubbish, refuse garbage. 

1 1) All structures shall be kept free from pest, insect, rodent and/or vermin infestation, and 
where pests, insects, rodents and/or vermin are found, they shall be properly identified 
and treated accordingly by acceptable processes that will not be injurious to human 
health.  After treatment, proper precautions shall be taken to reinfestation. 

12) Refrigerator and freezer doors must have seals in good condition, free of cracks and
breaks.

Light, Ventilation  and Space Requirements: 

I ) There must be at least one window in the living room and in each sleeping room.  An 
interior room not having its own source of natural light and ventilation shall be 
accepted only where the room adjoins an outside room which has adequate natural light 
and ventilation and where the separating wall between the two rooms has a clear 
opening 6 feet wide with a minimum height of 6 feet 8 inches.  The interior room shall 
not be a bedroom. 

2) Where the required window light and/or ventilation is not provided, artificial light
and/or ventilation systems shall be installed in conformance with the uniform bu ilding
codes.

3) Every window, other than a stationary window, shall be capable of being locked,
easily opened and held in position by the appropriate hardware for that window type.

4) Every habitable room shall have at least one window which is facing directly outdoor
open space.  The minimum total window area measured between stops for every
habi table room shall be 10% of the floor area of such room, unobstructed by any
portion of structure or wall less than five feel from the outside of such window.
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5) Every bathroom and toilet room shall have either an open-able window suppl ied with a
screen or be provided with an approved mechanical or gravi ty ventilation system that
affords adequate ventilation and maintai ned in working condition at a ll times.
Secondary toilet areas (such as basement) must be properly ventilated as well.

6) Basement space partially below ground shall not be used as habitable room or
dwelling unit unless:

a) the floors and walls are resistant to leakage of u nderground and surface runoff
water and are well drained and protected against dampness;

b) the total window area in each room is equal to at least I 0% of the floor area of
the room as measured between  stops and is entirely above the grade adjoining
such window area. The windows must also be open-able and provided with
screens for adequate ventilation and be supplied with adequate locking devices
appropriate for that window type;

c) it is separated from the heati ng equipment, i nci nerators, and other equally
hazardous equipment by an approved partition;

d) access can be gained to the area without passage through a furnace room;

e) there are two approved exit ways serving the basement. One of the requ ired exit
ways shall exit into an approved front or side yard area;

f) contains two separate duplex convenient outlets.

7) Cellar cannot be used or intended for use as a dwelling unit.

8) Every dwelli ng unit must have, at minimum, a living room, a kitchen area, and a
bathroom.

9) Every dwelling unit shall contain at least 150 square feet of habitable room area for
one person occupancy.  Every dwell ing u nit shall contain at least 130 square feet of
habitable room area per person when occupied by two or more persons.  The room
area shall be calculated on the basis of habitable room area only and shall not include
toilet rooms, bathrooms, halls or passageways.

10) In every dwell ing unit of two or more rooms, every bedroom shall contain at least 70
square feet of habitable room area for the first occupant and at least 60 square feet of
habitable room area for each additional occupant.
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1 1) Every dwelling shall have at least four square feet of closet space for the personal 
effects of each occupant.  The closet does not have to be located in the bedroom. 

12) At least Y, of the floor area of every habitable room shall have a ceiling height of at
least 7 feet. The floor area of that part of any room where the ceiling height is less 
than 5 feet shall not be considered as part of the required floor area. 

Common Area  Requirements: 

I ) Garbage and refuse shall not be allowed to accumulate or be stored  in public halls, 
stairways, or elevators. 

2) Every pu blic hall, stairway, and exit-way in every multiple dwelling shall be adequately
lit at all times. A minimum wattage of 25 watts shall be provided for each 80 square
feet or part thereof of floor area. Exit signs will be illuminated and properly maintained
where present.

3) Elevators must be certified by the appropriate public agency to be safe and in operating
condition and have current proper certification on file.

Plumbing Facilities  and Fixture Requirements: 

I )  Every dwelling unit shall contain a room or rooms affording privacy and equ ipped 
with a flush toi let properly connected to a cold water l i ne, a lavatory basi n, and a 
bathtub or shower properly connected to both hot and cold water lines with each of the 
facilities properly connected to an approved water and sewer system, and all with shut- 
off valves and escutcheon at wall openings. 

2) A toilet room may be located within a different room from wherein the bathtu b or
shower facility is located.  A flush urinal may not be substituted for a flush toilet. Such
requ ired sanitary facilities shall not be located in a basement or cellar.  Should toilet be
removed, sewer and water lines shall be capped in an approved manner.

3) Every dwelling unit shall contain sink in good working condition wh ich shall be
connected to both cold and hot water lines and to an approved water sewer system.  A
lavatory basin shall not be considered a kitchen sink.

4) Every plumbing fixture, water pipe, and waste pipe shall be properly installed, vented,
and maintai ned in sanitary cond ition so as to be free from defects, leaks or
obstructions.

5) The water supply systems shall be installed and ma i ntained to provide at a ll times a
supply of water to plumbing fixtures in sufficient volu me and at pressures adequate to
enable then to function satisfactorily.
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6) No water faucet shall be installed below the overflow of the faci l ity being served.

7) Every dwelling shall be supplied with water heati ng facilities which are properly
installed and provided with all the required safety devices, such as, shut off valve on
the cold water line inlet side only, safety valve with tri-lever; overflow pipe connected
to the safety valve and to extend down to within six inches of floor or into a drain; gas
line drip leg; cover to conceal pilot light housing area and, when so requ i red, be
properly vented and sealed to an approved chimney or flue, are properly connected to
water lines that are maintained in a safe and good operating cond ition. The d ischarge
line must be the same size as the pressure relief vale and must be one continuous pipe.
The water heating facility shall be capable of heating water to such a temperature as to
permit an adequate amount of water to be drawn at every requ ired kitchen sink,
lavatory sink, and bathtub or shower at a temperature of not less than  l20°F and not
more than 140°F.  No water heating facility using sol id, gaseous or liquid fuel shall be
installed in any room used or designed for sleeping purposes or a bathroom, toilet
room garage or in any room not properly ventilated.

Mechanical  Requirements: 

1) Every dwelling shall have heating facilities which are properly i nstalled and vented
and maintained in a safe operating condition and are capable of safely and adequately
heating all habitable rooms, bathrooms, and toilet rooms located to a temperature of at
least ?OF, at a distance of 3 feet above the floor level during the heating season.  All
safety controls for fuel-burning equipment shall be ma inta ined in effective operation.
All thermostats must be properly i nstalled and in operating cond ition.  Clean furnace
filters shall be installed.  HVAC units must be serviced annually.  Documentation in
the form of a tag or sticker must be on the unit in plain sight.

2) No un-vented or open-flamed gas fired space or unit heater, cooking stove or similar
device shall be used as a heating faci l ity.  Potiable electric heaters are acceptable as an
additional heating source.

3) A supply of air for complete combustion of the fuel and for the ventilation of the space
shall be provided the fuel-burning equ ipment.

4) Fireplaces, and other construction and devices i ntended for use simi lar to a fireplace,
shall be stable and structurally safe and connected to approved chimneys (cleaning
annually by licensed technician required).  If the fireplace is non-usable the owner and
tenant must provide GDPM with an affidavit stating tenant is not to use fireplace.

5) When facilities for interior cl imate control (heating, cooling and/or humidity) are
integral functions of structures used as dwell ing units, such facil ities of structures shall
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be maintained and operated i n a continuous manner in accordance with he designed 
capacity. 

6) Gas pipi ng shall be free of leaks, corrosion, and obstructions so as not to reduce gas
pressure or create a potentially hazardous condition.  Gas pressure shall be provided
which is adequate to permit a proper flow of gas from all open values at all times and
copper tubing, rubber hose, or other unapproved materials shall not be used as gas
piping.

7) Wall gas lighting jets shall be made inoperable by capping at the source of the supply
line serving such jet.

8) All gas supply lines serving appliances shall have an approved shut-off valve (and cap
if not in use) in the room where such appliances are or are to be located.

9) Heat ducts and steam pipes shal l be free of leaks and shall function so that adequate
heat is delivered to the intended destination through approved outlets.

I 0)  All smoke pipes, vent connectors, vents, flues, and chimneys shall be properly 
supported and securely joined, reasonably clean, and maintained in such a condition 
that there will be no leaking or backing up of noxious gases. Duct tape will no longer 
be accepted to seal duct work.  Aluminized HVAC tape will only be accepted. 

11) Smoke pipes and vents shall have a minimum upward slope of V.. inch per foot from
the facility to the chimney flue.

12) Every dwelling shall contain a stove, range, or similar device for cooking food,
properly installed with all necessary connections for safe and efficient operations
which include all range burners and coils.  Efficient operation does not include gas
ranges being ignited with matches, lighters, etc. except for those gas ranges
manufactured and designed to operate without automatic ignition devices.  The use of
gasoline stoves or similar fuel burning appliances using highly flammable fuels and
the use of portable kerosene stoves or other similar fuel burni ng pmtable appliances
for cooking is prohibited.  Hot plates arc not acceptable substitutes for stoves or
ranges.  Microwave ovens are acceptable under the following condition:

A microwave oven may be substituted for a tenant-supplied oven and stove or 
range.  A microwave oven may be substituted for an owner-supplied oven and 
stove or range if the tenant agrees and microwave ovens are furnished instead 
of an oven and stove or range to both subsid ized and unsu bsid ized tenants in 
the building or premises. 

13) Every dwelling shall contain a refrigerator of appropriate size to accommodate the
family for the safe storage of food at a temperature less than 45 degrees F, but more
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than 32 degrees F.  Interior shelving, components, freezer doors, seals and hand les 
shall be in a good state of repair. 

Electrical  Requirements: 

Every dwelling shall be supplied adequate electrical service, outlets, and fixtures shall be 
properly installed and mai ntained in a safe working condition, and connected to an approved 
source of electrical power i n an approved manner.  The capacity of such services and the 
number of outlets and fixtures shall be as follows: 

I ) The living room and each bedroom shall contain a minimum of two separate duplex 
permanently installed outlets.  Outlets shall be located in an approved manner so as to 
provide service to appliances in different parts of the room and shall not serve more 
than two appl iances from any one duplex convenience outlet.  The kitchen area must 
contain at least one outlet in proper operating condition. 

2) Every laundry or utility room shall contain one single grounded outlet or GFCI stand
alone wall socket for washing machine hook-up and one GFCI wall or ceiling type
light fixture.

3) Every kitchen, bathroom, toilet room, furnace room, and hall shall contain at least one
permanent wall or ceiling-type electric light fixture. In every kitchen, there must be an
operable GFCI. Ifthe bathroom has an outlet it must be an operable GFCI. Outlets in
med icine cabinets can be removed and the opening capped

4) Every electrical wire shall be covered with insu lation which is in sound condition.

5) Every electric switch and convenience outlet shall be properly connected, secured in
position, provided with cover plates, be free of defects and maintai ned in good
worki ng condition.

6) Every electric wall and ceiling fixtu re shall be properly installed, secured in position
and maintained in good working condition. Existi ng pull chain ceiling fixtures shall be
acceptable if in good working condition.

7) No temporary wiri ng shall be permitted except that not more than one heavy duty
extension cord may be used when connected directly to the service cord of the
electrica l appliance bei ng served and an approved electric convenience outlet.
Extension cords cannot create a tripping hazard.

8) Temporary wiring or extension cords shall not be used as permanent wiring.

9) Electrical Hazard Examples:
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a) electrical wiring lying i n or located near standing water or other unsafe places
must be removed;

b) exposed fuse box connections must be properly covered;

c) overloaded circuits - evidenced by frequently "blown fuses" or "tripped
breakers" rnust be corrected;

d) unused or dead wiring rnust be removed or secured so as not to present a hazard;

e) exposed wiring rnust be concealed within proper electrical boxes.

f) rubber or plastic coated electrical wi ring mounted on the exterior wall or ceiling
in a manner that could result in its being broken, cut, or otherwise darnaged.

Where it is found that electrical system constitutes a hazard to the occupants or the structure 
by reason of inadequate service, improper fusing, insufficient outlets, improper wiring or 
installation, deterioration or darnage, or for sirnilar reasons, the defects shall be corrected. 

Fire Safety Requirements: 

1) Where there is only one dwelling unit on the second story of a residential building, a
single interior stairway may be accepted as the approved rneans of egress provid ing it
exits into an approved front or side yard or other approved area and passage is not
through the bathroom or a sleeping roorn of another dwelling or rooming unit to the
exit door.  Where there is rnore than one dwelling unit on a second story, or where
there are rnore than two stories, a minimum of two approved exit ways shall be
provided to serve those dwelling units located above or below the first story.  One of
the required exit ways shall be enclosed and exit into an approved front or side area.
Passage to the requi red exit ways shall not be through a habitable room or another
dwelling unit or bathroom.  Exception two or more dwelling units on a second story
may be served by a single stairway if such stairway is enclosed by one hour
fireresistant materials provided that the second story does not have more than 2,400
square feet in floor area and the distance from the dwelling units to the stairway does
not exceed 50 ft.

2) All doors in the required means of egress shall be read ily open-able from the inner
door. Exits from dwelling units shall not lead through other such units, or through
toilet rooms or bathrooms.

3) All required fire escapes shall be maintained in working condition and structurally
sound.  All exit signs shall be maintained, illuminated and visible where present.
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4) Waste, refuse, or other materials shall not be allowed to accumulate i n stairways,
passageways, doors, wi ndows, fire escapes, or other means of egress.

5) Highly flamma ble or explosive matter, such as pai nts, gasoline, engines, volati le oils,
and cleaning fluids, or combustible refuse, such as waste paper, boxes, and rags, shall
not be accumu lated or stored on residential premises except in reasonable qualities
consistent with normal usage and shall not be store near heati ng facilities.

6) All fire protection systems and equ ipment shall be maintained in proper operating
condition at all times.

7) Each dwelling unit must have at least one battery-operated  or hard-wired smoke
detector, in proper operati ng cond ition that ean be verified at the time of the
inspection, on each level of the dwelling - locations wi ll be in the proximity off all
bedrooms, and at the top of any stairwell such as basements and attics.  Apartment
bui ldings should have smoke detectors in common hallways on all levels.  Smoke
detectors must be installed in accordance with and meet the requirements of the
National Fire Protection Association Standard (NFPA)  72.  If the dwelling unit is
occupied by any hearingimpaired person, smoke detectors must have an alarm system
designed for hearingimpaired persons as specified in NFPA-72.

8) Fire suppressive systems shall be maintained in good condition free from mechanical
injury.  Sprinkler heads shall be maintained clean, free of corrosion and paint, and not
bent or damaged.

9) Hose stations shall be identified and accessible.  The hose shall be in proper position,
ready for operation, dry and free of deterioration.

10) All portable fire extinguishers shall be visible and accessible, and maintained in an
efficient and safe operating cond ition.

11) Single cylinder deadbolts with thumb latches must be installed in all exterior doors.
Deadbolts cannot be double key locks (interior side of deadbolt lock must have
thumb/turn latch).  Doors leading from living area into attached garage must also have
single-cylinder  deadbolts.

Lead Based Paint Performance Req uirement: 

Definitions: 

Chewable surface. Protruding pai nted surfaces up to six feet from the floor or ground that are 
readily accessible to children under six years of age; for example, protrud ing corners, wi ndow 
sills and frames, door and frames, and other protrud ing woodwork. 
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Component.  An element of a residential structure identified by type and location, such as a 
bedroom wall, an exterior wi ndow si ll, a baseboard in a living room, a kitchen floor, an 
interior window sill in a bathroom, a porch floor, stair treads in a common stairwell, or an 
exterior wal l. 

Defective pa i nt surface.  A surface on which the pa i nt is cracking, scaling, chipping, peel ing or 
loose. 

Elevated blood level (EBL).  Excessive absorption of lead.  Excessive absorption is a 
confirmed concentration of lead in which blood 20 ug/dl (micrograms of lead per deciliter) for 
a single test of 15-19 ug/dl in two consecutive tests 3-4 months apart. 

HEPA means a high efficiency particle accumulator as used in lead abatement vacuum cleaners. 

Lead-based paint.  A paint surface, whether or not defective, identified as having a lead 
content greater than or equal to  Imilligram per centimeter squared (mg/cm2), or 0.5 percent 
by weight or 5000 parts per mi llion (PPM). 

Req uirements for pre-1978 units where children under 6 reside: 

Ifa dwelling unit constructed before l 978 is occupied by a family that includes a child under 
the age of six years, the initial and each periodic inspection (as requ ired under this part), must 
include a visual; inspection for defective paint surfaces. Ifdefective paint surfaces are found, 
such surfaces must be treated in accordance with the proced ures outlined below. 

Lead based paint with a lead content of more than 0.5 percent shall not be applied to any 
interior or exterior surface of the dwelling unit, including fences and outbu ild ings at these 
locations.  Existing interior and exterior surfaces of the dwelling units that conta i n an excess 
of 0.5 percent lead shall be removed or covered with paneling or other suitable covering. 
Lead based pa int areas must be thoroughly washed, sanded, scraped or wire brushed so as to 
remove all hazards before repainting with non-lead paint. 

The requirements in this paragraph apply to: 

All pai nted interior surfaces within the unit (including ceilings but excluding furniture); 

The entrance and hallway providing ingress or egress to a unit in a multi-unit building; 
and 

Exterior surfaces up to six feet from the floor or ground that are readily accessible to 
children under six years of age (includ ing walls, stairs, decks, porches, railings, 
windows and doors. 
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For a dwelling unit constructed before 1978 that is occupied by a family with a child under the 
age of six years with an identified EBL cond ition, the initial and each periodic inspection (as 
required under this part) must include a test for lead-based paint on chewable surfaces. 
Testing is not requ ired if previous testing of chewable is negative for lead-based paint or if the 
chewable surfaces have already been treated. 

Testing must be conducted by a State or local health or housing agency, an inspector cc1tified 
or regulated by a State or local health or housing agency or an organization recognized by 
HUD Lead content must be tested by using an X-ray fluorescence analyzer (XRF) or by 
laboratory analysis of pai nt supplies.  Where lead-based paint on chewable surfaces is 
identified, treatment of the paint surface in accordance with procedures outlined below is 
required. 

The requirements of this section apply to all protrudi ng painted surfaces up to six feet from the 
floor or ground that are readily accessible to chi ld ren unde1ꞏsix years of age: 

Within the unit; 

The entrance and hallway providing access to a unit in a multi-u nit bu ild ing; and 

doors). 
Exterior  surfaces  (including  walls,  stairs,  decks,  porches,   railings,  windows   and 

GDPM may, at its discretion, waive the testing requirement and require the owner to treat all 
interior and exterior chewable surfaces in accordance with the following methods. (Priming is 
acceptable under Weather Extension Program.) 

Acceptable methods of treatment are:  Removal by wet scraping, wet sanding, chemical 
stripping on or off site, replacing painted components, scraping with infra-red or coil type heat 
gun with temperatures below 1100 degrees, HEPA, vacuum need le gun, contained 
hydroblasting or high pressu res wash with HEPA vacuum, and abrasive sandblasting with 
HEPA vacuum.  Surfaces must be covered with durable materials with joints and edges sealed 
and cau lked as needed to prevent the escape of lead contaminated dust. 

Prohibited methods of removal are: 

• open flame burning or torching;

• machine  sanding or grinding without HEPA  exhaust; unconta ined  hydro-blasting  or
high pressure wash; and

12-19 



dry scraping except around electrical outlets or except when treating defective paint 
spots no more than two square feet in any one interior room or space (hallway, pantry, 
etc.) or totaling no more than twenty square feet on exterior surfaces. 

During   exterior   treatment soil   and   playground equipment   must be   protected from 
contamination. 

All treatment procedures must be concluded with thorough cleaning of all surfaces in the room 
or area of treatment to remove fine dust particles. Cleanup must be accomplished by wet 
washing surfaces with a lead solubilizing detergent such as trisod ium phosphate or an 
equivalent solution. 

Waste and debris must be disposed of in accordance with all applicable Federal, state and local 
laws. 

The owner must take appropriate action to protect residents and their belongings from hazards 
associated with treatment proced ures.  Residents must not enter spaces undergoing treatment 
until cleanup is completed.  Personal belongings that are in work areas must be relocated or 
otherwise protected from contamination. 

Prior to execution of the HAP contract, the owner must inform GDPM and the fami ly of any 
knowledge of the presence of lead-based pai nt on the surfaces of the residential unit. 

GDPM must attempt to obtain annually from local health agencies the name and addresses of 
children with identified EBLs and must annually match this information with the names and 
addresses of participants under this part. Ifa match occurs, GDPM must determine whether 
local health officials have tested the unit for lead-based paint, GDPM must require the owner 
to treat the lead-based paint.  If owner does not complete the corrective actions required by 
this section, the family must be issued a voucher to move. 

GDPM must keep a copy of each inspection report for at least three years Ifa dwelling unit 
requires testing, or if the dwelling u nit requ ires treatment of chewable surfaces based on the 
testing, GDPM must keep the test resu lts indefinitely and, if applicable, the owner certification 
of treatment.  The records must ind icate which chewable surfaces in the dwelling         
unit have been tested and which chewable surfaces in the unit have been treated.  Ifrecords 
establish that certain chewable surfaces were tested or tested and treated in accordance with 
the standards prescribed in this section, such chewable surfaces do not have to be tested or 
treated at any subsequent time. 

I ) Repair deteriorated surfaces. Any physical defect on a pa inted surface must be repaired 
before treating the surface. 

2) Remove loose pai nt. All loose paint or other loose material shou ld be removed from the
surface to be treated. 
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3) Apply new paint. Paint stabilization includes the application of a new protective coating
of paint. 

The  surface  must  be  dry and  protected  from  future  moisture  damage  before  applying  new 
protective coating or paint. 

Paint stabilization must be performed using safe work practices.  Safe work practices 
help minimize and control the spread of lead-contami nated dust and debris whi le 
protecting workers and residents from exposure to lead. Safe practices include occupant 
protection, worksite preparation, clean up and safe treatment methods. 

HUD Standards for Safe and Prohibited  Methods for Treating Lead-Based Paint: 

Examples of Safe Treatment Methods 

l) ) Removal of defective paint by: 
a) Wet scraping
b) Wet sanding
c) Chemical stripping on or off site
d) Replacing painted components
e) Scraping with an infrared or coil-type heat gun with temperatures below  l , l00°F
f) HEPA vacuum sanding
g) HEPA Vacuum needle gun
h) Abrasive sanding with HEPA vacuum

2) Covering of defective paint surfaces with:
a) Durable materials (such as wallboard or vinyl siding) with joint sealed and cau lked

Prohibited Treatment Methods 

I ) Removal of defective paint by: 
a) Open flame burning or torching
b) Machine sanding or grinding without a HEPA local exhaust
c) Abrasive blasting or sandblasting without a HEPA exhaust
d) Heat guns operating above I ,I 00°F
e) Dry scraping or dry sanding except in conjunction with heat

guns or within  I foot of electrical outlets
f) Paint stripping in a poorly venti lated space using a volatile

stripper that is hazardous substance

As in the past, the HCV inspector will verify that the defective paint has been treated at the 
reinspection. The unit will not be approved unless all defective paint has been repai nted. 
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Attention  HCV Property  Owners: 

The U.S. Department of Housing and Urban Development (HUD) has issued a new regulation 
to protect young children from lead based paint hazards in housing that is financially assisted 
by the federal government or being sold by the government. The regulation, "Requirements 
for Notification, Evaluation, and Reduction of Lead-Based Paint Hazards in Federally Owned 
Residential Property and Housing Receiving Federal Assistance", was published in the  
Federal Register on September 15, 1999. The hazard reduction requi rements in this regulation 
are based on scientific research and the practica l experience of cities, states, and others who 
have been controlling lead-based paint hazards in low-income housing through HUD 
assistance. The requ irements apply to housing built before 1978; the year lead-based paint was 
banned nationwide for consumer use. However, HUD will provide a I year transition period - 
until September 15, 200 I , for all properties built after 1960 that are occupied by a child under 
six. This means that only units built prior to 1959 will have to comply with these new 
regu lations u ntil September 15, 2001, when the date will revert back to 1978. This is an 
attempt to phase the regulation in without creating und ue hardship on the housing authorities, 
support agencies that provide clearance and other services, or the property owners. 

The regulation puts all of the Department's  lead-based paint regulations in one part of the 
Code of Federal Regulations, maki ng it much easier to find HUD policy on the subject. The 
new requirements took effect September  15, 2000. 

Lead poisoning can cause permanent damage to the brain and many other organs, and can 
result in reduced intelligence and behavioral problems. Lead can also harm the fetus. The 
most common sources of childhood exposure to lead are deteriorated lead based paint and 
leadcontarninated dust and soil in the residential environment. 

The regulation sets hazard reduction requirements that give much greater emphasis than 
existing regulations to reducing lead i n house dust. Scientific research has found that exposure 
to lead in dust is the most common way young children become lead poisoned. 
Therefore the new regulation requires dust testing after paint is d isturbed to make sure the house 
is lead-safe. 

Types of Housing Covered: 

!) Federally-owned housing being sold 
2) Housing receiving a federal subsidy that is associated with property, rather than  with

the occupants (project-based  assistance) 
3) Public housing
4) Housing occupied by a family (with a child under 6 years of age) receivi ng a tenantbased

subsidy (such as a voucher or certificate)
5) Multifamily housing for which mortgage insurance is being sought
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6) Housing  receiving  federal  assistance  for  rehabilitation,  reducing  homelessness,  and
other special needs.

Types of Housing Not Covered: 

1) Housing bu ilt since January 1, 1978, when lead paint was banned for residential use
2) Housing exclusively for the elderly or people with disabilities, unless a child under
age 6 is expected to reside there 
3) Zero-bedroom  dwelli ngs, incl udi ng efficiency  apartments, single-room  occupancy

housi ng, dormitories, or military barracks 
4) Property that has been found to be free of lead-based paint by a certified lead-based

paint inspector 
5) Property where a ll lead-based paint has been removed
6) Unoccupied housing that will remain vacant until it is demolished
7) Non-residential property
8) Any rehabilitation or housing improvement that does not disturb a pa inted surface

Here is how the new pa i nt regulations will affect you as a HCV owner if the family you are 
renting to has no chi ldren under  6 years of age in the household. The inspector will be 
conducting visual assessment for defective paint at a ll units. These requirements apply to 
surfaces in the dwelling unit, exterior painted surfaces, common areas servicing the unit and 
other common areas used by the occupants and frequented by children including on site play 
areas. Intact lead-based  paint is not a hazard, so if the inspection finds no defective paint 
surfaces that are cracked, scaling, chipped, peeling or loose, the paint will be approved and 
no further action is required.  Ifthe HCV visual  assessment finds defective paint, those areas 
must be addressed by the owner. Treating the defective paint is known as paint 
sta bilization, which includes the following steps: 
If you are renting your unit to a family with children under  6 years of age in the household  
and it was built before  1978, this is how the new paint regu lations will affect you. Ifthe visual 
assessment conducted by the HCV inspector reveals defective paint, the owner will still 
perform paint stabil ization, but you will also need to obtain clearance before approval of the 
unit. 

Clearance is a new mandatory activity that must be followed after paint stabilization. It helps  
to ensure that lead based paint hazards are removed and the dwelling is safe for occupancy. 
Clearance consists of a visual examination, dust sampling and laboratory analysis of dust 
samples. The clearance examiner must be a certified risk assessor, lead-based paint inspector  
or clearance technician, which means that the HCV Program will not be offering this service. 
There is a l isting of qualified ind ividuals and agencies i ncluded which you can contact directly 
to schedule your testing. Clearance testing costs approximately $ 200.00 and risk assessment 
approximately $ 400.00. Please be aware that a clearance report must be received by the HCV 
office before approval of the unit if defective paint was found. A copy of the report must also 
be given to the family so they can be assured that the unit they are living in is lead-safe. 

12-23 



Finally, the owner must also incorporate ongoing lead-based paint maintenance activities into 
regular bu ild ing operations to ensure that no lead-based pa i nt hazards develop. 

Child ren with  elevated  blood  levels: 
When it is reported to our office that a child i n their household under the age of seven has an 
elevated blood level, the following procedures will be taken: 
I . The health department will be contacted and requested to have the unit tested for lead 

based paint. 
2. If it is found that the unit does contain lead based paint, the family will be requi red to

relocate, with assistance, to another unit. 
3. The owner will be notified of the results of the hea lth departments testing and, until the

unit is approved by the health  department or the EPA and verification of corrective 
action being taken, the unit will not be able to participate in any of the HCV programs. 

Mobile Home Req uiremen ts: 

Mobile homes shall be equ ipped with at least one smoke detector in working condition. 
Mobile homes must be securely anchored by a tie down device which d istributes ad transfers 
the load imposed by the unit to appropriate ground anchors so as to resist wind overturning 
and must be placed in the site in a stable manner free from hazards such as slid ing or wind 
damage. 

Conflict with Other Ordinances 

In any case where a provision of this code is found to be in conflict with a provision of any 
zoning, building, fire, safety, or health ordinance or code, the provisions of the ord inance 
which establishes the highest standard for the provision and protection of the safety and health 
of the people shall prevail. 

Quality of Workmanship 

All design, construction, replacements, additions, and repairs in rehabilitation/renovation 
construction shall be of quality conforming to nationally recognized standards.  Inferior 
worlananship shall be cause for termination of assistance. 

Certifications 

In instances of all inspections or inspector uncertai nty, certification or documentation from a 
professional, licensed, service technician may be required to verify the proper operati ng 

12-24 



cond ition and soundness of such items as furnaces, water tanks, electrical, and plumbing 
systems.  This is to assure that the facility is functioning adequately and safely.  HVAC must 
be serviced annually.  Documentation in the form of a tag, sticker or invoice must be on unit 
in plain sight. 

Pest, insect, rodent or vermin  infestation that requ ires professional  treatment  to eliminate or 
control may also need proper certification. 

Units with bedbug infestations must be treated by a licensed exterminator.  We must see a  
copy of the results and treatment plan. If wc are advised that a unit has bed bugs at the time of 
annual or re-inspection we  will conduct an exterior i nspection only and wi ll list the interior as 
failed until we can inspect inside of the unit.  We will not enter the unit for inspection until the 
treatment plan deems it is safe.   We will conduct an exterior inspection only unti l the unit is 
determi ned free and clear of infestation.  The tenant must comply with the treatment plan or 
they will be proposed  for termination.  The owner will be abated if they do not adhere to this 
policy.  We must receive a copy of the paperwork from the licensed exterminator showing that 
the unit and is free and clear of infestation. 

The tenant must comply with the treatment plan or they will be proposed for termination. 

The owner will be abated if they do not adhere to this policy. 

The exterior inspection will only count for the exterior.  After the unit is deemed safe we will 
conduct a full annual inspection and allow the owner 30 days for repairs if requ i red. 

D. RESPONSIBILITY OF PERSONS 

Dwelling  Owners: 

Every owner of a dwelling shall ultimately be responsible for the maintenance of all facilities, 
appliances, utilities, services, or conditions required by this chapter for dwellings and 
premises, except where such responsibil ity is assumed by an occupant by written agreement. 
Such responsibility shall include, but not limited to, the following: 

I) Maintaining in a clean and sanitary condition all parts of the dwelling and premises
shared in com mon by two or more dwelling units. Lawn care is also included or every 
dwelling of two or more units unless specified in the lease agreement. 

2) Extermination of insects, rodents or other pests at initial move in inspection to assure
unit is free of such conditions.

3) Maintaini ng the dwelling in a pest-free cond ition.
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4) Mai ntaining driveways, terrace steps, yard walls, fences, yard cisterns, all exterior
premises free of objects, materia ls, or conditions which create a health, safety, or fire
hazard or which is a public nuisance.

5) Installation of all fire and smoke detection systems.

6) On initial inspection unit should be freshly painted. Paint exterior as needed.

7) Unit should be pa inted every 5 years as needed.

Participant Families: 

The head of the household of a dwelling is responsible for the housekeeping and on-site upkeep 
of the unit. 

l ) Provid ing a sufficient number of approved trash containers, as prescribed  by the 
ordinances of the city, except when such containers are provided by the owner. 

2) To keep the occupied area and all facilities in a clean and sanitary condition which shall
include, but not limited to the following:

a) floors, floor coverings, and other walking surfaces shall be kept clean and free
of dirt, filth, garbage, fecal matter, litter, refuse, and any other unsanitary
matter;

b) walls, ceilings, windows, and doors shall be kept clean and free of ditt, greasy
film, soot and other unsanitary matter;

c) plumbing fixtures shall be kept clean, sanitary and in operable condition. No
materials shall be deposited in any such fixture which may result in the
obstruction of such fixture or any l ines;

d) cook stoves, refrigerator, cabinets, and other furnishings shall be kept clean,
free of d irt, greasy film, soot and other unsanitary conditions.

3) To d ispose of trash and garbage or store such wastes i n proper containers in a neat and
sanitaiy manner.

4) No occupant shall destroy, deface, damage, impair, or carry away any of the equipment
or any part of the dwelling unit.
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5) No occupant shall obstruct in any manner any means of egress from any portions of the
premises.

6) No occupant shall remove batteries from battery  operated  smoke detectors or tamper
with electrical (automatic) detection systems.

7) Lawn care is included for every single family dwelling unless specified otherwise in the
lease agreement.

E. CLEARING DEFICIENCIES - Initial Inspections 

On an initial inspection, the owner will be given 15 days from the date of the notification letter 
to correct the items noted as "fail". If 15 days falls on a Saturday or Sunday, the re-inspection 
will be scheduled for the first available working day.  Ifthere is no available time on any of 
the housing inspector's schedu les to complete the re-inspection, it will be scheduled for the 
first available working day, even though this time frame will exceed 15 days.  As the 
owner/land lord is given at least 15 days from the failure of the first inspection to prepare, 
reinspections will not be rescheduled.  (REFERENCE FAIL AND NO FAIL FORMULA 
BELOW) 

In the event a unit does not pass re-inspection, no future inspections will be scheduled by the 
HCV Office.  The tenant and owner will be notified of the d isapproval of the unit, and if any 
time is remaining on the voucher, the family will be scheduled to come into the office to be 
issued paperwork to locate another unit. 

Records of all lease approvals or d isapprovals will be maintained in the families file for accuracy 
and consistency according to the Housing Quality and acceptable criteria. 

Should a fami ly wish to turn a Request for Tenancy Approval into the office for the same unit 
that was disapproved; this will be permitted on one occasion only.  The unit must be inspected 
again as a first inspection, and if disapproved, the owner will be given at least 15 days to 
complete repairs and re-inspection wi ll be conducted.  I n the event a unit does not pass 
reinspection on the second Request for Tenancy Approva l, no future inspections will be 
schedu led by the HCV office for that unit.  The tenant and owner will be notified of the 
disapproval of the unit, an i nspection report wi ll be ma i led and if any time is remaini ng on the 
voucher, the family will be schedu led to come into the office to be issued paperwork to locate 
another unit 
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Formu la for Initial Inspections: 

2 Fails = New Papers (if client has time left on their voucher) 
2 No Shows = New Papers (if client has time left on their voucher) 
1 No Show and I Fai l = 15 days to correct failed items 

RE-INSPECTION  FEES 

GDPM may charge the Owner a reasonable re-inspection fee in an amount up to $35 under 
two circumstances: 

1. Ifan Owner notifies GDPM that a deficiency cited in the previous inspection has been
repaired and the re-inspection reveals that it has not; and/or 

2. Ifthe time allotted for repairs has elapsed and a re-inspection reveals that any
deficiency cited in the previous inspection that the owner is responsi ble for repairing
has not been corrected.

These fees may be assessed to the Owner during a first or any subsequent re-i nspection.  Such 
fee may be collected by a reduction in the Owner's next Housing Assistance Payment or by 
invoicing the Owner directly. 

An Owner who is assessed a fee shall not pass the fee on to the participant family. 
GDPM will not apply the fee to an owner for: 

-deficiencies caused by the participant family; 

-initial inspections; 

-regularly scheduled inspections; 

-an instance in which an inspector was unable to gain access to a unit; or 

-new deficiencies identified during a reinspection. If new deficiencies are uncovered during 
reinspection, GDPM should follow normal procedures to address these new identified 
deficiencies. 

F. CLEARING  DEFICIENCIES 

Annual Inspections 
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On an annual i nspection, the owner wi ll be given 30 days from the date of the notification 
letter to correct the items noted as "fail".  If 30 days falls on a Saturday or Sunday, the 
reinspection will be scheduled for the first available working day. Ifthere is no available time 
on any of the housing inspectors' schedules to complete the re-inspection, it will be schedu led 
for the first available working day--even though this time frame will exceed 30 days. 
As the owner/landlord is given at least 30 days from the failure of the first 
inspection to prepare, re-inspections will not be re-scheduled. 

In the event a unit does not pass re-inspection, no future inspections will be scheduled by the 
!-!CV Office and GDPM may assess the re-inspection fee. The home owner or properly 
manager or their representative must notify the scheduling coordinator when owner and tenant 
deficiencies are cleared and completed. 
(REFERENCE FAIL AND NO SHOW FORMULAS BELOW) The tenant and owner will be 
notified of the disapproval of the unit. 

Records  of any  lease approvals  or d isapprovals  will  be  maintained  in the family's  file for 
accuracy and consistency according to the Housing Quality and acceptable criteria. 

Fonnula for Owner/Report/Annual: 

2 Fails = Abatement 
2 No Shows = Abatement 
I No Show and 1 Fail = Re-inspection in 30 Days 
1 Fail and I No Show = Abatement 

Formula for Tenant/Report/Annual: 

2 Fails = Proposed Termination 
2 No Shows = Proposed Termination 
I No Show and I Fail = Re-inspection in 30 Days 
I Fa il and I No Show = Proposed Termination 

NOTE: J( 1111it (ails to pass i11spectio11 after  30 davs of abated pavments, tenant will be 
issued new pa pers. 

Complaints: 

The staff is requ ired to inspect only the items about which the tenant or owner are complaini ng. 
If the Inspector notices add itional deficiencies that wou ld cause the unit to fail the HQS, s/he 
must also note those items and require the repair to be completed. 

The Owner may charge the tenant for repairs made due to tenant neglect or abuse.  Local codes 
or laws may guide what recourse, if any, the Owner has in recovering costs of repairs. 
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The Owner may choose to in itiate legal action against the tenant if there are grounds for such 
action. 

Ifthe HQS violation was due to normal wear and tear, the owner must be given time to correct 
the failed items.  There are two guidelines to use: 

Ifthe item endangers the family's health or safety (using the emergency item list in this chapter), 
the owner must be given 24 hours to correct the violation. 

For less serious failures, the owner must be given up to 30 days to correct the item(s).  At the 
discretion of the HCV Inspector a shorter time frame may be granted. 

If the owner fails to correct deficient items, after s/he has been given a reasonable time to correct 
the items, GDPM will take prompt and vigorous action to enforce the owner HQS obligations. 
GDPM remedies for such breech of the HQS include termination, suspension or reduction of 
housing assistance payments and termi nation of the HAP contract. 

The owner is not responsible for a breach of the HQS that is not caused by the owner and for 
which the family is responsible. 

G. COURTESY  CALL 

The inspectors will call the landlord when they are on their way prior to arriving at the unit for 
inspection. It is the responsibility of the landlord to make sure that the HCV inspection 
department has a correct phone number to call. A land lord/tenant cannot cancel an inspection 
or ask for a different time for inspection during this phone call. GDPM will not recognize this 
phone conversation as any type of cancellation for an inspection. Ifthere is no answer or the 
number is not correct the inspector will proceed to the property as if the landlord/tenant were 
there. 

H. PHOTOGRAPHS 

It is a requirement that HCV Inspectors will take photographs at all inspections. 

I. INSPECTION REPORTS 

All inspection reports will be mailed out within three days after the inspection was conducted. 

J. Guidelines for Inspection of Housing Ouality Standards: 

Housing units under the HCV Program m ust be in safe, decen t and sanita11' cond ition. 
Each unit must pass our field representative's inspection before we approve the unit for 
HCV assistance. You should review the requirements indicated below before you send a 
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request for lease approval and the related papers. Make sure the unit conforms to these 
standards, or that the landlord can and will make the necessary repair or alterations. All 
plumbing, electrical and other mechanical systems must be in proper operating 
condition. All utilities must be on. 

OK Needs 
Repair 

1) All Rooms
a) Are there at least two working outlets?
(Kitchen and bathroom must have permanent light fixture.) b) Is there any 
exposed wiring ? 

c) Does each outlet and light switch have a cover plate and
work properly? 
d) Do all windows open and close properly?
e) Do any windows need putty? Are doors leading to exterior properly weather

stripped?
f) Do all windows have secure locks?
g) Is the ceiling structurally sound?
h) Is there any evidence of leaks in ceiling, walls or windows?
i) Are there holes in ceiling or walls?
j) Is there crumbling plaster or peeling paint on window and door frames, walls

or ceilings?
k) Is there peeling paint between interior and exterior windows?
I) Are the floors structurally sound?
m)Do the floors have any tripping hazards, such as torn linoleum or carpeting,

any phone lines, cables or cords, etc? n) Are all closet doors hung properly
so that they do not fall including all hardware?

o)When repairing walls all final paint must blend with same color with quality 
workmanship?

p) New move-in units must be completely painted for new tenant with quality

workmanship
q}Annual inspections M on any wall, ceiling, window repairs paint must blend 

with color and match as closely as possible with quality workmanship
r) All doors must be fitted to openings for privacy s) All outlets within six feet of a water source must be GFCI protected (except for

refrigerator, it must be on a separate circuit from the GFCI). 

2) Kitchen
a) Does the stove have all knobs intact and do all burners and

oven operate properly?
b) Is the refrigerator large enough for the family size?
c) Does the refrigerator and freezer cool properly and have proper seal with no

tears?
d) Is there adequate space to store and prepare food?
e) Does the sink provide hot and cold running water? Are there any leaks?

Does the water drain properly?
f) There must be a GFCI protected outlet - within six feet of water source?

(Refrigerator must be on a different circuit.)

3) Bathroom
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a) Does the toilet operate properly? Are there any leaks?
b) Does the sink provide hot and cold running water?
Is there enough water pressure? 
Are there any leaks? Does the water drain properly? 
c) Does the tub or shower provide hot and cold running water? Are there leaks?
d) Any bath area that includes a toilet must have a fan vented to the outside or

an open able window with screen.
e) Properly seal around all plumbing pipes to close any visible gaps with sealant

or bib
f) All mechanical plumbing parts including pop-up stoppers, diverters and

strainers must be functional. Tub must have stopper and strainer
g) All plumbing fixtures must be secured to the wall
h) Initial inspections - must have a new toilet seat Annual inspections - toilet

seats must be free from damage to hardware and finish
i) Toilet tank lids that are cracked must be replaced with a
properly fitting  lid 
j) If there is a toilet in the basement it must be vented to the outside. It must be

enclosed with a privacy door or it can be removed and cap off all drains and 
lines 

4) Bedroom
a) Does it have a window located on an exterior wall?
b) Bedroom must have two properly wired working outlets.
c) Bedroom must have closet with door(s) or a closet in the vicinity of the

bedroom

5) Heating EquipmenUAir Conditioning
a) Is the heating equipment capable of providing adequate heat to all rooms

used for living?
b) Is the unit free from unvented fuel-burning space heaters or any other unsafe

heating conditions
c) If the furnace is in a closet, are the doors vented? Also any gas hot water

heater or furnace cannot be located in a bedroom closet d) Window/wall air
conditioning units must be installed to  prevent air infiltration and with proper slant
to the outside walls.

Vents and ductwork must be in good condition, any wrapping must be in good condition 1 secure to 

the ductwork. Any tape used must be appropriate for that type of ductwork

6) Hot Water Heater
a) Does the hot water heater or pipes have leaks? Also the pipes must be free

from corrosion
b) The pressure relief valve must be free from leaks and the discharge pipe

must extend to approximately six inches
c) Flame shields (cover plates) must be in place and properly installed
d) Vent hood must be in proper position for room ventilation
e) All electrical wiring must be encased in conduit
f) Hot water heater cannot have shut off valve on hot side

7) Laundry Room
a) Must have single plug or GFCI outlet for washer
b) Dryer needs to be vented to the outside with aluminum flex hose
c)Must be free of lint or debris 

8) Additional  Requirements
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(Other roorns, windows, exterior doors, electrical cover plates, plumbing, smoke detectors, interior 
air quality, entrance way, steps, food preparation and refuse disposal, utilities) 

a) Are all entrance and exit doors to unit made of solid material with dead bolt
locks that are not doubled keyed? (Interior side of dead bolt lock must have
thumb-turn latch) Do the entrance and exit doorknob have latching knob. Doors
must have all working hardware (strike plates, plungers, etc.) b) Is there a working
s1noke detector on each level of the dwelling?

c) Is the unit free of pests, insects, rodents and vermin? If evidence is present,
professional extermination paperwork may be requested d) Is the unit free from 
heavy accumulation of garbage and debris inside and outside? 
e) Are there adequate covered facilities for the disposal of garbage?

(Dumpsters/trash cans) 
f) Where there are four or more risers on the exterior and interior of the unit, is

there a handrail? 
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Are all stairwells {interior and exterior) free from loose, broken or missing steps? 
g) Is the unit free from air pollutants? (Mold, sewer, gas, etc)
h) Is the neighborhood free from hazards, which would seriously endanger the

health and safety of residents. (Abandoned and exposed buildings nearby,
etc) i) Remove any inoperable appliances

j) Have elevators been inspected on a regular basis? (current certification)

9) Porches
a) Are enclosed porches free from exposed wiring?
b) On enclosed porches, do the windows lock and are permanent
screens present? 
c) All light fixtures must have a cover if they were made to have one?
d)Outside outlets must be GFCI with a weatherproof  covering 

10) Exterior of Unit
a)ls there any peeling paint on the outside of the unit?
b)ls the foundation sound and free of hazard? (deterioration, peeling paint, 
cracking, etc.) 
c)Are there any holes in the exterior?
d)Are the sidewalks, walkways and driveways free from tripping hazards? Make 
sure no sidewalks are uneven. 
e)All carpeting must be clean with no stains, odors, tears 1 etc. 
If unable to clean, must be replaced 
f)No unregistered and/or uninspected motor vehicles shall be parked on the 
property and the tires must be inflated. No vehicle shall at any time be in a 
state of major disassembly, disrepair or in the process of being stripped or 
dismantled. 
g)lf unit has sprinkler system or fire extinguishers you must show current 
certification. 
h)lf present, exit signs and emergency flood lights in common area must be in 
working order 
i)Electric service cable to the house must be free fro1n deterioration or else it 
must be replaced 
j)All utility lines must be free from tree branches 
k) Any outside electrical wiring to outlets or fixtures must be enclosed in
conduit and GFCI protected. 
l) Any exterior vents must have operable vent hood free from debris or damage.
m)All gutters & downspouts must be free of debris or damage. They must have
a splash block, flex drain tile or go into the ground drain tile. 
n)All trees & shrubs must be trimmed back from fence lines, roots, and
foundations of any structure on the property 
o)All structures on the property (garages, sheds etc) will also be inspected 
even if the tenant does not have access to them or is not renting them 
p)Any outlets in garages should be GFCI protected 

NOTE: This list is not all inclusive 

Tenant Housing Quality Standard Checklist: 

Housing units under the HCV Program must be safe, decent, and in sanitary condition. Each 
u nit must pass our field representative's inspection on an annual basis. The following items 
below are the tenant's HCV checklist responsibilities. This is not an all inclusive list and may 
change at any given time due to industry standards and lease requirements. Please refer to 

12-34 



your HCV lease or owner's addendums for specific requirements. These requ i rements shou ld 
be completed before tenants' annual inspections or re-inspections. 

