AGENDA

CITY COUNCIL WORK SESSION
City of Garland
Work Session Room, City Hall
200 North Fifth Street
Garland, Texas
June 17, 2013
6:00 p.m.

DEFINITIONS:

Written Briefing: Items that generally do not require a presentation or discussion

by the staff or Council. On these items the staff is seeking direction from the

Council or providing information in a written format.

Verbal Briefing: These items do not require written background information or

are an update on items previously discussed by the Council.

Reqular Item: These items generally require discussion between the Council and

staff, boards, commissions, or consultants. These items are often accompanied

by a formal presentation followed by discussion.

[Public comment will not be accepted during Work Session
unless Council determines otherwise.]
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NOTICE: The City Council may recess from the open session and convene in a closed
executive session if the discussion of any of the listed agenda items concerns one or more of
the following matters:

(1) Pending/contemplated litigation, settlement offer(s), and matters concerning privileged and
unprivileged client information deemed confidential by Rule 1.05 of the Texas Disciplinary Rules
of Professional Conduct. Sec. 551.071, TEX. GoV'T CODE.

(2) The purchase, exchange, lease or value of real property, if the deliberation in an open
meeting would have a detrimental effect on the position of the City in negotiations with a third
person. Sec. 551.072, TEX. GoV'T CODE.

(3) A contract for a prospective gift or donation to the City, if the deliberation in an open
meeting would have a detrimental effect on the position of the City in negotiations with a third
person. Sec. 551.073, TEX. GoVv'T CODE.

(4) Personnel matters involving the appointment, employment, evaluation, reassignment,
duties, discipline or dismissal of a public officer or employee or to hear a complaint against an
officer or employee. Sec. 551.074, TEX. Gov'T CODE.

(5) The deployment, or specific occasions for implementation of security personnel or devices.
Sec. 551.076, TEX. GoVv'T CODE.

(6) Discussions or deliberations regarding commercial or financial information that the City has
received from a business prospect that the City seeks to have locate, stay, or expand in or near
the territory of the City and with which the City is conducting economic development
negotiations; or

to deliberate the offer of a financial or other incentive to a business prospect of the sort
described in this provision. Sec. 551.087, TEX. Gov'T CODE.

(7) Discussions, deliberations, votes, or other final action on matters related to the City's
competitive activity, including information that would, if disclosed, give advantage to competitors
or prospective competitors and is reasonably related to one or more of the following categories
of information:

e generation unit specific and portfolio fixed and variable costs, including forecasts of
those costs, capital improvement plans for generation units, and generation unit
operating characteristics and outage scheduling;

¢ bidding and pricing information for purchased power, generation and fuel, and Electric
Reliability Council of Texas bids, prices, offers, and related services and strategies;

o effective fuel and purchased power agreements and fuel transportation arrangements
and contracts;

e risk management information, contracts, and strategies, including fuel hedging and
storage;

e plans, studies, proposals, and analyses for system improvements, additions, or sales,
other than transmission and distribution system improvements inside the service area
for which the public power utility is the sole certificated retail provider; and

e customer billing, contract, and usage information, electric power pricing information,
system load characteristics, and electric power marketing analyses and strategies. Sec.
551.086; TEX. GoVv'T CODE; Sec. 552.133, TEX. GoV'T CODE]
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(6:00) 1.

Written Briefings:

a.

Annual Performance Update on the City of Garland Housing
Agency 2010-2014 Five-Year Plan and Administrative Plan Revision

Council is requested to consider approving the Garland Housing Agency
Annual Performance Update and the Administrative Plan revisions in
order for the City of Garland to continue to receive funding from the
Department of Housing and Urban Development to provide rental
assistance to low income families. If Council concurs, this item will be
scheduled for formal consideration at the July 2, 2013 Regular Meeting.

Item Key Person

(6:10) 2.

(7:00) 3.

Verbal Briefings:

a.

Regulation of Hazardous Materials and Uses Willis/Campbell
At the request of Mayor Pro Tem John Willis and Council Member Tim
Campbell, Council will be briefed on the regulation of hazardous
materials and uses in the City of Garland.

Office of Emergency Management Update Athas

At the request of Mayor Douglas Athas, staff will provide an update on
the activities of the Office of Emergency Management.

Regular Items:

a.