General Requirements: 

I ) Are there any repairs at the time of move-i n still not completed? 

2) Have I informed the owner or management of repairs still not complete at the time of
move-in before my scheduled annual i nspection?

3) Have I called my owner as soon as I received  my annual inspection or re-i nspection
letter?

4) Do I understand if items are not repaired at the time of move in, if not reported, some of
the items may be my responsibility, such as torn screens, cracked outlets and switch
covers, etc?

Exterior: 

I ) Are the site conditions  in good  repair,  such as has grass  been  cut and  edged, trash 
removed around unit and garage, and landscaping? 

2) Has small brush been removed away from house and garage including roof lines 3 feet
away from house and garage?

3) Has dirt and debris been cleaned off of the surface of the house?

4) Have I informed the owner of any hazards such as loose or missing hand rails or railings
on porches, balconies and or steps?

5) Have I informed owner of any potential exterior emergencies such as missing shingles,
broken windows on unit or garage, or electrical wires hanging that appear dangerous?

6) Ifl have cable installed, are the cables secure to the unit and not hanging off of the house
on the ground where it can cause a tripping hazard? 

7) Are there any globe fixtures missing covers and bulbs?

8) Are there any cars in the driveway or garage with outdated tags or deflated tires?
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All Rooms: 

1 ) Are there any tenant caused cracked outlets and switch plate covers that need replaced? 

2) Are  the  secondary  appliances  in  good  working  condition  such  as  ceiling  fans,
microwaves, wall or window a ir cond itioners?

3) Are there any tenant caused holes behind doors or on walls and ceilings that need
repaired?

4) Are there any tenant caused marks on the walls and ceilings that need cleaned or
pai nted?

5) Are there any tenant caused screens torn or missi ng i n any rooms that need to be replaced
or that the owner is aware of needing to be replaced?

6) Are the tiled floors and carpeted floors clean?

7) Is my dryer properly vented and lint build-up cleaned behind dryer?

8) Have I cleaned basement ceiling of cobwebs?

9) Are a ll my rooms clean and neat?

I 0) Have I cleaned my stove? 

11) Does my refrigerator/freezer seal need to be replaced?
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Chapter 13 

LEASE APPROVAL, RENT REASONABLENESS  AND CONTRACT EXECUTION 

[24 CFR 982.302, 982.507] 

INTRODUCTION [24 CFR 982.305(a)] 

DMHA will determine rent reasonableness in accordance with 24 CFR 982.507(a). It is DMHA's 
responsibility to ensure that the rents charged by owners are reasonable based upon unassisted 
comparables in the rental market, using the criteria specified in 24 CFR 982.507(b). 

This chapter defines the types of eligible housing, DMHA's policies that pertain to lease 
requirements, lease review and rent reasonableness. 

A.        LEASE REVIEW [24 CFR 982.308] 

The family and owner must submit a standard form of lease used in the locality by the owner and 
that is generally used for other unassisted tenants in the premises. The terms and cond itions of the 
lease must be consistent with state and local law. 

The lease must specify: 

The names of the owner and tenant, and 

The address of the unit rented (including apartment number, if any), and 

The amount of the monthly rent to owner, and 

The utilities and appliances to be supplied by the owner, and 

The utilities and appliances to be supplied by the family 

The HUD prescribed tenancy addend um must be included i n the lease word-for-word before the 
lease is executed. 

The Lead Warning Statement and disclosure information requ ired by 24 CFR 35.92(b) will be 
included in the Request for Tenancy Approval Packet (RTA). 

Actions Before Lease Term 
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All of the following must always be completed before the begi nning of the initial term of the lease 
for a unit: 

DMHA has inspected the unit and has determined that the unit satisfies the HQS; 

DMHA has determined that the rent charged by the owner is reasonable; 

The land lord and the tenant have executed the lease, includ ing the HUD-prescribed 
tenancy addendum; 

DMHA has approved leasing of the unit i n accordance with program requ irements; 

When the gross rent exceeds the applicable payment standard for the family, DMHA must 
determi ne that the family share (total family contribution) will not be more than 40% of 
the family's monthly adjusted income. 

B. SEPARATE  AGREEMENTS 

Separate agreements are not necessarily i llega l side agreements. Families and owners wi ll be 
advised of the prohibition of illegal side payments for additiona l rent, or for items normally 
included in the rent of unassisted families, or for items not shown on the approved lease. 

The family is not liable under the lease for unpaid charges for items covered by separate 
agreements and nonpayment of these agreements cannot be cause for eviction. 

Owners and families may execute separate agreements for services, appliances (other than range 
and refrigerator) and other items that are not included in the lease if the agreement is in writing 
and approved by DMHA. 

Any appliances, services or other items that are routinely provided to unassisted families as part 
of the lease (such as a ir conditioning, dishwasher or garage) or are permanently installed in the 
unit, cannot be put under separate agreement and must be included in the lease. For there to be a 
separate agreement, the family must have the option of not utilizing the service, appl iance or other 
item. 

If the family and owner have come to a written agreement on the amount of allowable charges for 
a specific item, so long as those charges are reasonable and not a substitute for higher rent, they 
will be allowed. 

DMHA will approve separate agreements for modifications to the unit for persons with 
disabilities. The mod ifications are usually within the dwelling and are critical to the use of the 
dwell ing. 

C. RENT REASONABLENESS DETERMINATION [24 CFR 982.507] 
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DMHA will determine and document on a case-by-case basis that the approved rent is reasonable 
i n comparison to rent for other comparable unassisted units in the market. This applied to all 
programs. 

DMHA will not approve a lease until it is determined that the initial rent to owner is a reasonable 
rent. DMHA must re-determine the reasonable rent before any increase in the rent to owner, and 
if there is a 5% decrease in the pu blished FMR in effect 60 days before the contract anniversary 
(for the unit size rented by the family) as compared with the FMR in effect one year before the 
contract anniversary. 

DMHA also will re-determine rent reasonableness when an owner requests an increase in the rent 
to owner for a voucher unit. When requesting increases, if the amount exceeds what is determined 
to be reasonable, the owner will only receive the maximum rent allowed, even if it results in a 
decrease of rent currently being received for the unit. 

DMHA must re-determine rent reasonableness if directed by HUD and based on a need identified 
by DMHA 's aud iting system. DMHA may elect to re-determine rent reasonableness at any other 
time. At all times during the assisted tenancy, the rent to owner may not exceed the reasonable 
rent as most recently determined or re-determined by DMHA. 

The owner will be advised that by accepting each monthly housing assistance payment, s/he will 
be ce1tifying that the rent to owner is not more than rent charged by the owner for comparable, 
unassisted units in the premises. 

If requested, the owner must give DMHA information on rents charged by the owner for other 
units in the premises or elsewhere. DMHA will only request information on the owner's units if 
needed for rent reasonableness comparables. 

The data for other unassisted units will be gathered from newspapers, inquiries of owners, market 
surveys, and other avai lable sources. 

The market areas for rent reasonableness are census tracts within DMHA's jurisd iction. Subject 
units within a defined housing market area will be compared to similar units within the same area. 

The following will be used for rent reasonableness documentation: 

Square Footage Number of Bedrooms 

Util ities Location 

Unit Type Quality 

Amenities Maintenance 

Housing Services Date Bu ilt 
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This data will be used by staff in their rent reasonableness determination. 

RENT REASONABLENESS   METHODOLOGY 

DMHA utilizes a rent reasona bleness system that includes and defines the HUD factors listed 
above.  The system has a total poi nt count that is divided into rating categories. 

Information is gathered on rental units in the Montgomery County market area, and each unit is 
rated, using DMHA's rent reasonableness system. Using an automated method, the average rents 
are identified for units of like size and type within the same market area. DMHA ma intains an 
automated database that includes data on unassisted units for use by staff in maki ng rent 
reasonableness determinations.  The data is updated on an ongoing basis. 

The following basic methodology is used to determine if requested rent is reasonable in relation 
to rents being charged to unassisted units: 

Data is collected concerning the unit to be assisted from the Request for Tenancy Approval and 
during the inspection 

Data concerning at least three (3) comparables and the assisted unit is recorded on a Rent 
Reasonableness Determination form (RRD) This form is i ncluded in the tenant's fi le. 

The data on the RRD form is analyzed and an approvable rent is determined and recorded on the 
RRD with the date, and name of the staff person performing the determination. 

D. RENT LIMITATIONS [24 CFR 982.507] 

By accepting each monthly housing assistance payment from DMHA, the owner certifies that the 
rent to owner is not more than rent charged by the owner for comparable unassisted units in the 
premises. The owner is required to provide DMHA with information requested on rents charged 
by the owner on the premises or elsewhere. 

At all times during the tenancy, the rent to owner may not be more than the most current reasonable 
rent as determined by DMHA. 

E. DISAPPROVAL OF PROPOSED RENT [24 CFR 982.502] 

In any of the programs, if the proposed gross rent is not reasonable, at the fami ly's request, DMHA 
will negotiate with the owner to reduce the rent to a reasonable rent. If the rent is not affordable 
because the family share would be more than 40% of the family's monthly adjusted income, 
DMHA will negotiate with the owner to reduce the rent to an affordable rent for the family. 
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At the family's request, DMHA will negotiate with the owner to reduce the rent or include 
some or all of the util ities in the rent to owner. 

Ifthe rent can be approved after negotiations with the owner, DMHA will continue processing the 
Request for Tenancy Approval and lease. Ifthe revised rent involves a change in the provision of 
util ities, the original RTA wi ll be noted with d iscussed changes and initialed and dated by staff 
mem ber. 

If the owner does not agree on the rent to owner after DMHA has tried and failed to negotiate a 
revised rent, DMHA will inform the family and owner that the lease is disapproved. 

F. CONTRACT EXECUTION PROCESS [24 CFR 982.305(c)] 

Prior to HAP Contract execution, DMHA will reconfirm the family's composition and critical 
information about income and allowances. 

If significant changes have occurred, the information will be verified and the Total  Tenant 
Payment will be recalculated. DMHA will not re-verify information or recalculate the Total 
Tenant Payment merely because previous verification is more than 60 days old, in this situation. 

If circumstances have not changed (according to the family), DMHA need not obta in new 
verifications before signing the HAP Contract, even if verifications are more than 60 days old. 

DMHA prepares the Housing Assistance Contract and lease for execution. The family and the 
owner will execute the lease agreement, and the owner and DMHA will execute the HAP contract. 
Copies of the documents will be furnished to the parties who signed the respective documents. 
DMHA will retain a copy of all signed documents. 

DMHA makes every effort to execute the HAP contract before the commencement of the lease 
term. The HAP contract may not be executed more than 60 days after commencement of the lease 
term and no payments will be made until the contract is executed. 

The following DMHA representative(s) is/are authorized to execute a contract on behalf of 
DMHA: Manager, Section 8 Administration, or Leasing Supervisor. 

Owners must provide an employer identification number or social security number. 

Owners must also submit proof of ownership of the property, such as a grant deed or tax bill, a 
copy of the management agreement if the property is managed by a management agent, and proof 
of LLC paperwork. 

Unless thei r lease was effective prior to June 17, 1998, a family may not lease properties owned 
by a parent, child, grandparent, grandchild, sister or brother of any family member. DMHA will 
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waive this restriction as a reasonable accommodation for a family member who is a person with a 
d isabi lity. 
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Chapter 14 

OWNER PAYMENTS AND UTILITY ALLOWANCE 

[24 CFR 982.502, 982.503, 982.504, 982.505] 

INTRODUCTION 

The policies i n this chapter reflect the amendments to the HUD regu lations, which were 
implemented by the Quality Housing and Work Responsibility Act of 1998 for the Section 8 
Tenant-Based Assistance Program. These amendments became effective on October  I ,  1999, 
which is referred to as the "merger date". These amendments complete the merging of the Section 
8 Certificate and Voucher Programs into one program, called the Housing Choice Voucher 
Program. 

All Section 8 participant families have been transitioned to the Housing Choice Voucher Program 
on or before October l, 2001 . Rent calculation methods for the Housi ng Choice Voucher Program 
are described at 24 CFR 982.505. The rent calculation formula is specific and is not subject to 
interpretation. 

This chapter explains DMHA's procedures for payments to owners, adjustments to the payment 
standards, and rent adjustments. 

A.          RENT TO OWNER IN THE HOUSING  CHOICE VOUCHER  PROGRAM 

The rent to owner is limited only by rent reasonableness. DMHA must demonstrate that the rent 
to owner is reasonable in comparison to rent for other comparable unassisted u nits. 

The only other limitation on rent to owner is the maxi mum rent standard at initial occupancy (24 
CFR 982.508). At the time a family initially receives tenant-based assistance for occupancy of a 
dwelling unit, whether it is a new admission or a move to a different unit, if the gross rent for the 
unit exceeds the applicable payment standard for the family, the family share may not exceed 40 
percent of the family's monthly adjusted  income. 

During the initial term of the lease, the owner may not raise the rent to owner. 

B.       MAKING PAYMENTS TO OWNERS [24 CFR 982.451] 

Once the HAP contract is executed, DMHA begins processing payments to the landlord. A HAP 
Register wi l l be used as a basis for monitoring the accuracy and timeliness of payments. Changes 
are made automatica lly to the HAP Register for the following month. Checks are disbursed by the 
Financial Management Department] to the owner each month. Cheeks may not be picked up by 
owner at DMHA.  Checks will only be disbursed on the first and the fifteenth of the month. 
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Exceptions may be made with the approval of the Manager, Section & Administration and Chief 
Financial Officer. 

Proposed: Change 

Once the HAP contract is execu ted, DMHA begins processing payments to the landlord. 

A HAP Register will be used as a basis for monitoring the accuracy and timeliness of 
payments. Changes are made automatically to the HAP Register for the following month. 
Automatic deposits are disbu rsed by the Financial Management Department to the owner 
each month. Checks may not be picked up by owner at DMHA. Automatic deposits will only 
be disbursed on the first and the fifteenth of the month. Exceptions may be made with the 
approval of the Director Section 8 Administration, and Chief Financial Officer. 

Checks that are not received will not be replaced until a stop payment has been put on the check. 

Excess Payments 

The total of rent paid by the tenant plus DMHA housing assistance payment to the owner may not 
be more than the rent to owner. The owner must immed iately return any excess payment to 
DMHA. 

Owners who do not return excess payments will be subject to penalties as outlined in the "Owner 
or Family Debts to DMHA" chapter of this Administrative Plan. 

Late Payments to Owners 

DMHA will pay a late fee equal to the late fee stated in the lease agreement to the owner for 
housing assistance payments that are not mailed to the owner wi thin one business day of 
verification that HUD funds have been deposited in DMHA's bank account, if requested by the 
o\vner. 

Proof of "Mailed to" date will be the postmark from the Post Office. 

To assist DMHA in its outreach efforts to owners, and to provide better customer service, DMHA 
will make automatic monthly HAP deposits into the bank account of the owner. All owners must 
participate in the automation d irect deposit program 

DMHA will not be obligated to pay any late payment penalty if HUD determines that late payment 
is due to factors beyond DMHA's control, such as a delay in the receipt of program funds from 
HUD. DMHA will use administrative fee income or the administrative fee reserve as its only 
source for late payment penalty. 

DMHA will not use any program funds for the payment of late fee penalties to the owner. 
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D. PAYMENT  STANDARDS FOR THE VOUCHER PROGRAM [24 CFR 982.503] 

The Payment Standard is used to calculate the housing assistance payment for a family. In 
accordance with HUD regulation, and at DMHA's discretion, the Voucher Payment Standard 
amount is set by DMHA between 90 percent and 1 10 percent of the HUD published FMR. This 
is considered the basic range. DMHA reviews the appropriateness of the Payment Standard 
annually when the FMR is publ ished . In determi ning whether a change is needed, DMHA will 
ensure that the Payment Standard is always within the range of 90 percent to ll0 percent of the 
new FMR, unless an exception payment standard has been approved by HUD. 

DMHA will establish a single voucher payment standard amount for each FMR area in DMHA 
jurisdiction. For each FMR area, DMHA will establish payment standard amounts for each "unit 
size". DMHA may have a higher payment standard within DMHA's jurisd iction if needed to 
expand housing opportunities outside areas of minority or poverty concentration, as long as the 
payment standard is within the 90-1 10% of FMR range . 

DMHA may approve a higher payment standard within the basic range up to  120% of the FMR , 
ifrequired as a reasonable accommodation  for a family that includes a person with disabilities. 

E. ADJUSTMENTS  TO PAYMENT STANDARDS [24 CFR 982.503] 

Payment Standards may be  adjusted, within HUD  regulatory limitations, to increase Housing 
Assistance Payments in order to keep families' rents affordable. DMHA will not raise Payment 
Standards solely to make "high end" units available to Voucher holders. DMHA may use some or 
all of the measures below in making its determination whether an adjustment should be made to 
the Payment Standards. 

Assisted Families' Rent Burdens 

DMHA will review its voucher payment standard amounts at least annually to determine whether 
more than 40 percent of families in a particular unit size are paying more than 40% of their annual 
adjusted income for rent. 

If it is determined that particular unit sizes in DMHA's jurisdiction have payment standard 
amounts that are creating rent burdens for families, DMHA will modify its payment standards for 
those particular unit sizes. 

Quality of Units Selected 

DMHA will review the quality of units selected by part1c1pant families when making the 
determination of the percent of income families are paying for housing, to ensure that Payment 
Standard increases are only made when needed to reach the mid-range of the market. 
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PHA Decision Point 

DMHA will review the  average percent of income of families on the program. If more than 
(percent - 25%) of families are paying more than 30% of monthly adjusted income, DMHA will 
determine whether there is a difference by voucher size, whether families are renting units larger 
than their voucher size, and whether families are renti ng units which exceed HUD's HQS and any 
additional standards added by DMHA i n the Administrative Plan. 

Iffamilies are payi ng more than 40% of their income for rent due to the selection of larger bedroom 
size units or luxury units, DMHA may decline to increase the payment standard. If these are not 
the primary factors for families paying higher rents, DMHA will continue increasing the payment 
standard. 

Ren t to Owner Increases 

DMHA may review a sample of the units to determi ne how often owners are increasing rents and 
the average percent of increase by bedroom size. 

Time to Locate Housing 

DMHA may consider the average time period for families to lease up under the Voucher program. 
Ifmore than 50% of Voucher holders are unable to locate suitable housing within the term of the 
voucher and DMHA determines that this is due to rents in the jurisdiction being unaffordable for 
families even with the presence of a voucher the Payment Standard may be adjusted. 

Lowering of the Payment Standard 

Lowering of the FMR may require an adjustment of the Payment Standard. Additionally, statistical 
analysis may reveal that the Payment Standard shou ld be lowered. In any case, the Payment 
Standard will not be set below 90 percent of the FMR without authorization from HUD. 

Financial  Feasibility 

Before increasing the Payment Standard, DMHA may review the budget to determine the impact 
projected subsidy increases would have on funding available for the program and number of 
families served. 

For this purpose, DMHA will compare the number of families who could be served under a higher 
Payment Standard with the number assisted under current Payment Standards. 

File Documentation 

A file will be retained by DMHA for at least three years to document the analysis and find ings to 
justify whether or not the Payment Standard was changed. 
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F. OWNER PAYMENT IN THE HOUSING CHOICE VOUCHER PROGRAM 
(24 CFR 982.308(g) 

The owner is required to notify DMHA, in writing, at least sixty days before any change in the 
amount of rent to owner is schedu led to go into effect. Any requested change i n rent to owner will 
be subject to rent reasonableness requirements. See 24 CFR 982.503. 

G. CHANGE OF OWNERSHIP 

DMHA will process a change of ownership only upon the request of the previous owner 

DMHA must receive a written request by the owner in order to make changes regarding who is to 
receive DMHA's rent payment and the address at which payment is to be sent by completing a 
Transfer of Ownership form provided by DMHA and only if accompanied by a copy of the 
Recorded Grant Deed showing the transfer of title and the Tax Identification Number of the 
corporation or the Social Security number if the owner is an individual, not a corporation. 

The Transfer form will require the signature(s) of the previous owner(s) as well as the new 
owner(s). 

DMHA will update its files and records to reflect the new information received. 
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Chapter 15 

REEXAMINATIONS, INTERIMS, ANNUAL INSPECTIONS, 
RENT ADJUSTMENTS  BY OWNERS 

[24 CFR 982.516] 

INTRODUCTION 

In accordance with HUD requirements, GDPM will reexamine the income and household 
composition of all families at least annually. Families will be provided accurate annual and interim 
rent adjustments. Recertifications and interim examinations will be processed in a manner that 
ensures families are given reasonable notice of rent increases. All annual activities will be 
coordinated in accordance with HUD regulations. It is a HUD requirement that families report all 
changes in household composition. This Chapter defines GDPM's policy for conducting annual 
recertifications and coord inating annual activities. It also explains the interim reporting 
req uirements for families, and the standards for timely reporting. 

A.       ANNUAL ACTIVITIES [24 CFR 982.516, 982.405] 

There are two activities GDPM must conduct on an annual basis. These activities will be 
coordinated whenever possible: 

Recertification of income and family composition 

HQS inspection 

Contract rent adjustment by owner, if requested 

GDPM produces a monthly listing of units under contract to ensure that timely reviews of contract 
rent, allowances for utilities and other services, housing quality and reexamination of the family's 
income and composition. Annual re-certifications for mid-month move-ins (ex: September 15) 
will be conducted no later than the following year by the first of the move in month (ex: September  

B. ANNUAL RECERTIFICATION/REEXAMINATION [24 CFR 982.516] 

Families are required to be recertified at least annually. Families will be requested to provide 
information on income, assets, allowances, deductions and family composition at least annually. 

GDPM has established a total non-enforcement policy with regard to family’s that exceed the asset 
limitation rules.  This policy will apply to all families within the HCV Program. (Although GDPM 
has established a total non-enforcement policy, GDPM is still required to calculate net family assets 
in the manner required by 24 CFR 5.603 as part of the process of calculating annual income in 
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accordance with 24 CFR 5.609 in the course of calculating net family assets.  Thus, GDPM must still 
determine whether the family owns real property that must be included in the net family assets).3 

3 GDPM has discretion to adopt a total non-enforcement policy, a limited enforcement policy or an enforcement 
policy.  For current participants, GDPM will implement a total non-enforcement policy.   
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Reexamination  Notice to the Family 

GDPM will maintain a reexamination tracking system and the household will be notified by mail 
of the date and time for their interview at least 120 days in advance of the anniversary date. If 
requested as an accommodation by a person with a disability, GDPM will provide the notice in 
an accessible format. GDPM will also mail the notice to a third party, if requested as reasonable 
accommodation for a person with disabil ities. These accom modations will be granted upon 
verification that they meet the need presented by the d isability. 

Procedure 

GDPM's procedure for conducting annual recertifications will be to schedule the date and time of 
the appointment and mail a notification to the fami ly (with a copy to the owner of the property). 
GDPM has established appropriate recertification procedures necessary to ensure that the income 
data provided by families is complete and accurate. Reexaminations will be conducted in a group 
briefing. An application form (such as a Personal Declaration Form) will be given to the 
participant to complete at the briefing. The participant will be instructed to fill out the application 
form and the authorizations for third party documents that support the information in the form. 

GDPM will also review with the family the following: 

Family obligations under the program 

HUD Form 9226 -Authorization  for the Release of lnfonnation 

Information regardi ng lead-based paint 

Persons with Disabilities 

Persons with d isabilities who are unable to come to GDPM's office and anyone over the age of 
62 will be granted an accommodation by conducting the reexamination briefing at the person's 
home. This briefi ng will be done by the Housi ng Inspector at the same time the housing qua lity 
i nspection will be completed. 

Requirements  to Attend 

The head of household and/or spouse and/or co-head will be required to attend the recertification 
interview: 

If the head of household/spouse/co-head are unable to attend the interview the appointment will 
be reschedule. 

Failure to Respond  to Notification  to Recertify 
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The family may ca ll to request another appointment date. If the family does not appear for the 
recertification interview, and has not reschedu led or made prior arrangements with GDPM, 
GDPM will resched ule a second appointment. 
If the fami ly fa i ls to appear for the second appointment, and has not rescheduled or made prior 
arrangements, GDPM will send family notice of tennination and offer them an informal hearing. 

Exceptions to these policies may be made by the Recertification Supervisor, Assistant Manager 
or Manager, HCV Administration if the family is able to document an emergency situation that 
prevented them from canceling or attend ing the appointment or if requested as a reasonable 
accommodation for a person with a disability. 

Documents Req uired From the Family 

In the notification letter to the family, GDPM will i nclude instructions for the family to bring name 
and address information for all household income, assets and deductions/allowances. 

Verification   of Information 

GDPM will follow the verification procedures and guidelines described in chapter 9 of this Plan. 
Verifications for reexaminations must be less than  120 days old. 

Tena nt Rent Increases 

Iftenant rent increases, a thirty day notice is mailed to the family prior to the schedu led effective 
date of the annual recertification. 

If less than thirty days are remaining  before the scheduled effective date of the annual 
recertification, the tenant rent increase will be effective on the first of the month following the 
thirty day notice. 

If there has been a misrepresentation or a material omission by the family, or if the family causes 
a delay in the reexamination processing, there wi ll be a retroactive increase in rent to the scheduled 
effective date of the annual recertification. 

Tenant Rent Decreases 

Iftenant rent decreases, it will be effective on the anniversary date. 

If the family causes a delay so that the processing of the reexamination is not complete by the 
anniversary date, rent change will be effective on the first day of the month followi ng completion 
of the reexamination  processing by GDPM. 

Completion of Ann ual Recertification 
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GDPM will have all recertifications for famil ies completed before  the anniversary date. This 
includes notifyi ng the family of any changes in rent at least 30 days before the schedu led date of 
the change in family rent. 
C. REPORTING  INTERIM CHANGES [24 CFR 982.516] 

Program participants must report all changes in household composition to GDPM between annual 
reexaminations. This includes additions due to birth, adoption and court-awarded custody. 

The family must obtain GDPM approval prior to a ll other add itions to the household. In 
determining if an i ncrease in household ean be approved, GDPM will take into consideration the 
following: 

Does the addition resu lt in overcrowd ing accord ing to the subsidy standards? 

Does this add ition to the household require approval for a larger certificate/voucher size? 

By adding this person to the household, does this family still qualify to live in the unit - 
would the unit be overcrowded with the addition of this person? 

Does this person have any violent criminal or drug-related crimina l activity? 

Has this person been evicted from pu blic housing or HCV housing in the past? 

Has this person  been part of a family whose  assistance has been terminated  under the 
Certificate or Voucher Program? 

Does this person  currently owe rent or other amounts to GDPM or to another Housing 
Authority in connection with HCV or public housing assistance under the 1937 Act? 

Has this  person  engaged  in  or threatened  abusive  or violent  behavior  toward  GDPM 
personnel? 

Is this person a registered sex offender? 

f all these areas have been considered and the answer to all are "no", the requested family member 
can be added, keeping in mind the definition of family located in chapter 4 of this plan. The above 
questions would also be used in determining whether approval can be given for foster care 
children. 

If any new family member is added, family income must i nclude any income of the new family 
member. GDPM will conduct a reexamination to determine such additional income and will make 
the appropriate adjustments in the housing assistance payment and family unit size. 

The U.S. citizenshi p/eligible immigrant status of add itional family members must be declared and 
verified as required at the first interim or regu lar recertification after movi ng into the unit. 
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Visitors: 

Visitors are allowed to stay for up to 1 5 consecutive calendar days and up to 30 days i n a calendar 
year under the typical lease. Visitors are not members of the family. Ifthe person is a visitor and 
does not intend to become a "permanent" member of the family, GDPM does not have to consider 
this a change i n family composition. 

Visitors who stay longer than the specified period must have written permission of the landlord 
with a copy to GDPM. Any adu lt visitor who has been in the unit more than 30 days (construed 
as overnight stays) in a 12-month period wi ll be considered to be l iving in the unit as a household 
member, with the owner's permission. 

Acceptable proofs of a d ifferent location as his/her permanent residence are included in Chapter 
9. Verification.

Minors and college students who were part of the family but who not live away from home during 
the school year and are not considered members of the household may visit for up to 150 days per 
year without being considered members of the household, as long as their have written permission 
of the owner/manager to stay longer than 30 days. 

In addition, in a joint custody arrangement, if the minor is in the household less than 184 days per 
year, the minor will be considered to be an eligible visitor and not a family member. 

Interim Reexamination Policy 

1. Participants are required to report all changes in family income, composition or status to GDPM
within 10 calendar days4 of the occurrence. Failure to report is a program violation and may result
in termination from the program, even if reporting would not result in a change in rent.  Further,
failure to report within the 10 calendar days may result in a retroactive rent increase, but not a
retroactive credit or rent reduction.  In order to qualify for rent reductions, residents must report
income decreases promptly.  Residents are also required to report interim increases in income if
they have been granted interim rent reductions or have previously reported zero income.5

2. GDPM is not required to perform interim rent adjustments GDPM believes the difference in a
family’s annual income (either an increase or a decrease) will amount to a difference of less than
10%.        

3. Typically, GDPM will not perform an interim adjustments in the last 3 months before a family’s
annual or biennial reexamination.  If failing to perform an interim adjustment will make it

4 GDPM has the discretion to define “reasonable time”.  Here, “reasonable time” is 10 days. 
5 GDPM has the discretion to allow retroactive rent decreases due to late reporting.  We chose not to allow this 
unless it creates a hardship.   
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impossible for a family to pay rent, GDPM may conduct the interim adjustment in the last 3 months 
before the reexamination.6  

4. GDPM wishes to encourage families to improve their economic circumstances, so some changes in
family income between reexaminations will not result in a rent change. PHA will process interim
changes in rent in accordance with the chart below:

INCOME CHANGE PHA ACTION 
(a) Decrease in income for any reason, 
except for decrease that lasts less than 30 
days, is subject to Imputed Welfare 
Income rules7, or will decrease annual 
income by less than 10 percent.    

Process interim rent reduction if income decrease 
will last more than 30 days, is not subject to 
Imputed Income rules or is more than 10 percent 
of annual income.  24 CFR § 5.609 

(b) Increase in verified family deductions Process interim rent reduction if income decrease 
will last more than 30 days and reduces adjusted 
income by more than 10 percent.  24 CFR § 5.609 

(c) Increase in income following PHA 
granting interim rent decrease. 

Process interim rent increase for income increases 
after interim rent reductions. 

 (d) Increase in earned income from the 
employment of a current household 
member. 

Defer rent increase until next regular reexam 
unless the family has had an interim rent reduction 
in the reexam period. 24 CFR§ 960.255  

(e) Increase in unearned income (e.g., 
COLA adjustment for social security). 

Defer rent increase to the next regular reexam 
unless the increase is more than 10 percent of 
annual income. 

INCOME CHANGE PHA ACTION 

(f) Increase in income because a person 
with income (from any source) joins the 
household. 

Conduct an Interim Redetermination of the 
family’s income and raise the rent. 

(g) Increase in income because Tenant 
misrepresented income or deductions. 

Conduct an Interim Redetermination of the 
family’s income and raise the rent retroactively 
to the date of the misrepresentation or terminate 
the lease. 

(h) Increase in monetary or non-monetary 
income after Resident claims zero income 

Process an interim rent increase. 

6 GDPM has the discretion to decline to do interim adjustments in the last 3 months before a family’s annual or 
biennial reexamination.   
7  Decreases in welfare income resulting from welfare fraud or from cuts for failure to comply with economic self-
sufficiency requirements are not eligible for rent reductions (24 CFR § 5.615).  
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  PHA Errors (15-5) 

If GDPM makes a calculation error at admission to the program or at an annual reexamination, an interim 
reexamination will be conducted, if necessary, to correct the error, but the family will not be charged 
retroactively. Families will be given decreases, when applicable, retroactive to when the decrease for the 
change would have been effective if calculated correctly. 

De minimis errors occur when a GDPM’s determination of a family’s income deviates from the correct income 
determination by no more than $30 per month in monthly adjusted income (or $360 in annual adjusted 
income). HUD may revise the amount of de minimis error though rulemaking. 

Once GDPM becomes aware of the existence of an income calculation error, the error(s) will be corrected 
retroactive to the effective date of the action resulting in an error regardless of the dollar amount associated 
with the error.  Families will not be required to repay GDPM in instances where GDPM miscalculated income 
resulting in a family being undercharged for rent. Once GDPM becomes aware of the error the family will be 
provided with a 30-day notice of the increase to their rent portion. 

GDPM will take corrective action to credit or repay a family if the family was overcharged tenant rent, 
including di minimis errors, in the income determination. 

PHA Errors 

If GDPM makes a calculation error at admission to the program or at an annual reexamination, an interim 
reexami nation will be conducted, if necessary, to correct the error, but the family will not be charged 
retroactively. Families will be given decreases, when applicable, retroactive to when the decrease for 
the change would have been effective if calculated correctly. 

De minimis errors occur when a GDPM’s determination of a family’s income deviates from the correct 
income determination by no more than $30 per month in monthly adjusted income (or $360 in annual 
adjusted income). HUD may revise the amount of de minimis error though rulemaking. 
Once GDPM becomes aware of the existence of an income calculation error, the error(s) will be corrected 
retroactive to the effective date of the action resulting in an error regardless of the dollar amount associated 
with the error.  Families will not be required to repay GDPM in instances where GDPM miscalculated 
income resulting in a family being undercharged for rent. Once GDPM becomes aware of the error the 
family will be provided with a 30-day notice of the increase to their rent portion. 
GDPM will take corrective action to credit or repay a family if the family was overcharged tenant rent, 
including di minimis errors, in the income determination. 
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D.       OTHER INTEIUM REPORTING ISSUES 

An interim reexamination does not affect the date of the annual recertification. An interim 
reexamination will be scheduled for famil ies with zero income every 90 days. 

INCOME CHANGES RESULTING FROM WELFARE 
PROGRAM REQUIREMENTS [24 CFR 5.615) 

GDPM will not reduce the family share of rent for fami lies whose welfare assistance is reduced 
due to a "specified welfare benefit reduction," which is a reduction in benefits by the welfare 
agency specifically because of: 

Fraud in connection with the welfare program, or 

Noncompliance   with  a  welfare   agency  requirement  to  pmticipate   in  an  economic 
selfsufficiency program. 

However, GDPM will reduce the rent if the welfare assistance reduction is a result of: 

The expiration of a lifetime time limit on receiving benefits, or 

A situation where the family has complied with welfare program requirements but cannot 
or has not obtained employment, or 

A  situation  where  a  family  member  has  not  complied  with  other  welfare  agency 
requirements. 

Definition  of Covered Family 

A household that receives benefits for welfare or pu blic assistance from a State or pu blic agency 
program which requ ires, as a condition of eligibility to recei ve assistance, the participation of a 
family member in an economic self-sufficiency program. 

Definition of "Imputed Welfare Income" 

The amount of annual income, not actually received by a family, as a result of a specified welfare 
benefit reduction, that is included in the family's income for purposes of determining rent. 

The amount of imputed welfare income is determined by GDPM, based on written information 
suppl ied to GDPM by the welfare agency, includ ing: 

The amount of the benefit reduction 

The term of the benefit reduction 
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The reason for the reduction 

Subsequent changes in the term or amount of the benefit reduction 

The family's annual income will include the imputed welfare income, as determined at the family's 
annual or interi m reexamination, during the term of the welfare benefits reduction (as specified 
by the welfare agency). 
The amount of imputed welfare income will be offset by the amount of add itional income the 
family receives that commences after the sanction was imposed. When additional income from 
other sources is at least equal to the imputed welfare income, the imputed welfare income will be 
reduced to zero. 

If the family was not an  assisted resident when the welfare sanction began, imputed welfare 
income will not be included in annual income. 

Ifthe family claims the amount of imputed welfare income has been calcu lated incorrectly, the 
Recertification Specialist] will review the calculation for accuracy. Ifthe imputed welfare income 
amount is correct, GDPM will provide a written notice to the family that includes: 

A brief explanation of how the amount of imputed welfare income was determined; 

A statement that the family may request an informal  hearing  if they do not agree with 
GDPM determination. 

Verification  Before Denying a Req uest to Reduce Rent 

GDPM will obtain written verification from the welfare agency stating that the family's benefits 
have been reduced due to fraud or noncompliance with welfare agency economic self-sufficiency 
or work activities requ irements before denying the family's request for rent reduction. 

GDPM will rely on the welfare agency's written notice to GDPM regarding welfare sanctions. 

Cooperation  Agreements [24 CFR 5.613] 

GDPM will execute a Cooperation Agreement with the local welfare agency under which the 
welfare agency agrees to provide written verification to GDPM concerning welfare benefits for 
applicant and participant families, and specified reduction in welfare benefits for a family member, 
listing: amount of  reduction;  reason  for  reduction;  term  of  reduction,  and  subsequent 
redetermi nation. 

Family Dispute of Amount of Im puted Welfare Income 

If the family disputes the amount of imputed income and GDPM denies the family's request to 

mod ify the amount, GDPM will provide the tenant with a notice of denial, which will i nclude: An 

explanation for GDPM's determination of the amount of imputed welfare income 



15-

A statement that the tenant may request an informal hearing. 

A statement that the grievance information received  from the welfare agency cannot be 
disputed at the informal hearing, and the issue to be examined at the informal hearing will 
be GDPM's determination of the amount of imputed welfare income, not the welfare 
agency's determination to sanction the welfare benefits. 

F. TIMELY REPORTING  OF CHANGES  [24 CFR 982.516(c)] 

Standard for Timely Reporting of Changes 

GDPM requires that families report interim changes to GDPM in writing withi n ten worki ng days 
of when the change occurs. Any i nformation, docu ment or signature needed from the fami ly that 
is needed to verify the change must be provided wi thin ten working days of the date of notification 
of infonnation, document or signature needed from GDPM. 

If the change is not reported within the required time period, or if the family fails to provide 
documentation or signatures, it will be considered untimely reporting. 

Procedures when the Change is Reported  in a Timely Manner 

GDPM will notify the family and the owner of any change in the Housing Assistance Payment to 
be effective according to the following guidelines: 

Increases in the Tenant Rent are effective on the first of the month following at least thirty 
days' notice. 

Decreases in the Tenant Rent are effective the first of the month following that in which 
the change is reported. However, no rent reductions will be processed until all the facts 
have been verified, even if a retroactive adjustment results. The change will not be made 
until the third party verification is received. 

Procedures when the Change is Not Reported by the Family in a Timely Manner 

If the family does not rep01t the change as described under Timely Reporting, the family will have 
caused an unreasonable delay in the interim reexamination processing and the following 
guidelines will apply: 

Increase in Tenant Rent wi ll be effective retroactive to the date it would have been 
effective had it been reported on a timely basis. The family will be liable for any overpaid 
housing assistance and may be requ ired to sign a Repayment Agreement. 

Decrease  in  Tenant  Rent will be effective on the first of the month following the  
month that the change was reported. 
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Proced u res when  the Change is Not Processed  by GDPM in a Timely Manner 

"Processed in a timely manner" means that the change goes into effect on the date it should when 
the family reports the change in a timely manner. If the change cannot be made effective on that 
date, the change is not processed by GDPM i n a timely manner. 

In this ease, an increase will be effective after the requi red thirty days' notice prior to the first of 
the month after completion of processing by GDPM. 

If the change resulted in a decrease, the overpayment by the family will be calcu lated retroactively 
to the date it should have been effective, and the family wi ll be credited for the amount. 

G. CHANGES IN VOUCHER SIZE AS A RESULT OF FAMILY COMPOSITION 
CHANGES [24 CFR 982.51 6(e)] 

(See "Subsidy Standards" chapter.) 

H. CONTINUANCE  OF ASSISTANCE FOR "MIXED" FAMILIES  [24 CFR 5.518] 

Under the Noneitizens Rule, "mixed" families are families that include at least one citizen or 
eligible immigrant and any number of ineligible members. 

The Noncitizens Rule was implemented prior to November 29, 1996, and "mixed" families who 
were participants as of June 19, 1995, shall continue receiving full assistance if they meet all of 
the following criteria: 

The head of household or spouse is a U.S. citizen or has el igible immigrant status; AND 

All members of the family other than the head, the spouse, parents of the head or the 
spouse, and children of the head or spouse are citizens or eligible immigrants. The family 
may change the head of household to qualify under this provision. 

!,   MISREPRESENTATION OF FAMILY CIRCUMSTANCES 

If any participant deliberately misrepresents the information on which eligibility or tenant rent is 
established, GDPM may terminate assistance and may refer the family file/record to the proper 
authorities for appropriate d isposition. (See Program Integrity Addend um.) 

J. NOTIFICATION OF RESULTS OF RECERTIFICATIONS/INTERIM CHANGES 
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The HUD Form 50058 will be completed and transmitted as required by HU D. 

The Notice of Rent Change is mailed to the owner and the tenant. Signatures are not requ ired by 
GDPM.  If the family disagrees with the rent adjustment, they may request an informal hearing. 

K. ANNUAL INSPECTIONS[24  CFR 982.551 (d), 982.405] 

GDPM will conduct an inspection using the Housi ng Quality Standards and other standards in this 
Administrative Plan as described in Chapter 12, at least annually. 

Annual inspections for mid-month move-ins (e.g., September 15) will be conducted no later than 
the twelve months from the date of the last annual/reinspection conducted. 

Owner HOS Obligations 

The owner must be given time to correct the failed items, other than those noted as being a tenant 
responsibility item.  There are two guidelines to use: 

If the item endangers the family's health or safety (using the emergency  item list below), 
the owner must be given 24 hours to correct the violation. 

For less serious failures, the owner must be given up to thirty days to correct the item(s). 

Ifthe owner fails to correct deficient items, after s/he has been given a reasonable time to correct 
the items, GDPM will take prompt and vigorous action to enforce the owner HQS obligations. 
GDPM remedies for such breech of the HQS include termination, suspension or reduction of 
housi ng assistance payments and termination of the HAP contract. Re-inspections for deficiency 
items will i nclude only those items that failed. However, if the inspector encounters other 
deficiencies, the landlord will be notified and the regular deficiency procedures will be followed. 

The owner is not responsible for a breech of the 1-IQS that is not caused by the owner and for 
which the family is responsible. 

Family HOS Obligations: 

The family is responsible for a breech of the HQS that is caused by any of the following: 

The family fails to pay for any utilities that the owner is not required to pay for, but which 
are to be paid by the tenant; 

The family fails to provide and maintain any appliances that the owner is not required to 
provide, but which are to be provided by the tenant; or 
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Any member of the household or guest damages the dwelli ng unit or premises (damages 
beyond ordinary wear and tear). 

Examples of damages beyond ordinary wear and tear would include but not limited to: 

extremely soiled wall paint or holes in the walls; 

heavily soiled carpet and damage to carpet from burns and stains; 

broken glass panes; 

damaged window screens; 
torn 

floor tile; 

damaged screen/storm doors 

If the HQS violation is caused by the family, the family must be given time to correct the failed 
items.  There are two guidelines to use: 

If the item endangers the family' health or safety (using the emergency repair items listed 
in chapter 17), the family must be given 24 hours to correct the violation. 

For less serious fa ilures, the family must be given up to 30 days to correct the items. 

If the family has caused a breech of the HQS and the family fails to correct the deficient items, 
after s/he has been given a reasonable time to correct the items, including emergency repair items. 
GDPM will take prompt and vigorous action to enforce the family obligations. GDPM will 
terminate assistance for the family in accordance with Chapter 19. 

Abatement (HQS Obligations of Owner): 

When it has been determined that a unit on the program fails to meet Housing Quality Standards 
and the owner has been given an opportunity to correct the problem(s) and does not do so within 
the time frame established by GDPM, the HAP payment for the unit shall be abated. 

A Letter of Abatement Notice shall be sent to the owner the next working day after the repair 
failed reinspection. The abatement shall be effective the first of the following month and continue 
until all items which caused the unit to fa i l have been corrected. 
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GDPM will inspect abated units within five days of the owner's contact with GDPM to report the 
completed work. 

If the owner makes repai rs during this period and the tenant intends to stay in the unit, the 
abatement will end the first busi ness day that the unit passes inspection. 

No retroactive payments will be made to the owner for the period of time the HAP payment was 
abated, and the tenant is not responsible to the owner for GDPM's portion of rent that was abated. 

HAP Contract Termination: 

Ifthe owner's payments have been abated for at least 30 days and the owner has not contacted the 
GDPM office to state that the repairs are completed to the unit, the family will be advised to locate 
another housing unit for assistance, since the owner has failed to maintain the unit. During the 
time period of the family's housing search, the payments to the owner will remain abated. 

Once the family has located an approvable unit and is willing to relocate, the owner will be sent a 
Notice of Termination of the HAP Contract. 

When the HAP Contract or Voucher Subsidy Contract is terminated, it will not be reinstated. 

Responsibility  of the Family to Allow Inspection: 

GDPM must be allowed to inspect the unit at reasonable times with reasonable notice. 

Inspections will be conducted on business days only. Reasonable hours to conduct an inspection 
are between 8:00 a.m. and 5:00 p.m. 

The family and land lord are notified of the inspection appointment by mail. Ifthe family is not 
able to be at home, they should make arrangements to have an adult family representative or the 
landlord present. 

The inspectors will call the landlord and tenant prior to arriving at the unit for inspection.  It is 
the responsibility of the landlord and tenant to make sure that the Housing Choice Voucher 
department has a correct phone number to call.  A land lord/tenant cannot cancel an inspection or 
ask for a different time for inspection during this phone call.  GDPM will not recognize this 
phone conversation as any type of cancellation for an inspection.  Ifthere is no answer or the 
number is not correct the inspector will proceed to the property as if the land lord/tenant were 
there. 

If the family misses the inspection appointment and does not arrange for a representative or the 
land lord to be there, one more inspection (or re-inspection) appointment wi ll be scheduled. 
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Ifthe family misses two inspection appointments, GDPM will consider the family to have violated 
a family obligation and their assistance will be terminated, following the Termination of 
Assistance Notice, giving the family ten working days to request an informal hearing. 

If the family does not contact GDPM within the time period for the Informal Hearing request, 
GDPM will send the Termination of HAP Contract with a thirty-day notice, prior to the first of 
the month, to the land lord. 

If the family responds to the Termination Notice within ten working days by contacting GDPM, 
an Informal Hearing will be scheduled and conducted as outlined in Chapter 22. 
L. RENT ADJUSTMENTS BY OWNER 

Voucher Program: 

Owners may not request a new lease or rent increase i n the Voucher program prior to the 
expiration of the term of the lease. 

The owners will be notified at the time of a family's annual recertification of their options. 

The owner will need to submit their request by the dead line date specified in the owner's 
annual recertification letter.  If this deadline is missed the owner's new lease or rent 
increase will not be granted 

GDPM will advise the family as to whether the rent is reasonable and shall approve or disapprove 
the rent increase. 

Suecial Contract Rent Ad justments  for Certificate/Moderate  Rehabilitation  Program 

Owners may submit a request for a special rent adjustment (over and above the annual adjustment) 
but must document the following: 

• The costs of owning and maintaining a unit have increased .

• The increase is a result of substantial general increases in real property taxes, util ity
rates or similar costs (i.e. assessments and utilities not covered by regu lated rates).

• The  annual  contract  rent  adjustment  does  not  compensate  the  owner  for  the
mcreases.

The Fair Market Rent limitation does not apply to specia l adjustments but the rent reasonableness 
limitation does. 
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If GDPM reviews the information  submitted  by the owner and believes the owner's request is 
warranted, the request is forwarded to the HUD Field Office for review and approval. 

GDPM's request to HUD must i nclude: 

GDPM's rent reasonableness  determination 

A copy of the owner's lease. 

The owner's financial statement which supports the increase. 

GDPM's analysis of the owner's documentation. 

GDPM's recommendation  for approval or d isapproval. 

HUD will notify GDPM of its approval/disapproval  of the owner's request for a special 
adjustment and the effective date. 

The special adjustment (if approved) is effective the later of: 

the first day of the month following the implementation  of the cost increase that 
was issued to justify the rent increase. 

• the first day of the month after the owner's request.

Any d isapproval of the owner's request for a special contract rent adjustment will be in writing 
and will state the reasons for the disapproval. 
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CHAPTER 16 

ANNUAL ACTIVITIES 

INTRODUCTION 

The Payment Standard is used to calcu late the housing assistance payment for a family. 
I n accordance with HUD regu lation, and at DMHA's d iscretion, the Voucher Payment 
Standard amount is set by DMI-IA between 90% and 1 10% of the HUD published FMR. 
This is considered the basic range. 

DMHA reviews the appropriateness of the Payment Standard annually when the FMR is 
published. In determining whether a change is needed, DMHA will ensure that the 
Payment Standard is always within the range of 90% to 1 10% of the new FMR, unless an 
exception payment standard has been approved by HUD or an exception payment 
standard up to 120% of FMR  has been granted as a reasonable accommodation. 

DMHA wi ll establish a single voucher payment standard amount for each FMR area in 
DMHA's jurisdiction. For each FMR area, DMHA will establish payment standard 
amounts for each "unit size". DMHA may have a higher payment standard  within 
DMHA's jurisdiction if needed to expand housing opportunities outside areas of minority 
or poverty concentration, as long as the payment standard is within the 90-110% of FMR 
range. 

DMHA may approve a higher payment standard within the basix range, if required as a 
reasonable accommodation for a family that includes a person with d isabilities. 

A.         ADJUSTMENTS TO PAYMENT  STANDARDS [24 CFR 982.503] 

Payment Standards may be adjusted, within HUD regulatory limitations, to increase 
Housing Assistance Payments in order to keep families' rents affordable. DMHA will not 
raise Payment Standards solely to make "high end" units available to Voucher holders. 
DMHA may use some or all of the measures below in making its determination whether 
an  adjustment  should  be  made  to  the  Payment  Standards.  Assisted   Families'   Ren 
t  Burdens 

DMHA will review its voucher payment standard amounts at least annually to determine 
whether more than 40 percent of families in a particular unit size are paying more than 
40% of their annual adjusted income for rent. 

Ifit is determined that particular unit sizes in DMHA's jurisdiction have payment standard 
amounts that are creating rent burdens for famil ies, DMHA will mod ify its payment 
standards for those particu lar unit sizes. 

Quality of Units Selected 
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DMHA will review the quality of units selected by participant families when maki ng the 
determination of the percent of income families are paying for housing, to ensure that 
Payment Standard increases are only made when needed to reach the mid-range of the 
market. 

PHA Decision Point 

DMHA will review the average percent of income of families on the program. Ifmore than 
(percent - 25%) of families are paying more than 30% of monthly adjusted income, 
DMHA will determine whether there is a d ifference by voucher size, whether families are 
renting units larger than their voucher size, and whether families are renting units which 
exceed HUD's HQS and any additional standards added by DMHA in the Admi nistrative 
Plan. 

Iffamilies are paying more than 40% of their income for rent due to the selection of larger 
bedroom size units or luxury units, DMHA may decline to increase the payment standard. 
Ifthese are not the primary factors for families paying higher rents, DMHA will continue 
increasing the payment standard. 

Rent to Owner Increases 

DMHA may review a sample of the units to determine how often owners are increasing 
rents and the average percent of increase by bedroom size. 

Time to Locate Housing 

DMHA may consider the average time period for families to lease up under the Voucher 
program. Ifmore than 50% of Voucher holders are unable to locate suitable housing within 
the term of the voucher and DMHA determi nes that this is due to rents in the jurisdiction 
bei ng unaffordable for families even with the presence of a voucher the Payment Standard 
may be adjusted. 

Lowering  of the Payment Standard 

Lowering of the FMR may requ ire an adjustment of the Payment Standard. Additionally, 
statistical analysis may reveal that the Payment Standard should be lowered. In any case, 
the Payment Standard will not be set below 90 percent of the FMR without authorization 
from HUD. 

Financial Feasibility 

Before increasing the Payment Standard, DMHA may review the budget to determine the 
impact projected subsidy increases would have on funding available for the program and 
number of families served. 

For this purpose, DMHA will compare the number of families who cou ld be served 
under a higher Payment Standard with the number assisted under current Payment 
Standards.  File Documen tation 

A file will be retained by DMHA for at least three years to document the analysis and 
find ings to justify whether or not the Payment Standard was changed. 
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B. EXCEPTION PAYMENT STANDARDS 

If the dwelling unit is located in an exception area, DMHA must use the appropriate 
payment standard amount established by DMHA for the exception area in accordance with 
regu lation at 24 CFR 982.503(c). 

DMHA may approve an exception payment standard in an amount of to l20% of FMR is 
needed as a reasonable accommodation. 

C. UTILITY ALLOWANCE SCHEDULE 

DMHA wi ll review the Utility Allowance Schedu le on an annual basis. This will be 
completed during the month of February of each year so that if the data requires changing 
the utility allowance, the new utility allowances can be utilized i n the fiscal year budget 
that is submitted for I-IUD approval in April of each year which would be effective July I 
of each year. If the review finds a utility rate has changed by I 0 percent or more since the 
last revision of the utility allowance schedule, the schedule will be revised to reflect the 
new rate. Revised utility allowances will be applied in a participant's rent calculations at 
their next reexamination. 

Where families provide their own range and refrigerator, DMHA will establish an 
allowance adequate for the family to purchase or rent a range or refrigerator, even if the 
family already owns either applicant. Allowances for ranges and refrigerators will be 
based on the lesser of the cost of leasing or purchasi ng the appropriate appliance over a 36 
month period. 
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Chapter 17 

HOUSING QUALITY STANDARDS COMPLAINTS 

INTRODUCTION 

All units are inspected at least annually, using Housing Quality Standards. If at any ti me the tenant 
or owner complains in writing that the unit does not meet Housing Quality Standards, GDPM will 
conduct an inspection. 

A.        COMPLAINT INSPECTIONS  [24 CFR 982.4051 

The staff is required to inspect only the items about which the tenant or owner are complaini ng, 
but if the Inspector notices additional health and safety or lead based paint deficiencies that would 
cause the unit to fail the HQS, s/he must also note those items and require the repair to be 
completed. 

The Owner may charge the tenant for repairs made due to tenant neglect or abuse. Local codes or 
laws may guide what recourse, if any, the Owner has i n recovering costs of repairs. 

The Owner may choose to initiate legal action against the tenant if there are grounds for such 
action. 

Ifthe HQS violation was due to normal wear and tear, the owner must be given time to correct the 
failed items.  There are two gu idel ines to use: 

If the item endangers the family's health or safety (using the emergency item list in this chapter), 
the owner must be given 24 hours to correct the violation. 

For less serious failures, the owner must he given up to 30 days to correct the item(s). 

If the owner fails to correct deficient items, after s/he has been given a reasonable time to correct 
the items, GDPM will take prompt and vigorous action to enforce the owner I-IQS obligations. 
GDPM remedies for such breech of the HQS include termination, suspension or reduction of 
housi ng assistance payments and termination of the HAP contract. 

The owner is not responsible for a breach of the HQS that is not caused by the owner and for 
which the family is responsible. 

B.      EMERGENCY REPAIR ITEMS 

The following items are to be considered of an emergency nature and are to be corrected by the 
owner withi n 24 hours of notice by the Inspector: 

Damaged  lock mechanism  on entrance doors to unit which will  not latch or secure as 
intended 
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Waterlogged ceiling in imm inent danger of falling 

Electrical  outlets, fixtures arcing, sparking including any spl iced or exposed wire connections, 
and open ports 

Escaping gas for any appl iance, fixture, or apparatus includ ing, but not limited to natural  gas 
leaks, fumes, or odor 

Major water leaks, flood ing, or any drain line restrictions (tubs, sinks, lavatory, and 
toilet) including open waste lines 

Natural gas leak or fumes 

Electrical situation that could result in shock or fire 

No heat when outside temperature is below 50 

No runni ng hot water 

Utilities not in service such as gas, electric, or water 

Broken glass which poses a cutting hazard 

Obstacle that prevents tenant's access or exit to or from unit 

Non-Functioning  toilet when only one is present.   If two toilets are present owner will be given 
48 hours to repair. 

Any situation deemed a threat to persons or property at the discretion of the HCV Inspector 

Inoperative or missing smoke detectors or fire alarm systems 

Vermin Infestation including, but not limited to bed bugs, roaches, fleas, rodents, general pest, 
and occasional invaders. 

GDPM  may  give a shmt extension  (not more than  48 additional  hours)  whenever  the owner 
cannot be notified or it is impossible to repair within the 24-hour period. 

In those cases where there is leaking gas or potential  of a fire within the notice period and the 
owner cannot be notified or it is i mpossible to repair, proper authorities will be notified by GDPM. 

If emergency items are not corrected within 24 hours (or up to 72 hours, if an extension was 
granted), the owner will be given notice of the intent to terminate the HAP Contract and that 
the Housing Assistance Payment will be abated through the Termination Notice  period. 
GDPM may send the notices simultaneously. 

C. ABATEMENT 
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When it has been determined that a unit on the program fails to meet Housi ng Quality 
Standards and the owner has been given an opportu nity to correct the problem(s) and does not 
do so within the time frame established by GDPM, the HAP payment shall be abated. 

A Letter of Abatement  shall  be  sent to  the  owner  the  next  working  day  after  the  fa i led 
rei nspection. The abatement shall be effective the first of the following month and continue 
until all items which caused the unit to fail have been corrected. 

If the owner does not contact GDPM 30 days after the abatement of the payments, the family will 
be schedu led an appointment to obtain an RTA packet to locate another unit for assistance. The 
family will be issued a housing voucher to locate a u nit within 60 days from the date the voucher 
is issued. 

GDPM will inspect abated units within five days of the owner's contact with GDPM to report the 
completed work. 

The abatement will end the day of the re-inspection of the unit if there are no deficiencies 
remaining. If the family had been issued an RTA packet to relocate, the family will be notified 
that the RTA packet will be voided since the unit is in compliance. 

No retroactive payments will be made to the owner for the period of time the HAP payment was 
abated, and the tenant is not responsible to the owner for GDPM's portion of rent that was abated. 

D.       HAP CONTRACT TERMINATION 

If the owner fails to correct all the deficiencies cited at the end of the abatement period after 
reinspection, the owner will be sent a Notice of Termination of the HAP Contract. 

While the termination notice is running, the abatement will remain i n effect. 

When the HAP Contract is terminated, it will not be rei nstated. 

GDPM cloes not cancel the HAP Contract until the family has fonncl an approved unit. 
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Chapter 18 

MOVES WITH CONTINUED  ASSISTANCE/PORTABILITY 

[24 CFR 982.314, 982.353, 982.355(a), 923.353] 

INTRODUCTION 

HUD regulations permit families to move with continued assistance to another unit within 
GDPM's jurisdiction, or to a unit outside of GDPM's jurisdiction under portabi lity proced ures. 
The regulations also allow the GDPM the d iscretion to develop policies that define any limitations 
or restrictions on moves. This chapter defines the procedures for moves, both within and outside 
of GDPM's jurisd iction and the policies for restriction and limitations on moves. 

A. ALLOW ABLE MOVES 

A fami ly may move to a new unit with continued assistance if: 

The assisted lease for the old unit has terminated because GDPM has terminated the HAP 
contract for owner breach, or the lease was terminated by mutual agreement. 

The owner has given the family a notice to vacate, but has not filed the tenant in court. 

The family has given proper notice of lease termination  (and if the family has a right to 
terminate the lease on notice to owner). 

Ifthe family notifies GDPM that they have received foreclosure paper work on the current 
assisted Section 8 property GDPM will allow the family to move 

B. RESTRICTIONS   ON MOVES 

Families will  not be permitted  to move withi n  GDPM's jurisd iction  during the initial year of 
assisted occupancy. 

Families will not be permitted to move more than once in a 12-month period, unless it is thru a 
mutua l termination. 

GDPM will deny permission to move if there is insufficient funding for continued assistance. 

GDPM will deny permission to move if: 

The family has violated a family obl igation. 
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The family is delinquent on a repayment agreement that was entered into with GDPM. 

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

The Assistant Director or Director of Section 8 Administration may make exceptions to these 
restrictions ifthere is an emergency reason for the move over which the participant has no control. 

C. NEW LEASE OR REVISION 

Owners may request a new lease or rent increase in the Voucher program prior to the expiration 
of the term of the lease, but it will not be honored until the prior lease expires. The owners will be 
notified at the time of a family's annual rece1tification of their options. 

The owner will need to submit their request by the dead line date specified in the owner's annual 
recertification letter. If this dead line is missed the owner's new lease or rent increase will not be 
granted 

D. PROCEDURE FOR MOVES [24 CFR 982.314] 

Issuance of Voucher 

Subject to the restrictions on moves, GDPM will issue  the voucher to move and conduct a 
recertification of income/assets/ded uctions. The annual recertification date will be changed to 
coincide with the new lease-up date. 

Notice  Requirements 

Briefing sessions emphasize the family's responsibility to give the owner and the GDPM proper 
written notice of any intent to move. 

The family must come to the Section 8 office and request Notice of Intent to vacate paper work; 
this must be filled out at the Section 8 Office.  The written Notice oflntent to Vacate runs from 
the first of the month to the first of the month.  No mid-month notices will be accepted.  A copy 
of the notice will be given to the tenant to give to the owner.  The family may give a 30 or 60 
day notice of intent to vacate.  At the discretion of Section 8 Management, GDPM will decline 
to accept 30 day notices and will only accept 60 day notices.  If 60 day notices are only being 
accepted there will be a notice posted in the lobby of the Section 8 Office.  If GDPM is only 
accepting 60 day notices, 30 day notices will be granted to clients whose owners agree to a 
Mutual Termination and the correct paperwork has been submitted. 

Time of Contract Change 
Dayton  Metropolitan  I lousing Authority 
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A move within the same bu ild ing or project, or between bu ildings owned by the same owner, will 
be processed l ike any other move except that there will be no overlapping assistance. 

In a move, assistance stops at the old unit at the end of the month in which the tenant ceased to 
occupy. Assistance will start on the new unit on the effective date of the lease and  contract. 
Assistance payments may overlap for the month in which the family moves. 

E. WHEN LEASED UNIT IS TOO BIG OR TOO SMALL 

If GDPM determines that a unit does not meet the HQS space standards because of an increase in 
fami ly size or a change in family composition, GDPM will issue the family a new voucher. 

GDPM will also notify the family of the circumstances under which an exception will be granted, 
such as if a family with a d isability is under housed i n an accessible unit or if a family requires the 
add itional bedroom because of a heal th problem which has been verified by GDPM. 

When GDPM terminates the HAP contract due to the above reason, GDPM must notify the family 
and owner of the termination; and the HAP contract terminates at the end of the calendar month 
that follows the calendar month in which GDPM gives notice to the owner. 

F. PORTABILITY [24 CFR 982.353] 

Portability applies to families moving out of or into GDPM's jurisdiction within the United States 
and its territories. 

The Initia l Housing Authority is the Housing Authority that issues the voucher. The Housing 
Authority is sometimes referred to as the Issu ing Housing Authority. 

The Receiving Housing Authority is the party that accepts the voucher from the Initial I-lousing 
Authority. The Receiving Housing Authority may administer the assistance from the Initial 
Housing Authority and bill them or absorb the family into its own program. 

G. OUTGOING PORTABILITY [24 CFR 982.353, 982.355] 



Within the limitations of the regu lations and this policy, a participant family has the ri ght to receive 
tenant-based voucher assistance to lease a unit outside GDPM's jurisdiction, anywhere in the 
United States, in the jurisd iction of a GDPM with a tenant-based program. 

GDPM will provide pre-portabil ity counseling for those families who express an interest in 
portability. If the family is utilizing lease-up, GDPM will determine if the family is withi n the 
very low income l imit of the receiving PHA. 

When a family requests to move outside of GDPM's jurisd iction, the request must specify the area 
to which the family wants to move. GDPM will notify the Receiving PHA that the family wishes 
to relocate into its jurisd iction. 

If there is more than one PHA in the area i n which the family has selected a unit, GDPM will 
choose the receiving PHA. 

GDPM will provide the following documents and information to the Receiving PHA: 

Information on the HUD porta bility form, includ ing a copy of the family's voucher with 
issue and expi ration dates, formally acknowledging the family's ability to move under 
portability. 

The most recent HUD 50058 form and verifications. 

Declarations and verifications of US citizenship/eligible immigrant status. 

The Receiving PHA must notify GDPM within the time period specified on the HUD portability 
form of the following: 

The Receiving PHA decision on whether they will be billing or absorbing the family into 
their program. 

The family leases up or fails to submit a Request for Tenancy Approval 

Assistance to a portable family is terminated by the Receiving PHA 

The family request to move to an area outside the Receiving PHA's jurisdiction. 

Payment to the Receiving  PHA 

l 8-4 
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GDPM will requisition funds from HUD based on the anticipated lease-ups of portable vouchers 
in other jurisd ictions. Payments for families in other jurisdictions will be made to other PI-!As 
when billed or in accordance with other HUD approved proced ures for payment. 

When billed, GDPM will reimburse the Receiving PHA for 100% of the Housing Assistance 
Payment and 80% of the administrative fee (at the Initial PHA's rate). 

Claims 

GDPM will be responsible for collecting amounts owed by the family for repayment agreements. 
GDPM will notify the Receiving PHA if the family is in arrears or if the family has refused to 
sign a repayment agreement, and the Receiving PHA will be asked to terminate assistance to the 
family as allowed by this administrative plan. 

Receiving PHAs will be required to submit heari ng determinations to GDPM within 30 days from 
the date of the notification of the proposed termi nation. 

Restrictions on Portability 

Applicants 

Ifneither the head nor spouse had a domicile (legal residence) in GDPM's jurisdiction at the date 
of their initial application for assistance, the family will not be permitted to exercise portability 
upon initial issuance of a voucher. [NOTE: legal domicile is defined by local government.] 

For a porta ble family that was not already receiving assistance in GDPM's based program, the 
GDPM must determine whether the family is eligible for admission under the receiving PHA's 
program. 

Participants 

After an applicant has leased-up i n the jurisd iction of the initial housi ng agency, they cannot 
exercise p01tability during the first year of assisted occupancy, unless the family's move relates 
to an opportunity for education, job training or employment. 

GDPM will not permit families to exercise portability: 

Ifthe family is in violation of a family obligation. 

The family is delinquent on a repayment agreement that was entered into with GDPM. 

Ifthe family has moved out of its assisted unit in violation of the lease. 

Receivi ng PHA's will be required to submit hearing determinations to GDPM within ten working 
days. 

H.         INCOMING PORTABILITY  [24 CFR 982.354, 982.355] 
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Absorption or Administration 

GDPM wi l l accept a family with a valid voucher from another jurisd iction and administer or 
absorb the voucher. If administering, the family will be issued a "portable" voucher by GDPM. 
The term of the voucher will not expire before the expiration date of the initial PHA voucher. The 
family must submit a request for tenancy approval for an eligible unit to GDPM during the term 
of the "portable" voucher. GDPM will not grant extensions in accordance with this Administrative 
Plan. However, if the family decides not to lease-up in GDPM's jurisd iction, they must contact 
the initial PHA to request an extension. 

GDPM wil l absorb all incoming portable families provided that there is funding available. 

When GDPM does not absorb the incoming voucher, it will administer the initial PHA's voucher 
and GDPM's policies will prevail. 

For admission to the program a family must be income eligible i n the area where the family 
initially leases a unit with assistance under the program. 

GDPM does not redetermine eligibility for a portable family that was a lready receiving assistance 
in the initial PHA Section 8 tenant-based program. 

GDPM will issue a "portability voucher" according to its own Subsidy Standards. If the family 
has a change in family composition that would change the voucher size, the GDPM will change 
to the proper size based on its own Subsidy Standards. 

Income and Total Tenan t Paymen t oflncoming Porta bles [982.353(d)] 
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As receivi ng PI-IA, GDPM will conduct a recertification interview but only verify the information 
provided if the documents are missing or are over 120 days old, whichever is appl icable, or there 
has been a change in the family's circumstances. 

If GDPM conducts a recertification of the family it will not cause a delay in the issuance of a 
voucher. 

Ifthe family's income is such that a $0 subsidy amount is determined prior to lease-up in GDPM's 
jurisdiction,  GDPM will refuse to enter into a contract on behalf of the family at $0 assistance. 

Req uests for Tenancy Approval 

A briefing will be mandatory for all portability families. 

When the family submits a Request for Tenancy Approval, it will be processed using GDPM's 
policies. Ifthe family does not submit a Request for Tenancy Approval or docs not execute a lease, 
the initial PHA will be notified within ten working days of the expiration date by GDPM. 

If the family leases up successfully, the GDPM will notify the initial PHA within ten worki ng 
days, and the billing process will commence. 

GDPM will notify the initial PI-IA if the family fails to submit a request for tenancy approval for 
an eligible unit within the term of the voucher. 

If GDPM denies assistance to the family, the GDPM will notify the initial PHHA within ten 
working days and the family will be offered a review or hearing. 

GDPM will notify the family of its responsibility to contact the initial PHA if the family wishes 
to move outside GDPM's jurisdiction  under continued portability. 
Regular Prngram  Functions 

The GDPM will perform all program functions applicable the tenant-based assistance program, 
such as: 

Annual reexami nations of family income and composition; 

Annua l inspection of the unit; and 

Interim examinations when requested or deemed necessary by the GDPM 

Terminations 

GDPM will notify the initial PI-IA in writing of any termination of assistance within ten working 
days of the termination. If an informal hearing is required and requested by the family, the hearing 
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wi ll be conducted by GDPM, usi ng the regular hearing proced ures included in this Plan. A copy 
of the heari ng decision will be furnished to the initial Pl-IA. 

The initial PHA will be responsible for collecting amounts owed by the family for claims paid and 
for monitoring repayment. If the i ni tial PHA notifies GDPM that the family is in arrears or the 
family has refused to sign a payment agreement, GDPM will termi nate assistance to the family. 

Req uired Documen ts 

As receiving Pl-IA, GDPM will require the documents listed on the HUD Portability Billing Form 
from the initial PHA. 

Billing Proced u res 

As the receiving PHA, GDPM will bi ll the initial Pl-IA monthly for housing assistance payments. 
The billing cycle for other  amounts, including administrative fees and special claims wi ll be 
monthly unless requested otherwise by the initial Pl-IA. 

GDPM will bill 100% of the housing assistance payment, 100% of special claims and 80% of the 
administrative fee (at the initial PHA's rate) for each "portability" voucher leased as of the first 
day of the month. 

GDPM will notify the initial Pl-IA of changes in subsidy amounts and will expect the initial PHA 
to notify GDPM of changes i n the administrative fee amount to be billed. 
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Chapter 19 

CONTRACT  TERMINATIONS 

[24 CFR 982.31 l , 982.314] 

INTRODUCTION 

The Housing Assistance Payments (HAP) contract is the contract between the owner and GDPM 
that defines the responsibilities of both parties. This chapter describes the circumstances under 
which the contract can be terminated by GDPM and the owner, and the policies and procedures 
for such terminations. 

A.          CONTRACT TERMINATION  [24 CFR 982.311] 

The term of the HAP contract is the same as the term of the lease. The contract between the owner 
and GDPM may be termi nated by GDPM, or by the owner or tenant terminati ng the lease. 

No future subsidy payments on behalf of the family will be made by GDPM to the owner after the 
month in which the contract is terminated. The owner must reimburse GDPM for any subsidies 
paid by GDPM for any period after the contract termination date. 

Ifthe family continues to occupy the unit after the Section 8 contract is termi nated, the family is 
responsible for the total amount of rent due to the owner. The owner wi ll have no right to claim 
compensation from GDPM for vacancy loss under the provisions of certificate HAP contracts 
effective before October 2, l 995. 

After a contract termination, if the family meets the criteria for a move with continued assistance, 
the family may lease-up in another unit. The contract for the new unit may begin during the month 
in which the family moved from the old unit. 

B.        TERMINATION BY THE FAMILY: MOVES [24 CFR 982.314(c)(2)] 

Family termination of the lease must be in accordance with the terms of the lease. See chapter l 8 
for further guidance on moves with continued assistance. 

TERMINATION OF TENANCY BY THE OWNER: EVICTIONS 
[24 CFR 982.310, 982.455] 

Ifthe owner wishes to terminate the lease, the owner must provide proper notice as stated in the 
lease. 
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During the term of the lease, the owner may not terminate the tenancy except for the grounds 
stated in the HUD regulations. 

During the term of the lease the owner may only evict for: 

Serious or repeated violations of the lease, including but not limited to failure to pay rent 
or other amounts due under the lease, or repeated violation of the terms and conditions of 
the lease; 

Violations of Federal, state or local law that imposes obligations on the tenant in 
connection with the occupancy or use of the premises; or criminal activity by the tenant, 
any member of the household, a guest or another person under the tenant's control that 
threatens the health, safety or right to peaceful enjoyment of the premises by the other 
residents, or persons residing in the immediate vici nity of the premises or any drugrelated 
criminal activity on or near the premises. 

Other good cause. 

During the initial term of the lease, the owner may not terminate the tenancy for "other good 
cause" unless the owner is terminati ng the tenancy because of something the family did or fa iled 
to do (see 982.3 l 0) 

Evidence of Criminal Activity 

The owner may terminate tenancy and evict by judicial action a family for criminal activity by a 
covered person if the owner determines they have engaged in the criminal activity: 

Regard less of arrest or conviction 

Without satisfying the standard of proof used for a criminal conviction 

Termination of Tenancy Decisions 

Ifthe law and regulation permit the owner to take an action but don't require action to be taken, 
the owner can decide whether to take the action. Relevant circumstances for consideration 
include: 

The seriousness of the offense 

The effect on the community 

The extent of participation by household members 

The effect on uninvolved household members 
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The demand for assisted housing by families who will adhere to responsibilities 

The extent to which leaseholder has shown personal responsibility and taken all reasona ble 
steps to prevent or mitigate the offending action 

The effect on the integrity of the program 

Exclusion  of culpable household  member 

The owner may require a tenant to exclude a household member in order to continue to reside in 
the assisted unit. 

Consideration  of Rehabilitation 

When determi ning whether to terminate  the tenancy for illegal drug use or alcohol abuse, the 
owner may consider whether the member: 

Is no longer participating 

Has successfully completed a supervised drug or alcohol rehab program 

Has otherwise been successfully rehabilitated 

The owner may require the tenant to submit evidence of any of the three (above). 

Actions of termination by the owner must be consistent with the fa i r housing and equal 
opportunities as stated in 24 CFR 5.105. 

The owner must provide the tenant a written notice specifying the grounds for termination of 
tenancy, at or before the commencement of the eviction action. The notice may be included in, or 
may be combi ned with, any owner eviction notice to the tenant. 

The owner eviction notice means a notice to vacate, or a complaint, or other initial plead ing used 
under State or local law to commence an eviction action. 

GDPM requires that the owner specify the section of the lease that has been violated and cite some 
or all of the ways in which the tenant has violated that section as documentation for GDPM's 
decision regarding termination of assistance. 

Housing assistance payments are paid to the owner under the terms of the HAP contract. If the 
owner has begun eviction and the family continues to reside in the unit, GDPM must continue to 
make housing assistance payments to the owner until the owner has obtained a court judgment or 
other process allowing the owner to evict the tenant. 



19-4

If the action is  finalized in court, the owner must provide GDPM  with  the  documentation, 
includ ing notice of the lock-out date. 

GDPM must continue making housing assistance payments to the owner in accordance with the 
contract as long as the tenant continues to occupy the unit and the contract is not violated. By 
endorsi ng the monthly check from GDPM, the owner certifies that the tenant is still in the unit, 
the rent is reasonable and s/he is in compliance with the contract. 

If an eviction is not due to a serious or repeated violation of the lease, and if GDPM has no other 
grounds for termination of assistance, GDPM may issue a new voucher so that the family can 
move with continued assistance. 

D. TERMINATION   OF   THE   CONTRACT   BY   GDPM     [24  CFR  982.404(a),  982.453, 
982.454,  982.552(a)(3)] 

The term of the HAP contract terminates when the  lease termi nates, when GDPM terminates 

program assistance for the family, and when the owner has breached the HAP contract. (See 

"Owner Disapproval and Restriction" chapter) GDPM may also terminate the contract if: 

GDPM termi nates assistance to the fami ly. 

The family is required to move from a unit when the unit does not meet the HQS space 
standards because of an increase in family size or a change in family composition. 

Funding is no longer available under the ACC. 

Notice of Termination 

When GDPM terminates the HAP contract under the violation of HQS space standards, GDPM 
will provide the owner and family written notice of termination of the contract, and the HAP 
contract terminates at the end of the calendar month that follows the calendar month in which 
GDPM gives such notice to the owner. 

E. FAMILY   MISREPRESENTATION 

If the family has committed fraud in connection with the Section 8 Rental Assistance Program, 
GDPM may terminate assistance and cancel the Contract. 

If the family has misrepresented income, assets, or allowances and deductions that would have 
caused them to pay more, GDPM will make every effort to recover any overpayments made as a 
result of tenant fraud or abuse.  GDPM may offer to continue assistance on the cond ition that the 
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family agrees to reimburse GDPM for the overpayments. See chapter 24 of this administrati ve 
plan regard ing repayment agreements. 

F. OWNER  MISREPRESENTATION 

If the landlord has committed fraud or misrepresentation i n connection with the Section 8 Rental 
Assistance Program, GDPM will terminate the Contract and review the circumstances and family's 
involvement to determine if the family is eligible for recertification to relocate to another unit with 
continuation of assistance. 

GDPM makes every effort to recover any overpayments made as a result of landlord fraud or 
abuse. 

Ifthe owner has committed fraud, GDPM may restrict the owner from futu re participation in the 
program for a reasonable period of time, commensurate with the seriousness of the offense. 

G. TERMINATIONS DUE TO INELIGIBLE IMMIGRATION STATUS 

Families who were participants on June  19, 1995, but are ineligible for continued assistance due 
to the ineligible i mmigration  status of all members of the family, or because a "mixed" family 
chooses not to accept pro-ration  of assistance, are eligible for temporary  deferral of termination 
of assistance if necessary to permit the family additional time for transition to affordable housing. 

Deferrals  may  be  granted  for  intervals not  to exceed  six months,  up to  an  aggregate 
maximum of: 

3 years for deferrals granted prior to l l/29/96, or 18 months for deferrals granted 
after 11/29/96. 

The family wi ll be notified in writing at least 60 days in advance of the expiration of the deferral 
period that termination of assistance will not be deferred because: 

a. granting another deferral will result in an aggregate deferral period of longer than
the statutory maximum (three years for deferrals granted before 1 l/29/96; 18
months for deferrals granted after 11/29/96), or

b. a determi nation has been made that other affordable housi ng is ava i lable.
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Chapter 20 

DENIAL OR TERMINATION OF ASSISTANCE 

[24 CFR 5.902, 5.902, 5.903, 5.905, 982.4, 982.54, 982.552, 982.553] 

INTRODUCTION 

GDPM may deny or termi nate assistance for a family because of the family's action or failure to 
act. GDPM will provide famil ies with a written description of the family obligations under the 
program, the grounds under which GDPM can deny or terminate assistance, and GDPM's informal 
hearing procedures. This chapter describes when GDPM is required to deny or terminate 
assistance, and GDPM's policies for the denial of a new commitment of assistance and the grounds 
for termination of assistance under an outstandi ng HAP contract. 

A.          GROUNDS FOR DENIALtrERMINATION  [24 CFR 982.54, 982.552, 982.553] 

If denial or termination is based upon behavior resulting from a disability, depending on the 
family's disability, on a case by case, basis GDPM may delay the denial or termination in order 
to determine if there is an accommodation that would negate the behavior resu lting from the 
disability. 

Form of Denialtrennination 

Denial of assistance for an applicant may include any or all of the following: 

Denial for placement on GDPM waiting list 

Denying or withdrawing a voucher 

Refusing to enter into a HAP contract or approve a tenancy 

Refusing to process or provide assistance under portability proced ures 

Termination of assistance for a participant may include any or a ll of the following: 

Refusi ng to enter into a HAP contract or approve a tenancy 

Terminating housing assistance payments under an outstand ing HAP contract 

Refusi ng to process or provide assistance under portability proced ures 
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Mandatory   Denial  and Termination  [24 CFR 982.54  (d), 982.552(b),  982.553(a),  
982.553(b)] GDPM must termi nate assistance for participants if the fami ly is under contract and  
180 days have elapsed since GDPM's last housing assistance payment was made. (See "Contract 
Terminations"  chapter.) 

GDPM must permanently deny assistance to applicants, and terminate the assistance of persons 
convicted of manufacturing or producing methamphetamine on the premises offederally assisted 
housing. 

GDPM must deny admission to the program for applicants, and terminate assistance for program 
participants if GDPM determines that any household member is currently engaging i n illegal use 
of a drug.  See section B of this chapter for GDPM's established standards. 

GDPM deny admission to the program for applicants, and terminate assistance for program 
participants if GDPM determines that it has reasonable cause to believe that a household 
member's illegal drug use or a pattern of illegal drug use may threaten the health, safety, or right 
to peaceful enjoyment of the premises by  other residents. See Section B of this chapter for 
GDPM's  established  standards. 

GDPM must deny admission to an applicant if GDPM determi nes that any member of the 
household is subject to a lifetime registration requirement under a State sex offender registration 
program. See section B of this chapter for GDPM's established standards regarding criminal 
background  investigation  and determining whether a member of the household  is subject to a 
l ifetime registration requ irement under a State sex offender registration program. 

GDPM must terminate program assistance for a family evicted from housing assisted under the 
program for serious violation of the lease. 

GDPM must deny admission to the program for an applicant or terminate program assistance for 
a participant if any member of the family fails to sign and submit consent forms for obtaining 
information in accordance with Part 5, subparts B and F. 

GDPM must deny admission or terminate assistance when required under the regulations to 
establish citizenship or eligible immigration status. 

Grounds for Denial or Termination  of Assistance [24 CFR 982.552(c)] 

GDPM will deny program assistance for an appl icant, or terminate program assistance for a 
participant, for any of the following reasons: 

If any family member violates any family obligation under the program as listed in 24 CFR 
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If any family member has violated the family obligation under 24 CFR 982.551 not to engage in 
any drng-related criminal activity. 

If any family member has violated the family obligation under 24 CFR 982.551 not to engage in 
any violent criminal activity. 

Any member of the family has been evicted from federally assisted housing in the last three years. 

If any member  of the  family  commits  fraud, bribery  or any  other  corrupt  or criminal  act in 
connection with any federal housing program. 

The family currently owes rent or other amounts to GDPM or to another PHA in connection with 
Housing Choice Voucher or Asset Management housing assistance under the 1937 Act. 

The family has not reimbursed any PHA for amounts paid to an owner under a HAP contract for 
rent, damages to the unit, or other amounts owed by the fam ily under the lease. 

The fami ly breaches an agreement with a PHA to pay amounts owed to a PHA, or amounts paid 
to an owner by a PHA. GDPM at its discretion may offer the family the opportunity to enter into 
a repayment agreement. GDPM will prescribe the terms of the agreement. (See "Repayment 
Agreements" chapter.) 

The family has engaged in or threatened abusive or violent behavior toward PHA personnel. 

"Abusive or violent behavior towards PHA personnel" includes verbal as well as physical 
abuse or violence. Use of expletives that are generally considered insulting, racial epithets, 
or other language, written or oral, that is customarily used to insult or intimidate, may be 
cause for termination or denial. 

"Threatening" refers to oral or written threats or physical gestures that communicate an 
intent to abuse or commit violence. 

Actual physical abuse or violence will always be cause for termination. 

If any member of the family engages i n, or has engaged in drug or alcohol abuse that interferes 
with the health, safety or peaceful enjoyment of other residents.  See section B of this chapter. 

If any member of the family commits drng-related criminal activity, or violent criminal activity. 
(See Seetion B of this chapter and 982.553 of the regu lations) 

Refer to "Eligibility  for Admission" chapter, "Other Criteria for Admission" section for further 
information. 
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B.   SCREENING AND TERMINATION FOR DRUG ABUSE AND OTHER CIUMINAL 
ACTIVITY 

Purpose 

All federally assisted housi ng is intended to provide a place to live and raise families, not a place 
to commit crime, to use or sell drugs or terrorize neighbors. It is the intention of GDPM to fully 
endorse and implement a policy designed to: 

Help create and mai nta in a safe and drug-free community 

Keep our program participants free from threats to their persona l and fami ly safety 

Support parental efforts to insti ll values of personal responsibility and hard work 

Help maintai n an environment where children can live safely, learn and grow up to be 
productive citizens 

Assist families in their vocational/educational goa ls in the pursuit of self-sufficiency 

Administration 

All screening and termination of assistance proced ures shall be administered fairly and in such a 
way as not to violate rights to privacy or d iscriminate on the basis of race, color, nationality, 
religion, familial status, disability, sex, marital status, sexual preference, gender identity, or other 
legally protected groups. 

Screening of Applicants 

In an effort to prevent future drug related and other criminal activity, as well as other patterns of 
behavior that pose a threat to the health, safety or right to peaceful enjoyment of the premises by 
other residents, and as required by 24 CFR 982, Subpart L and CFR Part 5, Subpart J, GDPM will 
endeavor to screen applicants as thoroughly and fairly as possible for drug-related and violent 
criminal behavior. 

Such screening will apply to any member of the household who is l8 years of age or older. 

HUD Definitions 

Covered person, for purposes of 24 CFR Part 982 and this chapter, means a tenant, any member 
of the tenant's household, a guest or another person under the tenant's control. 

Drug means a controlled substance as defined in section I02 of the Controlled Substances Act (21 
U.S.C. 802). 
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Drug-related criminal activity means 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. 

Guest, for purposes of this chapter and 24 CFR patt 5, subpa1t A and 24 CFR Part 982, means a 
person temporarily staying in the unit with the consent of a tenant or other member of the 
household who has express or impl ied authority to so consent on behalf of the tenant. The 
requirements of part 982 apply to a guest as so defined. 

Household, for the purposes of 24 CFR Part 982 and this chapter, means the family and 
PHAapproved live-in aide. 

Other person under the tenant's control, for the purposes of the definition of covered person and 
for 24 CFR Parts 5 and 982 and for this chapter, means that the person, although not staying as a 
guest (as defined in this chapter) in the unit, is, or was at the time of the activity in question, on 
the premises because of an invitation from the tenant or other member of the household who has 
express or implied authority to so consent on behalf of the tenant. Absent evidence to the contrary, 
a person temporarily and infrequently on the premises solely for legitimate commercial purposes 
is not under the tenant 's control. 

Violent criminal activity means  any criminal activity that has as one of  its  elements the use, 
attempted use, or threatened  use of physical force substantial enough to cause, or be reasona bly 
likely to cause, serious bodily injury or property damage. 

Standard for Violation 

GDPM will deny participation in the program to applicants and terminate assistance to participants 
in cases where GDPM determines there is reasonable cause to believe that a household member 
is illegally usi ng a drug or if the person abuses alcohol in a way that may interfere with the health, 
safety or right to peaceful enjoyment of the premises by other residents, includ ing cases where 
GDPM determines that there is a pattern of illegal use of a  drug or a pattern of alcohol abuse. 

GDPM will consider the use of a controlled substance or alcohol to be a pattern if there is more 
than one i ncident during the previous six months. 

"Engaged in or engaging in" violent criminal activity means any act within the past three years by 
an applicant or participant or household member which involved criminal activity that has as one 
of its elements the use, attempted use, or threatened use of physical force substantial enough to 
cause, or be reasonably likely to cause, serious bodily injury or property damage, which resulted 
in the arrest and/or conviction of the applicant, participant, or household member. 

The existence of the above-referenced behavior by any household member, regardless of  the 
applicant or participant's knowledge of the behavior, shall be grounds for denial or termination of 
assistance. 
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Drug Related and Violent Criminal Activity 

Ineligibility  for  admission  if Evicted  for Drug-Related  Activity: Persons evicted from  
federally assisted  housing  because  of drug-related  criminal  activity  are  ineligible  for  
admission to the Housing Choice Voucher Program for a three-year period begin ning on the date 
of such eviction. 

However, the household may be admitted if, after consideri ng the individual circumstances of the 
household, GDPM determi nes that: 

The circumstances leading to eviction no longer exist because: 

The criminal household member has died. 

The criminal household member is imprisoned. 

Applicants will be denied assistance if they have been arrested/convicted/evicted from Federally 
assisted housing for violent criminal activity within the last three years prior to the date of the 
certification  interview. 

Denia l of Assistance  for S§li:_ Offenders 

GDPM is required to prohibit admission if any member of the household is subject to a lifetime 
registration requirement under a State sex offender registration program. 

Termination  of Assistance for Partici pants 

Termination of Assistance for Drug-related Criminal Activity or Violent Criminal Activity: 

Under the family obligations listed at 24 CFR 982.551, the members of the household must not 
engage in drug-related criminal activity or violent criminal activity or other criminal activity that 
threatens the health, safety or right to peaceful enjoyment of other residents and persons residing 
in the immediate vicinity of the premises. HUD regu lations at 24 CFR 982.553(b) requ ire GDPM 
to establish standards for termination of assistance when this family obligation is violated. GDPM 
has established the following standards for termination of assistance for the family when a 
household member has violated the family obligation to refrain from participating in drug-related 
or violent criminal activity. 

Assistance wi ll be terminated for participants who have been: 

arrested/convicted/evicted from a unit assisted under any Federally assisted housing 
program for drug-related or violent criminal activity during participation in the program, 
and within the last three years prior to the date of the notice to terminate assistance. 
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If any member of the household violates the family obligations by engaging in drug-related or 
violent criminal activity, GDPM will terminate assistance. 

In appropriate cases, GDPM may permit the family to continue receiving assistance provided that 
family members determined to have engaged in the prescri bed activi ties will not reside in the unit. 
Ifthe violating member is a minor, GDPM may consider individual circumstances with the advice 
of Juvenile Court officials. 

GDPM will wai ve the requ irement regard ing drug-related criminal activity if: 

The person demonstrates successful completion of a cred ible rehabilitation program 
approved by GDPM, or 

The circumstances leading to the violation no longer exist because the person who engaged 
in drug-related criminal activity or violent criminal activity is no longer in the household 
due to death or incarceration. 

Terminating Assistance for Alcohol Abuse by Household Members 

Under the family obligations listed at 24 CFR 982.551, the members of the household must not 
abuse alcohol in a way that threatens the health, safety or right to peaceful enjoyment of other 
residents and  persons residing i n the immediate vicinity of the premises. Assistance will be 
terminated due to violation of a family obligation if GDPM determines that a member of the 
household has demonstrated a pattern of alcohol abuse that threatens the hea lth, safety or right to 
peaceful enjoyment of other residents and persons residi ng i n the immediate vicinity of the 
premises. 

Assistance will be termi nated if a household member is arrested/convicted/incarcerated for any 
alcohol-related criminal activity on or near the premises within any 6 month period. 

In appropriate cases, GDPM may permit the family to continue receiving assistance provided that 
household members determi ned to have engaged in the prescribed activities will not reside in the 
unit. If the violating member is a mi nor, GDPM may consider individual circu mstances with the 
advice of Juvenile Court officia ls. 

Notice of Tennination of Assistance 

I n any case where GDPM decides to terminate assistance to the family, GDPM must give the 
family written notice that states: 

The reason(s) for the proposed termination, 

The effective date of the proposed termination, 
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The family's right,  if they  d isagree, to request  an Informal  Hearing to be held  before 
termi nation of assistance. 

The date by which a request for an informal hearing must be received by GDPM. 

If GDPM proposes to terminate assistance for criminal activity as shown by a criminal record, 
GDPM will provide the subject of the record and the tenant with a copy of the criminal record. 

GDPM will simultaneously provide written notice of the contract termination to the owner so that 
it will coincide with the Termination of Assistance. The Notice to the owner will not include any 
details regard ing the reason for termination of assistance. 

Required  Evidence 

Preponderance of evidence is defined as evidence which is of greater weight or more convinci ng 
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. The intent is not to prove criminal 
liability, but to establish that the act(s) occurred. Preponderance of evidence may not be 
determined by the number of witnesses, but by the greater weight of all evidence. 

Credible evidence may be obtained from police and/or court records. Testimony from neighbors, 
when combined with other factual evidence can be considered cred ible evidence. Other cred i ble 
evidence includes documentation of drug raids or arrest warrants. 

GDPM will pursue fact-finding efforts as needed to obtain cred ible evidence. 

Confidentiality of Criminal Records 

GDPM will ensure that any criminal record received is maintained confidentially, not misused or 
improperly d isseminated. 

All criminal reports, while needed, wi ll be housed i n a locked file with access limited to 
individuals responsible for screening and determining eligibility for initial and continued 
assistance and to Housing Choice Voucher management. 

Misuse of the above information by any employee will be grounds for termination of employment. 

C. FAMILY  OBLIGATIONS [24 CFR 982.551] 

The family must supply any information that GDPM or HUD determines is necessary in the 
administration of the program, including submission ofrequired evidence of citizenship or eligible 
immigration status (as provided by  24 CFR 982.551 ). "Information" i ncludes any requested 
certification, release or other documentation. 
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The family must supply any information requested by GDPM or HUD for use in a regularly 
schedu led reexamination or interim reexam ination of family income and composition in 
accordance with HUD requirements. 