Neighborhood Vitality Matching Grant Program Montgomery

At the request of Council Member Jim Cahill and Mayor Pro Tem John
Willis, Council will be briefed on the history of the Neighborhood Vitality
Matching Grant Program.
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4. Discuss Appointments to Boards and Commissions Council
Allen Capasgordo — Garland Youth Council (B. J. Williams)
5. Consider the Consent Agenda Council
A member of the City Council may ask that an item on the consent agenda
for the next regular meeting be pulled from the consent agenda and
considered separate from the other consent agenda items. No substantive
discussion of that item will take place at this time.
6. Announce Future Agenda Items Council
A member of the City Council, with a second by another member, or the
Mayor alone, may ask that an item be placed on a future agenda of the City
Council or a committee of the City Council. No substantive discussion of
that item will take place at this time.
(7:45) 7. Council will move into Executive Session. Council

EXECUTIVE SESSION
AGENDA

1. Consult with attorney(s) regarding pending/contemplated litigation,
settlement offer(s) and matters concerning privileged and unprivileged client
information deemed confidential by Rule 1.05 of the Texas Disciplinary Rules
of Professional Conduct [Sec. 551.071, Tex. Gov't Code];

Discuss, deliberate, vote or take final action on any competitive matter, as
that term is defined by Section 552.133, including commercial information,
that would, if disclosed, give advantage to competitors or prospective
competitors [Sec. 551.806, Tex. Gov't Code] The term competitive matters
includes a matter that is reasonably related to the following categories of
information:

(A) generation unit specific and portfolio fixed and variable costs, including
forecasts of those costs, capital improvement plans for generation
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(B)

(©
(D)
(E)

(F)

units, and generation unit operating characteristics and outage
scheduling;

bidding and pricing information for purchased power, generation and
fuel, and Electric Reliability Council of Texas bids, prices, offers, and
related services and strategies;

effective fuel and purchased power agreements and fuel transportation
arrangements and contracts;

risk management information, contracts, and strategies, including fuel
hedging and storage;

plans, studies, proposals, and analyses for system improvements,
additions, or sales, other than transmission and distribution system
improvements inside the service area for which the public power utility
is the sole certificated retail provider; and

customer billing, contract, and usage information, electric power pricing
information, system load characteristics, and electric power marketing
analyses and strategies”

Discuss the legal and contractual relationship between the City and the
Texas Municipal Power Agency.”

2. Deliberate the purchase, exchange, lease or value of real property [Section
551.072, Texas Government Code].

a. Consider an offer to sell to the City a building and land consisting of
approximately 17,000 square feet located in central Garland.
(9:00)8. Adjourn Council

(Estimated time to consider)



Meeting: Work Session
Date: June 17, 2013

Policy Report

ANNUAL PERFORMANCE UPDATE ON THE CITY OF GARLAND
HOUSING AGENCY 2010-2014 FIVE YEAR PLAN AND
ADMINISTRATIVE PLAN REVISION

ISSUE

To consider approval of the Garland Housing Agency Annual Performance Update and
the Administrative Plan revisions in order for the City of Garland to continue to receive
funding from the Department of Housing and Urban Development to provide rental
assistance to low income families.

OPTIONS

(1) At the July 2, 2013 regular City Council meeting, the City Council can approve a
resolution adopting the GHA’s Annual Performance Update on the Five-Year Plan
for submission to HUD and a resolution to approve the Administrative Plan.

(2) The City Council could take no action. Funding for fiscal year 2013-2014 housing
assistance payments for 1,525 families and approximately $11 million could be
withheld by HUD.

RECOMMENDATION

For the City Council to adopt the accomplishments presented in the FY 2010 Annual
Plan and approve the Garland Housing Agency’'s Administrative Plan. If council
concurs, these items will be scheduled for formal consideration at the July 2, 2013
regular meeting for submission to HUD.

COUNCIL GOAL

Safe, Family-Friendly Neighborhoods

BACKGROUND

The U. S. Department of Housing and Urban Development (HUD) signed into law on
October 4, 1998, the Quality Housing and Work Responsibility Act of 1998 (QHWRA).
The QHWRA merges the Section 8 Voucher and Certificate programs, and it requires
all housing authorities and agencies to develop a five-year plan and an annual strategic
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plan prior to receiving funds from HUD. The development of the Garland Housing
Agency Plans requires the City to engage in a process that examines the needs of
those being served in public housing, consults with interested and affected parties, and
designs strategies for addressing those needs. The City Council approved the Garland
Housing Agency's Five-Year Plan on July 13, 2010. The attached electronic document
is a summary of the City of Garland Housing Agency's (GHA) annual performance
under its second year of the 2010-2014 Five-Year Plan, as required by HUD.

HUD requires each agency to submit an annual performance progress report on their
five-year plan. The progress report must be made available to the public for comments,
prior to submitting to HUD for annual certification. The Annual and Administrative Plan
were made available for public viewing by interested parties at public libraries and at
the Garland Housing Agency on March 21, 2013, for the required 45-day comment
period. All this information was made available to the public through advertisement in
the Dallas Morning News. A public hearing was held at the Garland Housing Agency
office for public comments on May 28, 2013. There were no comments from the public
hearing.