The family must disclose and verify Social Security Numbers (as provided by 24 CFR 5.216) and 
must sign and submit consent forms for obtaining information in accordance with 24 CFR 5.230. 

All information supplied by the family must be true and complete. 

The family is responsible for an HQS breach caused by the family as described in 982.404(b). 

The family must allow GDPM to i nspect the unit at reasonable times and after reasonable notice. 

The family may not commit any serious or repeated violations of the lease. 

The family must notify the owner and, at the same time, notify GDPM before the family moves 
out of the unit or terminates the lease upon notice to the owner. 

The family must promptly give GDPM a copy of any owner eviction notice. 

The family must use the assisted unit for residence by the family. The unit must be the family's 
only residence. 

The composition of the assisted family residing in the unit must be approved by GDPM. The 
family must promptly inform GDPM of the birth, adoption or court-awarded custody of a child. 
The family must request PHA approval to add any other family member as an occupant of the 
unit. 

The family must promptly notify GDPM if any family member no longer resides in the unit. 

If GDPM has given approval, a foster child or a l ive-in aide may reside in the unit. If the family 
does not request approval or approval is denied, the family may not allow a foster child or live-in 
aide to reside with the assisted family. 

Members of the household may engage in legal profit-making  activities in the unit, but only if 
such activities are incidental to primary use of the unit as a residence by members of the family. 

The family must not sublease or let the unit. 

The family must not assign the lease or transfer the unit. 

The family must supply any information or certification requested  by GDPM to verify that the 
family is living i n the unit, or relating to family absence from the unit, including any 
PHArequested  information or certification on the purposes of family absences. The family must 
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cooperate with GDPM for this purpose. The family must promptly notify GDPM of absence from 
the unit. 

The family must not own or have any interest in the unit. 

The members of the fami ly must not commit fraud, bribery or any other corrupt or criminal act in 
connection with any Federal housing program. 

The household members may not engage in drug-related criminal activity or violent criminal 
activity or other criminal activity that threatens the health, safety or right to peaceful enjoyment 
of other residents and persons residing i n the immediate vicinity of the premises. The members of 
the household must not abuse alcohol in a way that threatens the health, safety or right to peaceful 
enjoyment of other residents and persons residing in the immed iate vicinity of the premises. An 
assisted family, or members of the family, may not receive Housing Choice Voucher tenant-based 
assistance while receiving another housing subsidy, for the same unit or for a d ifferent u nit, under 
any dupl icative (as determined by HUD or in accordance with HUD requi rements) federal, State 
or local housing assistance program. 

Housing Authority Discretion  [24 CFR 982.552(c)] 

In decid ing whether to deny or terminate assistance because of action or failure to act by members 
of the fami ly, GDPM has d iscretion to consider all of the circumstances i n each case, includ ing 
the seriousness of the case. GDPM will use its discretion in reviewing the extent of paiticipation 
or culpabil ity of ind ividual family members and the length of time since the violation occurred. 
GDPM may also review the family's more recent history and record of compliance and the effects 
that denial or termination of assistance may have on other family members who were not involved 
in the action or failure to act. 

GDPM may impose, as a cond ition  of  continued  assistance  for  other  family  members,  a 
requ irement that family members who participated in, or were culpable for the action or failure to 
act, will not reside in the unit. GDPM may permit the other members of a family to continue in 
the program. 

GDPM will have the discretion to consider any new applicant who has been denied admission to 
the program after an informal heari ng has been requested by the family. On a case by case bases. 

Enforcing Family Obligations 
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Explanations and Terms 

The term "promptly" when used with the family obligations always means "within ten worki ng 
days." Denial or termination of assistance is always optional except where this Plan or  the 
regulations  state otherwise. 

HOS Breach 

The housing inspector will determine if an HQS breach as identified in 24 CFR 982.404 (b) is the 
responsibility of the family. Families may be given extensions to cure l-IQS breaches by Housing 
Choice Voucher Program management. 

Lease Violations 

The followi ng criteria will be used to decide if a serious or repeated violation of the lease will 
result in termination of assistance: 

If the owner termi nates tenancy through court action for serious or repeated violation of 
the lease. 

Ifthe owner notifies the family of termination of tenancy assistance for serious or repeated 
lease violations, and the family moves from the unit prior to the completion of court action, 
and GDPM determines that the cause is a serious or repeated violation of the lease based 
on available evidence. 

Nonpayment of rent is considered a serious violation of the lease. 

Ifa family vacates an assisted unit and leaves damages that are deemed above normal wear 
and tear and would not be covered by the security deposit paid to the owner. 

Notification  of Eviction 

If the family requests assistance to move and they did not notify GDPM of an eviction within five 
working days of receiving the Notice of Lease Termination, the move will be denied. 

Proposed Additions to the Family 

GDPM will deny a family's request to add additional family members who are: 

Persons who are registered sex offenders. 

Persons who have been evicted from pu blic housing. 
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Persons who have previously violated a family obligation listed in 24 CFR 982.551 of the 
HUD regulations. 

Persons who have been part of a family whose assistance has been termi nated under the 
Certificate or Voucher program. 

Persons who commit drug-related criminal activity or violent criminal activity. 

Persons who do not meet GDPM's definition of family. 

Persons who commit fraud, bribery or any other corrupt or criminal act in connection with 
any federal housing program. 

Persons who currently owe rent or other amounts to GDPM or to another PHA in 
connection with Housing Choice Voucher or pu blic housing assistance under the 1937 
Act. 

Persons  who  have  engaged  in  or threatened  abusive  or violent  behavior  toward  PHA 
personnel. 

Family Member Moves Out 

Families are required to notify GDPM if any family member leaves the assisted household. When 
the family notifies GDPM, they must furnish the following information: 

The date the family member moved out. 

The new address, if known, of the family member. 

A statement as to whether the family member is temporarily or permanently absent. 

Limitation  on Profit-Making  Activity  in Unit 

If the business activity area results in the inability of the family to use any of the critical living 
areas, such as a bedroom utilized for a business that is not available for sleeping, it will be 
considered a violation. 

If GDPM determines that the use of the unit as a business is not incidental to its use as a dwelling 
unit, it will be considered a program violation. 

If GDPM determines the business is not legal, it will be considered a program violation. 
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I nterest in Unit 

The owner may not reside in the assisted unit regard less of whether (s)he is a member of the 
assisted family, unless the family owns the mobile home and rents the pad. 

In each case, GDPM will consider which family members were involved, the circumstances, and 
any hardship that might be caused to innocent members. 

In the event of false citizenship claims, see section below. 

D. PROCEDURES FOR NON-CITIZENS  [24 CFR 5.514, 5.516, 5.518] 

Denial or Termination  due to Ineligible Immigrant Status 

Applicant or participant families in which all members are neither U.S. citizens nor eligible 
immigrants are not eligible for assistance and must have their assistance termi nated. GDPM must 
offer the family an opportunity for a hearing. (See "Eligibil ity for Admission" chapter, section on 
Citizenship/Eligible  Immigration  Status.) 

Assistance may not  be terminated while verification of the paiticipant family's eligible 
immigration status is pend ing. 

False or Incomplete Information 

When GDPM has clear, concrete, or substantial documentation (such as a permanent resident card 
or information from another agency) that contrad icts the declaration of citizenship made by an 
applicant or participant, an i nvestigation wi ll be conducted and the individual wil l be given an 
opportunity to present relevant information. 

If the individual is unable to verify their citizenship, GDPM will give him/her an oppo1tu nity to 
provide a new declaration as an eligible immigrant or an opportunity to elect not to contend their 
status. 

GDPM will then verify eligible status, deny, terminate, or prorate as applicable. 

GDPM will deny or terminate assistance based on the submission of false i nformation or 
misrepresentation. 

Procedure for Denial or Termination 
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If the fami ly (or any member) claimed eligible immigrant status and the INS primary and 
secondary verifications failed to document the status, the family may make an appeal to the INS 
and request a hearing with GDPM either after the INS appea l or i n lieu of the INS appeal. 

After GDPM has made a determination of ineligibility, the family will be notified of the 
determination and the reasons and informed of the option for prorated assistance (if applicable). 

E. ZERO ($0) ASSISTANCE TENANCIES  [24 CFR 982.455 (a)] 

The family may remain in the unit at $0 assistance for up to 180 days after the last HAP payment. 
Ifthe family is still in the unit after 180 days, the assistance will be terminated. If, within the 180 
day timeframe, an owner rent increase or a decrease in the Total  Tenant Payment causes the 
family to be eligible for a housing assistance payment, GDPM will resume assistance payments 
for the family. 

In order for a family to move to another unit during the 180 days, the rent for the new u nit wou ld 
have to be high enough to necessitate a housi ng assistance payment. 

F. OPTION NOT TO TERMINATE FOR MISREPRESENTATION  [24 CFR 982.551 , 
982.552(c)] 

Ifthe family has misrepresented any facts that caused GDPM to overpay assistance, GDPM may 
choose not to terminate and may offer to continue assistance provided that the family executes a 
Repayment Agreement and makes payments in accordance with the agreement. 

G. MISREPRESENTATION  IN COLLUSION WITH OWNER [24 CFR 982.551, 
982.552 (c)] 

If the family i ntentionally, willingly, and knowingly commits fraud or is involved  i n any other 
illegal scheme with the owner, GDPM will deny or terminate assistance. 

In making this determination, GDPM will carefully consider the possibility of overt or implied 
intimidation of the family by the owner and the family's understand ing of the events. 

H. MISSED APPOINTMENTS  AND DEADLINES [24 CFR 982.551, 982.552 (c)] 
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It is a Family Obligation to supply i nformation, documentation, and certification as needed for 
GDPM to fulfill its responsibilities. GDPM schedules appointments and sets dead lines in order 
to obta in the requ ired information. The Obligations also requi re that the fami ly allow GDPM to 
inspect the unit, and appointments are made for this purpose. 

An appl icant or participant who fails to keep an appointment, or to supply information required 
by a deadline without notifying GDPM, may be sent a Notice of Denial or Termination of 
Assistance for failure to provide requi red i nformation, or for fa i lure to allow GDPM to inspect the 
unit. 

The family will be given information about the requ irement to keep appointments and the number 
of times appointments will be rescheduled, as specified in this Plan. 

Appointments will be schedu led and time requirements will be imposed for the following events 
and circumstances: 

Eligibility for Admissions 

Verification  Procedures 

CertificateNoucher Issuance and Briefings 

Housing Quality Standards and Inspections 

Rece1tifications 

Appea ls 

Acceptable reasons for missing appointments or failing to provide information by deadlines are: 

Medical emergency 

Family emergency 

Procedure when Appointments  are Missed  or Information  not Provided 

For most purposes i n this Plan, the family will be given two opportunities before being issued a 
notice of termination or denial for breach of a family obligation. 

After issuance of the termination notice, if the family offers to correct the breach within the time 
allowed to request a hearing. the notice will be rescinded if the family offers to cure and the family 
does not have a history of non-compliance. 
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MOVE OUT INSPECTIONS 

Move-out inspections are performed after the tenant has vacated the unit to determine if there are 
any tenant-caused  damages that is a violation of family obligations. 

The owner must request an inspection in writing within 48 hours of the move out and it must 
include an itemized list detaili ng the move-out charges remaining after deducting the security 
deposit. If this is not provided  to GDPM in a timely manner the inspection will not conducted. 
The owner must also supply the HCV Client with a copy of this itemized list 

The owner or the owner's representative will be required to attend the move-out inspection. The 
owner wi ll be notified as to when the inspection will take place. GDPM will encourage the owner 
to notify the tenant of the inspection date. Ifthe unit is found to have tenant-caused damages, the 
housing inspector will photograph the find ings at the unit for file documentation. 

Ifthe resu lts of the move out inspection provide documentation that the family caused damages to 
the unit over and above normal wear and tear that would not be covered by the security deposit 
paid to the owner, the fami ly will be issued a proposed notice of termination. The family will have 
the right to request an informal hearing on the determination. Ifthe family requests a hearing, the 
owner will be required to attend the hearing also. Ifthe owner does not attend the termination will 
be overturned. 
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Chapter 22 

OWNER CLAIMS 

As part of the HAP Contract, owners cannot make "special claims" for damages, unpaid rent, and 
vacancy loss after the tenant has vacated the unit. 

If the family moves out of the unit, GDPM may not give the owner HAP for any month after the 
month when the family moves out. The owner may keep the HAP for the month the family moves 
out of the unit. 
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Chapter 23 

COMPLAINTS AND APPEALS 

INTRODUCTION 

The informal hearing requirements defined in HUD regu lation are applicable to participating 
families who disagree with an action, decision, or inaction of GDPM. This chapter describes the 
policies, proced ures and standards to be used when families d isagree with a GDPM decision. The 
proced ures and requ irements are expla ined for preference denial meetings, informal reviews and 
hearings. It is the policy of GDPM to ensure that all families have the benefit of all protections 
due to them under the law. 

A.        COMPLAINTS TO GDPM 

GDPM will respond promptly to complaints from families, owners, employees, and members of 
the pu blic. All complaints will be documented. GDPM will request that complaints other than 
HQS violations be put in writing. Emergency HQS complaints may be reported by telephone. All 
other HQS compla ints must be put i n writi ng to GDPM, documenting that the family has tried to 
resolve the matter with the owner prior to contacting GDPM. 

GDPM hearing procedures will be provided to famil ies in the briefing packet. 

Categories  of Com plain ts 

Complaints  from  families: If a family disagrees with an action or inaction  of GDPM or 
owner, family will be referred as follows: 

Eligibility complaints will be referred to the Admissions/Leasing Supervisor. 

Rent reasonableness and leasing complaints wi ll be referred to the Admissions/ Leasing 
Supervisor 

Inspection complaints will be referred to the Supervisor, Inspectional Services 

Recertification   complaints   or  rent  calculation   complaints   will   be   referred   to   the 
Recertification  Supervisor. 

If a complaint is not resolved, it will be referred to the Department Director or the Supervisor of 
Section 8 Admi nistration. 
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Complaints from owners: Ifan owner d isagrees with an action or inaction of GDPM or a family, 
complaints will be referred to the Assistant Manager, Section 8 Administration. 

Complaints   from   staff:  If a  staff  person  reports  an  owner  or  family  either  violating  or 
not complying with program rules, the complaint will be referred to the Department Director or 
the supervisor of Section 8 Administration. 

Complaints  from  the  general  public: Compla ints or referrals from persons in the community  
in regard to GDPM, a family or an owner wi ll be referred as follows: 

Eligi bility compla i nts will be referred to the Admissions/Leasing Supervisor. 

Rent reasonableness and leasing complaints will be referred to the Admissions/ Leasi ng 
Supervisor 

Inspection complaints will be referred to the Supervisor, Inspectional Services 

Recertification   compla ints  or  rent   calculation   complaints   will   be   referred   to  the 
Recertification  Supervisor. 

Ifa complai nt is not resolved, it will be referred to the Department Director. 

Ifthe complaint has been referred to HUD, Department Di rector would be the contact person with 
the HUD Field Office. 

B.      PREFERENCE DENIALS 

When GDPM denies a preference to an applicant, the family will be notified in writi ng of the 
specific reason for the denial and offered the  opportunity for a meeting with GDPM staff to 
discuss the reasons for the denial and to d ispute GDPM's decision. 

The person who conducts the meeting will be any officer or employee of GDPM except the person 
who made or approved the decision or a subordinate of those persons. 

C. INFORMAL REVIEW PROCEDURES FOR APPLICANTS [24 CFR 
982.54(d)(l 2), 982.554] 

Reviews are provided for applicants who are denied assistance before the effective date of the 
HAP contract. The exception is that when an applicant is denied assistance for citizensh i p or 
eligible immigrant status, the applicant is entitled to an informal heari ng. 
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When  GDPM  determines that an applicant  is  ineligi ble for the program,  the  family  must  be 
notified of their inel igibil i ty in writi ng. The notice must contain: 

The reason(s) they are ineligible, 

The procedure for requesting a review if the applicant does not agree with the decision and 

The time limit for requesting a review. 

When denying admission for criminal activity as shown by a criminal record, GDPM will provide 
the subject of the record and the appl icant with a copy of the criminal record upon which the 
decision to deny was based. 

GDPM must provide applicants with the opportunity for an informa l review of decisions denying: 

Listing on GDPM's waiting list 

Issuance of a voucher 

Participation in the program 

Assistance under portability procedures 

Informal   reviews   are  not   required   for  established   policies   and   proced ures   and   GDPM 
determinations such as: 

Discretionary  administrative determinations by GDPM 

General policy issues or class grievances 

A determination of the family unit size under GDPM subsidy standards 

Refusal to extend or suspend a voucher 

GDPM determination not to grant approval of the tenancy 

Determination that unit is not in compliance with HQS 

Determination that unit is not in accordance with HQS due to family size or composition 

Procedure for Review 
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A request for an informa l review must be received in writing by the close of the business day, no 
later than ten working days from the date of GDPM's notification of denial of assistance. The 
informal review will be schedu led on the next available hearing date. 

After the informal review date is scheduled the family may request to reschedule one time only 
upon showing "good cause" which is defined as an unavoidable conflict which seriously affects 
the health, safety and or welfare of the family. The rescheduled review wi ll be within the same 
month as the original appointment. 

The informal review shall be conducted by the Hearing Officer, appointed by GDPM, who is 
neither the person who made or approved the decision nor a subordinate of that person. GDPM 
appoints hearing officers who are GDPM management. 

The applicant will be given the option of presenti ng oral or written  objections to the decision. 
Both GDPM and the family may present evidence and witnesses. The family may use an attorney 
or other representative to assist them at their own expense. 

A notice of the review findings will be provided in writing to the applicant within 14 calendar 
days after the review. It shall include the decision of the review officer, and an explanation of 
the reasons for the decision. 

All requests for a review, supporting documentation and a copy of the final decision will be 
retained in the family's file according to the PHA's record retention policy. 

D. INFORMAL  HEARING PROCEDURES [24 CFR 982.555(a-f), 982.54(d)(13)] 

When GDPM makes a decision regarding the eligibility and/or the amount of assistance, 
appl icants and participants must be notified i n writing. GDPM will give the family prompt notice 
of such determi nations which will include: 

The proposed action or decision of GDPM 

The date the proposed action or decision will take place 

The family's right to an explanation of the basis for GDPM's decision 

The procedures for requesting a hearing if the family disputes the action or decision 

The time limit for requesting the hearing 

GDPM must provide participants with the opportunity for an explanation for decisions related to 
any of the following PHA determinations: 



23-5

Determi nation  of the  family's  annual  or adjusted  mcome  and  the  computation  of  the 
housing assistance payment 

Appropriate utility allowance used from schedule 

Family unit size determination under PHA subsidy standards 

Determination to termi nate assistance for any reason 

Determination  to  terminate  a  family's  FSS  contract,  withhold  supportive  services,  or 
propose forfeiture of the family's escrow account 

Ifthe participant does not agree with the explanation they may request an informal hearing on the 
decision. 

GDPM must provide participants with the opportunity for an informal hearing for a determination 
to terminate assistance: 

Because of the family's failure to act. 

Because  the participant  family  has  been  absent from  the assisted  unit for longer than 
allowed. 

Because of family caused breach of HQS. 

Informal   hearings   are   not   required for   established   policies   and   procedures   and   PHA 
determinations such as: 

Discretionary administrative determinations by GDPM 

General policy issues or class grievances 

Establishment of GDPM schedule of utility allowances for families in the program 

GDPM determination not to approve an extension or suspension of a voucher term 

GDPM determination not to approve a unit or lease 

GDPM determination that an assisted unit is not in compliance with HQS (GDPM must 
provide heari ng for family breach of HQS because that is a family obligation 
determination) 

GDPM determination  that the unit is not i n accordance with HQS because of the family 
size 
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GDPM determination  to exercise or not exercise any right or remedy against the owner 
under a HAP contract 

Notification  of Hearing 

It is GDPM's objective to resolve disputes at the lowest level possible, and to make every effort 
to avoid the most severe remedies. However, if this is not possible, GDPM will ensure that 
appl icants and participants will receive all of the protections and rights afforded by the law and 
the regu lations. 

When GDPM receives a request for an informal hearing, a hearing shall be scheduled. The 
notification of hearing will contain: 

The date and time of the hearing 

The location where the hearing will be held 

The family's right to bring evidence, witnesses, legal or other representation at the family's 
expense 

The right to view any documents or evidence in the possession of GDPM upon which 
GDPM based the proposed action and, at the family's expense, to obtain a copy of such 
documents prior to the hearing. 

A notice to the family that GDPM will request a copy of any documents or evidence the 
family will use at the hearing. 

GDPM's Hearing Procedures 

After a hearing date is schedu led, the family may request to reschedule one time only upon 
showing "good cause" which is defined as an unavoidable conflict which  seriously affects the 
health, safety and or welfare of the family. The hearing will be resched u led within the same month 
as the original appointment. 

Families have the right to: 

Present written or oral objections to GDPM's determination. 

Examine  the  documents  in  the  file  which  are  the  basis  for  GDPM's  action,  and  all 
documents submitted to the Hearing Officer; 

Copy any relevant documents at their expense; 

Present any information or witnesses pertinent to the issue of the heari ng; 
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Request that PHA staff be available or present at the hearing to answer questions pertinent 
to the case; and 

Be represented by legal counsel, advocate, or other designated representative at their own 
expense. 

If the family requests copies of documents relevant to the heari ng, GDPM will make the copies 
for the family and assess a charge of 35 cents per page. In no case will the family be allowed to 
remove the file from GDPM's office. 

In addition to other rights contained in this Chapter, GDPM has a right to: 

Present evidence and any information pertinent to the issue of the hearing; 

Be notified if the family intends to be represented by lega l counsel, advocate, or another 
party; 

Examine and copy any documents to be used by the family prior to the hearing; 

Have its attorney present; and 

Have staff persons and other witnesses familiar with the case present. 

The informal hearing shall be conducted by the Hearing Officer appointed by GDPM who is 
neither the person who made or approved the decision, nor a subord inate of that person. GDPM 
appoints hearing officers who are GDPM management. 

The hearing shall concern only the issues for which the family has received the opportunity for 
hearing. Evidence presented at the hearing may be considered without regard to admissibility 
under the rules of evidence applicable to judicial proceed ings. 

No documents may  be presented  which have not been provided to the other party before the 
hearing if requested by the other party. "Documents" includes records and regu lations. 

The family must request an audio recording of the hearing, if desired, two days prior to the hearing 
date. 

The Hearing Officer may ask the family for additional information and/or might adjourn the 
hearing in order to reconvene at a later date, before reaching a decision. 

If the family misses an appointment or dead line ordered by the Hearing Officer, the action of 
GDPM shall take effect and another hearing will not be granted. 
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The Hearing Officer will determi ne whether the action, inaction or decision of GDPM is legal in 
accordance with HUD regulations and this Administrative Plan based upon the evidence and 
testimony provided at the hearing. Factual determinations relating to the individual circumstances 
of the family will be based on a preponderance of the evidence presented at the hearing. 

A notice of the hearing findings shall be provided in writing to GDPM and the family within  14 
calendar days and shall include: 

A clear summary of the decision and reasons for the decision; 

If the  decision  involves  money  owed,  the  amount  owed  and  documentation  of  the 
calculation of monies owed; 

The date the decision goes into effect. 

GDPM is not bound by hearing decisions: 

Which concern matters in which GDPM is not required to provide an opportunity for a 
hearing 

Which conflict with or contrad ict to HUD regulations or requirements; 

Which conflict with or contradict Federal, State or local laws; or 

Which exceed the authority of the person conducting the hearing. 

GDPM shall send a letter to the participant if it determines GDPM is not bound by the Hearing 
Officer's determination within 14 calendar days. The letter shall include GDPM's reasons for the 
decision. 

All requests for a hearing, supporti ng documentation, and a copy of the final decision will be 
retained in the family's file for three years from the date of the hearing. 

GDPM's Hearing Policy 

Missed Appointments (Including HQS Inspections): 

Ifan applicant/participant missed their appointment due to being hospitalized or under a doctor's 
care they must provide documentation showing the time frame they were under the care that 
includes the date of the appointment that was missed. 

If the applicant/participant missed their appointment due to problems with their mail delivery 
they must provide a document from the post office with a clear name and contact number to 
verify that they had a postal issue that was beyond their control. 
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If there was a death in the client's fami ly or other fami ly emergency, documentation will need to 
be provided from an outside source (such as a funeral notice). 

Ifwe do not have documented proof in the client's fi le that they were sent letters scheduling both 
missed appoi ntments they will be scheduled for a final appointment. 

All clients that require documentation will be given I week from the date of the hearing to 
supply the documents. If they do not provide the documents in the time frame, the termination 
will be upheld with no further hearings on that issue being granted. 

If the client is given a final opportunity  for an appointment  and misses that appointment, the 
termi nation will be upheld with no further hearings on that issue being granted. 

Repayment Agreements: 

A Client who is proposed for termination for not paying the balance due in order to sign a 
repayment agreement must provide proof at their hearing that the balance was paid.  Ifthe client 
cannot provide proof at that time an extension may be granted at the Hearing Officer's discretion 
for a period of no more than 60 days. 

A client who is proposed for termination for not maki ng their required monthly payments on a 
repayment agreement must provide proof at their hearing that their payments are current.  An 
extension until close of business on the following work day may be granted. 

Ifa client receives a repayment agreement due to the error of the PHA, the one-third down 
payment pmtion will be waived. The PHA may also, on a case-by-case basis, extend the 
24month repayment period. In order to avoid undue hardship on the family, this extended period 
must not exceed 48 months.  The extended time will only be granted to a family if their 
repayment amount exceeds $2,500. 

Unauthorized Person Living in Unit: 

GDPM will accept any documentation, or testimony that the participant provides at the informal 
hearing. The GDPM hearing officer will make a determination based upon a preponderance-of- 
the-evidence standard, and the decision will be based upon the testimony, or documentation that 
is determined by hearing  officer to be credible, reliable, probative, and relevant to the issues 
involved in the proposed termination. 

Failed to Provide Requested Documents: 

We will verify that we have requested the documents on two occasions. If we cannot verify that 
we have requested the documents twice the client will be given a final extension of l week from 
the date of the hearing to provide the documents. 
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If the client can provide a time stamped copy showing that they submitted the documents to us by 
the deadline date the termination will not be upheld. 

Criminal Activity: 

If the client can provide documentation from the police/courts showing no criminal charges were 
filed or the charges were dropped the client will be reinstated. 

Eviction: 

If a participant has a court awarded eviction the termination wi ll be upheld unless: 

The client provides proof from the courts that the eviction was overturned 
Or if the family has a $0 rent amount and the eviction was due to an abatement of 
the owner's HAP payment. 

Clien t Never Moved into Unit after Signed Lease: 

If the partici pant can provide documentation  showing they could not move into the unit due to 
being hospitalized or under a doctor's care the termination will not be upheld. 

Voucher Expired: 

Heari ngs will not be granted for expired vouchers.  In cases where the participant had to move 
due to abatement or foreclosure, the participant will be referred to the leasing department to 
receive a one-time 30 day extension. 

Failed to Submit RTA by Deadline: 

!f an applicant/participant failed to submit thei r RTA by the deadline due to being hospitalized 
or under a doctor's care they must provide documentation showing the time frame that they 
were under the care. 

If the client can provide a time stamped copy showing that they submitted the RTA to us by the 
dead line date the termi nation will not be upheld. 

Vacated Without Notice: 

Ifthe participant can provide a time stamped copy of our 30 or 60 day notice to vacate paperwork 
showing they submitted these documents, the termination will not be upheld. 

Failed to Make Repairs for Family Caused HQS Breach: 
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Ifan applicant/participant cou ld not make the repa irs due to being hospitalized or under a 
doctor's care they must provide documentation showing the time frame that they were under the 
care. 

Absent From Assisted Unit for Longer than Allowed 

If the participant provides proof that they notified GDPM that they would be out of the unit for 
that time frame and they are current on their rent, the termination will not be upheld. 

If a client is scheduled for a hearing and can provide the documentation required to overturn the 
termi nation, and the client provides the appropriate required documentation to their caseworker 
at least one week prior to thei r heari ng date, the caseworker can cancel the hearing and reinstate 
the client. 

E. HEARING AND APPEAL PROVISIONS FOR "RESTRICTIONS ON 
ASSISTANCE TO NON-CITIZENS" [24 CFR Part 5, Subpart E] 

Assistance to the family may not be delayed, denied or terminated on the basis of immigration 
status at any time prior to the receipt of the decision on the INS appeal. 

Assistance to a family may not be terminated or denied while GDPM hearing is pending but 
assistance to an applicant may be delayed pending GDPM hearing. 

INS Determination  of Ineligibility 

If a family member cla ims to be an eligible immigrant and the INS SAVE system and manual 
search do not verify the claim, GDPM notifies the applicant or participant within ten days of thei r 
right to appeal to the INS within thirty days or to request an informal hearing with GDPM either 
in lieu of or subsequent to the INS appeal. 

Ifthe fami ly appeals to the INS, they must give GDPM a copy of the appeal and proof of mailing 
or GDPM may proceed to deny or terminate. The time period to request an appeal may be extended 
by GDPM for good cause. 

The request for GDPM heari ng must be made within fourteen days of receipt of the notice offering 
the hearing or, if an appeal was made to the INS, within fourteen days of receipt of that notice. 

After receipt of a request for an informal heari ng, the hearing is conducted as described in this 
chapter for both applicants and participants. If the hearing officer decides that the individual is not 
eligible, and there are no other eligible family members GDPM wil l: 
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Deny the applicant family 

Defer termi nation if the family is a participant and qualifies for deferral 

Terminate the participant if the family does not qualify for deferral 

If there are eligible members in the family, GDPM will offer to prorate assistance or give the 
family the option to remove the ineligible members. 

All other complaints related to eligible citizen/immigrant status: 

If any family member fails to provide documentation or certification as requ ired by the 
regulation, that member is treated as ineligible. If all family members fail to provide, the 
family will be denied or terminated for failure to provide. 

Participants whose termination is carried out after temporary deferral may not request a 
hearing since they had an opportunity for a hearing prior to the termination. 

Participants whose assistance is pro-rated (either based on their statement that some 
members are ineligible or due to failure to verify eligible immigration status for some 
members after exercising their appea l and hearing rights described above) are entitled to 
a hearing based on the right to a heari ng regard ing determinations of tenant rent and Total 
Tenant Payment. 

Families denied or termi nated for fraud in connection with the non-citizens rule are entitled 
to a review or hearing in the same way as terminations for any other type of fraud. 

F. MITIGATING   CIRCUMSTANCES  FOR APPLICANTS/PARTICIPANTS   
WITH DISABILITIES [24 CFR 982.204, 982.552(c)) 

When applicants are denied placement on the wailing list, or GDPM is terminating assistance, the 
family will be informed that presence of a d isability may be considered as a mitigating 
circumstance during the informal review process. 

Examples of mitigating circumstances are: a) A person with a cognitive disorder may not have 
understood the requirement to report increases in income, b) A person may not understand  the 
need to make regu lar repayments on a promissory note, c) Minor criminal records for public 
drunkenness may be due to med ication; prior i ncarcerations for being d isorderly may be emotional 
disorder. 

G. VIOLENCE AGAINST WOMEN ACT 
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Any participant who requires a transfer under the Violence Against Women Act (VAWA) will 
be allowed to request to move by provid ing GDPM with the HUD approved certification form 
50006. 

GDPM will provide portability assistance to a family that has moved out of their assisted unit in 
violation of their lease under the Violence Against Women Act (VAWA).  This act creates an 
exception to this prohibition for families that are otherwise in compliance with their obligations 
to the Section 8 Program but have moved out of their assisted unit in order to protect the health 
or safety of an ind ividual who is or has been the victim of domestic violence, dating violence, or 
stalking and who reasonably believed he or she was imminently threatened by harm from future 
violence if he or she were to remain in the assisted dwelling uni t. 



Chapter 24 

OWNER OR FAMILY DEBTS TO GDPM 

[24 CFR 982.552] 

INTRODUCTION 

This chapter describes GDPM's policies for the recovery of monies that have been overpa id or 
debts owed  from  clients  residing  in GDPM housing  or Northland  Village. It describes  the 
methods that will be utilized for collection of monies and the guidelines for d ifferent types of 
debts. It  is GDPM's  policy  to meet the informational  needs  of owners  and families, and to 
communicate the program  rules  in  order to avoid owner and family  debts. Before  a debt is 
assessed  against a family or owner, the file must contain documentation  to support GDPM 's 
claim that the debt is owed. The file must further contain written documentation of the method 
of calculation, in a clear format for review by the owner, the family or other interested parties. 

When families or owners owe money to GDPM, GDPM will make every effort to collect it. GDPM 
will use a variety of collection tools to recover debts including, but not limited to: 

Requests for lump sum payments 

Payment agreements 

Abatements 

Reductions in HAP to owner 

A. REPAYMENT AGREEMENT  FOR FAMILIES  [24 CFR 982.552 (c)(v-vii)] 

A Repayment Agreement as used in this Plan is a document entered into between GDPM and 
the head and co-head of the household. It is similar to a promissory note, but contains more 
details regarding the nature of the debt, the terms of payment, any special provisions of the 
agreement, and the remed ies available to GDPM upon default of the agreement. 

There are some circumstances in which GDPM will not enter into a repayment agreement. They 
are: 

The family has ever entered into a Repayment Agreement with GDPM. 

GDPM determines that the family committed program fraud. 



The maxi mum amount for which GDPM wi ll enter into a payment agreement with a family is 
$2,500. If it is determined that the amount due exceeds $2,500, the family wil l be notified of the 
overpayment and wi ll be given ten (l 0) days business days fro111 the date of the notification in 
which to pay the excess over $2,500. If the family pays the excess amount, a Repayment 
Agreement can then be entered into. A client can only enter into one (l) Repay111ent Agreement 
during their lifetime. 

Terms of the Agreement 

A payment is due on the first of each month but no later than the fifth of each month. Ifthe fifth 
of the month is on a weekend or holiday, the due date will be at the close of the next business day. 
In the event that payment cannot be made by the fifth due to extenuating circumstances, a grace 
period will be given until the tenth of the month. In the event that payment is not received before 
the end of that grace period the client's participation in the Housing Choice Voucher Program 
may be terminated. 

If the family's repayment agreement 1s 111 al'l'ears, GDPM will issue a proposed notice of 
termination. 

If the family requests to move to another unit and has a repayment agreement in place and the 
repayment agreement is not in arrears, the family will be permitted to move. 

Ifthe family has a repayment agreement and wants to utilize portability they must pay the balance 
of the agreement in full. 

Repayment Sehednle for Monies Owed to GDPM 

Should the family's income change during the course of the repayment agreement term, the 
monthly payment will not be altered or adjusted. 

All repayment agree111ents requ ire at least one-third (l/3) or a 111ini111u111 of $ l 00 whichever is 
greater of the outstanding balance as a down payment. Minimu111 monthly payments shall not less 
than $50.00 Maximum duration of any repayment agree111ent is twenty-four (24) months. If the 
amount outstanding is less than $100.00 the full amount is payable immediately. It should be 
clearly understood that the installment of the repayment agreement plus the regular monthly rent 
payment is expected to be paid on time (i.e. by the fifth of each 111onth) 

If GDPM deter111i nes that the fami ly co111mitted program fraud, GDPM will not enter into a 
Repayment Agreement. 

G uidelines for Repayment Agreements 

Repayment Agreements will be executed between GDPM and the head of the household. 



Payments may only be made by money order or cashier's cheek. 

If the tenant enters into a Repayment Agreement and breaches the agreement, the family will be 
issued a proposed notice of termination. 

Ifthe family refuses to enter into a Repayment Agreement, GDPM will terminate the HAP contract 
assistance payments after providing an opportunity for an Informal Hearing. 

B. DEBTS DUE TO MISREPRESENTATIONS/NON-REPORTING OF 
INFORMATION 

[24 CFR 982.163] 

1-!UD's definition of program fraud and abuse is a single act or pattern of actions that: 

Constitutes false statement, omission, or concealment of a substantive fact, made with 
intent to deceive or mislead, and that results in payment of Section 8 program funds in 
violation of Section 8 program requirements. 

In determining whether the family violated their obligation to supply i nformation,  GDPM will 
consider whether the family supplied  the information  willfully  and within what timeframe.   If 
more than  one recertification  has  been  performed  with  the family  before  the  i nformation  is 
reported, this will be determined to be willful misrepresentation. 

If GDPM  feels  there  was  no  willful  intent  to  defraud,  GDPM  may  enter  into  a  Repayment 
Agreement for up to $2,500 with the family. 

Family Error/Late Reporting 

Families who owe money to GDPM due to the family's failure to report increases in income will 
be required to repay in accordance with the guidelines in this chapter. 

Program Fraud 

Families who owe money to GDPM due to program fraud will be requ ired to repay the amount in 
full within 45 days of notification.  Ifthe full amount is paid within this time period, and the family 
is still eligible, GDPM will continue assistance to the family. 

If a family owes an amount that equals or exceeds $5,000 as a resu lt of program fraud, the case 
will be referred to the Inspector General. Where appropriate, GDPM will refer the case for 
criminal prosecution. 

C. DEBTS DUE TO MINIMUM RENT TEMPORARY  HARDSHIP 



If the family requests a personal  hardshi p situation, he/she will have the right to appeal and be 
heard by a panel of GDPM staff to consider the exception 

Should the family's income change during the course of the repayment agreement term, the 
monthly payment will not be altered or adjusted. 

D. OWNER DEBTS TO GDPM [24 CFR 982.453(b)] 

lf GDPM determines that the owner has retained housing assistance or claim payments the owner 
is not entitled to, GDPM may reclaim the amounts from future housing assistance or claim 
payments owed the owner for any units under contract. 

If future housing assistance or claim payments are insufficient to reclaim the amounts owed, 
GDPM wil l: 

Request the owner to pay the amount in full within 30 days. 

Restrict the owner from future participation unti l the balance is paid in full. 

E. WRITING OFF DEBTS 

Debts will be written off if the debtor is deceased. 

F. DEBT OWED BY APPLICANTS ON WAITING LIST 

If it is determined that an applicant on the Housing Choice Voucher waiting list owes a debt to 
GDPM from residing in GDPM housing or Northland Village the cl ient will be required to pay 
the balance in fu ll before they can be issued a Housing Choice Voucher. 

Applicants who are found to owe a debt to GDPM will be sent a letter giving them one (I) year 
from the date of the letter to pay the balance in fu ll or they wi ll be removed from the Housing 
Choice Voucher wait list. If the applicant pays the debt within the year they will be placed back 
in active status on the waist list. Their placement on the list will be based on their date and time 
of application and any preferences for which the client qualifies. Ifthe applicant does not pay the 
balance within the year, their application will be withdrawn from the waiting list. 

If an applicant is already active in the Housing Choice Voucher program and a prior debt to GDPM 
is found, the client will be offered an opportunity to enter into a repayment agreement using the 
regu lations described in Section A of this chapter. 
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Chapter 25 

OWNER DISAPPROVAL  AND RESTRICTION 

[24 CFR 982.54, 982.306, 982.453] 

INTRODUCTION 

It is the policy of GDPM to recru it owners to participate in the voucher program. GDPM will 
provide owners with prompt and professional service i n order to maintain an adequate supply of 
available housi ng throughout the jurisd iction of GDPM. The regu lations define when GDPM must 
disallow an owner paiticipation in the program, and they provide GDPM discretion to disapprove 
or otherwise restrict the participation of owners in certain categories. This chapter describes the 
criteria for owner disapproval, and the various penalties for owner violations. 

A.         DISAPPROVAL  OF OWNER [24 CFR 982.306, 982.54(d)(8)] 

The owner does not have a right to participate in the program. For purposes of this section, "owner" 
includes a principal or other interested party. 

GDPM will d isapprove the owner for the following reasons: 

HUD or other agency directly related has informed GDPM that the owner has been 
disbarred, suspended, or subject to a limited denial of participation u nder 24 CFR part 24. 

HUD has informed GDPM that the Federal government has instituted an administrative or 
judicial action against the owner for violation of the Fair Housing Act or other Federal 
equal opportunity requirements and such action is pending. 

HUD has informed GDPM that a court or administrative agency has determined that the 
owner has violated the Fair Housing Act or other Federal equal opportunity requirements. 

Unless their lease was effective prior to June 17, 1998, the owner may not be a parent, 
child, grandparent, grandchild, sister or brother of any family member. GDPM will waive 
this restriction as a reasonable accommodation for a fami ly member who is a person with 
a disability. 

In cases where the owner and tenant bear the same last name, GDPM may, at its discretion, 
requ ire the family and or owner to certify whether they are related to each other in any 
way. 

The owner has committed fraud, bribery or any other corrupt act in connection with any 
Federal housi ng program. 

The owner has engaged in drug-related criminal activity or any violent crimi nal activity. 
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The owner has a history or practice of renting units that fail to meet State or local housing 
codes. History or practice is defined as four or more consecutive fai led i nspections for 
the same unit. 

The owner has a history or practice of failing to termi nate tenancy of tenants of units 
assisted under Section 8 or any other federally assisted housing program for activity by 
the tenant, any member of the household, a guest or another person under the control of 
any member of the household that: 

Threatens the right to peaceful enjoyment of the premises by other residents; 

Threatens the health or safety of other residents, of employees   of GDPM, or of 
owner employees or other persons engaged in management of the housing. 

Threatens  the  health  or  safety  of, or the  right  to peacefu l  enjoyment  of their 
residences, by persons residing in the immed iate vicinity of the premises; or 

Is drug-related criminal activity or violent criminal activity; 

The owner has not paid State or local real estate taxes, fines or assessments. 

B.   OWNER RESTRICTIONS  AND PENALTIES [ 24 CFR 982.453] 

If an owner has committed fraud or abuse or is guilty of frequent or serious contract violations, 
GDPM will restrict the owner from future participation in the program for a period of time 
commensurate with the seriousness of the offense. GDPM may also terminate some or all contracts 
with the owner. 

Before imposing any penalty against an owner GDPM wi ll review all relevant factors pertaining 
to the case, and will consider such factors as the owner's record of compliance and the number of 
violations. 

See Program Integrity Addendum for guidance as to how owner fraud will be handled. 

C.         CHANGE IN OWNERSHIP 

A change in ownership does not require execution of a new contract and lease. 

GDPM may approve the assignment of the HAP contract at the old owner's request. GDPM may 
approve the assignment, since they are a party to the contract. GDPM may deny approval of 
assignment of the contract, for any of the reasons listed in Section A. of this chapter. 
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GDPM will process a change of ownership if accompanied by a copy of the escrow statement or 
other document showing the transfer of title, recorded deed and the employee identification 
number or social security number of the new owner. 



Chapter 26 

TRANSFER POLICY 

There are certain categories of applicant/participant families who will not go on the waiting list, 
but will be offered a Voucher before an available Voucher is issued to the next family on GDPM's 
wa iting l ist. 

 
If GDPM has these situations, the applicant/partici pant family will be offered an available 
Voucher in this order: 

 
I. A participant family who requires a change in Certificate or Voucher size and also is 

living in a unit which is now overcrowded according to Housing Quality Standards 
(applicable to both Certificates and Vouchers) or under-occupied (in the Certificate 
Program only) for its family size. 

 
2. A participant family who requires a change in Certificate or Voucher size but is not 

living in a unit which is overcrowded (accordi ng to Housing Quality Standards) or under 
occupied or a participant family with a Voucher who requires a change in Voucher size 
and is living in a unit which is under occupied. 

 
3. Any participant family who requires a transfer under the Violence against Woman 

Act (VAWA) will be allowed to request to move by provid ing the GDPM   with the 
HU D approved certification form 50006. Please refer to GDPM's VAWA Transfer 
Policy located at the end of this chapter. 

4. GDPM will provide portability assistance to a family that has moved out of  its 
assisted unit in violation of the lease under the Violence Against Woman Act 

(VAWA) creates and exception to this prohibition for families that are 
otherwise in compliance with their obligations under  the Housing Choice 
Voucher Program but have moved out of their assisted unit in order to protect the health 
or safety of 

an individual who is or has been the victim of domestic violence, dating violence, 
or stalking and who reasonably believed he or she was i mminently threatened by 
her from further violence if he or she remained in the assisted dwelling unit. 

 
5. To ensure that i ndivid uals who are potentially displaced due to acquisition of property 

with financial assistance from the US Department of Housing and Urban Development 
have adequate housing choice; the Dayton Metropolitan Housing Authority may chose to 
offer displaced individuals a housing choice voucher. 

Under   Chapter 3: Relocation Payments -Families and Individuals; 3-4(b)3 
Agencies are encouraged to offer HCV to d isplaced tenants pursuant to Section 8 
of the United States Housi ng Act of 1937, as amended, and to offer referrals to 
comparnble replacement dwelli ngs whose landlords are wi ll ing to participate i n 
the HCV program.  The cl ient must meet all Housing Choice Voucher Program 
eligibility criteria in order to receive this voucher 
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6. Dayton Metropolitan Housing Authority may chose to offer vouchers to residents living

in publ ic housi ng that will be d isplaced by HUD approved demolition and or d isposition
activities requiring the relocation of residents as called for under Section 18 of the
Housing Act of 1937 as amended by the Quality Housing and

Work Responsibility Act of 1998.   The client must meet all Housi ng Choice 
Voucher program eligibility criteria in order to receive this voucher and vouchers 
must be available. 

7. US Department of HUD and Urban Development invites the housi ng authority to
administer vouchers for families that have been affected by eminent domain.  Dayton
Metropolitan Housing Authority wi ll provide assistance to these qualified families. The
client must meet a ll Housing Choice Voucher Program eligibility criteria in order to
receive this voucher.



MODEL EMERGENCY TRANSFER PLAN FOR 
VICTIMS OF DOMESTIC VIOLENCE, DATING 
VIOLECE, SEXUAL ASSAULT, OR STALKING 

lJ.S. Deparhnent of Housing and Urban Developn1ent 
OMB Approval No. 2577-0286 

Expires 06/30/201 7 

Grea ter Dayton Premier Management 

Emergency Transfer Plan for Victims of Domestic Violence, Dating Violence, Sexual 

Assault, or Stalking 

Emergency Transfers 

Greater Dayton  Premier  Management  (GDPM) is concerned  about the safety of its 

participants, and such concern extends to participants who are victims of domestic violence, 

dating violence, sexual assault, or stalking.  In accordance with the Violence Against Women 

Act (VAWA), 1  GDPM allows participants who are victims of domestic violence, dating 

violence, sexual assault, or stalking to request an emergency transfer from the participant's 

current unit to another unit.  The ability to request a transfer is available regardless of sex, gender 

identity, or sexual orientation. 2   The ability of GDPM to honor such request for participants 

currently receiving assistance, however, may depend upon a prelimi nary determination that the 

participant is or has been a victim of domestic violence, dating violence, sexual assault, or 

stalking. 

This plan identifies participants who are eligible for an emergency transfer, the documentation 

needed to request an emergency transfer, confidentiality protections, how an emergency transfer 

may oceur, and guidance to participants on safety and security.  This plan is based on a model 

emergency transfer plan published by the U.S. Department ofl-Iousing and Urban Development 

1 Despite the nan1e of this la\v, VAWA protection is available to all victiins of do1nestic violence, dating violence, 
sexual assault, and stalking, regardless of sex, gender identity, or sexual orientation. 
2 Housing providers cannot discri1ninate on the basis of any protected characteristic, including race, color, national 
origin, religion, sex, fan1i lial status, disability, or age. HUD-assisted and 1-IlJD-insured housing 1nust be 1nade 
available to all other\vise eligible individuals regardless of actual or perceived sexual orientation, gender identity, or 
n1arital status. 
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(HUD), the Federal agency that oversees that Housing Choice Voucher Program is in 

compliance with VAWA. 

Eligibility for Emergency Transfers 

A participant who is a victim of domestic violence, dating violence, sexual assault, or stalking, as 

provided in HUD's regu lations at 24 CFR patt 5, subpart L is eligible for an emergency transfer, 

if: the participant reasonably believes that there is a threat of imminent harm from further  

violence if the pmticipant remains within the same unit. Ifthe participant is a victim of sexual 

assault, the participant may also be eligible to transfer if the sexual assault occurred on the 

premises within the 90-ca lendar-day period preced ing a request for an emergency transfer. 

A participant requesting an emergency transfer must expressly request the transfer in accordance 

with the procedures described in this plan. 

Participants who are not in good standing may still request an emergency transfer if they meet 

the eligibility requirements in this section. 

Emergency Transfer Request Documentation 

To request an emergency transfer, the participant shall notify GDPM's management office and 

submit a written request for a transfer to their Housing Choice Voucher case manager, or at 400 

Wayne Ave. Dayton, OH 45410. GDPM will provide reasonable accommodations to this policy 

for individ uals with disabilities.  The partici pant's written request for an emergency transfer 

should include either: 

Fonn HU D-5381 
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I .  A statement expressing that the partici pant reasonably believes that there is a threat of 

imminent harm from further violence if the patiici pant were to remain in the same 

dwell ing unit assisted u nder GDPM's program; OR 

2. A statement that the participant was a sexual assau lt vietim and that the sexual assault

occurred on the premises during the 90-ealendar-day period preeeding the participant's

request for an emergency transfer.

Conficlentiality 

GDPM will keep confidential any information that the participant submits in requesting an 

emergency transfer, and information about the emergency transfer, unless the partici pant gives 

GDPM written permission to release the information on a time limited basis, or d isclosure of the 

information is required by law or required for use in an eviction proceed ing or hearing regarding 

termination of assistance from the covered program. This includes keeping confidential the new 

location of the dwelli ng unit of the patiicipant, if one is provided, from the person(s) that 

committed an act(s) of domestic violence, dating violence, sexual assault, or stalking against the 

participant.   See the Notice of Occupancy Rights under the Violence Against Women Act For 

All Participants for more information about GDPM's responsibility to maintain the 

confidentiality of information related to incidents of domestic violence, dating violence, sexual 

assault, or stalking. 

Emergency Transfer Timing and Availability 

GDPM cannot guarantee that a transfer request will be approved. GDPM will, however, act as 

qu ickly as possible to provide a voucher to relocate one who is a victim of domestic violence, 

dating violence, sexual assau lt, or stalking so that that individual may relocated to another 

dwelling. 

Form HUD-538 l 
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At the participant's request, GDPM will also assist participants in contacting the local 

organizations offering assistance to victims of domestic violence, dating violence, sexual assault, 

or stalk ing that are attached to this plan. 

Safety and Security of Participants 

Pend ing processing of the transfer and the actual transfer, if it is approved and occurs, the 

patticipant is urged to take all reasonable precautions to be safe. 

Participants who are or have been victims of domestic violence are encouraged to contact the 

National Domestic Violence Hotline at 1-800-799-7233, or a local domestic violence shelter, for 

assistance in creating a safety plan.  For persons with hearing impairments, that hotli ne can be 

accessed by calling 1-800-787-3224 (TTY). 

Participants who have been victims of sexual assau lt may call the Rape, Abuse & Incest National 

Network's National Sexual Assau lt Hotline at 800-656-HOPE, or visit the online hotline at 

https://ohl.rainn.org/online/. 

Participants who are or have been victims of stalking seeking help may visit the National Center 

for Victims of Crime's Stalking Resource Center at https://www.victimsofcri me.org/our- 

programs/stalking-resource-center. 

You may also contact Artemis Domestic Violence Center at 937-431-4537 

Form  HUD-5381 
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Chapter 27 
 

MONITORING  PROGRAM PERFORMANCE 
 
 

 
Monthly statistical reports are mainta ined and monitored for reviewing the waiting list, the 
outstand ing Vouchers, and the utilization reports to assure achievement of the outreach goal and 
the leasing schedule. 

 
Changes in approach are initiated on an as-needed basis, subject to program regu lations and 
funding limitations. 

 
GDPM will conduct supervisory quality control Housing Quality Standard inspections i n the 
amount of 5% of the total number of approved inspections completed per month. 

 
There wi ll also be a random audit of the following number of tenant files to assure all program 
requirements have been met and processed properly: 

 
applicants entering the program:  I O per quarter recertifications completed: 

 
40 per quarter families currently receiving assistance who requested to move: 

3 per quarter leasings:   10 per quaiier terminations from the program:  8 per 

quarter inspections schedu led:  5 new/movi ng families and 10 recertifications 

per quatier special programs (SRO, PBC, family unification):  2 per quaiier 

 
 

A.         50058 Submittal 
 

A HUD Form 50058 is to be completed for each family at the time of: 

new admissions 

interim 

redeterminations 

portability move outs 

annual recertification 
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portability move i ns 

end of participation 

FSS participation 

The forms must be submitted by the tenth of each month to the appropriate reporting site as 
directed by HUD. 

B. RECORDS FOR MONITORING  GDPM PERFORMANCE 

In order to demonstrate  compliance  with  HUD  and  other  pertinent  regulations,  GDPM  will 
ma intain 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 GDPM's operational proced ures objectively and  with 
accuracy. 

Records and reports will be maintained for the purpose of: 

• Demonstrating that at least 98% of families were selected from the waiting l ist in
accordance with the Admin Plan policies and met the correct selection criteria.

• Determining that at least 98% of randomly selected tenant files indicate that the
HA approved reasonable rents to owner at the time of initial lease-up and before
any increase in rent.

• Monitoring GDPM's practices for obtaining income information, proper
calculation of allowances and deductions, and utility allowances used to determine
adjusted income for families.

• Demonstrating that GDPM has analyzed utility rates locally to determine if there
has been a change of 10% or more since the last time the utility schedule was
revised.

• Determining that during the fiscal year GDPM performs supervisory HQS quality
control inspections for at least 5% of all units under contract.

• Determini ng that a review of selected files indicate that for at least 98% of failed
inspections, GDPM ensures timely correction of HQS deficiencies or abates 1-IAPs
or takes vigorous action to enforce family obligations.



27-3

Demonstrating that GDPM provides families and owners information that actively 
promotes the deconcentration of assisted families in low-income neighborhoods. 

• Demonstrating  that  Voucher  payment  standards  are  between  90-1 10% of  the
current FMR/exception rent limit unless otherwise approved by HUD.

• Demonstrating that 96-100% of reexams are processed on time.

• Demonstrating   that   less  than  2%  of  all  tenant  files  have  rent  calculation
d iscrepancies.

• Demonstrating  that  l 00% of newly leased units passed HQS  inspections before
HAP contract date.

Demonstrati ng that GDPM performs annual HQS inspections on time for 100% of
a ll units under contract.

• Demonstrating that GDPM leases 90 - 100% of budgeted  units during the fiscal
year.

• Determining that GDPM has filled 80 -100% of its FSS slots

• Demonstrating that at least 30% of GDPM's FSS participants have escrow account
balances.
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MODERATE REHABILITATION PROGRAM 

The Moderate Rehabilitation program has been under contract since l 982. The process required 
for costs estimates, rehabi litation, etc., wil l not be covered in this Administrative Plan since this 
process has already been completed and will not be requ ired in the futu re. 

A.         FAMILY PARTICIPATION 

The processes contained in the existing Section 8 Program Administrative Plan will be continued. 
The add itional items requ ired of the Moderate Rehabilitation Program are described below. 

Families on the GDPM waiti ng l ist wi ll be invited to apply with the owners of Moderate 
Rehabilitation units as the need arises. 

Upon notification of an available unit, applicants on the waiting list will be questioned by GDPM 
as to their desire for such a unit. Referrals will be made to the owner in groups of three (3). No 
certificate holders will be referred to this program unless the family specifically requests referral 
after unsuccessful attempts to find a suitable existing Section 8 unit. If the referrals made to the 
owner do not result in a suitable family for the unit after 30 days from the date of referrals, the 
owner will have the opportunity to refer eligible families into our office.  An owner cannot refer 
a family into our office for eligibility consideration that has been previously terminate from any 
housing assistance payments progam due to noncompliance or the family's request.  A moratorium 
of one year from the date of termination will be  placed on families  who  fall into the  above 
category. 

All applications of persons with disabilities will be so identified and referrals made as requested 
from owners of mod ified units.  The Section 8 Manager will be responsible for this action. 

Eligible families who notify the owner of their desire to move within the terms of their lease will 
be referred to the next available Moderate Rehabil itation unit as if they were next on the waiting 
list. 

Upon identification of an assisted family who is forced to move through no fault of their own, an 
interoffice memo will be sent to the GDPM Occupancy Manager informing their department that 
the family is to be offered the next available conventional unit as if they were next on the wa iting 
list. Simultaneously, the family will be referred to the owner of any appropriate Moderate 
Rehabilitation unit that is available or about to become available. If the fami ly is not adequately 
housed when the next appropriately sized existing Section 8 certificate or voucher becomes 
available, they will receive that certificate or voucher. 
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B.   ADJUSTMENTS  OF UTILITY ALLOWANCES  AND RENTS 

The utility allowance schedule and adjustments described in this Administrative Plan  will be 
utilized in this program. 

Approving utility allowances will be implemented with the tenant's next annual reexamination 
following the approval. 

C. MONITORING 

Maintenance and management complaints will be investigated by on-site inspections. Failure to 
take corrective action would be a violation of the contract and reason for termination. 

GDPM will respond to violations of the HAP Contract by issuing and identifyi ng the time limit 
for correction. Any requests  for extensions will be reviewed by the Section 8 Manager. All 
violations must be corrected within a 60 day maximum time period. A rei nspection will be 
conducted at that time and the violation will be corrected or the contract will be terminated. 

Should this action take place, the family occupying the unit i n violation will be issued a certificate 
with the funding that will be available from the terminated contract. The contract will be tracked 
by a special number at the end of the HAP Contract Number to identify that the family is 
participating under the Section 8 existing program with Moderate Reha bilitation funding. All 
regulations and procedures will be followed as if the family is a certificate holder in the existing 
Section 8 program. 
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Chapter 29 

SINGLE ROOM OCCUPANCY PROGRAM 

The Single Room Occupancy program has been under contract since 1994. The process required 
for costs estimates, reha bilitation, etc., will not be covered in this Administrative Plan since this 
process has already been completed and will not be required i n the future. 

GDPM will use a separate lease and housi ng assistance payment contract for each assisted person 
residi ng in a SRO unit.  [24 CFR 982.603] 

SRO Rent and Housing Assistance Payment [24 CFR 982.604] 

Pre-merger Regular Certificate Program 

The payment standard for SRO housing is 75 percent of the zero bedroom FMR. 

Utility Allowance 

The util ity allowance for an assisted person residing in SRO housing is 75 percent of the zero 
bedroom utility allowance. 

Housing Quality Standards 

GDPM will ensure that all SRO units approved for the program are in compliance with all of the 
Housing Quality Standards for SROs as regulated in 24 CFR 982.605. 

A. FAMILY  PARTICIPATION 

The processes contained in the existing Section 8 Program Administrative Plan will be continued. 
The additional items required of the Single Room Occupancy Program are described below. 

Famil ies on the GDPM waiting list will be i nvited to apply with the owners of Single Room 
Occupancy programs as the need arises. 

Upon notification of an available unit, applicants on the waiting list will be questioned by GDPM 
as to their desire for such a unit. Referrals will be made to the owner in groups of three (3). No 
voucher holders will be referred to this program unless the family specifically requests referral 
after unsuccessful  attempts to find a suitable existing Section 8 unit.  Ifthe referrals made to the 
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owner do not result in a suitable family for the unit after 30 days from the date of referrals, the 
owner wil l have the opportunity to refer el igible families into our office.  An owner cannot refer 
a family into our office for eligibili ty consideration that has been previously terminate from any 
housing assistance payments progam due to noncompliance or the family's request. A moratorium 
of one year from the date of termination will be placed on families who fall into the above 
category. 

Upon identification of an assisted fami ly who is forced to move through no fault of their own, an 
interoffice memo will be sent to the GDPM Occupancy Supervisor informing their department 
that the family is to be offered the next available conventiona l unit as if they were next on the 
waiting list. If the family is not adequately housed when the next appropriately sized existing 
Section 8 voucher becomes available, they will receive that voucher. 

B. ADJUSTMENTS   OF UTILITY ALLOWANCES  AND RENTS 

The utility allowance schedule and adjustments described in this Administrative Plan will be 
utilized in this program. 

Approving utility allowances will be implemented with the tenant's next annual reexamination 
following the approval. 

C. REEXAMINATION   OF FAMILY INCOME AND COMPOSITION 

GDPM must reexamine the income and composition of all families at least once every 12 months. 
After consultation with the family and upon verification of the information, GDPM will make 
appropriate adjustments in the total tenant payment and determine whether the family's unit size 
is still appropriate for the family. GDPM will adjust the tenant rent and the housing assistance 
payment to reflect any change in the total tenant payment. 

The family must supply any information requested by GDPM or HUD concerni ng changes i n 
income. If GDPM receives information concerning a change in the family's income or other 
circumstances between regularly scheduled reexaminations, GDPM will consult with the family 
and make any adjustments determined to be appropriate. Any change in the family's income or 
other circumstances that results in an adjustment in the total tenant payment, tenant rent, and 
housing assistance payments must be verified. 

The family must d isclose and verify socia l security numbers and must sign and submit consent 
forms for obtaining information with 24 CFR part 760 and 24 CFR part 813. 

A family's eligibility for housing assistance payments shall continue unti l the tota l tenant payment 
equals the gross rent.  The termi nation of eligibility at such point will not affect the family's other 
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rights under its lease, nor will such termi nation preclude the resumption of payments as a result 
of later changes in income, rents, or other relevant circumstances duri ng the term of the HAP 
contract. 

However, eligibil ity also may be terminated i n accordance with HUD requirements for such 
reasons as failure to submit requested verification information. 

D. OVERCROWDED AND UNDEROCCUPIED UNITS 

If GDPM determines that a contract unit is not decent, safe, and sanitary because of an increase in 
family size that causes the unit to be overcrowded or that a contract unit is larger than appropriate 
for the size of the family in occupancy under GDPM's subsidy standards, housing assistance 
payments with respect to the unit may not be terminated for this reason. The owner, however, 
must offer the family a suitable a lternative unit if one is available and the family shall be required 
to move. Ifthe owner does not have available a suitable unit withi n the family's ability to pay the 
rent, GDPM (if it has sufficient funding) must offer Section 8 assistance to the family or otherwise 
assist the family in locating other standard housing in GDPM's jurisdiction within the family's 
ability to pay, and require the family to move to such a unit as soon as possible. The family must 
not be forced to move, nor shall housing assistance payments under the HAP contract be 
terminated for the reasons specified here, unless the family rejects, without good reason, the offer 
of a unit that GDPM judges to be acceptable. 

E. RENT  ADJUSTMENTS 

Rent adjustments are subject to HUD guidelines with respect to rents changed for other subsidized 
or conventional housing units withi n GDPM's jurisd iction. 

Request for annual increases must be submitted, in writing, to GDPM prior to the anniversary date 
of the contracted unit. Increases will be granted using the appl icable Annual Adjustment Factors 
most recently published. 

Contract rents are subject to post-audit change including the correction of errors i n establishing 
the initial contract rent or in adjusting the contract rents. 

Special rent adjustments may be made by GDPM, with HUD approval, in accordance with 24 
CFR 882.715 (2) (2). 

F. LEASE TERMS 
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The lease term must be for one year or the remaining term of the contract if the remaining term of 
the contract is less than one year. 

After the first year of occupancy, a family may termi nate the lease by provid ing the owner and 
GDPM at least a 30 day notice to vacate and no more than a 60 day notice to termi nate. Notices 
to terminate by the tenant are irrevocable unless mutually agreed that the notice be withdrawn, in 
writi ng, by the tenant and the owner. If such agreement are not submitted timely (at least 15 days 
prior to the terminate date), papers will be issued and processed as if a new tenant is to occupy the 
unit. The family will be responsible for the contract rent during the interim between the 
termination date and the date a new lease is executed and signed. 

The owner may terminate a lease withi n the first year of occupancy with good cause (family 
malfeasance) through the eviction process. 

The owner may offer the family a new lease with at least a 60 day written notification prior to the 
commencement date of the new lease. Sufficient time for a response from the tenant will be 
specified in the request. Failure of the family to respond or accept the new lease shall be grounds 
for "other good cause" termination of tenancy by the owner. 

Through a written mutual agreement, the lease may be terminated. Such agreements must be 
submitted a minimum of 30 days prior to the date of termination. Such agreements relieve the 
tenant and GDPM from any obligation for unpaid rent or damages that may be found after the 
move out. No move out inspections will be performed on units where mutual termination 
agreements have been executed. 

G. MONITORING 

Maintenance and management complaints will be investigated by on-site inspections. Failure to 
take corrective action would be a violation of the contract and reason for termi nation. 

GDPM will respond to violations of the HAP Contract by issuing and identifyi ng the time limit 
for correction. Any requests for extensions will be reviewed by the Section 8 Manager. All 
violations must be corrected within a 60 day maximum time period. A reinspection will be 
conducted at that time and the violation will be corrected or the contract will be terminated. 

Should this action take place, the family occupying the unit in violation will be issued a voucher 
with the funding that will be available from the terminated contract. The contract will be tracked 
by a special number at the encl of the HAP Contract Number to identify that the family is 
participating under the Section 8 existing program with Single Room Occupancy funding. All 
regulations and procedures will be followed as if the family is a voucher holder in the existing 
Section 8 program. 
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Chapter 30 

PROJECT BASED CERTIFICATE PROGRAM 

The project based certificate program has been under contract since 1994 The process required for 
costs estimates, rehabilitation, etc., is not be covered in this Admi nistrative Plan since this process 
has already been completed and will not be required in the future. 

A. REDUCTION OF NUMBER OF UNITS COVERED BY HAP CONTRACT 

Owners must lease all assisted units under HAP contract to eligible families. Leasing of vacant, 
assisted unit to ineligible tenants is a violation of the HAP contract and grounds for all available 
legal remedies, including suspension or debarment from HUD programs and reduction of the unit 
or units under the HAP contract. Once GDPM has determined that a violation exists, GDPM will 
notify the HUD field office of its determination and the suggested remed ies. At the d i rection of 
the HUD field office, GDPM will take the appropriate action. 

If,at any time beginning 180 calendar days after the effective date of the HAP contract, the owner 
fails for a period  of l80 continuous calendar days to have the assisted units leased to families 
receivi ng housing assistance or to families who were el igible when the initially leased the unit but 
are no longer receivi ng housing assistance, GDPM may, on at least 30 calendar days notice, reduce 
the number of units to the number of units actually leased or available for leasing by eligible 
families plus l0 percent (rounded up). Ifthe owner has only one unit under HAP contract and if 
one year has elapsed since the date of the last housi ng assistance payment, the HAP contract may 
be terminated with the consent of the owner. 

GDPM will agree to an amendment of the HAP contract to provide for subsequent restoration of 
any reduction made if GDPM determines that the restoration is justified by demand, the owner 
otherwise has a record or compliance with obligations under the HAP contract, and contract 
authority is available. 

B.      RESPONSIBILITIES OF GDPM 

GDPM will: 

brief the family regarding their obligations under the project-based certificate program: 
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approve contract rent adjustments, and make rent reasonableness determinations 

for unit which are not Housing Authority owned; inspect the units during the term 

of the HAP contract; and 

ensure that the amount of assistance that is attached to units is within the amounts available 
under the ACC. 

When a fami ly is selected to occupy a project-based unit, GDPM will provide the family with 
information concerning the tenant rent and any applicable utility a llowance and a copy of the 
1-IUDprescribed lead-based paint brochure. The family must also, wither in a group or individual 
sessions, be provided with a full explanation of the following: 

family   and  owner  responsibi lities  under  the   lease  and  HAP  contract; 

information on Federal, State, and local equal opportunity laws; 

the fact that the subsidy is tied to the unit, that the family must occupy a unit 
constructed or rehabilitated under the program, and that a family that moves from 
the unit does not have any right to continued assistance; 

the likelihood of the family receiving a Housing Choice Voucher after the HAP contract 
exp!l'es; 

the family's option  under the program,  if the family  is required  to move  because of a 
change in family size or composition; 

information on GDPM 's proced ures for conducting informal hearings for 
participants, includ ing a description of the circumstances i n which GDPM is 
required to provide the opportunity for an informal hearing, and of the procedures 
for requesting a hearing. 

C. FILLING VACANCIES 

Upon notification of a vacancy, GDPM will refer to the owner appropriate-sized families from its 
wai ting list. There will be at least three applicants referred to the owner for each vacant unit. 
Owners will in turn advise GDPM of the acceptance or denial of each applicant after conducting 
proper screening. 

In the event that no applicants have been accepted after thi rty days, the owner may make his own 
referrals to GDPM who will screen the owner's referral for program eligibility (24 CFR 882.753). 
An owner cannot refer a family into our office for eligibility consideration that has been previously 
terminated from any housing assistance payments program due to noncompl iance or the family 's 
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request. A moratori um of one year from the date of termi nation will be placed on families who 
fall into the above category. 

The owner is responsible for screening and selection of tenants. The owner must adopt written 
tenant selection proced ures that are consistent with the purpose of improvi ng housing 
opportunities for very low-income families, and reasonably related to program eligibil ity and an 
applicant's ability to perform the lease obligations. 

The owner must promptly notify, in writi ng, any rejected applicant of the grounds for any 
rejection.  If the owner rejects an application from the family who believes that the rejection was 
a result of unlawful discrimination, the family may request the assistance of GDPM In resolving 
the issue. The family may also file a discrimination complaint with the I-IUD field office or 
exercise other rights provided by law. 

D. TERMINATION OF PARTICIPATION 

Families may be terminated or withdrawn from the program when: 

I .        a preponderance of evidence exists involving the tenant, member of the household, 
or guests, in drug-related activities on or in the rental prope1ty; or if the tenant or 
members of the household have had such involvement in the larger community and 
evidence is presented to support termination action. 

2. a preponderance of evidence exists involving the tenant, members of the household
or guests, i n violent criminal activity in or on the rental property; or where such
evidence exists involving the tenant or members of the household in the larger
community. Examples of violent crimes are but not limited to: child abuse or
molestation, rape, assault with a dead ly weapon, grand theft, theft by use of a
deadly weapon, etc.

3. a family fails to meet its obligation under the terms of the Family Responsibility
Statement.

E. TERMINATION OF CONTRACT BY GDPM 

Termination of contract by GDPM may be attached when an owner does not mainta in the housing 
unit(s) in accordance with GDPM's I-lousi ng Quality Standards (1-IQS). If, after a second 
inspection a unit fails, payments will be abated. The owner is then responsible for contacti ng 
GDPM for a final i nspection within 15 working days. If the owner fai ls to reschedule a 
reinspection, or the unit fa ils for a third time, GDPM, at its discretion may provide the owner with 
a 30 day notice of termi nation for the failing unit.  Should cond itions mandate, such action may 
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be instituted against more than one unit. If the owner has not compl ied prior to the established 
deadline, no further HAP payments will be authorized for the failing unit(s). The 
CertificateNoucher will be withdrawn from the project based program and reissued to the tenant 
who may seek other housing under the existing program unless GDPM has determined that it does 
not have sufficient funding for continued assistance for the family. 

If the unit is not occupied by an assisted family at the time of contract termi nation, then the 
ava ilable funds under the ACC that were previously committed for support of the project-based 
assistance for the unit will be used for GDPM's certificate program. 

F. INSPECTIONS 

After the initial lease up, units must be maintained in accordance with GDPM's HQS. Should a 
unit fail to meet these standards, payments may be abated or the contract for that unit may be 
terminated. 

G. REEXAMINATION OF FAMILY INCOME AND COMPOSITION 

GDPM must reexamine the income and composition of all families at least once every 12 months. 
After consultation with the family and upon verification of the information,  GDPM will make 
appropriate adjustments in the total tenant payment and determine whether the family's unit size 
is still appropriate for the family. GDPM will adjust the tenant rent and the housing assistance 
payment to reflect any change in the total tenant payment. 

The family must supply any information requested by GDPM or HUD concerning changes in 
income. If GDPM receives information concerning a change in the family's income or other 
circumstances between regu larly scheduled reexaminations, GDPM will consult with the family 
and make any adjustments determined to be appropriate. Any change in the family's income or 
other circumstances that results in an adjustment in the total tenant payment, tenant rent, and 
housing assistance payments must be verified. 

The family must disclose and verify social security numbers and must sign and submit consent 
forms for obtaining information with 24 CFR part 760 and 24 CFR patt 813. 

A family's eligibility for housing assistance payments shall continue until the total tenant payment 
equals the gross rent. The termi nation of eligibility al such poi nt will not affect the family's other 
rights under its lease, nor will such termination preclude the resumption of payments as a resu lt 
of later changes in income, rents, or other relevant circu mstances during the term of the HAP 
contract. However, eligibility also may be termi nated i n accordance with HUD requirements for 
such reasons as failure to submit requested verification information. 
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H.        OVERCROWDED  AND UNDEROCCUPIED  UNITS 

IfGDPM determines that a contract unit is not decent, safe, and sanitary because of an i ncrease in 
family size that causes the unit to be overcrowded or that a contract uni t is larger than appropriate 
for the size of the  family i n occupancy under GDPM's subsidy standards, housing assistance 
payments with respect to the unit may not be terminated for this reason. The owner, however, 
must offer the family a suitable alternative unit if one is available and the family shall be required 
to move. Ifthe owner does not have available a suitable unit withi n the family's ability to pay the 
rent, GDPM (if it has sufficient funding) must offer Section 8 assistance to the family or otherwise 
assist the family in locating other standard housi ng i n GDPM's jurisdiction within the family's 
ability to pay, and require the family to move to such a unit as soon as possible. The family must 
not be forced to move, nor shall housing assistance payments under the HAP contract be 
terminated for the reasons specified here, unless the family rejects, without good reason, the offer 
of a unit that GDPM judges to be acceptable. 

1 RENT ADJUSTMENTS 

Rent adjustments are subject to HUD guidelines with respect to rents changed for other subsidized 
or conventional housing units within GDPM's jurisd iction. 

Request for annual increases must be submitted, in writing, to GDPM prior to the anniversary date 
of the contracted unit. Increases will be granted using the appl icable Annual Adjustment Factors 
most recently published. 

Contract rents are subject to post-aud it change including the correction of errors in establishing 
the initial contract rent or in adjusting the contract rents. 

Special rent adjustments may be made by GDPM, with HUD approval, in accordance with 24 
CFR 882.715 (2) (2). 

J.        LEASE TERMS 

The lease term must be for one year or the remaining term of the contract if the rema ining term of 
the contract is less than one year. 

After the first year of occupancy, a family may terminate the lease by providing the owner and 
GDPM at least a 30 day notice to vacate and no more than a 60 day notice to terminate. Notices 
to terminate by the tenant are irrevocable unless mutually agreed that the notice be withdrawn, i n 
writing, by the tenant and the owner. If such agreement are not submitted ti mely (at least 15 days 
prior to the terminate date), papers wi l l be issued and processed as if a new tenant is to occupy the 
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unit. The family will be responsible for the contract rent during the interi m between the 
termination date and the date a new lease is executed and signed. 

The owner may terminate a lease within  the fi rst year of occupancy with good cause (family 
malfeasance) through the eviction process. 

The owner may offer the family a new lease with at least a 60 day written notification prior to the 
commencement date of the new lease. Sufficient time for a response from the tenant will be 
specified in the request. Failure of the family to respond or accept the new lease shall be grounds 
for "other good cause" termi nation of tenancy by the owner. 

Through a written mutual agreement, the lease may be terminated. Such agreements must be 
submitted a minimum of 30 days prior to the date of termination. Such agreements relieve the 
tenant and GDPM from any obligation for unpaid rent or damages that may be found after the 
move out. No move out inspections will be performed on units where mutual termi nation 
agreements have been executed. 

K.         PARTICIPATING  FAMILIES 

Families participating in GDPM's PBC program will not be restricted from applying for and 
receiving those services provided under family oriented initiatives implemented such as Family 
Self Sufficiency . Any social services, job training, educational, counseli ng, etc., programs 
administered by GDPM will be offered to participants in the PBC program administered by 
GDPM, unless otherwise prohibited by HUD. 
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FAMILY UNIFICATION  PROGRAM 

GDPM has been awarded Housing Vouchers to use in conjunction with the Family Unification 
Program. GDPM will work with the Montgomery County Children's Service (MCCS) department 
to provide affordable housing resources for very low income renters for whom the lack of adequate 
housing is a primary factor in having their children released from out-of-home care. 

MCCS case reviewers review all cases which have been approved for reunification where 
reunification has not been achieved to determine whether the lack of housing is preventing 
implementation of the reunification plan. Eligible families will be all families whose children are 
at risk of placement and have inadequate housing or who are engaged in reunification activities for 
whom a case plan goal of adequate housing is identified. 

MCCS case reviewers will be requ ired to indicate if the family appears to have substantially met 
the other objectives of their case plan. Families who have substantially met the case plan and still 
need housing will be reviewed by MCCS Case Review Services. Ifthe reviewer concurs with the 
staff assessment ofreunification readiness, a meeting with the caseworker and reviewer will be held 
to determine whether the family is able to ma i ntai n adequate housekeeping standards. Upon 
agreement that the above criteria are met, the reviewer will ce1tify the family eligibility and refer 
the case to GDPM for approval for Section 8. 

Once a family has been referred to GDPM, all eligibility requirements wi ll be reviewed as outlined 
i n Chapter 4 of this Plan. Once determined eligible, a family will be required to attend a briefing 
session and will be issued a Housing Voucher. 

MCCS currently has a staff person who is committed full-time to seek i ng housing for clients. This 
position is located within their In-Home Services Department. Currently, cases are prioritized so 
that any family who is homeless or about to become homeless, while the case is bei ng served in 
their Intake Department, are the priority for intensive assistance. This person works closely with 
area homeless shelters so that service activity is not duplicated. In addition, on a weekly basis, 
available housing stock is updated and provided to supervisory staff so that caseworkers can also 
assist clients in their search for adequate, affordable housing. 

Once a family has located a suitable unit, a Request for Approval of Tenancy will be submitted to 
GDPM.  All policies and proced ures outlined in Chapter 12 and 13 of this Plan will be followed. 

MCCS has an additional support staff to assist clients with concrete resources: i.e., utilities, 
furnishings and appliances so that the family unity can be sustained or achieved. 

If,during the course of the contract, a family should have their children placed in foster care, their 
family household will be reviewed.  If it is determined that the children will not be reunified with 
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the head of household, they will be reissued a Housing Voucher appropriate to their new family size 
and will be removed from the family unification allocation. 
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Chapter 32 
 

FAMILY SELF-SUFFICIENCY ACTION PLAN 
 
 
 

A. PURPOSE 
 

The purpose of the Family Self-Sufficiency Program  (FSS) is to establish a partnership 
between public agencies, private corporations, and Dayton Metropolitan Housing 
Authority (GDPM).  This collaborative makes every effort to sense, serve, and satisfy 
the needs and wants of low income families who are eligible for rental subsidy under 
Section 8 programs, by providing comprehensive supportive services. It is intended that 
these services wi ll foster among the FSS participants self-sufficiency and economic 
independence that will position the family to break the cycle of dependency on public 
assistance and rental subsidy programs. 

 
 

B. NEEDS ASSESSMENT FOR THE FSS PROGRAM 
 

Currently there are approximately 3,506 Voucher households  in GDPM's jurisdiction. 
The racial composition of our Section 8 programs is 15% white, 84% African-American, 
and 1% other. The problems of low-income families living in Montgomery County are 
varied: 

 
o Many families lack the education, training, and skills to compete for employment. 

They lack resources to pay for transportation, clothing, and child care while seeking 
or holding a job. 

 
o The lack of skills necessary to be competitive in the job market perpetuates  the 

inability of families to earn sufficient income to break the cycle of dependency on 
public assistance and rental subsidy programs. 

 
A variety of services including child care, after school care, career testing assessments, 
work place literacy and work readiness programs, and life skills training arc needed so 
that i ndividuals can live up to their potential, bu ild greater self-esteem, and finally open 
the doors of opportunity. Ind ividuals will require meaningful employment with options 
to advance, while providi ng subsistence and comprehensive hea lth benefits. 

 
The extensive need for services will requ ire years of supportive services. GDPM 
estimates that 70 families will participate and receive services duri ng the program's 
operation. This wi ll, of course, depend on the avai lability and allocation of vouchers. The 
supportive agencies are prepared to provide services for the program participants. 
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The role of the PCC is to secure commitments from publ ic and private resources and to 
implement the program's action plan. The PCC met monthly beginning March 1994, until 
the program began running smoothly. As the program has matured, smaller working 
committees, particularly those which interface d irectly with the clients  or  the  FSS 
Coord inator (see below, Staffing Implementation Schedule, VII) have been formed. The 
FSS Coordinator has the authority to call the PCC together on an as needed basis, when 
applica ble, to meet more than or less than monthly accord ing to the current goals and 
needs. 

D. EMPLOYMENT TRAINING AND EDUCATION 

As part of the PCC, the Legal Aid Society, Prestige Construction, Educational 
Opportunity Center, City Commission, Planned Parenthood, the City of Dayton, Family 
Service Association, OSU Extension, Montgomery County Human Services, Supportive 
Council of Preventative Effort (SCOPE), Miami Valley Career Technology Center, 
Combined Health District of Montgomery County, Miami Valley Child Development 
Center, Alcohol Drng Abuse and Mental Health Services (ADAMI-IS) and GDPM work 
closely with the FSS Program  Coord inator to provide  integrated employment training, 
education, and job referrals to FSS program participants. 

E. HOUSING 

Within the PCC, GDPM will be responsible for the administration of the housing 
assistance. 

F. COMMITMENT OF PRIVATE AND PUBLIC RESOURCES 

Various Montgomery County socia l service agencies, as well as private corporations, 
have indicated a willingness to provide services for participants in the FSS program as 
part of the PCC. In addition to the employment and housing services noted above in IV, 
the following are brief descriptions of other services to be provided by local agencies. 
The PCC will strive continuously to add more agencies and private resources to cooperate 
with the program as it progresses. 

Child Care and Head Start: Department of Human Services, SCOPE, Miami Valley Child 
Development Center, Mel issa Bess Day Care Center 
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Work  Place  Li teracy  and  Work  Readiness  Program:   Department of Human 
Services, Roosevelt Center, Project READ, Dayton Urban League 

Completion  of Secondary or Post Secondary Ed ucation:  Sinclair Community College, 
Wright State University, University of Dayton, Wilberforce College, Central State 
University, Miami Jacobs Junior College, ITT Technical Institute,  Miami Valley Career 
Technology Center 

Substance   Abuse   Treatment   and   Counseling   and   Crisis   Management:   A 
DAMHS (possible referrals to  Day-Mont  West, Inc., Good  Samaritan Hospital,  
Project CURE, Eastway Mental Health Center ) 

Training in Life Management  and Parenting  Skills:  Family Service Association, Dayton 
Board of Education Family Life Program, MCCAA, Children Services Board, Attemis, 
OSU Extension, Womanlinc, St. Joseph's Treatment Center 

Training in Money Management:  Family Service Association, SCOPE, Dayton Board  of 
Education Family Life Program, OSU Extension Master Money Management 

Training  in  Household  Management: Family  Service  Association,  Children  Services 
Board, Dayton Board of Education Family Life Program, SCOPE, OSU Extension 

Opportunities    for    Homeownership:      GDPM's   New   Visions   to   Homeownership   
in conjunction  with  St. Mary's  Development  Corp.,  City of Dayton,  Builders 
Academy, HOPE programs 

G. STAFFING & IMPLEMENTATION SCHEDULE 

GDPM's staffing plan includes two FSS Coordinators from its own administrative fees, 
who are initially responsible for program development and case management. This 
position was filled April 4, 1994. The FSS Coord inator reports to the Family Self- 
Sufficiency Supervisor. 

H. FSS  PARTICIPANT  

SELECTION Supportive Services 

Famil ies to be selected to participate in this program must be current Section 8 Certificate 
or Voucher holders. The FSS participant must be wi lling to sign a Contract of 
Participation and require at least one basic supportive service. 
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Basic supportive services include, but are not limited to: 

 
D work place l iteracy and work readiness programs 

 
education for completion of secondary or post secondary schooling 

 
• job trai ning, preparation, and counseling 

 
 

• job development and placement 

 
• substance abuse treatment and counseling 

 
• training/assistance i n money management 

 
• training/assistance in household management, nutrition and parenting 

ski lls 

 
• training/assistance  in life management skills 

 
• child care I Head Start 

 
• transportation needs 

health care services 

• case management 
 

any other services and resources appropriate to assist participants  i n 
achieving economic independence and self-sufficiency 

 
Selection of Cu rrent Participants 

 
Section 8 residents will be informed of the FSS program through presentations at 
reexamination briefings. Each resident receives an FSS fact sheet that provides 
information about the FSS program and contact information. Interested residents may 
make contact with the FSS Coordinator to schedule an appointment and receive 
application and personal assessment. 

 
Motivational Screening Factors 
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I. Withi n the targeted and nontargeted selections, GDPM may use motivational 
screening factors to determine which families will be selected, and these factors 
can be tied to performance. 

2. Failure to complete the specified tasks, or attend requ i red appointments, for
example, could result in the family not being selected to participate in the FSS
program.

3. Acceptable motivational screening factors solely measure the family's interest and
motivation to participation in the FSS program. These factors cannot be used to
accept or deny a residents entrance into the program.

4. Motivational screening tasks must be:

• Read ily accomplishable by the family

Based   on   the   family   members'   educational levels   and   any
disabilities

5. Reasonable accommodations must be made for individuals with mobi lity, manual,
sensory, speech impairments, mental or developmental disabilities.

Targeted Selections 

1. .  GDPM will give a selection preference to families who have one or more
family members currently enrolled in or on the waiting l ist for an FSS-related
service program (e.g. JOBS, JTPA, MCCAA).

2. This selection preference is limited to 50% of the total FSS slots.

Non targeted  Selections 

l . GDPM will fill nontargeted FSS slots on a first-come first-serve basis by call-in or 
walk-in response after the information is provided at the Section 8 briefing. 

2. Any family wanting to participate  in this program  that was skipped due to the
unavai labil ity of a support service, may be provided a nontargeted FSS slot 
selection preference when the missing service becomes available. 

Waiting List Maintenance 
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The Section 8 Voucher participants who express a desire to participate in the FSS program 
will be placed on a waiting list if the FSS Coordi nator cannot accepted them into the FSS 
program based on caseload. 

Change in Family Composition 

GDPM will make any determi nation as to how the Contract of Paiticipation  will  be 
hand led if the family spl it up. 

Exceptions  to the Waiting List Order 

I .      Ifafter the determi nation of needs GDPM decided a primary service     requ i red by 
the family to achieve self-sufficiency is not available, the family shall be skipped 
because of the unavailability of supportive services. If that service later becomes 
available, GDPM shall offer the family participation in the FSS program, a ll other 
requirements being met. 

2. If there is an outstanding monetary obligation owed to GDPM, participation may
be denied until the amount is paid back to the Housing Authority in full.

3. If a family has previously participated in FSS, GDPM may refuse to allow
participation.  However, these situations will be evaluated on an ind ividual basis.

Nondiscrimination

In selecting families for the FSS program, assurances will be confirmed that the
selection was made in a nondiscriminatory manner without regard to race, color,
religion, sex, family status, national origin, sexual orientation, or the cond ition of
being blind, visually hand icapped, physically handicapped, or menta lly impaired.
This will comply with Title VI of the Civil Rights Act of 1964 as amended, Title
VIII of the Civil Rights Act of 1968 as amended, and Executive Order 11063.

GDPM will not discriminate against otherwise qual ified persons because of their
disabilities. GDPM will make reasonable accommodations to the person's
disability to allow participation in the FSS Program. GDPM may decide that an
accommodation is not reasonable if it causes undue financia l and/or administrative
burdens.

If a family previously participated in the FSS program and did not meet its
obligations and was terminated, the family may be denied future partici pation.
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Families may be denied participation in the program if they owe money to GDPM 
or any other housing authority in connection with Section 8 or public housing 
assistance. 

Furthermore, GDPM assures that a family's election to not participate  in the FSS 
program will not affect the family's admission to the Section 8 program. 

Outreach 

I . Applicants on the waiting list will receive a full briefing about FSS and its 
program req uirements, when they receive a Section 8 Certificate or 
Voucher. 

2. GDPM's goal is to encourage applicants from all eligible families. GDPM
will continue to notify those residents who qualify for selection preference
as well as other current residents through the following methods:

a. resident newspaper

b. contact with all local service providers
c. contact with local minority agencies
d. flyers at government/service agencies throughout the County
e. contact at the time of annual reexamination appointments
f. contact at time of initial briefing

3. A family may be selected for participation in the FSS program whether or
not family members are already employed. A goal of the FSS program  is
to help the underemployed obtain better jobs and become free of housing
subsidies.
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4. FSS  participants  may  be  selected  from  current  tenants  of project-based
certificate units.

Briefing and Information Session 

The program's basic objective and goa l is to help the participant to achieve self-sufficiency. 
It is recognized that permanent affordable housing is paramount to achieving this goal. 

In order to assist the applicants with making thei r decision whether to participate in the 
FSS Program, they will receive i nformation regarding the program during thei r Section 8 
reexamination  briefing. 

This session wi ll include, but is not limited to the following information: 

the needs assessment process 

• explanation of the program requirement that the Head of Household
seeks and maintains employment

how supportive services will be accessed

• how case management works for the participant

• the Contract of Participation and what it means

• the Section 8  Voucher requirements

• the 5 to 7 year length of participation

• the escrow account, includ ing possible forfeiture

• possi ble termination of supportive services

possible termination of housing assistance

I. NEEDS ASSESSMENTS FOR THE PROGRAM PARTICIPANTS 

A comprehensive needs assessment wi ll be filled out by each family prior to signing a 
Contract  of  Participation.  This   assessment   will   be   evaluation   by   the   FSS 
Coord i nator/Case Manager and may include other family members. 

An individualized Service and Training Plan wil l be developed which shall include: 
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• the family's goals both short-term and long-term

• the supportive services that the family requires to achieve its goals

• service providers with whom the family will be working

• a list of steps necessary to complete the family's training plan and the milestones
of that plan

the interim goal of all family members becoming free from public assistance for
one year before the end of the Contract of Participation

The needs assessments will be reviewed, monitored, and tailored as necessary by the FSS 
Coordinator/Case Manager.  Each Plan will be reviewed at least quarterly. 

J. CASE MANAGEMENT 

Case management is a key factor for ensuring comprehensive supportive service delivery. 
Case management establishes a systematic, supportive,  continuous  process  in which 
fam ilies are actively involved in planning the steps they can take to improve their self- 
sufficiency and in evaluating the results. Case management is not merely service 
brokering, but a problemsolving partnership among practitioners and clients. GDPM is 
contributing sufficient funds to retain an FSS Coord inator who will fulfill these 
objectives: 

• Assist with briefing the applicants

Provide information and referral services to program participants

• Assist in identifying and utilizing appropriate community resources

• Coordinate supportive services for participants  with various Hea lth and Human
Services/Community Service agencies, and other private not for profit groups

• Monitor participant's progress in meeting goals

Work with other agencies' case managers

• Provide program participant follow-up for at least one year after self-sufficiency is
achieved

• Track program  participants  after they  have moved  from subsid ized housing  to
compile a family profile database for outcome and impact measurements
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K. CONTRACT OF PARTICIPATION 

The Contract is an agreement between GDPM and the participating family that states: 

• the provisions of the program
• specifies the resources and appropriate supportive services necessary to assist the

participating family in achieving economic independence and self-sufficiency, and

• the responsibilities and obligations of the participating family.

The contract  shall assett that GDPM may terminate or withhold supportive services or 
terminate Section 8/Conventional assistance if the family fails to comply with the 
requirements of the contract. 

The contract shall specify that each participating family will  be required to fulfill the 
obligations within five years of entering into the contract. GDPM can extend the term of 
the contract for up to an additional two years for the participating family that requests an 
extension, if GDPM finds good cause exists for granting the extension. Good cause exists 
if the circumstances which prevented completion of the contract were beyond the control 
of the family, such as a serious illness or involuntary loss of employment. 

The person designated as the Head of the participating family shall be required under the contract 
to seek and maintain suitable employment followi ng completion of a job training program 
if required as a condition of the contract. 

The Head of Household may attend school only as a pre-condition  to seeking employment, but 
after completion of the course of study the Head of the Household must seek and maintain 
a suitable job.  School may not be substituted for employment. 

GDPM has the ulti mate responsibility of determining if the Head of Household's 
employment is deemed "suitable" for FSS purposes. This decision must be made in 
conjunction with the Head of Household, and it must be based on the person's skills, 
education, and the available job opportunities within GDPM's jurisdiction. The overall 
objective should include employment that will propagate self-sufficiency. GDPM may 
delegate this responsibility to the FSS Coordinator/Case Manager based on 
recommendations from the PCC. Ifthe Head of Household leaves the family or becomes 
medically unable to work during the term of  the  Contract  of  Participation,  and  the 
remai ning family members continue participation in the rental Certificate or Voucher 
program, the  contract of participation must be revised to designate a new Head of 
Household who must seek and maintain employment. 
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"Seek employment" means that the Head of Household provides documented proof that 
he/she is actively looking for a job, applying for work, going on job interviews, etc. If the 
FSS family does not seek and maintain employment as specified  in the FSS contract of 
Patticipation or never finds employment during the contract's five year term, the family 
will not have met its obligations and GDPM may terminate the family's participation i n 
the FSS Program. 

The FSS Coordinator/Case Manager shall provide counseling for the participati ng family 
with respect to seeking, securing, and maintaining affordable rental (and, as appropriate, 
homeownershi p) opportunities in the private housi ng market. This counseling  shall 
include information on an ind ividual's rights under the Fair Housing Act. 