HUD requires that each Housing Agency develop and adopt an Administrative Plan that
identifies the policies the agency will follow to administer the Housing Choice Voucher
Program Funds. Each year, the administrative plan is reviewed and changes are made
as HUD regulations and policies are updated or changed and as internal policies need
to be changed or updated to improve the administration of the program.

Additionally, the GHA requested members of its advisory board to meet and discuss the
update of the Annual plan and the Administrative Plan on April 12, 2013. To increase
participation in the process, the families that are required to attend the mandatory zero
income meetings each month were utilized. There were 24 participants present. The
comments are attached.

CONSIDERATION
The approval of the annual performance report and any changes to the administrative

plan are required in order for the City of Garland to continue to receive Housing Choice
Voucher funds to provide housing assistance to low income families.

ATTACHMENTS

e Electronic format of the Annual Performance Update
e Administrative Plan
e Resident Advisory Board Comments



Page 3

Submitted By:

Denish Wilson-Owen
Housing Administrator

Date: June 10, 2013

Approved By:

William E. Dollar
City Manager

Date: June 10, 2013



PHA 5-Year and U.S. Department of Housing and Urban OMB No. 2577-0226

Development Expires 4/30/2011
Annual Plan Office of Public and Indian Housing
1.0 | PHA Information
PHA Name: City of Garland Housing Agency PHA Code: TX435
PHA Type: [ ] Small [ ] High Performing [] Standard X] HCV (Section 8)

PHA Fiscal Year Beginning: (MM/YYYY): 10/2013

2.0 | Inventory (based on ACC units at time of FY beginning in 1.0 above)

Number of PH units: 0 Number of HCV units: 1525
3.0 | Submission Type

[ ]5-Year and Annual Plan <] Annual Plan Only [ ]5-Year Plan Only
4.0 | PHA Consortia N/A

[ ]PHA Consortia: (Check box if submitting a joint Plan and complete table below.)

5.0

5-Year Plan. Complete items 5.1 and 5.2 only at 5-Year Plan update. NO REVISION

5.1

Mission. State the PHA’s Mission for serving the needs of low-income, very low-income, and

extremely low income families in the PHAs jurisdiction for the next five years:
NO REVISION

5.2

Goals and Objectives. Identify the PHA’s quantifiable goals and objectives that will
enable the PHA to serve the needs of low-income and very low-income, and extremely low-
income families for the next five years. Include a report on the progress the PHA has made in
meeting the goals and objectives described in the previous 5-Year Plan. NO REVISION

6.0

PHA Plan Update

(@) Identify all PHA Plan elements that have been revised by the PHA since its last Annual
Plan submission:

The following PHA Plan elements marked ‘R’ have been revised since the last
Annual Plan submission by the City of Garland Housing Agency.
N/R denotes NO REVISION and N/A denotes NOT APPLICABLE

N/R 903.7(1)Eligibility, Selection and Admissions Policies, including
Deconcentration and Wait List Procedures

N/R 903.7(2) Financial Resources

N/R 903.7(3) Rent Determination

N/R 903.7(4) Operation and Management

N/R 903.7(5) Grievance Procedures

N/A 903.7(6) Designated Housing for Elderly and Disabled Families

R 903.7(7) Community Service and Self-Sufficiency

N/A 903.7(8) Safety and Crime Prevention

N/A 903.7(9) Pets

N/R 903.7(10) Civil Rights Certification

R 903.7(11) Fiscal Year Audit

N/A 903.7(12) Asset Management

N/R 903.7(13) Violence Against Women Act (VAWA)

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 1 of 18 form HUD-50075 (4/2008)




6.0

(b) Identify the specific location(s) where the public may obtain copies of the 5-Year and
Annual PHA Plan. For a complete list of PHA Plan elements, see Section 6.0 of the
instructions.

The following are the specific locations where the public may obtain copies of the
2013 Annual Plan:

= Administrative Office — 210 Carver Drive, Suite 201B, Garland, TX 75040

= City Website — www.garlandtx.gov

6.0 PHA Plan Elements

903.7(1) Eligibility, Selection and Admissions Policies, including
Deconcentration and Wait List Procedures NO REVISION

A. Public Housing
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

B. Section 8

Section 8 HCV policies that govern participant eligibility and selection for
assistance (including preferences), and procedure for maintaining waiting list.