The Case Manager may continue to offer the FSS family supportive services if 

the family has completed its contract; 

• the head of household becomes employed; or

• the continuation of supportive services would strengthen the efforts of the family
to  become or remain self-sufficient.

The services may continue at the discretion of GDPM as long as the family is receiving 
rental assistance for any of the housing programs. 

The parties to the contract may mutually agree to make changes to the contract, terms of changes 
must be acceptable to all parties, and provided the changes are consistent with the goals 
of the program. 

L. TERMINATION OF THE CONTRACT OF PARTICIPATION 

A. GDPM Termi nation of the Contract of Participation 

1. GDPM may terminate the Contract of Participation when the participating
family has successfully completed the contract and achieved self- 
sufficiency.

2. The mutual consent of all parties has been attained; the mutual consent of
all parties can include, but is not limited to the following situations:

a. the support services are not available
b. family moves to an area where no support services are

available. 

3. The participating family chooses to leave the FSS Program and forfeits its
escrow account.

Dayton tvletropolitan Housing Authority Ad111inistrative Plan 
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4. A participating family has failed to meet the FSS obligations.

5. The participating fami ly member is involved i n illegal activities includ ing
drug-related activities or violent criminal activities or allows a visitor or
guest to engage in illegal activities.

6. The family fa i ls to meet its obligations under the Section 8 or conventional
program, includ ing but not limited to:

a. failure to report income or changes i n family composition

b. failure to provide requ ired forms

c. failure to allow inspections of dwelling unit

d. failure to provide requested information

7. If the participant has committed any fraud in connection with any federal
housing assistance program.

8. Ifthe participant has violated any obligation under the Section 8 Voucher
or conventional programs.

9. If the participant has committed such other acts as is deemed i nconsistent
with the purpose if the FSS Program.

B. If an FSS family feels they have been wrongfully terminated from the FSS 
program, a heari ng can be conducted in compliance with GDPM's Grievance 
Procedures and Administrative  Policy. 

C. A family who has been terminated from the FSS program may, at GDPM's 
d iscretion, be prohibited to participate in the FSS program again. 

M. RENT  DETERMINATIONS 

During the term of the Contract of Participation, the income of the family that is used to 
calcu late the family's rent shall be computed i n accordance to 24 CFR Part 5, Subparts E 
and F, as appropriate. 

Initially the participating family's rent shall be computed in accordance with the 
appropriate regulations. 
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The participating fami ly must report all changes in income to GDPM in accordance with 
its Section 8 Voucher requirements. 

The family's rent will be increased if there is an increase in the participant family's income in 
accordance with the proced ures established in GDPM's Administrative Plan. 

N. ESCROW ACCOUNTS 

A participating family's earned income may increase during the term of the Contract of 
Participation. GDPM shall establish an interest-bearing escrow account for participating 
families whose adjusted income is less than 80% of median income. GDPM will credit to 
an escrow account a portion of the increase of rent that would otherwise result from 
i ncreases in earned income during the Contract of Participation. The amount deposited 
into the escrow account varies dependi ng on the income of the family and is only based 
on mcreases in earned income that occurs after the execution of the Contract of 
Participation.  There is no escrow credit for families who exceed 80% of median income. 

GDPM will deposit the escrow funds calcu lated on HUD's Escrow Calcu lation Worksheet 
into depository account to be held for the family. 

Disposition of the escrow accounts shall be as follows: 

l. The full amount of the escrow account, in excess of any amount owed to GDPM,
may be withdrawn by the participating family after the family certifies that it is no 
longer a recipient of any Federal, State, or other public assistance for living 
expenses for one full year. 

2. Thirty percent of the monthly adjusted income of the FSS family equals or exceeds
the published existi ng housing fair market rent for the size of the unit for which the
FSS family qualifies based on the Housing Authority's occupancy standards.

3. If GDPM determines that the family has completed certain interim goals
established in the Contract of Participation and needs a portion of the FSS account
for purposes consistent with the Contract, a portion of the account may be
disbursed to assist the family to meet those expenses.

4. Ifthe family fai ls to meet its obligations under its Contract of Participation, or fails
to remain free from public assistance for one year before the completion of the
Contract of Participation, it makes the contract inval id and the escrow account will
be forfeited after all extensions of the contract have been exhausted.

5. The family terminates its participation in the Section 8 Program even though the
Total Tenant Payment (TTP) is below the amou nt that is required to meet the u nit's
gross rent, below the Fair Market Rent (FMR) or Payment Standard, or otherwise
appears to be insufficient to pay an unsu bsid ized rent as long as all the other terms
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of the Contract of Participation have been met; in such case the escrow money can 
be paid to the family. 

GDPM can hold the escrow amount until the Contract of participation expires (or five 
years). However, if the add itional time will not increase the family's ability to pay an 
unsubsidized  rent, GDPM may terminate the contract and release the escrow funds. 

Should participants fail to pay their pmtion of the rent to GDPM or their owner, or fails to pay 
an owed amount to GDPM, the amount owed may be subtracted from the escrow account 
yearly at the time that the interest is added to the account. 

If the family is termi nated from the FSS Program or fails to complete the Contract of 
Pmticipation, the funds are returned to GDPM. These funds can be used for HUD- 
approved expenses. The FSS Program escrow funds will be treatd as additional program 
receipts for payment of program expenses under GDPM's budget. 

1. PORTABILITY OF ASSISTANCE/SECTION 8 ASSISTED HOUSING
PROGRAM A family must live in Montgomery County for not less than one year before the 
family will be considered for a move under portability. 

After one year a family can choose to continue to participate in the FSS Program but move 
to another jurisdiction with cond itions: 

l .  The family may demonstrate to the satisfaction of GDPM that it will be able to 
fulfill its responsibil ities under the original (or a modified) Contract of 
Participation in the receiving jurisd iction. 

2. The family may participate in the FSS program of the receivi ng Housing Authority
if the receiving Housing Authority al lows the family to participate in its program.

3. If a pa1tici pating family moves and is unable to fulfill its obl igations under the
Contract of Participation (or a mod ification thereof), GDPM will:

a. terminate the participating family from the FSS Program

b. terminate the participati ng family from the Section 8 Voucher Program

c. the family will forfeit its escrow accou nt.

Based on the total number of transfers in a given year, GDPM expects to service 
three to four of those residents to participate in the FSS program. 

4. All other provisions of portability remain the same under the FSS program.
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Effects of escrow accounts for families who move to other jurisdictions  are: 

1 . If a fami ly moves and the receiving Housing Authority absorbs the family, the 
receiving Housi ng Authority sets up an escrow account and enters into a Contract 
of Participation. GDPM shall transfer the escrow account to the receivi ng Housi ng 
Authority. 

2. If the family moves but can not transfer to another FSS program and GDPM
determines the family can fulfill its obligations under the original (or modified) 
Contract of Pmticipation in the new jurisdiction, GDPM will continue to execute 
the Contract of Participation and will ma intain the Escrow account. 

P. REPORTS 

GDPM shall submit to HUD an annual report in the form prescribed by HUD.  This report 
shall include: 

• A description of the activities of the program.

• Summation of the effectiveness of the program in assisti ng participating families
in achieving economic independence and self-sufficiency.

• Summation of the effectiveness of the program in coordinating resources in the
community.

Recommendation by GDPM or the PCC for legislative or administrative action that
would improve the program.
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Chapter 33 

SPECIAL HOUSING TYPES 

[24 CFR 982.601] 

INTRODUCTION 

GDPM will permit the use of any special housing types in its program only if the 
applicant/participate can demonstrate that it is needed as a reasonable accommodation for a person 
with a disability. Acceptable demonstration will include documentation from one or more 
knowledgeable professionals who are familiar with the applicant/participant and or the type of 
special housing requested as accommodation. 

GDPM will not set aside any program funding for special housing types, or for a special housing 
type. A family may choose whether to rent housing that qualifies as a special housing type or to 
rent other eligible housing in accordance with requirements of the program. 

Verification  of Need  for Reasonable Accommodation 

Acceptable documentation as verification of the need for reasonable accommodation would be a 
letter to GDPM describing how the special housing type requested provides the accommodation 
of which the person is in need. The request and documentation will be reviewed by the Housing 
Supervisor, Assistant Manager and Manager, Section  8 Administration.  A written  response 
stating approval or disapproval will be sent to the applicant/participant within 14 calendar days of 
receipt of the request. 

A copy of GDPM's response with supporting  documentation will be mai ntained in the 
applicant/participant's file. The requested housing type must be approvable by all other HUD 
standards and HQS requ irements in accordance with 24 CFR 982 Section M - Special Housing 
Types. 

A.         CONGREGATE HOUSING [24 CFR 982.606] 

An elderly person or a person with disabilities may reside in a congregate housing unit. 

GDPM may approve a family member or live-in aide to reside with the elderly person or person 
with d isabi lities. 

GDPM will approve a live-in aide if needed as a reasonable accommodation so that the program 
is read ily accessible to and usable by persons with d isabil ities. 

Congregate Housing Lease and HAP Contract [24 CFR 982.607] 

For congregate housing there will be a separate lease and HAP contract for each assisted family. 
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Unless there is a live-in aide, the payment standard for a family that resides i n a congregate 
housing unit is the zero-bedroom payment standard on GDPM payment standard schedule. 
However, ifthere are two or more rooms in the unit (not including kitchen or sanitary facilities), 
the payment standard for a family that resides in a congregate housing unit is the one bedroom 
payment standard amount. 

Ifthere is a live-in aide, the live-in aide will be counted i n determining the family unit size. 

Housing   Quality   Standards 

GDPM will ensure that all congregate housing units approved for the program are in compliance 
with all of the Housing Qua lity Standards for congregate housing as regulated i n 24 CFR 982.609. 

B.        GROUP HOMES [24 CFR 982.610, 982.612] 

A group home must be licensed, certified, or otherwise approved in writing by the State, or the 
State's licensing department. 

An elderly person  or a person with disabi l ities may reside in a State-approved  group home. If 
approved by GDPM, a live-in aide may reside with a person with disabilities. 

GDPM must approve a live-in aide if needed as a reasonable accommodation so that the program 
is readily accessible to and usable by persons with d isabilities. Except for a live-in aide, all 
residents of a group home must be elderly persons or persons with disabilities. 

GDPM wi ll not approve assistance for a person to live in a group home if file documentation 
indicates that the person is in need of continual medical or nursing care. 

No more than twelve persons may reside in a group home. This limit covers all persons who reside 
in the unit, includ ing assisted and unassisted residents and any live-in aide. 

Group Home Lease and HAP Contract [24 CFR 982.611] 

There will be a separate HAP contract and lease for each assisted person living in a group home. 
For a group home the term "pro-rata portion" means that which is derived by dividing the number 
of persons in the assisted household by the total number of residents (assisted and unassisted) 
residing in the group home. The number of persons in the assisted household equals one assisted 
person plus any PI-IA-approved live-in Aide. 

Grou p Home Rent and HAP Contract [24 CFR 982.613] 

The rent to owner for an assisted person may not exceed the pro-rata portion of the reasonable rent 
for the group home. 

The reasona ble rent for a group home is determined in accordance with 982.503. In determining 
reasonable rent GDPM will consider whether sanitary facilities, and facilities for food preparation 
and service, are common facilities or private. 
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Maximum  Subsidy 

Unless there is a live-in aide, the family u nit size is [zero/one bedroom]. Ifthere is a live-in aide, 
the live-in aide will be counted in determining the family unit size. 

The payment standard for a person who resides i n a group home is the lower of the payment 
standard for the family unit size; or the pro-rata portion of the payment standard amount on GDPM 
payment standard schedule for the group home size. 

Utility Allowance 

The utility allowance for each assisted person residing in a group home is the pro-rata portion of 
the utility allowance for the group home unit size. 

Housing Quality Standards 

GDPM will ensure that all group home units approved for the program are in compliance with all 
of the Housing Quality Standards for group homes as regulated in 24 CFR 982.614. 

C. SHARED HOUSING [24 CFR 982.615] 

Occupancy 

An assisted family may reside in shared housi ng. I n shared housing, an assisted family may share 
a unit with another resident or residents of a unit. The unit may be a house or an apartment. 

GDPM may approve a live-in aide to reside with a family in order to care for a person with a 
disability. GDPM must approve a live-in aide if needed as a reasonable accommodation so that 
the program is readily accessible to and usable by persons with disabilities. 

Other persons who are assisted or not assisted under the tenant-based program may reside in a 
shared housing unit. The owner of a shared housing unit may reside in the unit. 

A resident owner may enter into a HAP contract with GDPM. However, housi ng assistance may 
not be paid on behalf of an owner. GDPM will not approve assistance for a person or family that 
is related by blood or marriage to a resident owner. 

There will be a separate housing assistance payment contract and lease for each assisted fami ly 
residi ng in a shared housing unit. 

Rent and HAP Contract 

For shared housing, the term "pro-rata portion" means the ratio derived by d ividing the number of 
bedrooms in the private space available for occupancy by a family by the total nmnber of 
bedrooms in the unit. For example, for a family entitled to occupy three bedrooms in a five 
bedroom unit, the ratio would be 3/5. 
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The rent to owner to owner for the family may not exceed the pro-rata portion of the reasonable 
rent for the shared housing dwelling unit. The reasonable rent must be in accordance with the 
gu idelines set in the "Owner Rents, Rent Reasonableness, and Payment Standards" chapter. 
Maximum  Subsidy 

For a family that resides in a shared housing unit the payment standard is the lower of the payment 
standard amount on GDPM payment standard schedule for the family unit size or the pro-rata 
portion of the payment standard amou nt on GDPM payment standard for the shared housing unit 
size. 

If GDPM approves a live-in aide, the live-in aide will be counted in determining the family unit 

size. Utility  Allowance 

The utility allowance for an assisted family living in shared housing is the pro-rata portion of the 
utility allowance for the shared housing unit. 

Housing Quality Standards 

GDPM will ensure that all shared housing units approved for the program are in compliance with 
all of the Housing Quality Standards for shared housing as regu lated in 24 CFR 982.618. 

D. COOPERATIVE  HOUSING [24 CFR 982.619] 

GDPM will approve a family living in cooperative housing if it is determined that assistance under 
the program will help  maintain affordability of the cooperative unit for low-income families 
GDPM will not approve assistance for a family in cooperative housing until GDPM has also 
determined that the cooperative has adopted requ i rements to maintain continued affordability for 
low-income families after transfer of a cooperative member's interest in a cooperative unit (such 
as a sale of the resident's share in a cooperative corporation). 

The reasonable rent in cooperative housing is determined in accordance with "Owner Rents, Rent 
Reasonableness, and Payment Standards" chapter. For cooperative housing, the rent to owner is 
the monthly carryi ng charge under the occupancy agreement/lease between the member and the 
cooperative. 

The carrying charge consists of the amount assessed to the member by the cooperative for 
occupancy of the housing. It includes the member's share of the cooperatives debt service, 
operating expenses, and necessary payments to cooperative reserve funds. However, the carrying 
charge does not include down-payments or other payments to purchase the cooperative unit, or to 
amortize a loan to the family for this purpose. Gross rent is the carrying charge plus any utility. 

For a cooperative, rent adjustments are applied to the carrying charge as determ ined in "Owner 
Rents, Rent Reasonableness, and Payment Standards" chapter. 

The lease and other appropriate documents will stipulate that the monthly carryi ng charge is 
subject  to  Section  8 lim itations  on  rent  to  owner.  The  housing  assistance  payment  will  be 
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determined in accordance with the gu idelines 111 "Owner Rents, Rent Reasonableness, and 
Payment Standards" chapter. 

GDPM may approve a live-in aide to reside with the family to care for a person with disabil ities. 

GDPM will approve a l ive-i n aide if needed as a reasonable accommodation so that the program 
is readily accessible to and usable by persons with d isabilities. If GDPM approves a live-in aide, 
the live-in aide will be counted when determi ning the family unit size. 

Housing Quality Stand ards 

GDPM will ensure that all cooperative housing units approved for the program are in compliance 
with all of the Housing Quality Standards outlined in the "Housing Quality Standards and 
Inspections" chapter, and regulated by 24 CFR 982.40 l. 

E. MANUFACTURED  HOMES [24 CFR 982.620] 

GDPM will permit a family to lease a manufactured home and space with assistance under the 
program. GDPM will provide assistance for a family that owns the manufactured home and leases 
only the space. 

GDPM may approve a live-in aide to reside with a family to care for a person with disabilities. 
GDPM will approve a live-in aide if needed as a reasonable accommodation so that the program 
is accessible to and usable by persons with d isabilities. If GDPM approves a live-in aide, the live- 
in aide must be counted when determining the family unit size. 

Housing Quality Standards [24 CFR 982.62 l ] 

A manufactured home must meet all the HQS requirements outlined in the  "Housing Quality 
Standards and Inspections" chapter and regu lated by 24 CFR 982.40 l . In addition  the 
manufactured home also must meet the followi ng requ i rements: 

A manufactured home must be placed on the site in a stable manner, and must be free from hazards 
such as sliding or wind damage. 

A manufactured home must be securely anchored by a tie-down device that d istributes and 

transfers the loads imposed by the unit to appropriate ground anchors to resist wind overturning 

and sliding. Manufactured   Home  Space Rental  [24 CFR  982.622] 

Rent to owner for a manufactured home space will include payment for maintenance services that 
the owner must provide to the tenant under the lease for the space. 

Rent to owner does not include the cost of utilities and trash collection for the manufactured home. 
However, the owner may charge the family a separate fee for the cost of util ities or trash collection 
provided by the owner. 
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Reasonable Rent 

During the assisted tenancy, the rent to owner for the manufactured home space may not exceed 
a reasonable rent as determined by GDPM. 

GDPM will not approve a lease for a manufactn red home space until GDPM has determined that 
the initial rent to owner for the space is a reasonable  rent. At least annually during the assisted 
tenancy, GDPM will redetermine that the rent is reasonable. 

GDPM will determine whether the rent to owner for a manufactured home space is a reasona ble 
rent in comparison to rents for other comparable manufactured home spaces. GDPM will consider 
the size and location of the space and any services and maintenance provided by the owner in 
accordance with the lease. 

By accepting each monthly housing assistance payment from GDPM, the owner of the 
manufactured home space certifies that the rent to owner for the space is not more than rent 
charged by the owner for unassisted rental of comparable spaces in the same manufactured home 
park or elsewhere. If requested by GDPM, the owner must provide GDPM information on rents 
for other manufactured  home space. 

Housing Assistance Payments  for Manufactured  Home Space [24 CFR 982.623] 

HAP for the Voucher Tenancy 

There is a separate FMR for a family renting a manufactured home space. The payment standard 
is used to calculate the monthly housing assistance payment for a family. The FMR for rental of 
a manufactured home space is generally 40 percent of the published FMR for a two-bedroom unit. 

Subsidy Calculation for the Voucher Program 

During the term of a voucher tenancy, the amount of the monthly housi ng assistance payment for 
a family will eqnal the lesser of: 

The payment standard minus the total tenant payment; or 

The rent paid for rental of the real property on which the manufactured home owned by the family 
is located (the space rent) minus the total tenant payment. 

The space rent is the sum of the following as determined by GDPM: 

Rent to owner for the manufactured home space; 

Owner maintenance and management charges for the space; 

The utility allowance for tenant paid util ities. 

Utility Allowance Schedule for Manufactured  Home Space Rental [24 CFR 982.624] 
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GDPM will establish utility allowances for manufactured home space rental. For the first twelve 
months of the initial lease term only, the allowances will include a reasonable amount for utility 
hook-up charges paya ble by the family, if the family actua lly incurs the expenses because of a 
move. 

Allowances for utility hook-up charges do not apply to a family that leases a manufactured home 
space in place. 

Uti lity allowances for manufactured home space will not be applied to cover the costs of d igging 
a well or insta llation of a septic system. 



Chapter 34 

HOMEOWNERSHIP  ASSISTANCE  PROGRAM 
[24 CFR 982.625] 

The Dayton Metropolitan Housing Authority (GDPM) hereby establishes a Section 8 
tenant-based Housing Choice Voucher Homeownership option in Dayton, Ohio, pursuant 
to the U.S. Department of Housing and Urban Development's (HUD) fina l rule        dated 
October 12, 2000 and by Section 555 of the Quality Housi ng and Work Responsibility 
Act of 1998 under Section 8(y), Homeownership Option. 

Participant   Qnalification 
24 CFR 982.626, 982.627 

Any Section 8 eligible applicant or program participant who has been issued a Section 8 
Housing Choice Voucher may utili ze the subsidy to purchase rather than rent a home, 
subject to the following: 

I )  A family must meet the requirements for admission to or continued participation 
in the GDPM tenant-based program. 

2) The homeownership option will be included in all Briefing and Recertification
classes as well as med ia and community announcements.  Current Section 8
participants must be in compliance with their lease and program requirements
and must terminate their current lease arrangement in compliance with the lease.

3) The head of household or co-head that has previously defaulted on a mortgage
obtained through the homeownership option is barred from participation.

4) Participant families must be "first-time" homeowners, where a family member
must not have owned title to a principal residence in the last three years.
Residents of limited equ ity cooperatives are eligible for the homeownership
option.  (Title to a mobile home is not considered as homeownership for purposes
of this option.)

5) Participants in the Section 8 homeownership option must enroll in a GDPM
approved pre and post-purchase homeownership training and counseling services
and be deemed to be "mortgage ready" before the housing choice voucher can be
utilized toward homeownership. At a minimum, the program will cover the
following:

• Home maintenance
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• Budgeting and money management
• Cred it Counsel ing
• Negotiati ng the purchase price
• Financing I Refinancing I Predatory Lending Practices
• Locati ng the home
• De-Concentration  issues

Family must purchase only a home that passes HQS inspection

6) The head of household or co-head must be employed full-time and have been
continuously so employed during the year before commencement of
homeownership assistance.  Families i n which the head of household or co-head
are d isable or elderly are exempted from this requirement.  Families with a
disabled household member may request an exemption as a reasonable
accommodation.

7) The family's income must be equal to or exceed two times the payment standard
for the family's unit size.  Public assistance income may not be used for meeting
this requirement, except for households in which the head or co-head is elderly or
d isabled and households that include a d isabled person other than head or cohead.
(Public Assistance includes federal housing assistance or the housing component
of a welfare grant; OWF assistance; SS! that is subject to an income eligibility
test; food stamps; general assistance or other assistance provided under a Federal,
state or local program that provides assistance available to meet family living or
housing expenses.)

8) Applicants must enroll in the Family Self-Sufficiency Program.  Applicants for
the homeownership option must be a Section 8 tenant for a minimum of one year.
Funds accumulated in the escrow account may be advanced for purchase of the
home or home maintenance, subject to the guidelines of the FSS Program.

Portability 
24 CFR 982.636 

Families that are determined eligible for homeownership assistance may exercise the 
homeownership option outside of GDPM's jurisd iction if the receiving public 
housing authority is administering a Section 8(y) homeownership program and is 
accepting new families into its Section 8(y) homeownership program. 

Contract for Sale Inspection 
24 CFR 982.631 

Participants i n the homeownership option program must initially complete a Purchase 
Agreement with the owner of the property to be purchased. 
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The Purchase Agreement must include the home's price and terms of sale, the 
GDPM pre-purchase HQS inspection requi rements, and an agreement that the 
purchaser is not obligated to pay for any necessary repai rs. 

The participant must obtain an independent professional home i nspection of the unit's 
major systems at the participant's expense.   An ASH! member, cand idate with logo 
privileges, or a NAHi regular member must conduct the independent inspection. (Ohio 
HB 345 may require all inspectors to be certified by a regulated licensing board.)  In all 
cases, the inspection must cover major building systems and components, includ ing 
foundation and structure, housing interior and exterior, and the roofing, plumbing, 
electrical and heating systems. 

GDPM will conduct a Housing Quality Standards (HQS) inspection and will review an 
independent professional inspection of the unit's major systems.  GDPM retains the right 
to disqualify the unit for i ncl usion in the homeownership program based on either the 
HQS inspection or the professional inspection report. 

Financing 
24 CFR 982.632 

The household is solely responsible for obtaining financing.  All loans must meet FHA 
mortgage insurance cred it underwriting requi rements.  GDPM will review lender 
qualifications, loan terms, or other debt to determine that the debt is affordable. 

GDPM establishes a minimum homeowner down payment requirement of at least 3 
percent of the purchase price for participation in its Section 8(y) homeownership 
program, and requires that at least one percent of the amount financed is pa id from the 
family's personal  resources. 

There is no prohibition against using local or State Community Development Block 
Grant (CDBG) or other subsid ized financing in conjunction with the homeownership 
program. 

With   the  exception   of  approved   non-profit  organizations,   GDPM  prohibits   owner 
financing. 

In the event of appeal, GDPM's Section 8 department will appoint a review panel. 

Length  and  Continuation  of Assistance 
24 CFR 982.634 

Section 8 assistance will only be provided for the months the family is in residence i n the 
home.  The maxi mum length of time a family may receive homeownership assistance is 
fifteen years if the initial mortgage incurred is 20 years or longer.  In all other cases, the 
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maxi mum length of time is ten years.  Elderly and d isabled families are exempt from this 
time limit. 

Family Obligations 
24 CFR 982.633 

In addition to completing the Pre-Counseling program, the family must complete a 
contract of homeowner obligations prior to utilizing the Housing Choice Voucher for 
homeownership. 

l) The family must comply with the terms of any mortgage securing debt incurred to
purchase the home and any refinancing of such debt. 

2) At any time the family is receivi ng homeownership assistance, the family may not
sell or transfer any interest i n the home to any entity or person other than a member
of the assisted family residing in the home.

3) A home equity loan may not be acquired without the prior written consent of
GDPM.

4) The family must provide required information regarding income and family
composition in order to calcu late correctly total tenant payment and
homeownership assistance, consistent with Section 8 requirements.

5) While receiving homeownership assistance, the family must notify GDPM if the
family defaults on a m01tgage securing any debt incurred to purchase the home.

6) While receiving homeownership assistance, the family must notif)' GDPM before
the family moves out of the home.

7) The family must, at annual re-certification, document that he or she is current on
mortgage, insurance, utility payments, and taxes.

8) The family is prohibited from moving more than one time i n a one-year period.
The family may be requ ired to participate in pre or post-counseling prior to
rehousing.
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Assistance  Payment 
24 CFR 982.635 

The family's Section 8 monthly housing assistance payment will be the lower of (I) 
the Section 8 voucher payment standard minus the Total Tenant Payment or (2) the 
monthly homeowner expenses minus the Total Tenant Payment. 

Homeowner ship expenses include principal and interest on mo1tgage debt, 
refi nancing charges of mortgage debt, taxes and public assessments, insurance , 
maintenance allowance for expenses, major repairs and replacements will be based 
on recommended allowance provided by its designees. 

GDPM will use the established schedule for calculating maintenance allowance 
for major repairs or replacement s for the Section 8 Homeownership Program (see 
schedule below) . GDPM will review this schedule bi-annually. 

Capital Replacement Items 

Item Quantity   Cost Total Cost 

Roof 1 $ 4,225.00 $  4,225.00 

Furnace/Ac 1 $ 3,000 .00 $  3,000.00 

Electrical I $ 1,000.00 $   1,000.00 

Plumbing I $ 1,500.00 $  1,500.00 

Windows 10 $ 300.00 $  3,000.00 

Range 1 $ 495.00 $ 495.00 

Refrigerator 1 $ 764.00 $ 764.00 

Total $ 13,984.00 

20 years $ 699.20 

monthly $ 58.27 

Housing assistance payment s will be distributed to the client. The family will also 
deposit thei r share of the mortgage into their established account. The lender will 
then withdraw all moneys i n the account to pay the monthly mortgage amount. 
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Ifa family's income increases to a level that they are no longer eligible to receive a 
housing assistance payment, eligibility for such payments will continue for 180 
calendar days.  At the end of a continuous period of 180 days without any assistance 
payments, eligibility for Section 8 assistance will automatically terminate. 

Lease to Purchase 

Lease-to-Purchase agreements are considered rental property and subject to the 
normal tenant-based Section 8 rental rules.  All regu lations of the homeownership 
program will be in effect at the time that the family opts to exercise the purchase. 

Default 

If the family defau lts on the home mortgage loan, the participant will not be able to 
use the Homeownership Voucher for rental housing but may reapply for the Section 
8 waiting list. 

Denial or Termination of Assistance 
24 CFR 982.638 

GDPM reserves the right to deny or terminate assistance for the family, and will 
deny voucher rental assistance for the family, in accordance with HU D regulations 
governing any failure to comply with family obligations, mortgage default, or failure 
to demonstrate that the family has conveyed title to the home as required, or if the 
family has moved from the home within the period established or approved. 

Informal Hearings 
24 CFR 982.555 

GDPM will provide the opportunity, for an informal hearing to program participants 
who are being terminated from the program because of the family's action failure to 
act. GDPM will send written notice as to the reason(s) for the proposed action 
informing the participant that they may request an informal heari ng, i n writing, 
within  I O days of the notice.  If the participant requests a hearing, the assistance will 
not be terminated unti I the final decision is made. 
When a participant requests a hearing, GDPM will schedu le the hearing within 5 
days of receiving the hearing request and notify the participant of the date and time 
of the heari ng.  Prior to the hearing the participant will be given an opportunity to 
examine and copy the documents pertinent to the family's termi nation.  GDPM must 
be given the same opportunity to examine any family documents that are d irectly 
related to the heari ng, and to copy them at its own expense. 
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A hearing officer designated by the GDPM Section 8 Department will conduct the 
hearing.  This person will be someone other than the person who may have approved 
the decision or subord inate of this person.  A lawyer or other representative, at the 
families' own expense may represent the family.  The family will be given the 
opportunity to present evidence, and to question any witnesses.  The hearing officer 
wi ll issue a written decision within 7 days, stating the reasons for the decision. 
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Chapter 35 

OPERATING RESERVES AND PRO-RATION OF' ADMINISTRATIVE  EXPENSES 

GDPM's Board of Com missioners will approve any and all expend itures from the Section 8 
Operating Reserve Account. The Board of Commissioners will make an affirmative determination 
that the expend itures are necessary and reasonable for housing purposes consistent with State and 
local law. 

GDPM proration policy between the Low Income Housing Program and the Section 8 Program 
will be a time-cost basis for administrative salaries. Time studies will be completed each year to 
determine if there are any changes to the percentage of time spent on each program. 

A two-month period should be representative of the full year work responsi bilities for allocation 
purposes. A d i rect charge for Section 8 personnel salaries, supplies and services will be made to 
the Section 8 program. Proration by the number of units in the Section 8 Program will be made 
by computer on designated invoices for supplies and services. 
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Chapter 36 

PROGRAM INTEGRITY 

[24 CPR 792. l 01 to 792.204, 982.54] 

INTRODUCTION 

The U.S. Department of Housing and Urban Development (HUD) conservatively estimates that 
600 million dollars is paid annually lo program participants who falsify or omit material facts in 
order lo gain more rental assistance than they are entitled to under the law. HUD further 
estimates that 12% of all HUD-assisted families either are totally ineligible or are receiving 
benefits that exceed their legal entitlement. 

GDPM is committed to assuring that the proper level of benefits is paid to all participating 
families and that housing resources reach only income-el igible families so that program integrity 
can be maintained. 

GDPM will take all steps necessary to prevent fraud, waste, and mismanagement so that program 
resources are utilized judiciously. 

This chapter  outlines the  GDPM's policies  for the  prevention,  detection,  and  investigation  of 
program abuse and fraud. 



A. 
CRITERIA FOR INVESTIGATION OF SUSPECTED ABUSE AND FRAUD 

Under no circumstances will   GDPM undertake an inquiry or an audit of a participating family 
arbitrarily. GDPM's expectation is that participating families will comply with HUD 
requ i rements, provisions of the voucher, and other program rules. GDPM staff will make every 
effort (formally and informally) to orient and educate all families in order to avoid unintentional 
violations. However, GDPM has a responsibility to HUD, the community, and eligible families 
in need of housing assistance to monitor participants and owners for compliance and, when 
indicators of possible abuse come to GDPM's attention, to investigate such claims. 

GDPM will initiate an investigation of a participating family only in the event of one or more of 
the followi ng circumstances: 

Referrals, Complaints, or Tips. GDPM will only follow up on referrals received  by 
mail, e-mail, fax or in person from other agencies, companies or persons alleging that a 
family is in noncompliance with or otherwise violati ng the family obl igations or any 
other program rules. Such follow-up will be made providing that the referra l contains at 
least one item of information that is independently verifiable. A copy of the allegation 
will be retained in the family's file. 

Internal File Review. A follow-up will be made if GDPM staff d iscovers (as a function 
of a certification or recertification, an interi m redetermination, or a quality control 
review) information or facts that conflict with previous fi le data, GDPM knowledge of 
the family, or statements made by the family. 

Verification  of Documentation. A follow-up will be made if GDPM receives 
independent verification or documentation that conflicts with representations i n the 
family's file (such as public record information or reports from other agencies). 
STEPS GDPM WILL TAKE TO PREVENT PROGRAM ABUSE AND FRAUD 

GDPM management and staff will utilize various methods and practices (listed below) to 
prevent program abuse, noncompliance, and willfu l violations of program ru les by applicants 



B. 
and participating families. This policy objective is to establish confidence and trust in the 
management by emphasizing education as the primary means to obtain compliance by families. 

Things You  Should Know (HUD-1140-0IG).  This program  integrity bulletin  (created 
by HUD's inspector general) will be furnished and explained to all applicants to promote 
understanding of program rules and to clarify GDPM's expectations for cooperation and 
compliance. 

Program  Orientation  Session.  Mandatory  orientation sessions will be conducted  by 
GDPM staff for all prospective program partici pants, either prior to or upon issuance of 
a voucher. At the conclusion of all program orientation sessions, the family 
representative will be required to sign a program briefing certificate to confirm that all 
rules and pertinent regu lations were explained to them. 

Resident Counseling.  GDPM will routinely provide participant counseling as a part of 
every recertification interview i n order to clarify any confusion pertaining to program 
rules and requirements. 

Review  and  Explanation  of Forms.  GDPM  Staff will  explain  all  required  forms  and 
review the contents of all (re)certification documents prior to signature. 

Use oflnstructive  Signs and Warnings.   Instructive  signs will  be conspicuously  posted 
in common areas and interview areas to reinforce compliance with program rules and to 
warn about penalties for fraud and abuse. 

Participant Certification.  All family representatives will be requ ired to sign a 
participant certification form, and show picture identification at all recertification and 
leasing signing appointments. 



c. 
STEPS GDPM WILL TAKE TO DETECT PROGRAM ABUSE AND FRAUD 

GDPM staff will maintai n a high level of alertness to indicators of possible abuse and fraud by 
assisted families. 

Quality Control File Reviews.   Prior to initial certification  and at the completion of all 
subsequent recertification,  100% of files will be reviewed. 

Verification of all income and deductions 
Changes in reported Social Security numbers or dates of birth 
Authenticity of file documents 
Ratio between reported income and expenditures 
Consistency of signatures with previously signed file documents 
Dates and signatures on all documents 
ETV/UIV reports 

Observation.  GDPM management and Section 8 staff (to include inspection personnel) 
will maintain high awareness of circumstances that may ind icate program abuse or 
fraud, such as unauthorized persons resid ing in the household and unreported income. 

* Observations will be documented in the family's file.

Public Record Bulletins.  These bu lletins may be reviewed by GDPM management and 
staff. 

HUD   EIV/UIV   Verification    System. Inquiries  to  Employers  and  state  and  local 
government agencies 

At the time of final eligibility determination 

When an allegation is received by the PHA wherein umeported  income sources 
are disclosed 



D. 
When   a  participant's   expenditures  exceed  his/her  reported   income  and  no 

plausible explanation is given 



D. GDPM'S HANDLING  OF ALLEGATIONS  OF POSSIBLE ABUSE AND FRAUD 

GDPM staff will encourage all participating families to report suspected abuse to GDPM 
Management, and Staff. All such referrals, as well as referrals from community members and 
other agencies, will be thoroughly docu mented and placed i n the participant's file. All 
allegations, complaints, and tips will be carefully evaluated to determine whether they warrant 
follow-up. GDPM will not follow up on allegations that are vague or otherwise nonspecific. 
They wi ll only review allegations that contain one or more independently verifiable facts. 

File Review.  An i nternal file review will be conducted to determine whether the subject 
of the allegation is a client of GDPM and, if so, whether or not the information reported 
has been previously disclosed by the family. 

GDPM will then determine whether  it is most appropriate  to do a follow-up. Any  file 
documentation of past behavior as well as corroborating complaints will be evaluated. 

Conclusion of Preliminary Review.  If at the conclusion of the preliminary file review 
there are facts contained in the allegation that conflict with file data and that are 
independently verifiable, GDPM Management Staff will initiate an investigation to 
determine if the allegation is true or false. 

E. OVERPAYMENTS  TO OWNERS 

If a landlord has been overpaid as a result of fraud, misrepresentation, or violation of the HAP 
contract, the GDPM will termi nate the contract and arrange for restitution to the PHA. GDPM 
will make every effort to recover any overpayments made as a result of landlord fraud or abuse. 
Payments otherwise due to the owner will be debited in order to repay GDPM, as applicable. If 
future housing assistance payments are insufficient to reclaim the amounts owed, GDPM will 
request the owner to pay the amount in full within 30 days if payment is not received GDPM 
will forward the account to a collection agency. All debts over $5000.00 will be turned over to 
the Office of Inspector General. 

GDPM will Restrict the owner from future participation until the balance is paid in full 

F. GDPM WILL INVESTIGATE ALLEGATIONS  OF ABUSE AND FRAUD 

If GDPM determines that an allegation or referral warrants follow-up, the staff person who is 
responsible for the file or a person designated by the executive d irector to monitor program 
compliance will conduct the investigation. The steps taken will depend upon the nature of the 
allegation and may include the items listed below. In all cases, GDPM will secure the written 
authorization from the program participant for the release of information. 



EIV/UIV In cases involving previously  unreported  income  sources,  inquiries will  be made to 
determine whether the financial activity of a family conflicts with the family's reported i ncome. 

Em ployers and Ex-Employers.   Employers or ex-employers may be contacted to verify wages 
that may have been previously undisclosed or misreported. 

Neighbors/Witnesses. Neighbors and/or other witnesses who are believed to have direct or 
ind irect knowledge of facts pertaining to the GDPM's review may be interviewed. 

Other Agencies.  Investigators, caseworkers or representatives of other benefit agencies may be 
contacted. 

Public Records.  GDPM will review any relevant pu blic records kept i n a jurisd ictional 
courthouse. Examples of public records that may be checked are real estate records, marriage 
and d ivorce records, uniform commercial code financing statements, voter registration rolls, 
judgments,  eowt or police records, state wage records, utility records, and postal records. 

Interviews with Head   of Household   or Family Mem bers.   GDPM wi ll discuss the allegation 
with the head of household or family members by scheduling an appointment at the appropriate 
GDPM office. A high standard of courtesy and professionalism will be mainta ined by the 
GDPM staff person who conducts such interviews. Under no circumstances will inflammatory 
language, accusations, or any unprofessional conduct or language be tolerated by the 
management. Ifpossible, an additional staff person will attend such interviews. 

G. PLACEMENT  OF DOCUMENTS, EVIDENCE, AND STATEMENTS OBTAINED 
BY GDPM 

Documents and other evidence obtained by the GDPM during the course of an investigation wi ll 
be considered "work product" and will be kept either in the participant's file or in a separate 
"work file." In either case, the participant's file or work file wi ll be kept in a locked file cabinet. 
Such cases under review will be discussed only among GDPM staff that are involved in the 
process or have information that may assist in the investigation. 

H. CONCLUSION OF GDPM'S INVESTIGATIVE REVIEW 

At the conclusion of the investigative review, the reviewer will report the find ings to the 
executive director or designee. It will then be determined whether the facts are inconclusive and, 
if so, whether a violation has or has not occurred. 

!: EVALUATION OF THE FINDINGS 



Ifit is determined that a program violation has occurred, GDPM will review the facts to determine: 

What type of violation has occurred (procedural noncompliance or fraud) 

Whether the violation was intentional or unintentional 

What amou nt of money (if any) is owed by the family 

Whether the family is eligible for continued participation i n the Section 8 program 

J. ACTION PROCEDURES FOR VIOLATIONS THAT HAVE BEEN 
DOCUMENTED 

Once a program violation has been documented, GDPM will propose the most appropriate remedy 
based upon the type and severity of the violation. 

1. Procedural Noncompliance.   This category applies when the family "fails to" observe a
procedure or requirement of GDPM but does not misrepresent a material fact and there
are no retroactive assistance payments owed by the family.

Examples of noncompliance  violations are:

Failure to appear at a prescheduled appointment

Failure to return verification i n the time period specified by GDPM

(a) Proposed termination. In such cases a notice containing the following will be sent
to the family: 

A description of the noncompliance  and the procedure, policy, or obligation that 
was violated 

The date by which the violation must be corrected or the procedure complied with 

The action that will  be taken  by  GDPM  if the proced ure  or obligation  is not 
complied with by the date specified by GDPM 

The consequences of repeated (similar) violations 

2. Procedural  Noncompliance  - Overpaid  Assistance.   When the family owes money to
GDPM for failure to report changes in income or assets, GDPM will issue a notice of
overpayment of assistance. This notice will contain the following:



A description of the violation and the date(s) 

The amount owed to the PHA 

The number of days within which a response must be received 

Acknowledgment  of  the  family's  right  to  disagree  and  to  request  an  informal 
hearing along with instructions for requesting such a hearing 

(a) Participant Fails to Comply with GDPM's Notice. Ifthe Participant fails to comply 
with GDPM's notice and a family obligation has been violated, GDPM wi ll initiate 
termination of assistance. 

(b) Participant Complies with GDPM's Notice. When a family complies with the 
GDPM's notice, the staff person responsible will meet with him/her to explain and 
discuss the family obligation or program rule that was violated. The staff person 
will complete a participant counseling report, within 5 days and mail a copy to the 
family, and retain a copy in the family's file. 

3. Intentional Misrepresentations. When a participant falsifies, misstates, omits, or
otherwise misrepresents a material fact which results (or would have resulted) in an
overpayment of housing assistance by GDPM.

GDPM will evaluate whether or not: 

The participant had knowledge that his/her actions were wrong 

The participant willfully violated the family obligations or the law 

Knowledge.  This will be evaluated by determining whether the participant was made 
aware of program requ irements and prohibitions. The participant's signature on various 
certifications, the briefing certificate, and the personal declaration are adequate to 
establish knowledge of wrongdoing. 

Willful  Intent. Any  of  the  following  circumstances  will  be  considered  adequate  to 
demonstrate willful intent: 

(a) An admission by the participant of the misrepresentation 

(b) Repetition of the misrepresentation 

(c) Use of a false name or Social Security number 

(cl) Admissions of the illegal action or omission by the participant to others 



(e) Omission  of  material  facts  known  to  the  participant  (e.g., employment  of the 
participant or other household member) 

(I) Fa lsification, forgety or altering of documents 

(g) Uttering and certifying to statements at an interim (re)determination that are later 
independently verified to be false 

4. Dispositions of Cases Involving Misrepresentations.   I n all cases of misrepresentations
involving efforts to recover monies owed, GDPM will pursue, depending upon its 
evaluation of the criteria stated above, one or more of the following actions: 

(a) Criminal Prosecution. GDPM will prosecute for criminal intent if these cases meet 
the criteria for prosecution, GDPM will refer the case to the local state or district 
attorney, notify HUD's regional inspector general for investigation (RIG!), and 
terminate rental assistance. 

(b) Administrative  Remedies.  GDPM may: 

Terminate assistance and demand restitution in full 

Terminate  assistance  and  execute  an  administrative  repayment  agreement  in 
accordance with the GDPM's repayment policy 

Terminate assistance and pursue restitution through civil litigation 

Permit  continued  assistance  at the correct  level  and  execute  an  administrative 
repayment agreement in accordance with GDPM's repayment policy 

5. Conference for Serious Violations and Misrepresentations.   When GDPM has
established that a materia l misrepresentation has occurred, a conference will be
scheduled with the family representative and GDPM staff person who is most
knowledgea ble about the circumstances of the case.

This conference will take place prior to any proposed action by GDPM. The purpose of
such a conference is to review the information and evidence obtained by GDPM with the
participant and to give the participant an opportunity to explain any document find ings
that conflict with representations in the family's file. Any documents or mitigating
circumstances presented by the family will be taken into consideration by GDPM. The
family will be given the opportunity to furnish any mitigati ng evidence al the
conference.



A secondary purpose of the conference is to assist GDPM in determining the course of 
action most appropriate for the case. Prior to the final determination of the proposed 
action, GDPM will consider: 

The duration of the violation 

The number of false statements 

The family's ability to understand the rules 

The family's willingness to cooperate and to accept responsibility for the family's 
actions 

The amount of money i nvolved 

The family's history 

The presence or absence of crimina l intent 

6. Notification to Participant of Proposed Action.  GDPM will notify the family in
writing of the proposed action no later than 5 days after the case conference by mail.



Chapter 37 

CONFIDENTIAL  AND INFORMATION  SECURITY 

Applicants and participants are requ ired to sing the HUD Form 9886 Authorization for Release 
oflnfonnation.  This document incorporates the Federal Privacy Act Statement and describes 
the conditions under which HUD and GDPM will release family information. 

As specified in the HUD Form 9886 GDPM may disclose information for certain routine uses 
such as to other governmental agencies for law enforcement purposes, to federal agencies for 
employment suitability and to housing authorities for the purpose of determining housing 
assistance. 

Applicant and participant records may be disclosed: 

- pursuant to a written request signed by all individuals to whom the records pertain. 

-pursuant to a lawfully issued subpoena or court order or as otherwise required by law. 

All applicant or tenant records will be stored in a confidential manner and will be made available 
to GDPM employees or authorized persons upon a need to know basis. 



CHAPTER 38 

PROJECT-BASED VOUCHER PROGRAM 

38.1. INTRODUCTION 

This Chapter of the GDPM Admi nistrative Plan descri bes GDPM 's policies related to the GDPM 
Project-Based Voucher (PBV) Program. In the PBV Program, the assistance is "attached to the 
structure". This is d ifferent from tenant-based vouchers, such as Section 8 Housing Choice 
Vouchers (HCV), which are "attached to the participant." 

38.2. APPLICABILITY OF HCV PROGRAM POLICIES TO PBV PROGRAM: 

Except as otherwise noted in this Chapter, or specifically set-forth in the PBV Regulations located 
at 24 CFR 983, the policies of the HCV program described in this Administrative Plan and 
outlined in 24 CFR 982 apply to the GDPM PBV Program. 

38.3. LIMITATION ON PBV PROGRAM SIZE (24 CFR 983.6) 

The total number of PBV units may not exceed 20% of total voucher budget authority available 
for GDPM 's HCV Program. 

38.4. EQUAL OPPORTUNITY  REQUIREMENTS  (24 CFR 983.8) 

The PBV Program requires compliance with all equal opportunity requirements under federal law 
and regulation, including the authorities cited at 14 CFR 5.105(a). 

38.5. UNIFORM RELOCATION ACT (24 CFR 983.7) 

Any persons displaced as a result of the implementation of the PBV Program must be provided 
relocation assistance in accordance with the Uniform Relocation Assistance and Real Property 
Acquisition Policies Act of 1970, as amended (URA) and its implementing regu lations at 49 CFR 
Part 24. The cost of requ ired relocation assistance should be paid by the owner or by funds 
available from other sources. Under no circumstances will GDPM use voucher program 
assistance to pay for relocation costs. 

When computing a replacement housing assistance payment to a residential tenant displaced as a 
direct result of a privately undertaken rehabilitation or demolition, the terms "initiation of 
negotiations" means the execution of the i nitial Agreement between GDPM and the owner. 1

1 For new construction or rehabilitation, the initial agreement is the AHAP. For existing properties, the initial 
agreement is the HAP Contract. 



38.6. METHODS OF SELECTION OF PBV OWNER PROPOSALS (24 CFR 983.51) 

Prior to selection of a proposal for PBV assistance, GDPM must determine that the property is 
eligible for housi ng, that the project complies with the regulatory limitations on the amount of 
assisted units per project, that the property meets applicable site selection standards and that the 
project complies with all other applicable HUD regulations and requirements. 

GDPM will use one of the following methods to select owner proposals: 

• Competitive Req uest for Proposals: GDPM may issue a request for PBV proposals. The
request for proposal (RFP) will not be limited to a single site and will not impose
restrictions that explicitly or practically preclude owner submission of proposals for PBV
housing on different sites. When evaluating owner proposals, GDPM wi ll use the selection
criteria outlined in Section 38.8 below.

• Selection  Based  on  Previous  Competition:   At GDPM's  d iscretion,  GDPM  may
select, without competition, a proposal where units were selected for housing assistance
under a federal, state, or  local  government  housing  assistance,  community
development, or supportive services program that required a competitive selections of
proposals  (e.g., HOME, LIHTC) where the proposal has been selected in accordance
with the program's selection requirements  and in accordance with the requirement
outlined  in Section 38.9 below.

Generally, GDPM will select proposals based upon previous competition and wi ll utilize the RFP 
method if an adequate number of proposals based upon a prior reward have not been received. 

38.7. PROHIBITION AGAINST COMMITMENT OF PBVS PRIOR TO SELECTION 

Developers of low-income housing tax credit (LIHTC) units often approach the  local  PHA 
seeking a commitment of PBVs. GDPM cannot commit PBVs until or unless it has followed the 
selection requirements set forth in 24 CFR 983 and in this Administrative Plan. 

38.8. NOTICE OF INTENT TO PROJECT-BASE (24 CFR 983.6(D)) 

Before issuance of a RFP or selection of a proposal based on previous competition, GDPM must 
submit a Notice oflntent to Project-Base to HUD 1 

• The following information must be submitted 
to HUD no later than 14 calendar days prior to the date that GDPM intends to issue the RFP or 
make a selection based on previous competition: 

• The total amount of annual budget authority;

• The percentage of annual budget authority to be project-based; and

• The total amount of annual budget authority GDPM is planning to project-base pursuant
to the selection and the number of units that such budget authority will support.

1 The submission must be emailed to pbvsubmission@ hud.gov 



38.9. REQUEST FOR OWNER PROPOSAL (RFP) - SITE SELECTION STANDARDS 
(24 CFR 983.57) 

If GDPM utilizes the competitive process for selection for award of PBVs, GDPM will publish 
an RFP that will include the following: 

• Number of project-based vouchers available
• A Mini mum of 15-day submission deadline
• The requi red proposal format
• Contract requirements and term

• The housing type (new construction, rehab, existing)
• Household classification (senior, family, veteran, etc.)
• Minimum & maximum number of total units permitted for the project
• Minimum & maximum number of PBV units permitted for the project

• Project specific Selection criteria

Notice of the RFP will be published on GDPM's website and at least twice in a 14 day period in 
a local newspaper of general circulation. 

When determining a proposal 's eligibility for award, GDPM will review its selection criteria 
which will include, but will not necessarily be limited to consideration of the following criteria 
and site and neighborhood standards: 

• Adherence to GDPM's goa ls of creating, preserving, and maintaining quality affordable
housing, deconcentrating poverty, and expanding housing and economic opportunities as
set forth in Chapter I of this Administrative Plan;

• The extent to which the proposal  complements other GDPM housing and neighborhood
revitalization  activities;

• The feasibility of the supportive services plan, if applicable;

• The extent  to which  the proposed  project  serves very  low-income  families  in  mixed- 
income projects and promotes greater housing choice opportunities;

• Site location is conducive for residential living and is properly zoned;
• Design includes amenities and a layout that meets the needs of the population served;
• Demonstration of project financial feasibility;
• Demonstration of capacity and prior experience;
• The development will be located in a census tract where the concentration of assisted units

will be or has decreased as a resu lt of public housing demolition;
• The proposed development will be located in a census tract  that is undergoing significant

revita lization;
• The location is in a HUD-designated  Enterprise Zone, an underserved  census tract, or i n

an area that demonstrates a need for affordable housing units and affirmatively furthers
fair housing;



• Whether state, local, or federal dollars have been invested i n the area that has assisted the
achievement of the statutory requ irement;

• Whether the proposed PBV development is in a census tract where new market rate units
are being developed and the likelihood that such market rate units will positively impact
the poverty rate in the area;

• Ifthe proposed PBV development is in an area in which the poverty rate is greater than 20
%, whether in the past five years there has been an overall decline in the poverty rate;

• Whether the proposed PBV development will be located i n census tract where there are
meaningful opportunities for educationa l and economic advancement;

• The site is suitable from the standpoint of facilitating and furthering compliance with the
applicable provisions of Title VI of the Civil Rights Act of 1964 and HUD's implementing
regu lations at 24 CFR part 1; Title VIII of the Civil Rights Act of 1968 and HUD's
implementing regulations at 24 CFR Part 100 through 199; Executive Order 11063 (27 FR
1 1527; 3 CFR, 1959-1963 Comp., p. 652) and HUD's implanting regulations at 24 CFR
Part l 07 and the site meets the section 504 site selection requirements described in 24 CFR
8.4(b)(5);

• Any other project-specific criteria set forth in the RFP.

Existing   and   Rehabilitated    Housing   Site   and   Neighborhood    Standards:     In   add ition 
to consideration  of the above criteria, a site for existing or rehabi litated  housing must meet  
the following site and neighborhood standards:  The site must: 

• Be adequate in size, exposure, and contour to accommodate the number and types of units
proposed;

• Have available adequate utilities and streets to service the site;
• Not be functionally or physically obsolete (or will not so remain after reha bilitation is

completed);
• Promote greater choice of housing opportunities and avoid undue concentration of assisted

persons in areas containing a high proportion of low-income persons;
• Be accessible to social, recreational, educational, commercial, and health facilities and

services that are at least the equivalent to those typically found in neighborhoods consisting
largely of unassisted, standard housing or similar market rents;

• Be so located that travel time and cost via public transportation or private automobile from
the neighborhood to places of employment providing a range of jobs for lower-income
workers is not excessive.

New Construction  Site and Neighborhood  Standards:  A site for newly constructed housing 
must meet the following site and neighborhood standards: 

• The site must be adequate in size, exposure, and contour to accommodate the number and
type of units proposed ;

• adequate utilities and streets must be ava ilable lo service the site;



• The site must not be located in an area of mi nority concentration, except as permitted under
24 CFR 983.57(e)(3), and must not be located in a racially mixed area if the project will
cause a significant increase in the proportion of minority to non-minority residents in that
area;

• The site must promote greater choice of housing opportunities and avoid undue
concentration of assisted persons in areas containing a high proportion of low-income
persons;

• The neighborhood must not be one that is seriously detrimental to family life or in which
substandard dwellings or other undesirable cond itions predominate, unless there is actively
in progress a concerted program to remedy the undesirable cond itions;

• The housing must be accessible to social, recreational, educational, commercial, and health
facilities and services and other munici pa l facilities and services that are at least equivalent
to those typically found in neighborhoods consisting largely of unassisted, standard
housing of similar market rents;

• Except for new construction housing designed for elderly persons, travel time, and cost via
public transportation or private automobile from the neighborhood to places  of
employment providing a range of jobs for lower-income workers, must not be excessive.

38.10. SELECTION CRITERIA BASED ON PREVIOUS COMPETITION (24 CFR 983.51 
(b)(2)) 

In GDPM's sole discretion,  GDPM may select, without  competition, a proposal that has been 
competitively awarded  under an eligible general, state or local housing assistance,  community 
development, or supportive services program that required a competitive selection of proposals. 
To be eligible for award based upon previous competition the proposal must demonstrate the 
following: 

• It selected in accordance with the eligible program's competitive selection requirements;
• It was awarded within three years of the PBV proposal selection;
• It was awarded without any consideration that the project would receive PBV assistance;
• The proposed project meets the site and neighborhood standards set forth in Section 38.8

of this Chapter.

When determining whether or not to provide PBV assistance based upon previous competition, 
GDPM will review the eligible program's initial solicitation, the owner proposal and the issued 
award letter. Additionally, GDPM will consider the selection criteria set forth in Section 38.8 
above. 

In order to request selection based upon previous competition, the project owner must submi t a 
written request to GDPM's Chief Executive Officer. The request must include a ll materia l 
necessary to demonstrate that the above criteria is met, includ ing, without limitation, a copy of 
the eligible program's original competitive solicitation, a certified copy of the owner's proposal 
for the el igible program 's award and the award letter that demonstrates the project was 
competitively.  Prior to submitting a forma l request, owners are encouraged to contact GDPM to 



determine whether or not GDPM intends to and is authorized to provide a PBV award. The 
awarding of proposals shall be within GDPM's discretion and any award is  contingent on 
available PBVs based upon GDPM's baseli ne vouchers number, HUD approval and must be in 
accordance with all applicable regulations. 

38.11. NOTIFICATION OF OWNER SELECTION (24 CFR 983.51(d)) 

GDPM will notify the owner of awarded projects promptly after award selection. Additionally, 
GDPM will publish a notice of selected proposals within 30 days of initial selection. All awarded 
proposals are subject to an environmental review and approval, a subsidy layering review and any 
other required reviews and approvals as set forth in this Chapter or i n the HUD program rules and 
regulations. 

GDPM wi ll mai ntai n records of its evaluation and selection process which will be available, upon 
request, to the public.  Such records will be maintained for at least one year. 

38.12. ELIGIBLE HOUSING TYPES (24 CFR 983.52) 

GDPM may provide PBV assistance for units in existing housing or for newly constructed or 
rehabilitated housing developed under and in accordance with an Agreement. 

Existing Housing: A housing unit is considered an existing housing unit for purposes of the PBV 
program, if at the time of notice of GDPM's proposal selection, the units substantially comply 
with the Housing Quality Standards (HQS) as set forth in HUD regulations and GDPM policy. 
Units for which new  construction or rehabilitation began after owner's proposal but prior to 
execution of an Agreement do not subsequently qua lify as existing housing. 

38.13. PROHIBITION  OF ASSISTANCE FOR INELIGIBLE UNITS (24 CFR 983.53) 

GDPM may not provide PBV assistance for units of the following type of housing: 

• Shared housi ng;
• Units on the grounds of a pena l, reformatory, medical, mental, or similar public or private

institution;
• Nursing  homes or facilities providing  continuous psychiatric,  medical, nursing services,

board and care, or intermediate care;
• Units that are owned or controlled  by an educational  i nstitution  or its affiliate and are

designated for occupancy by students of the institution;

• Manufactured  homes;

• Transitional  housing;

• Owner occupied homes.



38.14. PROHIBITION AGAINST SELECTING UNIT OCCUPIED BY INELIGIBLE 
FAMILY (24 CFR 983.53(c)) 

GDPM may not select units that are occupied by a family ineligible for participation in the PBV 
program. Before GDPM selects a specific unit to which assistance is to be attached, GDPM must 
determine whether the unit is occupied, and if occupied, whether the occupants are eligible for 
assistance. 

38.15. PROHIBITION AGAINST ASSISTANCE li'OR UNITS FOR WHICH 
COMMENCEMENT OF CONSTRUCTION OR REHABILITATION OCCURRED 
PRIOR TO AGREEMENT TO ENTER INTO HAP CONTRACT. (24 CFR 983.53 (d) & 24 
CFR 983.153) 

GDPM may not provide PBV assistance for units for which construction or rehabilitation has 
commenced prior to execution of the AHAP.   For the purposes of this Section: 

• Construction commences when excavation or site preparation  (including clearing of the
land) begins for the project.

• Rehabilitation commences with the physical commencement of rehabil itation activity on
the housing.

38.16. SUBSIDY LAYERING REVIEW 

GDPM must request a subsidy layering review for proposed PBV contracts when a new 
construction or rehabilitation project has been selected and the project combines other forms of 
government assistance. GDPM will not enter into an AHAP until the project has successfully 
passed a subsidy layering review by HU D or a HUD approved agency. 

38.17. ENVIRONMENTAL  REVIEW (24 CFR 983.58) 

In accordance with 24 CFR 983.58 and 24 CFR Part 58, an environmental review is required for 
all PBV units including existing units. GDPM, an owner, or its contractors may not acquire, 
rehabilitate, convert, lease, repai r, d ispose of, demolish, or construct real property or commit or 
expend program funds or local funds for PBV activities until the environmental review is 
completed. 

38.18. ACCESSIBILITY  REQUIREMENTS  (24 CFR 983.102) 

PBV projects must meet program accessibility requ irements of 24 CFR 983. l 02 and of Section 
504 of the reha bilitation Act of l 973 and implementing regu lations found at 24 CFR part 8. 
Housing first occupied after March 13, 1991, shall comply with the design and  construction 
requirements of the Fair Housi ng Amendments Act of 1988 and implementi ng regulations at 24 
CFR 100.205, as applica ble. GDPM must ensure that the percentage of accessible dwelling units 
complies with HU D requ irements and that design and construction requirements, as applica ble, 
are met. 



38.19. LIMITATION ON NUMBER OF PBV UNITS IN  A DEVELOPMENT (24 CFR 
983.56) 

GDPM may not provide PBV assistance for more than 25% of units in a selected development. 
Exceptions to the 25% cap include ("excepted units"): 

• Units that house elderly or disabled families;
• Units that house families that receive qualified supportive services;
• Developments that contain no more than four units.

38.20. REQUIREMENTS  APPLICABLE TO EXCEPTED UNITS (24 CFR 983.56(b)) 

Units that house families that receive qualified supportive services must have at least one 
household member receiving qualified supportive services. The qualified supportive services are 
not required to be provided by or at the development. Qualified supportive services include, but 
are not limited to, the following: 

• Family Self Sufficiency (FSS) Program;
• Welfare-to-Work  programs;

• Case Management programs;
• Employment skills development and job training programs;

• Drug or alcohol treatment;
• Educational   programs   where  there   is  a  reasonable  expectation  of  leading  to  self- 

sufficiency;

• Parenting skills, child care skills, financial budgeti ng and similar related service programs;
• Family supportive services.

Participation in medical or disability related supportive services, other than drug or alcohol 
treatment in the case of current abusers, is not required as a condition of residing i n an excepted 
unit, but such services may be offered. Elderly or d isabled families resid ing in excepted units are 
not required to participate in a qualified supportive service program. 

GDPM will monitor the family's compliance with the qualified supportive services requ irement 
at least annually as part of the family's recertification process. However, GDPM may request the 
family demonstrate its compliance more frequently, at its d iscretion. If changes to a family's 
supportive services program occur, the owner or family must notify GDPM in writing of such 
change and the notification must occu r within 30 days of the change.  Failure to report the change 
may resu lt in GDPM determining the family is not in compliance with the requirement. 

If a family successfully completes the supportive services requirement, the unit will continue to 
count as an excepted unit for as long as the family resides in the unit. 



If a family in an expected unit fails, without good cause, to complete the supportive services 
requirement, GDPM will terminate the partici pant from the program 1 and the owner may 
terminate the lease. 

38.21. HOUSING QUALITY STANDARDS (24 CFR 983.101) 

The Housing Quality Standards (HQS) that apply to GDPM 's HCV Program generally apply to 
the PBV program.  GDPM may impose additional standards in the Agreement with owner. 

38.22. INSPECTIONS (24 CFR 983.103) 

38.22.1. Pre-Selection Inspection: GDPM will examine the proposed site prior to proposal 
selection. To qualify as existing housing, units must substantially comply with HQS on the 
proposa l selection date. 

38.22.2. Pre-HAP   Contract   Inspection:    GDPM  will  inspect  each  contract  unit  prior  
to execution of the HAP Contract. GDPM may not enter into a HAP Contract for a unit u ntil the 
unit fully complies with HQS. 

38.22.3. Turnover Inspection: Before another family may move into the assisted  unit, 
GDPM will inspect the unit to ensure continued HQS compliance. A family may not receive 
assistance until the unit fully complies with HQS. 

38.22.4. Inspections: At least annually during the term of the HAP Contract, GDPM will 
inspect at least 20% of PBV units in each building to ensure continued HQS compliance. GDPM 
will randomly select the units to be inspected. Ifmore than 20% of the sampled units fail to comply 
with HQS, GDPM will re-inspect 100% of the PBV in each build ing. 

38.22.5. Other Inspections: GDPM must inspect PBV units whenever needed to determine 
that the units comply with HQS and that the owner is providing mai ntenance, utilities, and other 
services in accordance with the HAP Contract. 

38.22.6. Follow-Up Inspections: GDPM will conduct follow-up inspections needed to 
determine if the owner, or, if applicable, the family, has  corrected the HQS violation. When 
conducting GDPM quality control HQS inspections, GDPM will include a representative sample 
of both tenant-based and project-based units. 

38.23. SPECIAL REQUIREMENTS FOR NEWLY 
REHABILITATED HOUSING (24 CFR 983 Subpart D) 

CONSTRUCTED OR 

This  section  describes  specific  requ irements  of  PBV  assistance  for  newly  constructed   or 
rehabilitated housing.  This section does not apply to existing housing. 

1 GDPM will follow the termination procedures outlined in Chapter_ Termination of the GDPM Administrative 
Plan 



38.23.1. Agreement to Enter  i nto  HAP  Contract  CAHAP):  After receivi ng notice that  
the subsidy layering requirements and environmental review requirements have been met and 
prior to commencement of construction or reha bilitation activities, GDPM will enter into an AI-
IAP with the owner of the PBV development. The AHAP will be i n a form prescribed by  HUD 
and must describe the following features of the housing to be developed: 

• Site;

• Location of contract units;
• Number of contract units by area (size) and number of bedrooms and bathrooms;
• Services, maintenance, or equipment to be supplied by the owner without additional

charges in add ition to rent;
• Util ities available and identification of which utilities will be paid for by owner;
• Ind ication of whether or not the design and construction requirements of the Fair

Housing Act and implementing  regulations at 24 CFR l 00.205 and the accessibility
requirements of section 504 of the Rehabilitation Act of 1973 and implementing
regulations at 24 CFR 8.22 and 8.23 apply to units under the Agreement. Ifapplicable,
any required work must be included in the description of work to be performed;

• Esti mated initial rents to owner;
• Description of the work to be performed under the Agreement. Ifthe Agreement is for

rehabilitation, the work description must include the reha bilitation work write up and,
where determined necessary by GDPM, the specifications and plans.  Ifthe Agreement
is for new construction, the work description must include the working drawings and
specifications.

38.23.2. Conduct of Development Work: When conducting the development work,  the 
owner must adhere to the following requirements: 

38.23.2. l . Labor Standards: For development of nine or more PBV units, the owner 
and owner's contractors and subcontractors must comply with Davis-Bacon 
wages requirements; the Contract Work Hours and Safety Standards Act 
requirements, and other applicable federal labor relations laws and regulations; 

38.23.2.2. Equal Opportunity: The owner must comply with federal equal 
employment opportunity requirements; 

38.23.2.3. Section 3: The owner must comply with the training, employment, and 
contracting opportunity requirements set forth in Section 3 of the Housing and 
Urban Development Act of 1968. 

38.23.2.4. 7J1e owner must be eligible to participate in federal programs and 
activities. 

38.23.2.5. Disclosure of Conflict of Interest: The owner must disclose any possible 
conflict of interest. 



38.23.3. Completion    of    Construction/Rehabilitation:       The   owner   must   complete 
the construction and rehabilitation activities by the deadline set forth in the AHAP. At a 
minimum, the owner must submit a certification that the work has been completed in accordance 
with HQS and other requirements set-forth in the AHAP and that owner has complied with the 
labor, equal opportunity and section 3 requ i rements. 

38.23.4. GDPM   Acceptance    of   Completed    Units:     After   submission   of   the 
owner certification, GDPM will inspect the unit to determine that the construction/reha bilitation 
has been completed in accordance with the AHAP and HQS. GDPM may not enter into a HAP  
Contract until GDPM determines all requirements in the AHAP have been met and the owner has 
submitted all required certifications. If GDPM determines that the unit has been completed in 
accordance with the AHAP and the owner has submitted the requ ired ce1tifications,  GDPM  
may execute a HAP Contract. 

38.24. HOUSING ASSISTANCE PAYMENT (HAP) CONTRACT (24 CFR 983 Subpart E) 

GDPM will enter into a HAP Contract with the owner on a form prescri bed by HUD. The HAP 
contract will specify, at a minimum: 

• the  amount  of housing  assistance  GDPM will  provide  to the owner when  the unit  is
occupied by an eligible family during the HAP term;

• the total number of contract units by bedroom size;
• information needed to identify the specific contract units;
• services, maintenance, and equ ipment to be supplied by the owner;

• utilities available and identification of owner paid utilities;
• the HAP Contract term;
• features provided to comply with program accessibility requ irements of section 504 of the

Rehabilitation Act of 1973;
• The initial rent to owner.

38.24.1. HAP  Contract  Term:   The initial term of the HAP contract shall not exceed  15 
years. 

38.24.2. HAP Contract Extension: Within one year before expiration of the HAP contract, 
GDPM may extend the term for an additional term of up to 15 years. GDPM may provide for 
multiple extensions, but at no time may the HAP Contract extensions exceed 15 years. 

38.24.3. Termination: 

38.24.3.1. 
from HUD. 

GDPM may terminate the HAP contract if it receives i nsufficient fund ing 

38.24.3.2. GDPM may abate and termi nate the HAP contract for non-compliance of 
HQS i n accordance with GDPM's HCV policies; 



38.24.3.3. Ifthe amount ofrent to an owner for any contract unit is red uced below the 
amou nt of the initial rent to owner, the owner may terminate the HAP contract by giving 
notice to GDPM. 

38.24.4. Amendments  to HAP  Contract to Su bstitute  Units:   GDPM may amend the 
HAP contract to substitute a different unit with the same number of bedrooms in the same 
building. 

38.24.5. Amendment  to Add  Contract Units:  At the discretion of GDPM and provided  
the number of PBV units in a project will not exceed any applicable cap, a HAP Contract may  
be amended to add add itional PBV units to a bu ilding. The anniversary and expiration date for 
the added units will be the same as for the existing units under the HAP Contract. 

38.25. OCCUPANCY REQUIREMENTS (24 CFR 983.251) 

38.25.1. Who May Receive PBV Assistance?: GDPM will select families who from the 
PBV development's site-specific waitlist. GDPM will not approve a tenancy if the owner of a 
unit is the parent, child, grandparent, grandchild, sister or brother of any member of the family. 

38.25.2. Protection of in-place Families: The term "in-place family" means an eligible 
family residing in  a proposed PBV contract unit on the proposal selection date. In  order to 
minimize d isplacement of in-place families, if a unit is placed under contract and is occupied by 
an eligible family on the proposal selection date, the in-place family must be placed on GDPM's 
waitlist and, once continued eligibility is determined, the family must be given an absolute 
preference for an appropriately sized unit within the PBV development. 

38.25.3. Selection from the GDPM Waitlist: GDPM uses site-based waitlists for each PBV 
development. Applicants are placed on the PBV development waitlist by referral of the owner. 
All new applicants and families currently on the GDPM HCV waitlist must be provided with the 
option to have their names placed on any open PBV waitlist. GDPM will notify applicants and 
program partici pants in a manner listed under 24 CFR 982.206(a). GDPM selects applicants in 
the order in which they appear on the site-specific waitlist with the following exceptions: 

• Accessible Units (24 CFR 983.251 (c)(7)): When selecting families to occupy PBV units
that have special accessibility features for person with disabilities, GDPM will first refer
families who require such features to the owner.

• Not less than 75% of the families admitted to GDPM's tenant-based and project-based
voucher programs during a fiscal year shall be extremely low-income  families.  The
income targeting requirements at 24 CFR 982.20 I (b)(2) apply to the total admissions to
GDPM's project-based and tenant-based voucher programs during the fiscal year from the
GDPM waitlist for such programs.

38.25.4. Offer of PBV Assistance:   Ifa family refuses GDPM's offer of PBV assistance or 
an owner rejects a family for admission to a PBV unit, such refusal or rejection will not affect the 
family's position on the GDPM waitlist. GDPM will not take any of the following actions 
against an applicant who has applied for, received, or refused on offer of PBV assistance: 



• Refuse to list  the applicant on the GDPM tenant-based voucher assistance waitlist;

• Deny any admission preference for which the applicant is currently qualified;

• Change  the applicant's place  on the waitlist  based  on preference,  date, and  time of
application, or other factors affecting selection under GDPM's policies;

• Remove the applicant from GDPM's waitlist.

38.26. LEASING OF PBV UNITS (24 CFR 983.253 & 24 CFR 983.256) 

During the term of the HAP contract, the owner must lease contract units only to eligible families 
selected and referred by GDPM from the waitlist ma intained by GDPM. 

The owner is responsible for adopting written tenant selection procedures that are consistent with 
the purpose of improving housing opportunities for very-low income famil ies and reasonably 
related to program el igibility and an applicant's ability to perform the lease obligations. 

Form of Lease: The tenant and owner must enter into a written lease agreement. In all cases, the 
lease must include the HUD-required tenancy addendum. GDPM may review the lease form and 
may decline to approve the form. Ifthe tenant and owner agree to any change in the lease, such 
change shall be submitted to GDPM within I 0 days of execution.  Advance approval of GDPM 
is required if the change is related to owner and tenant responsibilities for uti lities. 

38.27. TENANT SCREENING (24 CFR 983.55) 

GDPM will screen applicants for the PBV program  in  accordance  with  Chapter  4  of  this 
Admi nistrative Plan. GDPM has no responsibility or liability to the owner or any other person 
for the family's behavior or suitability for tenancy. 

Owner Responsibility: The owner is ultimately responsible for the screening and selection of the 
family to occupy the owner's unit, 

38.28. WRONG-SIZED  AND ACCESSIBLE UNITS (24 CFR 983.260) 

GDPM's subsidy standards determine the appropriate unit size for the family size and 
composition. If GDPM determines that a family is occupying a wrong sized unit or that a family 
is occupying a unit with accessible features that the family does not require, and the unit is needed 
by a family that requires the accessible features, GDPM will promptly notify the owner and the 
family and will offer continued assistance in another unit. The owner shall offer the family an 
appropriately sized PBV unit in the same development, if available. 

Termination of HAP: If GDPM offers the family the opportunity to receive HCV assistance, 
GDPM must terminate the HAP for a wrong-sized unit or accessible unit at the earlier of the 
expiration of the term of the family's voucher or the date the family vacates the unit.   Ifa family 



does not vacate the wrong-sized  or accessible  unit  by the expiration  date of the  term  of the 
family's voucher, GDPM must remove the unit from the HAP contract. 

38.29. FAMILY RIGHT TO MOVE (24 CFR 983.261) 

The family may terminate the assisted lease at any time after the first year of occupancy. The 
family must give the owner advance written notice of its intent to vacate and i n accordance with 
their lease agreement. If the family terminates its lease in this manner, GDPM must offer the 
family the opportunity for continued tenant-based  rental  assistance.  If a  voucher  is  not 
immed iately available upon the termination of the family's lease, GDPM will give the family a 
preference to receive the next available voucher. 

If the family terminates the lease before the end of the initial year, the family relinquishes the 
opportunity for continued assistance with a tenant-based voucher. 

38.30. RENT TO OWNER (24 CFR 983 Subpart G) 

Except for certain tax-credit units as provided below, the rent to owner must not exceed the lowest 
of: 

• An amount determined by GDPM, not to exceed 1 10% of the applicable FMR for the unit
bedroom size minus any utility allowance;

• The reasonable rent; or
• The rent requested by the owner.

Rent to Owner for Certain Tax Cred it Units: 

Ifa tax cred it unit: 

• Receives low-income housing tax credits under the Internal revenue Code of 1986 (see 26

u.s.c. 42);
• ls not located in a qualified census tract;
• Is in the same bu ilding as comparable tax credit units of the same bedroom size and do not

have any other form of assistance attached to the unit; and
• Rent exceeds the applicable fair market rental

Then, the rent to owner must not exceed the lowest of: 

• The tax credit rent minus any utility allowance;
• The reasonable rent; or

• The rent request by the owner.



Reasona ble Rent: GDPM will determine the reasonable rent in accordance with 24 CFR 983.303 
and Chapter 13 of this Admin Plan. 

38.31. VACANCY PAYMENTS:   GDPM does not provide vacancy payments. 

38.32. GDPM-OWNED UNITS UNDER THE PBV PROGRAM (24 CFR 983.3 & 24 CFR 
983.59) 

For the purposes of the PBV program, GDPM-owned means that GDPM or its officers, 
employees, or agents or an entity that holds any such direct or indirect interest in the build ing, 
includ ing, but not limited to an interest as a titleholder, lessee, stockholder, member or general or 
limited partner or member of a limited liability corporation. Therefore, if GDPM, its officers, 
employees, or agent possess any interest in the building, the PBV development or building is 
considered GDPM-owned and must comply with the following requirements governing PHA- 
owned units. 

38.32.1. Independent Entity: A unit of general local government or a HUD-approved 
independent entity must perform the following functions for GDPM-owned units: 

• HQS Inspections;
• Rent Reasonableness determinations; and
• If applicable, review of the GDPM's proposal for PBV assistance.

GDPM must identify in writing the proposed independent entity and submit it to the local HUD 
Office of Public and Ind ian Housing prior to entering into the AHAP for new construction and 
rehabilitation or prior to selection for existing housing. 

If GDPM plans to utilize the independent entity to review its proposal selection process, GDPM 
must submit a request for approval of the independent entity to the local HUD Office of Public 
and Indian Housing at the same time GDPM notifies HUD of its intent to project-base as set forth 
in Section 38.7 of this Chapter. 

38.32.2. Selection   of   GDPM-Owned   Units:    GDPM  may  submit  a  proposal  for  
PBV assistance in connection with GDPM-owned units. If GDPM selects GDPM-owned units,  
such units shall only be assisted under the PBV program if HUD or a HUD-approved independent 
entity reviews  GDPM's  selection  process  and  determines   that   the   GDPM-owned    units 
were appropriately selected based on the selection criteria specified in the GDPM Administrative 
Plan. If GDPM selects GDPM-owned units, GDPM must submit the following to HUD or the  
HUD approved independent entity for review: 

• all proposals submitted for PBV assistance in connection with the particular selection;
• a copy of the GDPM Administrative Plan;



• If the proposal was accepted pursuant to an RFP, the solicitation; and
• If the proposal was selected based upon previous competition, a copy of the proposal for

the previous competition, and the award letter.

38.32.3. Contract  Requirements   for  GDPM-Owncd   Units:   The following 
requirements apply to all GDPM-owned units under the PBV program: 

• The contract administrator and owner cannot be the same legal entity.  Therefore, GDPM
must establish a separate legal entity to serve as the owner; and

• The term of the initial HAP and any extension thereof, must be approved by HU D or a
HUD-approved  independent entity.

38.32.4. Inspections    of    GDPM-Owned    Units: The  following  inspections  of  GDPM- 
owned units must be performed by a HUD-approved  independent entity: 

• Pre-Selection  Inspections;
• Inspection of existing units;

• Pre-HAP Contract Inspections;
• Turnover Inspections;
• Inspections;
• HQS Inspections;
• Follow-up Inspections; and
• Other inspections performed to determine that GDPM is provid ing maintenance, utilities,

and other services in accordance with the HAP contract.



The Jlousing Opportunity through Modernization Act of 2016 \Vas signed into law on July 29, 2016. The Act 
amended some provisions of the United States Housing Act of 1937 (42 U.S.C.S 1437) related to Project-Based 
Vouchers. \Vhen the anienchnents becotne effective, several provisions of this chapter \Viii be a1nendecl. Such 
changes are listed in Appendix A. 

APPENDIX A 
CHANGES PURSUANT TO 

THE HOUSING OPPORTUNITIES THROUGH MODERNIZATION ACT 2016 

The Housing Opportunity Through Modernization Act of 2016 amenclecl some provisions 
of the Unitecl States Housing Act of 1937 (42 U.S.C.S 1437) relatecl to Project-Based 
Vouchers.  When  the  amendments  become  effective,  the  follow  changes  to  this 
Acl ministrative Plan Chapter 38 provisions will be effective: 

33.3      LIMITATION ON PBV PROGRAM SIZE (24 CFR 983.6) 

The total number of PBV units may not exceed 20% of total authorized units available for 
GDPM's HCV Program. 

Exception: GDPM may use up to an add itional 10% of authorized units for PBV assistance to 
provide units that  house individuals and families that meet the  definition of homeless under 
Section 103 of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 1 1302), that house 
families with veterans,  that provide supportive services to persons with disabilities or elderly 
persons, or that are located in areas where vouchers are hard to use. 

38.19. LIMITATION  ON  NUMBER  OF PBV  UNITS IN A DEVELOPMENT  (24 CFR 
983.56) 

GDPM may not provide PBV assistance for more than the greater of 25 units or 25% of the units 
in a selected development.  Exceptions to the 25% cap include: 

• Certain Families:
o The limitation shall not apply to units assisted under a contract that are exclusively

made available to elderly families or to households eligible for supportive services
that are made available to the assisted residents of the development ("excepted
units").

• Certain Areas:
o Areas in which tenant-based voucher assistance is d ifficu lt to use



o Areas located  i n a census tract with a poverty rate of 20% or less PBV shall be
permitted in up to the greater of 25 units or 40% of the development.

38.24.1 
years. 

HAP Contract Term:   The initial term of the HAP contract shall not exceed 20 

38.24.2 HAP Contract Extension: Within one year before expiration of the HAP contract, 
GDPM may extend the term for an additional term of up to 20-years. GDPM may provide for 
multiple extensions, but at no time may the HAP Contract extensions exceed 20 years. 

38.24.5 Amendment to Add Contract Units: At the discretion of GDPM and 
provided the number of PBV units in a project will not exceed any applicable cap, a HAP Contract 
may be amended to add additional PBV units to a bu ilding without being subject to any additiona l 
competitive selection procedures. The anniversary and expiration date for the added units will 
be the same as for the existing units under the HAP Contract. 

38.24.6. Exception: At GDPM's d iscretion, GDPM may enter into a HAP contract with an 
owner for any unit that does not qua l ify as existing housing and is under construction or recently 
has been constructed whether or not GDPM has entered into an Al-IAP with the owner, provided 
that the owner has complied with requirements set forth in 38.23.2 and subject to 24 CFR 983. 

38.25. OCCUPANCY REQUIREMENTS  (24 CFR 983.251 ) 

38.25.l . Who May Receive PBV Assistance?: GDPM or owner will select families 
who from the appropriate waitlist. GDPM will not approve a tenancy if the owner of a 
unit is the parent, child, grandparent, grandchild, sister or brother of any member of the 
family. 

38.25.2. Protection of i n-place Famil ies: The term "in-place family" means an 
eligible family residing in a proposed PBV contract unit on the proposal selection date. 
In order to minimize displacement of in-place families, if a unit is placed under contract 
and is occupied by an eligible family on the proposal selection date, the in-place family 
must be placed on GDPM's or the Owner's waitlist and, once continued eligibil ity is 
determined, the family must be given an absolute preference for an appropriately  sized 
unit within the PBV development. 



38.25.3. Selection from the GDPM Waitlist: GDPM may use site-based waitlists 
for each PBV development or GDPM may permit owners to select applicants from the 
owner's site-based waiting lists. Appl icants may be placed on the GDPM PBV  waitlist 
by referral of the owner. All new applicants and families currently on the GDPM HCV 
waitlist must be provided with the option to have their names placed on any open PBV 
waitlist. GDPM wi ll notify applicants and program participants in a manner listed under 
24 CFR 982.206(a). Applicants shall be selected in the order in which they appear on the 
GDPM or Owner's site-specific waitlist with the following exceptions: 

• Accessible Units (24 CFR 983.251 (c)(7)): When selecting families to
occupy PBV units that have special accessibility features for person with 
disabilities, GDPM will first refer families who requ ire such features to the owner. 

• Not less than 75% of the families admitted to GDPM's tenant-based and
project-based voucher programs during a fiscal year shall be extremely low- 
income families. The income targeting requ irements  at 24 CFR 982.20 I (b)(2) 
apply to the total admissions to GDPM's project-based and tenant-based voucher 
programs during the fiscal year from the GDPM waitlist for such programs. 

o Preferences: GDPM or owner may establish preferences or criteria for selection
for a unit assisted under this section that are consistent with the GDPM pan and
that give preference to families who qualify for voluntary services, including
d isability-specific services, offered in conjunction with assisted units.

o GDPM may establish and utilize procedures  for owner based waiti ng  lists.

38.25.4. Offer of PBV Assistance: If a family refuses an offer of PBV assistance or an 
owner rejects a family for admission to a PBV unit, such refusal or rejection will not affect the 
family's position on the waitlist. GDPM and owner will not take any of the following actions 
against an applicant who has applied for, received, or refused on offer of PBV assistance: 

• Refuse to list the applicant on the   waitlist;

Deny any admission preference for which the applicant is currently qual ified;

• Change the applicant's place on the waitlist based on preference, date, and time of
application, or other factors affecting selection under GDPM's policies; 

Remove the applicant from the waitlist. 

38.32.2. Selection of GDPM-Owned Units: GDPM may submit a proposal  for  PBV 
assistance in connection with GDPM-owned units. If GDPM selects GDPM-owned units, 
such  units  shall  only  be  assisted  under  the  PBV  program  if HUD  or  a  HUD-approved 



independent entity reviews GDPM's selection process and determines that the GDPM-owned 
units were appropriately selected based on the selection criteria specified in the GDPM 
Administrative Plan. If GDPM selects GDPM-owned units, GDPM must submit the 
following to HUD or the I-IUD approved independent entity for review: 

all proposals submitted for PBV assistance in connection with the particular selection; 
a copy of the GDPM Administrative Plan; 

• If the proposal was accepted pursuant to an RFP, the solicitation; and
• If the proposal was selected based upon previous competition, a copy of the proposal for
the previous competition, and the award letter. 

38.32.3 If GDPM is engaged in an i nitiative to improve, develop, or replace a public 
housing property or site, GDPM may attached PBV assistance to an existing, newly 
constructed, or rehabilitated structure in which GDPM has an ownership interest or control 
without following a competitive process. 



CHAPTER 39 

Rental Assistance Demonstration AND Project Based Voucher (PBV) Program for GDPM Owned Units 

I. Applicability: This chapter applies to all former GDPM public housing units that have converted to 

the Project-based Voucher Program. This includes units converting through the HUD Rental 

Assistance Demonstration and  GDPM public housing units that converted to the Project-Based 

Voucher Program outside of a RAD conversion. Collectively, these units may be referred to as 

"RAD/PBV" Units and collectively, the Program will be referred to as the "RAD/PBV Program" or "PBV 

Program". Most policies below apply to both RAD and non-RAD PBV units. However, GDPM will 

specify the instances where a particular policy or program rule applies exclusively to one program. 

While this chapter may refer to the PBV Program, it only applies to PBV units that were once GDPM 

public housing units and/or PBV units in which GDPM maintains an ownership interest. 

II. Background: Authorized by the Consolidated and Further Continuing Appropriation Act of  2012,

(Public Law 112-55), as amended, the Rental Assistance Demonstration (RAD) program allows housing

authorities, such as GDPM, to convert its public housing units to the RAD PBV Program. In turn, the

housing authority will be able to use different financing mechanisms not available under the public

housing program, in order to access capital to address the millions of dollars in capital needs. In 2017,

HUD authorized GDPM to convert its entire public housing portfolio.

GDPM's RAD PBV Program generally follows the rules and regulations set forth for GDPM's Housing

Choice Voucher (HCV) Program and set forth in the GDPM Administrative Plan. This Chapter sets forth

those differing rules and regulations that apply specifically to GDPM's RAD PBV Program. RAD PBV

Program rules and regulations are set forth in the following:

• Notice PIH 2012-32, REV-3, RAD - Final Implementation;

• Notice PIH 2014-17, Relocation Requirements under the RAD Program, Public Housing the

First Component;

• Notice PIH 2016-17, Rental Assistance Demonstration (RAD) Notice Regarding Fair

Housing and Civil Rights Requirements and Relocation Requirements Applicable to RAD

First Component - Public Housing Conversions;

• RAD Quick Reference Guide for Public Housing Authorities Converting to PBV Assistance;

• RAD Welcome Guide for New Awardees.

Ill. When HCV policies Apply to the PBV Program: Many of the GDPM HCV policies also apply to the PBV 

Program, including but not necessarily limited to policies related to eligibility. Except as otherwise set 

forth in this Chapter, GDPM's HCV Policies contained in the GDPM Administrative Plan apply to 

GDPM's PBV Program. A complete list of the HCV Admin Plan Chapters applicable to the PBV Program 

is contained in Appendix 1of this Chapter. 

1 



IV. No Rescreening ofTenants upon Conversion: A RAD Conversion shall not be the basis for rescreening

or terminating assistance or eviction of any family in a PBV community. Therefore, existing families

shall not be rescreened, nor are they subject to eligibility determinations based on income.

V. Income-targeting Requirements: Families in place at a RAD conversion will be considered new 

admissions to the voucher program. However, such families are exempt from the HUD income 

targeting requirements. When a current tenant moves out of the property that has undergone a RAD 

conversion, that unit must be rented to an eligible family and the income-targeting requirements 

apply. After conversion, at least 75% of the total admissions to the PBV and HCV Programs during 

each fiscal year must be to extremely-low income families. 

VI. Eligibility: after conversion, PBV applicants must meet the eligibility requirements of applicants for

the GDPM HCV Program set forth in Chapter 4 of the GDPM Administrative Plan.

VII. Elderly Properties: Certain PBV Communities will be elderly/near-elderly only communities.

Preference will be given to individuals aged 62 and older. However, families with a member(s) aged

50 and older may apply and be housed at the elderly designated communities. GDPM intends to

designate the following communities as elderly/near elderly only upon RAD/PBV conversion:

• Grand

• Hallmark-Meridian

• Metropolitan

• Wilmington

• Park Manor

• Madrid Estates

VIII. Organization of the GDPM PBV Waitlist: GDPM will have several GDPM PBV community waitlists.

PBV community waitlists will be separate and distinct from the GDPM HCV and Public Housing

waitlists and will be listed in Appendix 2 of this Chapter. The PBV Waitlists for each community may

contain both RAD and non-RAD PBV applicants.

IX. Waitlist Policy: Unless a preference applies, applicants will be placed on the waitlist in the order in

which they are received. GDPM will maintain its waitlists in accordance with all applicable civil rights

and fair housing requirements and in accordance with the following:

a. Waitlist  Administration  at Conversion: At conversion, GDPM will apply the following

principles:

i. GDPM will offer families on a public-housing specific waitlist priority for occupancy at

the same community if converting to the PBV Program.

ii. If GDPM is transferring assistance from a public housing site to another site, GDPM

will notify all applicants on the public-housing site's waitlist of the transfer of

assistance, and on how they can apply for residency at the new PBV community.

b. Preferences: GDPM's HCV Preferences will NOT apply to the GDPM PBV Program. GDPM's

PBV preferences will be limited to the following:

i. Preference One: Any GDPM Public Housing resident that voluntarily relinquishes

his/her right to return/remain at a to-be converted RAD/PBV community.
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ii. Preference Two: Any applicant on a waitlist for the specific public housing community

at the time of conversion.

iii. Preference Three - Elderly Designated Sites: Applicants aged 62 years or older will

be given preference over applicants aged 50-61 at the elderly designated

communities set forth in Section VII above.

iv. Preference Four - (limited to 25% of each participating RAD community) - Individual

RAD communities may adopt the following Homelessness Preference: Preference for

a) homeless applicants referred to the property by the local Continuum of Care (Coe)

and/or b) applicants exiting permanent supportive housing. 

c. Order of Applicants on Waitlist:  Applicants will be assembled on the waitlist in the order in

which they are received with the following exceptions:

i. For family communities:

1. Any applicant with Preference One designation will have priority over

applicants with any other preference.

2. Applicants with both a Preference Two and Preference Four designation will

have priority over applicants with only a Preference Two or only a Preference

Four designation.

3. Applicants with Preference Two designation will have priority over those

applicants with just a Preference Four designation.

ii. For elderly communities:

1. Any applicant with both a Preference One designation and Preference Three

designation will have priprity over applicants with any other preference. 

2. Applicants with Preference Two, Preference Three and Preference Four

designation will have priority over applicants with only a Preference Two or

Preference Three Designation and over applicants with both a Preference two

and Preference Three Designation.

3. Applicants with both a Preference Three and Preference Two designation will

have priority over those applicants with just a Preference Three designation.

Table: Order of Priority for Preferences 

Preference 1 Preference 1and 3 

Preference 2 and 4 Preference 2, 3 and 4 

Preference 2 Preference 3 and 2 

Preference 4 Preference 3 
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d. Units with Accessibility Features: When selecting families to occupy GDPM PBV units with

special accessibility features for persons with disabilities, GDPM will first offer the unit to the

next waitlist applicant family that needs such features.

e. PBV Applicant's Placement on HCV Waitlist (24 CFR 982.205): If the GDPM HCV Waitlist is

open at the time an applicant applies for a GDPM PBV Waitlist, GDPM will offer the applicant

placement on the HCV Waitlist.

f. HCV Applicant's Placement on GDPM PBV Waitlist (24 CFR 982.205): If any GDPM PBV

Waitlist is open when an applicant is placed on the HCV waitlist and the program includes

units suitable for the applicant, GDPM will offer to place the applicant on up to three GDPM

PBV Wait lists.

g. Refusal of Offer of Assistance (24 CFR 983.251): GDPM will not take any of the following

actions against a family who has applied for, received, or refused an offer of PBV assistance:

i. Refuse to list the applicant on the HCV waitlist;

ii. Deny any admission preference for which the applicant qualifies (on any of the GDPM

waitlists);

iii. Change the applicant's place on the waitlist based on preference, date, and time of

application;

iv. Remove the applicant from any other GDPM RAD PBV Waitlist, other PBV waitlist, or

the GDPM HCV waitlist. Refusal of one GDPM RAD PBV unit will result is removal from

that community's waitlist only.

h. Applicants Choice of Waitlist: An applicant may choose to be placed on up to three open PBV

community waitlists. Refusal of an offer of one PBV unit will result in the applicant being

removed from that community's specific waitlist, but it will not result in removal from all

GDPM PBV waitlists. If the applicant refuses any subsequent offers, the applicant may be

removed from that specific community's waitlist.

i. Removal from Waitlist: In addition to removal from a waitlist after refusal of unit offer,

GDPM's policies and procedures governing "Removalfrom Waiting List and Purging" (Admin

Plan Chapter 6} applies to GDPM's PBV Program. Additionally, an applicant will be removed

from all PBV community waitlists once an applicant accepts a PBV unit.

j. Must be Eligible at PBV Commencement: To be eligible to lease a GDPM PBV unit, an

applicant must be eligible when PBV assistance commences. Eligibility at application does not

guarantee eligibility when pulled from the waitlist.

k. General GDPM HCV Waitlist Provisions that Apply to GDPM's PBV Program: In addition to

any policies mentioned above, the following GDPM  HCV Administrative Plan Chapter Six

"Establishing Preferences and Maintaining the Waiting List" provisions apply to the GDPM

PBV Program:

i. Special Admissions and Exceptions for Special Admissions (Section B, 6-1);
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ii. Income Targeting (Section D, 6-4);

iii. Targeted Funding_(Section F, 6-5);

iv. Preference and Income Targeting Eligibility (Section G, 6-5);

v. Order of Selection (Section H, 6-6);

vi. Final Verification of Preferences (Section I, 6-7);

vii. Preference Denial (Section J, 6-7); and

viii. Removal from Waiting List and Purging (Section K, 6-7)

X. Eligibility Requirements: In addition to the eligibility requirements listed below and within this 

Chapter, with the exception of Section C; the eligibility requirements set forth in GDPM's HCV 

Administrative Plan Chapter 4 "Eligibility and Admissions" apply to the GDPM PBV Program. 

Additional eligibility criteria may include: 

a. Community specific eligibility requirements. The applicant must meet any community specific

requirements including but not necessarily limited to the following:

i. Specific  income-mixing  requirements for certain  Low Income Housing Tax Credit

communities;

ii. Minimum age requirements for elderly designated communities. A household

member may be below the minimum age requirement, but the family will be

considered an 'elderly' family and therefore qualify for placement on an elderly

designated community waitlist if any member of the household is aged 50 or older.

iii. Any other established community specific selection criteria.

b. All public housing residents in place at a RAD conversion are eligible for the GDPM PBV

Program and will not be rescreened.

XI. Tenant Screening (24 CFR 983.255): In addition to the eligibility requirements, when selecting

applicants for the GDPM PBV communities, GDPM will consider a family's background with respect

to the following factors:

a. Payment of rent and utility bills;

b. Caring for the unit and premises;

c. Respecting the rights of other residents to the peaceful enjoyment of their housing;

d. Drug-related criminal activity or other criminal activity that is a threat to the health, safety, or

property of others; and

e. Compliance with other essential terms of the lease.

XII. Applying for Admission: Except for tenants in place at RAD conversion, the GDPM HCV Policies set

forth in the GDPM Administrative Plan Chapter 5 "Applyingfor Admission " are applicable to the GDPM

PBV Program with the following exceptions:
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• 5-1 & 5-6:  Online update applications will not be available;

• 5-7: GDPM may use any type of permitted third party for criminal background checks;

• 5-7:  Online appointments will not be available.

XIII. Verification: The GDPM HCV Policies on verification as set forth in the GDPM Administrative Plan

Chapter 9 "Verification" apply to verifications in the PBV Program with the following exceptions:

• 9-2: Requirements for Acceptable Documents - photocopies will be accepted;

• 9-5: Certain Income, Asset and Expenses Sources -If permitted in HUD guidelines, GDPM will

accept self-certification in lieu of paying for third party verifications.

• 9-12: Verification of Preference Status*.

• 9-16: Income from Excluded Sources.

*Verification of Preference Status for PBV Program: When determining final eligibility for an applicant,

GDPM will verify any preference claimed by the applicant and place supporting documentation (e.g. a 

copy of the Applicant Profile) in the tenant file. 

XIV. Required Briefing (983.252): When a family accepts an offer of PBV assistance, GDPM will give the

family an oral briefing. The family is required to attend the briefing. The briefing policy set forth in

the GDPM Administrative Plan Chapter 10 Section B "Briefing Types and required Attendance" does

not apply to the GDPM PBV Program with the following exception:

• 10-3: Section B Briefing Types and Required Attendance

XV. Denial of Assistance: The policies set forth in the GDPM Administrative Plan Chapter 20 "Denial or

Termination of Assistance" HCV Policies with regard to denial of assistance applies to the GDPM PBV

Program.

XVI. Lease Agreement (24 CFR 983.256): After an applicant has been pulled from a waitlist, determined

eligible, and determined suitable, the tenant will sign the lease agreement and occupancy may begin.

The tenant must have legal capacity to enter into a contract under Ohio law.

a. Form of Lease: GDPM and the tenant will enter into a written lease for the unit. The lease

will be the standard GDPM PBV Lease Form and HUD form of tenancy addendum and shall be

signed by the tenant and a GDPM representative.

b. Changes in Lease: At least thirty (30) days advanced notice will be provided prior to any lease

modification taking affect.

c. Term of Lease and Renewal: Public Housingtenants in place at RAD conversion must sign the

GDPM PBV Lease Agreement on or before the PBV HAP contract effective date. All other

tenants must sign a lease prior to occupying a unit. The initial term of the lease will be for

one year. The lease will provide for automatic renewals at the end of the initial term in

successive month-to-month lease terms. However, the lease terminates when any of the

following occur:
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i. G DPM term i nates t he lease for good ca use;

ii. The tena nt terminates t he lease;

iii. GDPM and t he tena nt agree to term i nate the lease;

iv. The HAP Contract is term inated;

v. GDPM term i nates assista nce to the family.

XVII. Security Deposit: A secu rity deposit i n an amou nt equa l to one month of tena nt rent or a mi ni m u m

of $50 may be charged for each household. At move-out, a list of a ll items cha rged aga inst the security

deposit wi ll be provided to t he tena nt, any rema i ning porti on wi ll be provided to the tena nt. If the

amou nt of secu rity deposit is i nsufficient to cover the entire ba la nce d ue, GDPM may use any lega l 

remedy ava i lable to seek payment.

XVII I. Overcrowded, Under-occu pied, and assisted units (24 CFR 983.260): The GDPM subsidy stand a rd 

determi nes t he appropriate u n it size for the family size and com position. 

a. Tenants in Place at Conversion: The followi ng applies to tena nts in place at conversion:

i. All i n-pla ce tenants at the time of the RAD conversion are eligi ble to remain or retu rn

to that specific com m un ity.

ii. Over-housed families should be moved  to appropriately sized u n its if such u n its are

ava i la ble.

iii. If an appro priately sized u n it is not ava ila ble the tena nt may contin ue to be over- 
housed u ntil an appropriately sized u n it becomes availa ble or the tena nt vacates.

iv. Once the u n it tu rns over, GDPM m ust place an appro priately sized fam i ly in the u nit.

b. Tenants  Admitted  after  Conversion: The following  appl ies to tena nt's  ad m itted  after

conversion:

i. GDPM wi l l prom ptly notify a family of the determination and of an offer of continued

assista nce in a nother u nit if GDPM determ i nes that t he family is occu pyi ng a:

1. Wrong-sized u n it, or

2. U n it with accessi bil ity featu res that the family does not require ( u n req u ired

assisted ), and the u nit is needed by a fami ly that requires the featu res.

ii. The offer of continued assista nce may i nclude:

1. Assista nce i n the same com m u n ity;

2. Assista nce at a nother PBV com m u n ity; or

3. Tena nt Based Voucher Assista nce.
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c. Followi ng notification to tena nts i n place at a RAD/PBV conversion or tena nts ad m itted after
conversion, the tena nt will have      days to relocate to new u nit.   Fa il u re to relocate may
resu lt remova l of tena nt from HAP contract or term ination of tena ncy.

d. If GDPM offers the family a tena nt-based voucher, GDPM must term i nate the housi ng

assistance payment  for the wrong-sized  or accessible u nit at the ea rlier of the expiration of

t he term of the fa m i ly's voucher, i ncluding any extension gra nted by GDPM, or the date u pon

wh ich the fa m ily vacates the u n it.

XIX. GDPM Termi nation ofTenancy (24 CFR 983.357 & 982.310):

a. Du ring the term of the lease, GDPM may not term i nate the tena ncy except on the following

grou nds:

i. Serious violations of the lease (inclu d i ng but not l i m ited to failu re to pay rent or other

amou nts d ue u nder t he lease) or repeated violations of the terms and cond itions of

the  lease;

ii. Violations of Federa l, Ohio, or loca l law that i m poses obligations on the tena nt in

con nection with the occu pa ncy or use of the u nit; or 

iii. other good cause.

b. Termination for  Criminal Activit y:

i. Drug-Related Criminal Activit y: Any d rug-related crim i na l activity on or nea r the

prem ises by any tenant, household mem ber, or guest, or such activity engaged i n on

the prem ises by a nother person u nder the tena nt's cont rol, is grou nds for term i nation

of tena ncy. Fu rther, GDPM may term inate  a  fa m ily's  tena ncy  when  G DPM

determ ines that a household member is illega lly usi ng a d rug or when GDPM

determines t hat a pattern of il legal use of a d rug i nterferes with the hea lt h, safety, or

right to peacef ul enjoyment of the prem ises by other residents.

ii. Threat to other Residents: GDPM may terminate tena ncy for any of the following
types of crim i na l activity by a covered person:

1. Any crim i na l activity that th reatens the hea lth, safety, or right of peacef ul

enjoyment of t he premises by other resid ents a nd of property ma nagement

staff, and/or persons resid i ng in the im med iate vici nity of the prem ise; or

2. Any violent crim inal activity on or nea r the prem ises by a tena nt, household

mem ber, guest, and any such activity on the prem ises by a person u nder the

tenant's   control.

iii. Fugitive Felon or Parole Violator: GDPM may term i nate tena ncy of a tena nt if tena nt

(a) is fleeing to avoid prosecution, or custody, or confinement after conviction, for a
crime, or attem pt to com m it a crime, that is a felony u nder the laws of the State of
Oh io; or ( b) violates a cond ition of probation or parole u nder Federa l of Oh io Law.
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iv. Evidence of Criminal Activit y: GDPM may terminate tenancy and evict a family for

criminal activity by a covered person in accordance with this section if GDPM

determines that the covered person has engaged in the criminal activity, regardless

of whether the covered person has been arrested or convicted for such activity and

without satisfying the standard of proof used for a criminal conviction.

c. Termination for Other Good Cause:  Other  good  cause  for  termination  of  tenancy   may

include, but is not limited to, any of the following examples:

i. Failure of the family to accept the offer of a new lease or revision of the lease (except

GDPM may not terminate for this reason during the initial lease term);

ii. A family history of disturbance of neighbors, or destruction of property or of living or

housekeeping habits resulting in damage to the unit or premises;

d. If terminating a family's  tenancy, GDPM will provide adequate  written  notice of the

termination which will not be less than:

i. A reasonable period, but not to exceed 30 days:

1. If the health or safety of other tenants, GDPM employees, or persons residing

in the immediate vicinity of the premises is threatened; or

2. In the event of any drug-related or violent criminal activity or any felony

conviction

ii. 14 days in the case of nonpayment of rent;

iii. 30 days in any other case unless a shorter time period is permitted under Ohio law,

the shorter time period may then apply.

XX. Termination of Assistance: In addition to the items set-forth above, GDPM will follow the policies

contained within GDPM Admin Plan Chapter 20 "Denial or Termination of Assistance" when

terminating assistance.

XXL  Family Right to Move (24 CFR 983.261): The family may terminate the lease at any time after the first 

year of occupancy. The family must provide at least days advance written notice.  Rental 

payments may accrue until after the later of the date the tenant moves or until the month following 

the expiration of the notice. 

XXll. Tenant Absences from the Unit (24 CFR 983.256 and 983.312): GDPM defines extended absence 

as the resident being absent from the unit for longer than 60 continuous days, or for longer 

than 180 days for medical reasons and must terminate tenancy of household due to 

household extended absence from the unit. 

XXlll. Continuation of Housing Assistance Payments (24 CFR 983.258 & PIH 2012-32, Rev 3): 

a. Tenants in place at conversion:

i. Public housing tenants in place at RAD/PBV conversion are placed on and remain

under the HAP contract - even when Total Tenant Payment (TIP) equals or exceeds
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gross rent. In this case, until such time as the family's TTP falls below the gross rent, 

the family will pay GDPM the lesser of their TTP minus the utility allowance or any 

applicable maximum rent under the LIHTC program. 

ii. The family will continue to pay this amount until circumstances change and HAP is,

once again, paid on the family's behalf. In other words, assistance may subsequently

be reinstated if the tenant becomes eligible for assistance.  In such cases, the tenant

is still considered a program participant.

1. All family obligations and responsibilities still apply;

2. All requirements with respect to the unit, such as compliance with HQS still

apply. 

b. Tenants admitted after conversion:

i. All admissions must be eligible for a HAP payments on the date of admission to the

program.

ii. Assistance will be terminated 180 days after the last housing assistance payment is

paid on their behalf.

iii. During the Initial 1 80 days after cessation of HAP: The cessation of the HAP does not

impact the family's rights under the lease and it does not preclude the resumption of

HAP payments as a result of later changes in income, rents, or other relevant

circumstances if such changes occur within the 180 day window. A tenant must

report any change in circumstances that could result in a HAP payment prior to the

180 day expiration.

iv. After 1 80 days of cessation of HAP: After 180 days, assistance may be terminated and

GDPM must remove the unit from the HAP contract. If the RAD community is fully

subsidized, GDPM must reinstate the unit after the family has vacated the property.

If the RAD community is partially assisted, GDPM may substitute another unit for the

unit under the HAP. Stopped edit review here 8/2

1. Units removed from HAP are not subject to the HQS inspection requirements.

The family's obligations under the lease agreement continue to apply,

however, certain PBV program requirements may not apply (such as required

annual recertification).

XXIV. Choice Mobility (24 CFR 983.262): The family may terminate the assisted leased unit any time after

the first year of occupancy. The family must provide GDPM advanced written notice of intent to

vacate in accordance with the lease agreement.

a. After one year of continued occupancy in a PBV unit and subject to availability, a tenant may

participate in the GDPM RAD Choice Mobility Program and receive tenant based assistance.

b. GDPM will provided up to 75% of its annual turnover vouchers to GDPM PBV Choice Mobility

participants.
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c. The family must request, in writing, to participate in the Choice Mobility Program and such

request may not be submitted until the tenant is eligible to participate in the program.

d. If the family moves from one PBV community to another PBV community prior to completing

the 12-month occupancy requirement, the 12-month clock will reset.

e. If a family transfers to a unit within the same PBV community, the 12-month clock will not

reset.

f. The request must be provided prior to a tenant providing a notice of lease termination to

GDPM or the family will not be eligible to participate in the Choice Mobility Program.

g. If a family vacates prior to receiving a voucher, the family will not be eligible to participate in

the Choice Mobility Program.

h. If the tenant requests tenant-based assistance but such assistance is not available, GDPM will

place tenant on the Choice Mobility Waitlist. The tenant will remain eligible for a Choice

Mobility Voucher as long as the family continues to reside at the same covered community.

If a tenant moves to another PBV community or provides a notice to vacate, the tenant will

be removed from the Choice Mobility Waitlist.

i. The Choice Mobility Waitlist will be managed by GDPM and vouchers will be issued in

accordance with the date/time of placement on the Choice Mobility Wait list.

j. Tenants in good standing will receive priority over tenants who:

i. Owe GDPM and/or Landlord a past due balance;

ii. Are not in good standing;

iii. Have been subject to lease termination during the prior 12 months of occupancy.

XXV. VAWA and Emergency Transfers under VAWA: GDPM's VAWA and Emergency Transfer Policy applies

to the GDPM PBV Program. A copy of the policy is located in the Appendix 3 of this Chapter.

XXVI. Transfer Policy: In addition to the provisions set forth in Chapter 26 Transfer Policy of the GDPM HCV

Administrative Plan, the following provisions apply:

a. Over/Under Housed Transfers: If a household is considered, at GDPM's determination, 'over

housed' or 'under housed' and a properly sized unit is not available at the family's current

community, GDPM may initiate a transfer to an available properly sized unit. Generally,

GDPM will select a community with an available properly sized unit that is closest to the

household's current unit. This provision does not apply to tenants in place at RAD conversion.

b. Incentive Transfer: If a family has resided at a GDPM community with 100 or more units for

at least one year and that family is in good standing, as determined by GDPM, the family may

request to transfer to another GDPM community.

XXVll. Annual and Interim Recertification: Annual Rectification for the GDPM PBV Program participants will 

be in accordance with the Annual and Interim Recertification requirements set forth in Chapter 15 
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"Reexamination,  Interims, Annual  Inspections,  and  Rent Adjustment  by Owners" of the GDPM 

Administrative Plan apply to the GDPM PBV Program  with the following exceptions: 

• 15-1: Annual Activities - GDPM will not conduct the HQS Inspections

• 15-2: Procedure - reexaminations will not be completed in a group setting

• 15-2: Persons with Disabilities - The housing inspector will not conduct the briefing at the

time of the inspection.*

• 15-5: Visitors - the entire section is not applicable.

• 15-6: Section D other Interim Reporting Issues is not applicable.

• 15-6: Section E - Income Changes resulting from Welfare Program Requirements - GDPM will

not reduce the rent if the reduction in assistance is due to a family member's noncompliance

with a public assistance agency's requirements.

• 15-10: Annual Inspections - the entire section is not applicable.

• 15-11: Abatement: the entire section is not applicable.

• 15-13: Rent Adjustments by Owner- the entire section is not applicable.

* Persons with Disabilities: If a participant, as a result of a disability, is unable to come to GDPM's central

offices, the participant may contact the property manager and request to send the information in the mail 

and/or have the recertification performed at the participants unit. 

Tenants in Place at Conversion: A family residing in a public housing unit converted to the PBV Program 

will retain its initial certification date. For each family in place at conversion, GDPM will submit a form 

HUD 50058 reflecting the family's admission to the PBV program. The effective date will be the same 

effective date of the PBV HAP Contract. The form should include the same information previously found 

on the public housing form 50058, including the next annual reexamination date. 

XXVlll. Resident Grievance Procedure: 

a. Residents residing in GDPM PBV units have the right to request an informal hearing for issues

that adversely affect the resident's rights, obligations, welfare, or status including for the

following reasons:

i. A determination of the family's annual or adjusted income, and the use of the income

to compute the assistance payment or amount of rent;

ii. A determination of the family unit size under GDPM's payment standards;

iii. A determination of the appropriate utility allowance (if any) for the tenant-paid

utilities from the GDPM utility allowance schedule;

iv. A determination to terminate the assistance for a participant family because of the

family's action or inaction;
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v. A determination to terminate assistance because a participant family has been absent

from the assisted unit longer than the maximum allowed period;

vi. A dispute with respect to a GDPM action in accordance with the lease agreement.

b. When a hearing is not required:  GDPM will not provide a hearing for any of the following:

i. Discretionary administrative determinations by GDPM;

ii. General policy issues, lease amendments or class grievances;

iii. Establishment of the GDPM utility allowance schedule;

iv. A GDPM decision not to approve an extension of the voucher term; and

v. A determination that the unit is not in compliance with HQS.

c. GDPM will provide tenants with notice of their ability to request an informal hearing.

d. GDPM's grievance procedure set forth in Chapter 23 "Complaints and Appeals" of the
Administrative Plan governs the hearing process. Additionally, any grievance must be

submitted, in writing to the appropriate management office. If, after an informal meeting

with management staff, the tenant disagrees with management's resolution, the tenant may

file a grievance in accordance with the Grievance Procedure set forth in the house rules.

XXIX. Utility Allowance Schedule: At RAD conversion, the utility allowance currently in place at closing will

be provided until the tenant's next recertification date. At that time, GDPM will calculate the utility

allowance in accordance with GDPM's HCV Utility Allowance Schedule.

XXX. Dwelling Unit Standards: The Housing Quality Standards (HQS) set-forth in Chapter 12 of the GDPM

Administrative Plan do not apply to GDPM's PBV communities. Instead, an independent third party

inspector will conduct HQS inspections in accordance with HUD rules and regulations.

a. HQS Enforcement: Neither HUD regulations nor GDPM policy create any right of a family or

any party other than HUD or GDPM, to require enforcement of the HQS requirements or to

assert any claim against HUD or GDPM for damages, injunction, or other relief for alleged

failure to enforce HQS.

b. Tenant Must Allow Access for HQS Inspections: A tenant must cooperate with the HQS

inspection requirements. Failure to permit accessibility to a unit for a HQS inspection and/or

the tenant's fault for any breach of an HQS is a violation of the lease agreement and GDPM

policies.

c. Lead-Based Paint: The lead based paint requirements for the HCV program do not apply to

the PBV Program. Instead, the Lead-based Paint Poisoning Prevention Act (42 U.S.C. 4821-

4846), the Residential Lead-based Paint Hazard Reduction Act of 1992 (42 U.S.C. 4851-4856),

and implementing regulations at 24 CFR part 35, subparts A,B, H, and R, apply to the GDPM

PBV Program.

XXXI. Inspecting Units: All required inspections of GDPM-owned PBV units must be performed by an

independent agency. The following standards apply:
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a. Pre-selection Inspection: In some instances, as determined by GDPM, the proposed PBV site

may be inspected prior to being selected as a PBV site. GDPM may perform these inspections.

b. Pre-HAP Contract Inspections: Contract units must be inspected and fully meet HQS prior to

the execution of the HAP Contract.

c. Turnover Inspection: Before providing assistance to a new family in a contract unit, the unit

must be inspected. GDPM cannot provide assistance to a unit until the unit fully complies

with HQS.

d. Annual/Biennial Inspection: At t least once every twenty-four (24) months during the term

of the HAP contract, a random sampling of at least 20% of the units within each building must

be inspected in order to determine compliance with the HQS standards. Turnover inspections

are not counted to meet this inspection requirement. If more than 20% of the inspections

fail,100% of the units must be re-inspected.

e. Other HQS Related Inspections: Units may be inspected whenever needed to determine that

the contract unit complies with HQS. Further, follow-up inspections may be needed to

determine if HQS concerns have been addressed.

f. Quality Control Inspections: Supervisory quality control inspections shall be conducted in

accordance with 24 CFR 982.405.

g. Mixed Finance Properties: GDPM may rely on an alternative inspection (i.e.,an inspection

conducted for another housing assistance program such as LIHTC, HOME, etc.) as long as

GDPM is able to obtain the results of the inspection and a sampling of units must be inspected

at least triennially.

h. GDPM initiated quality checks in order to determine lease compliance. GDPM may perform

quality checks of its GDPM owned PBV units. GDPM will provide tenant with notice in

accordance with the Lease Agreement/House Rules prior to conducting a quality check.

XXXll. Payment Standards: The policies set forth in GDPM HCV Administrative Plan Chapter l4"0wner 

Payments and Utility Allowances " apply to the GDPM PBV Program. However, rent reasonableness 

will be determined by an independent third party contractor. 

XXXlll. Subsidy Standard: The policies set forth in Section A of GDPM's HCV Administrative Plan Chapter 7 

"Subsid y Standard" apply to GDPM's non-RAD PBV units. All other provisions set forth in Chapter 7 do 

not apply to GDPM PBV units. 

XXXIV. Calculating Tenant Rent: The policies set forth in GDPM's HCV Administrative Plan Chapter 8 Income

and Subsidy Determinations apply to the GDPM PBV Program with the following exception:

a. Earned Income Disallowance provisions do not apply.

xxxv. Tenants in Place at RAD Conversion - Phase-In of TTP Increases (RAD Notice and PBV RAD
Guidebook): The following provision applies exclusively to RAD PBV units: For any tenant in place
at the time of a RAD conversion whose monthly TTP would increase by more than the greater of 10%

or $25 purely as a result of convers ion, the tenant has the option of phasing in the increase over a

period of three years.
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a. The example below expla ins the set-percentage based phase in GDPM will follow. For the

purposes of this Section, "standard TIP" refers to the TIP calculated in accordance with

Section J above (24 CFR 5.628). The "most recently paid TIP" refers to the TIP recorded on

line 9j of the family's most recent HUD Form 50058. If the family was paying flat rent

immediately prior to conversion, GDPM willuse the flat rent amount to calculate the phase- 

in amount for Year 1,below:

i. Year 1:Any recertification (interim or annual) performed prior to the second annual

recertification after conversion -33% of difference between most recently paid TIP

or flat rent and the standard TIP

ii. Year 2:Year 2 Annual Recertification (AR) and any Interim Recertification (IR) prior to

Year 3 AR - 66% of difference between most recently paid TIP and the standard TIP

iii. Year 3: Year 3 Annual Recertification and all subsequent recertifications - Full

standard TIP.

iv. Once the TIP is equal to or less than the previous TIP (or flat rent is in Year 1of phase- 

in), the phase-in ends and tenant will pay full TIP from that point forward. For

example, the tenant's previous TIP was $300 and their new (standard) TIP is reduced

because of loss of income, the tenant's rent will no longer be phased-in.

XXXVI. Public Housing Tenants receiving a Disallowance of an Increase in Annual Income (EID) at the time

of a RAD Conversion:

a. Tenants who are employed and are currently receiving the EID exclusion at the t ime of the

RAD conversion will continue to receive the EID exclusion after conversion,in accordance with

regulations at 24 CFR 5.617. After conversion,no other tenants will be eligible to receive the

EID.

b. Initial 12-month exclusion: During the 12-month period beginning on the date a qualified

family is first experiences the increase in income attributable to employment, GDPM will

exclude from annual income any increase in income as a result of that employment.

c. Second 12-month exclusion and phase in: Upon expiration of the first 12-month period and

for the subsequent 12-month period,GDPM will exclude from annual income at least 50% of

any increase as a result on the employment.

Example of Phase in - Change in Rent: 

In public housing,you paid a flat rent of $400 per month. Your income was $1,500 per month and remained the 

same after conversion. 

Under RAD, you will pay an income-based rent of 30% of your income, which calculates to $450 per month 

($1,500 x 30% = $450). 

This is a difference of $50 per month ($450 - $400 = $50), which is a 12.5% increase. 

Phase-in of Rent Increase:The new rent of $450 per month will be phased-in over 3 years, because your rent 

increased by more than 10% and you have to pay more than $25 per month in additional rent as a result of RAD 

conversion. 
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d. The disallowance of increased income is limited to a lifetime 24-month period.

e. Tenants whose EID ceases or expires after conversion shall not be subject to the rent phase- 

in provision. Instead, the rent will automatically be adjusted to the appropriate rent level

based upon tenant income at that time.

XXXVll. Debts Owed to GDPM: The policies set forth in GDPM's HCV Administrative Plan Chapter 24 Owner 

or Family Debts to GDPM regarding Family debts do not apply to the PBV Program. Instead, GDPM's 

current Repayment Agreement Policy for Public Housing Residents will apply in full. 
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Appendix One 

Appl icability of GDPM Admi nistrative Pl an 

E ntire Cha pter Applica ble with the followi ng 
exceptions: 
9-2 - copies of docu ments wi ll be a ccepta ble, 

9-5 - remove statement a bout service cha rges, 

9-12: Verification of Preference Status 

9-16: I ncome from  Exclu ded Sou rces. 

Cha pter 1 
Statement  of  Policies  a n d Objectives 

E ntire Cha pter Applica ble

Cha pter 2 
About the Authority 

Entire Chapter Applica ble

Cha pter 3 
Outreach 

E ntire Cha pter Applica ble

Chapter 4 
El igi bi lity a nd Ad m issions 

Cha pter 5 
Applyi ng for Adm ission 

Enti re Cha pter Applica ble with the following
exception: 
Section C is not a pplica ble 

E ntire Cha pter Applica ble with the following 
exceptions: 
5-1 & 5-6 - on li ne u pd ate a pplications will not be 

availa ble, 

5-7 - GDPM may use a ny type of permitted t hi rd 
pa rty for crim i na l backgrou nd checks 

5-7 - online a ppoi ntment will not be ava ila ble 

Cha pter 6 
Esta blishing 
Wa iti ng List 

Preferences 
The followi ng Sections of Chapter 6 a re applica ble: B,

a n d  Ma i nta ining the D, E, G, H, I, J, and K 

Cha pter 7 
Subsidy  Stan dards 

On ly Section A is applica ble

Cha pter 8 
I ncome a nd Su bsidy 

Entire Cha pter Applica ble with t he followi ng

exclusion: Ea rned I ncome Disallowa nce  Provisions
do not apply.

Cha pter 9 
Verificat ion 
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Chapter 10 
Voucher Issuance and Briefings 

Section B 

Chapter 11 
RTA and Contract Execution 

Not applicable 

Chapter 12 
HQS 

Not Applicable 

Chapter 13 

Lease Approval, Rent 

Not Applicable 

Chapter 14 
Owner Payments and Utility Allowance 

Not Applicable. 
The  payment  provisions  within  the  RAD/non-RAD 
PBV HAP Agreement will apply 

Chapter 15 
Reexamination,  Interims, Annual  Inspections, 

Rent Adjustments by Owner 

The chapter is applicable with the following 
exceptions: 

15-1 : Annual Activities - GDPM will not conduct the 
HQS Inspections 

15-2 : Procedure - reexaminations will not be 
completed in a group setting 

15-2: Persons with Disabilities - The housing 
inspector will not conduct the briefing at the time of 
the inspection. 

15-5 : Visitors - the entire section is not applicable. 

15-6 : Section D other Interim Reporting Issues is not 
applicable. 

15-6: Section E - Income Changes resulting from 
Welfare Program Requirements - GDPM will not 
reduce the rent if the reduction in assistance is due 
to a family member's noncompliance with a public 
assistance agency's requirements. 

15-10 : Annual Inspections - the entire section is not 
applicable. 

15-11 : Abatement: the entire section is not 
applicable. 

15-13: Rent Adjustments by Owner- the entire 
section is not applicable. 

Chapter 16 
Annual Activities 

Not Applicable 
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Chapter 17 
HQS Complaints 

Not applicable 

Chapter 18 
Moves with Continued Assistance 

Not applicable 

Chapter 19 
Contract Terminations 

Not applicable 

Chapter 20 
Denial or Termination of Assistance 

The entire chapter is applicable. 

Chapter 21 
Move-out Inspections 

Not applicable 

Chapter 22 
Owner Claims 

Not Applicable 

Chapter 23 
Complaints and Appeals 

Entire Chapter applies. 
The Grievance  Procedure  is further  defined in the 
House Rules 

Chapter 24 
Owner or Family Debts to GDPM 

Not applicable. The Public Housing Repayment 
Agreement Policy is applicable to GDPM PBV 
communities. 

Chapter 26 
Transfer Policy 

Entire chapter is applicable 

Chapter 27 
Monitoring Program Compliance 

Not applicable 

Chapter 28 
Moderate Rehabilitation Program 

Not applicable 

Chapter 29 
Single-Room Occupancy 

Not Applicable 

Chapter 30 
Project Based Certificate Program 

Not Applicable 

Chapter 31 
Family Reunification Program 

Not applicable unless the unit is a FUP PBV unit 

Chapter 32 
Family Self-Sufficiency Program 

Not Applicable 
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Chapter 33 
Special Housing Types 

Not applicable 

Chapter 34 

Homeownership Assistance Program 
Not applicable 

Chapter 35 
Operating Reserves and Proration of 
Administrative Fees 

Not applicable 

Chapter 36 
Program Integrity 

The entire chapter is applicable 

Chapter 37 
Confidential and Informational Security 

The entire chapter is applicable 

Chapter 38 
Project -Based Vouchers 

The entire chapter is applicable 

Chapter 39 
Rental Assistance Demonstration AND Project 
Based Voucher (PBV) Program for GDPM 
Owned Units 



GREATER DAYTON PREMIER MANAGEMENT 
CHAPTER 29: SPECIAL PROGRAMS  (SP) 

A. VETERANS AFFAIRS SUPPORTIVE HOUSING-VASH (77 FR § 17086) 

Background 
VASH  combines  Housing  Choice  Voucher  rental  assistance  for  homeless  veterans  with  case 
management and clinical services provided by the Department of Veterans Affairs (VA). The VA 
makes referrals for VASH applicants in addition to Tenant-Based vouchers, Project-Based 
vouchers are offered. 

1. Criteria for Admission Eligibility/Screening
In accordance with 77 FR §17086, Veterans Administration HUD-VASH case managers will 
screen all families in accordance with VA screening criteria. By agreeing to administer the HUD- 
VASH program, GDPM has relinquished its authority to determine the eligibility of families in 
accordance with regular HCV program rules and GDPM policies. Specifically, under the HUD- 
VASH program, GDPM does not have the authority to screen any potentially eligible family 
members or deny assistance for any grounds permitted under 24 CPR §982.552 (broad denial for 
violations of HCV program requirements) and 24 CPR §982.553 (specific denial for criminals and 
alcohol abusers), with one exception, GDPM is required to prohibit admission if any member of 
the household is subject to a lifetime registration requirement under a state sex offender 
registration program. 

2. Admissions
VA HUD-VASH case managers will refer HUD-VASH-eligible families to GDPM for the 
issuance of vouchers. GDPM must accept referrals from its VA patiner. Written documentation 
of these referrals must be maintained in the tenant file by GDPM. 

3. Income Targeting
GDPM may choose to include the admission of extremely low-income HUD-VASH families in 
its income targeting numbers for the fiscal year in which these families are admitted. 

4. Minimum Rent
GDPM may not deny admission to a HUD-VASH family with zero income and must consider 
hardship circumstances before charging a minimum rent in accordance with 24 CPR §5.630(b). 

5. Voucher Portability
HUD-VASH participants are eligible for voucher portability, but must initiate the portability 
process with their HUD-VASH case manager. 

6. Case Management
As a condition of receiving HCV rental assistance, a HUD-VASH-eligible family must receive 
the case management services from the VA Medical Center (VAMC) or a Community-Based 
Outpatient Clinic (CBOC). Therefore, a HUD-VASH participant family's HCV assistance must 
be terminated for failure to participate, without good cause, in case management as verified by the 
VAMC or CBOC. However, a VAMC or CBOC determination that the participant family no 
longer requires case management is not grounds for termination of assistance. In such a case, at 
its option, GDPM may offer the family continued HCV assistance through one of its regular 
vouchers, to free up the HUD-VASH voucher for another eligible family referred by the VAMC 



or CBOC. If GDPM has no voucher to offer, the family will retain its HUD-VASH voucher until 
such time as GDPM has an available voucher for the family. Ifthe family no longer requires case 
management, there are no portability restrictions. Normal portability rules apply. 

7. Termination of Assistance
HUD has not established any alternative requirements for termination of assistance for HUD- 
YASH participants. When considering terminating HUD-VASH participants, GDPM  will 
exercise their discretion under 24 CFR §982.552(c)(2) as well as this Administrative Plan and 
consider all relevant circumstances of the specific case, including granting reasonable 
accommodations for persons with disabilities in accordance with 24 CFR §8. GDPM will also 
coordinate with HUD-VASH Case Management to mitigate conditions that may lead to the 
potential termination, prior to determining whether to terminate assistance. In addition, GDPM 
can terminate the family's assistance for program violations that occur after the family's admission 
to the voucher program. 

B. MAINSTREAM VOUCHERS  (PIH 2020-01) 

1 . Background 
Mainstream Vouchers assist non-elderly persons with disabilities. Mainstream  Vouchers  are 
regular HCVs with special eligibility criteria. Aside from serving a special population, 
Mainstream Vouchers are administered using the same rules as other housing choice vouchers. 
Funding and financial repo1iing for the Mainstream Voucher Program is separate from the regular 
tenant-based voucher program. 

2. Eligibility
All Mainstream Vouchers will serve households that include a non-elderly person(s) with 
disabilities, defined as any family that includes a person with disabilities who, is at least 18 years 
old and not yet 62 years old, at the effective date of the initial Housing Assistance Payment (HAP) 
Contract. 

3. Administration
Mainstream Vouchers are regulated under the same program requirements as the HCV Program. 
The same regulations at 24 CFR §982 apply to Mainstream Vouchers. Mainstream Voucher 
applicants will be pulled from GDPM's HCV waitlist. 

4. Portability
If a Mainstream Voucher participant ports to another PHA and the receiving PHA chooses to bill 
the initial PHA, then the voucher will remain a Mainstream Voucher. Ifthe PHA chooses to absorb 
the voucher, the voucher will be considered a regular voucher, or a Mainstream Voucher if the 
receiving PHA has a Mainstream Voucher available, and the Mainstream Voucher at the initial 
PHA will be freed up to lease to another Mainstream-eligible family. 

5. Supportive  Services
GDPM may establish partnerships for supportive services that can be offered to Mainstream 
Voueher holders. 



C. FAMILY UNIFICATION VOUCHERS  (FUP) 

1. Background
The Family Unification Program (FUP) is a program under which Housing Choice Vouchers 
(HCVs) are provided to two different populations: 

A. Families for whom the lack of adequate housing is a primary factor in: 

1. The imminent placement of the family's child or children in out-of-home care,
or

11. The delay in the discharge of the child or children to the family from out-of- 
home care. There is no time limitation on FUP family vouchers.

B. For a period not to exceed 36 months, otherwise eligible youths who have attained 
at least 18 years and not more than 24 years of age, and who have left foster care, or 
will leave foster care within 90 days, in accordance with a transition plan described 
in section 475(5)(H) of the Social  Security Act, and is homeless or is at risk of 
becoming homeless at age 16 or older. 

GDPM administers the FUP in partnership with Montgomery County Children's Services (MCCS) 
who is responsible for referring FUP families and youths to GDPM for determination of eligibility 
for rental assistance. Once MCCS makes the referral, GDPM determines whether the family or 
youth meets HCV program eligibility requirements, and conducts all other processes relating to 
voucher issuance and administration. 

In addition to rental assistance, supportive services are provided by MCCS to FUP youths for the 
entire 18 months in which the youth participates in the program; examples of the skills targeted by 
these services include money management skills, job preparation, educational counseling, and 
proper nutrition and meal preparation. 

2. Eligibility
To be eligible, applicants must meet specific FUP eligibility requirements, as well as HCV 
eligibility requirements. MCCS must ce1tify that the family or youth meets specific program 
requirements. For families, MCCS will certify that this is a family for whom the lack of adequate 
housing is a primary factor in either the: 

• Imminent placement of the family's child or children in out-of-home care, or
• Delay of discharge of a child or children to the family from out-of-home care.

A family meets the definition of "lack of adequate housing" if a family or youth is: 

Living in substandard or dilapidated housing 
Homeless 
In imminent danger of losing their home 
Displaced by domestic violence 
Living in an overcrowded unit 
Living in housing not accessible to the family's disabled child or children, or to the 
youth due to the nature of the disability. 



For youth, MCCS will certify that the youth is at least 18 years old, and not more than 24 years 
old (has not reached his/her 25th birthday), that he/she left foster care at age 16 or older, or will 
leave foster care within 90 days, in accordance with a transition plan, and is homeless or at risk of 
homelessness. 

A youth meets the definition of "at risk of homelessness" if the youth: 

- Has an arurnal income below 30 percent of median household income for the area, as 
determined by HUD; 

- Does not have sufficient resources or support networks, e.g., family, friends, faith-based 
or other social networks, immediately available to prevent them from moving to an 
emergency shelter or another place described in paragraph (1) of the "homeless" 
definition in this section; and 

- Meets one of the following conditions: 

a. Has moved because of economic reasons two or more times during the 60
days immediately preceding the application for homelessness prevention
assistance;

b. Is living in the home of another because of economic hardship;
c. Has been notified in writing that their right to occupy their current housing or

living situation will be terminated within 21 days after the date of application
for assistance;

d. Lives in a hotel or motel and the cost of the hotel or motel stay is not paid by
charitable organizations  or by Federal, State, or local government programs
for low-income individuals;

e. Lives in a single-room occupancy or efficiency apaitment unit in which there
reside more than two persons, or lives in a larger housing unit in which more
than 1.5 persons reside per room, as defined by the U.S. Census Bureau;

f. Is exiting a publicly funded institution, or system of care (such as a healthcare
facility, a mental health facility, foster care or other youth facility, or
correction program or institution); or

g. Otherwise lives in housing that has characteristics associated with instability
and an increased risk of homelessness.

A youth may also be "at risk of homelessness" if the youth meets the definition of homeless under 
a number of other federal programs. For more information, please see 24 CFR §576.2. 

3. Administration
Where MCCS will refer applicants, GDPM will determine if the family or the youth meets HCV 
program requirements, including income eligibility. After HCV eligibility is determined, GDPM 
may issue a voucher to the FUP applicant. After the family or youth locates a unit that passes HQS 
Inspection and the HAP contract is executed, FUP clients will follow HCV rules in accordance 
with 24 CFR §982 administered and enforced by GDPM including Portability rules. 



D. NON-ELDERLY DISABLED (NED) VOUCHERS  [PIH 2013-19] 

1. Background
NED HCVs enable non-elderly disabled families to lease affordable private housing of their 
choice. NED vouchers also assist persons with disabilities who often face difficulties in locating 
suitable and accessible housing on the private market. 

2. Eligibility
Only income eligible families whose head of household, spouse or co-head is non-elderly (under 
age 62) and disabled may  receive a NED voucher. Families with only a minor child with a 
disability are not eligible.  Applicants will be selected from GDPM's HCV waiting list. 

3. Administration
HCV rules and regulations are still applicable to the Administration of NED vouchers. These 
regulations are found in 24 CFR §982. The only difference with NED vouchers is the population 
that must be served. NED voucher applicants will be pulled from the HCV waitlist maintained by 
GDPM. When a NED voucher becomes available, GDPM will take the next available qualifying 
family off the wait list. GDPM can then issue a NED voucher to the family. NED Vouchers are 
also eligible and subject to Portability Rules. When NED families exit the program and their NED 
vouchers turnover, GDPM must reissue those vouchers to other eligible non-elderly disabled 
families on GDPM's waiting list. 

4. "Aging Out" of NED
Existing NED patticipant families DO NOT "age out" of the NED program as long as the family 
was eligible on the day it was first assisted under a housing assistance payments (HAP) contract, 
or the date it was established as a NED family in PIC pursuant to this notice. By "aging out," this 
notice is referring to cases where the qualifying household member now qualifies as elderly due 
to the passage of time since the family received the NED voucher. 



GREATER DAYTON PREMIER MANAGEMENT 
CHAPTER 30: EMERGENCY HOUSING VOUCHERS  (EHV) 

Anyone who wishes to receive an EHV must complete an application. The application must 
include a signature certifying the accuracy and completeness of the information provided. If the 
applicant meets the Continuum of Care (CoC) Coordinated Entry (CE) metrics, the application 
process will continue. The CoC will document the name of the applicant(s), the date and time of 
application, income level, need for an accessible unit, contact information, removed/rejected date 
and time, referral date, and preference type/code. 

The CoC (referral organization) will comply and promote equal housing choice vouchers for all 
prospective residents regardless of race, ethnicity, color, religion, sex, sexual orientation, gender 
identity, non-binary, disability, familial status, national origin, and/or limited English proficiency. 
These factors will be assessed in order to eliminate institutional racism, systemic racism, and 
implicit bias. The purpose is to ensure that eligible families of similar income levels will have a 
similar range of housing opportunities. The CoC will assess, market, and make special efforts to 
embed the principles of racial equity in these areas and will seek to attract persons who are least 
likely to apply. 

HUD is committed to working with CoCs, PHAs, and supporting communities advancing their 
efforts to be more equitable and to close racial disparities. Marketing will also seek to reach 
potential applicants outside the immediate area if marketing only within the facility or service area 
would create a disparate impact against certain classes, such as the case of an entire facility or 
service area that includes no minorities. 

In order to be eligible for an EHV, an individual or family must meet one of four eligibility 
categories: 

• Homeless
• At risk of homelessness
• Fleeing, or attempting to flee, domestic violence, dating violence, sexual assault, stalking,

or human trafficking
• Recently homeless and for whom providing rental assistance will prevent the family's

homelessness or having considerable risk of housing instability.

Applicants will be referred from the CoC to GDPM based on selection preference(s) for which 
they qualify as well as an evaluation process in accordance with the CoCs CE. 

Services to be provided to eligible EHV families 
GDPM has entered into a Memorandum of Understanding (MOU) and partnership with the local 
CoC and their Service Providers (SP) in Dayton, Ohio. All EHVs must be referred to GDPM 
through the CoC/SP's CE system to ensure compliance with HUD guidelines. 

1. Partnering service providers will support individuals and families in completi ng
applications and obtaining necessary supporting documentation to support referrals and 
applications for assistance, while aiding households in addressing barriers. 



2. Partnering service providers will support GDPM in ensuring appointment notifications
to eligible individuals and families and will assist eligible households in getting to meetings with 
GDPM. 

3. GDPM will establish windows of time for EHV applicants to complete intake interviews
for EHV. 

4. Partnering service providers will provide housing  search assistance for eligible
individuals and families. 

5. Partnering service providers will provide  counseling on compliance  with rental lease
requirements. 

6. Partnering service providers will assess individuals and families who may require
referrals for assistance on security deposits, utility hook-up fees, and utility deposits. 

7. Partnering service providers will assess and refer individuals and families to benefits
and supportive services, where applicable. 

When providing HCV assistance, a separate lease and HAP contract is executed for each assisted 
family, and the standard form of the HAP contract is used. 

Portability 
There is no prohibition on pmiability for non-resident(s) in the PHAs jurisdiction. GDPM will not 
limit the right to portability at any time. 

Payment Standard, Utility Allowance, and HAP Calculation 
GDPM will follow HUD-approved payment standards each year.  The utility allowances remain 
the same for GDPM's Vouchers and follow HUD guidelines. The HAP for an assisted occupant 
with an EHV will be the HUD-standard calculation of 30% of the Adjusted Monthly Income of 
the family and follow HUD guidelines.  There is no minimum rent for EHVs. 

EHV Denial of Assistance and Additional EHV Waivers 
The HCV Program regulations at §982.552 and §982.553 cover the grounds under which a PHA 
may deny an applicant admission to the program and in certain cases is required to do so. 
Waiver - Screening: GDPM has chosen the minimum standards in this regard and these grounds 
include the following: 

1. GDPM will apply the standards established under §982.553(a)(l )(ii)(C) that prohibit
admission if any household member has ever been convicted of drug-related criminal activity for 
manufacture or production of methamphetamine on the premises of federally assisted housing to 
EHV applicants. 

2. GDPM will apply the standards established under §982.553(a)(2)(i) that prohibit
admission to the program if any member of the household is subject to a lifetime registration 
requirement under a state sex offender registration program to EHV applicants. 

Housing Quality Standards (HQS) 
Standard HQS requirements apply to EHVs. 