(1) Eligibility

The PHA conducts screening to the extent of:

= Criminal or Drug-related activity only to the extent required by law or
regulation

= Criminal or Drug-related activity, more extensively than required by
law or regulation

= Domestic Violence — The PHA will attempt to ascertain whether
domestic violence was a factor in the poor rental and tenancy history
or criminal activity and exercise discretion in determining suitability
for tenancy about the circumstances that may have contributed to the
negative reporting.

The Housing Authority requests criminal records from the following
enforcement agencies for screening purposes:

= Local law enforcement agencies

= State law enforcement agencies

The PHA shares the following information with prospective landlords:
= Criminal or drug-related activity
= Participants last known mailing address
= Current or previous landlord name and address

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 2 of 18 form HUD-50075 (4/2008)
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6.0

(2) Waiting List Organization

The City of Garland Housing Agency’s waiting list for the section 8 tenant-
based assistance is not merged with any other program waiting list.

Interested persons may apply for admission to section 8 tenant-based
assistance at:
= PHA main administrative office
= www.waitlistcheck.com
(3) Search Time

The PHA does give extensions on standard 60-day period to search for a unit
for medical emergencies.

(4) Preferences
The PHA does not plan to exceed the federal targeting requirements by
targeting more than 75% of all new admissions to the Section 8 Program to
families at or below 30% of the median area income.

The PHA does not plan to employ any preferences for admission to section 8.

(5) Special Purpose Section 8 Assistance Programs

The policies governing eligibility, selection and admissions to any special-
purpose section 8 program administered by the PHA are contained in the
following documents or other reference materials:

= The Section 8 Administrative Plan

= Briefing sessions and written materials

The PHA announces the availability of any special-purpose section 8 program
to the public through:

= Published notices

= Television announcement

= Post on City’s website

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 3 of 18 form HUD-50075 (4/2008)




6.0

903.7(2) Financial Resources NO REVISION

Financial Resources:
Planned Sources and Uses

Sources Planned $ Planned Uses

1. Federal Grants (FY 2011 grants)

a) Public Housing Operating Fund

b) Public Housing Capital Fund

c) HOPE VI Revitalization

d) HOPE VI Demolition

e) Annual Contributions for Section 8 10,440,286.00
Tenant-Based Assistance

f) Resident Opportunity and Self-Sufficiency
Grants

g) Community Development Block Grant

h) HOME

Other Federal Grants (list below)

FSS 56,000.00 FSS Coordinator

2. Prior Year Federal Grants (unobligated
funds only) (list below)

3. Public Housing Dwelling Rental Income

4. Other income (list below)

Portability Admin. Fees 55,000.00 Operations

5. Non-federal sources (list below)

Total resources $10,551,286.00

903.7 (3) Rent Determination Policies NO REVISION

A. Public Housing
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

B. Section 8 Tenant-based Assistance

(1) Payment Standards

The PHA’s payment standard is:
= Above 100% but at or below 110% of FMR

The PHA reevaluates the payment standards for adequacy annually and
considers the following factors in its assessment of the adequacy:

= Success rates of assisted families

= Rent burdens of assisted families

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 4 of 18 form HUD-50075 (4/2008)




6.0

(2) Minimum Rent

The PHA’s minimum rent is $50.00.
The PHA has adopted the following discretionary minimum rent hardship

exemption policies:
= Economic Hardship as described in the Administrative Plan

903.7(4) Operation and Management NO REVISION

(1) PHA Management Structure

a. An organization chart showing the PHA’s management structure and
organization is provided in attachment tx435b01.

b. HUD Programs Under PHA Management

Units or
Program Name Families Served | Expected
at Year Turnover
Beginning
Public Housing N/A N/A
Section 8 Vouchers 1525 170
Section 8 Certificates N/A N/A
Section 8 Mod Rehab N/A N/A
Special Purpose Section 8 Certificates/\VVouchers (list N/A N/A
individually)
Other Federal Programs(list individually) N/A N/A

c. Management and Maintenance Policies

The PHA has adopted the following policies that contain the Agency’s
rules, standards, and policies that govern management, operation, and
maintenance of the Public Housing and Section 8 assistance programs.

Public Housing Management:
NOT APPLICABLE - PHA DOES NOT ADMINISTER PUBLIC
HOUSING

Section 8 Management:
= Section 8 Administrative Plan

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 5 of 18 form HUD-50075 (4/2008)




6.0

903.7(5) Grievance Procedures NO REVISION

A. Public Housing
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

B. Section 8 Tenant-Based Assistance

The PHA has not established informal review procedures for applicants to the
Section 8 tenant-based assistance program and informal hearing procedures for
families assisted by the Section 8 tenant-based assistance program in addition to
federal requirements found at 24 CFR 982.

Section 8 applicants or assisted families who desire to initiate the informal
review and informal hearing process should contact the following:
= PHA main administrative office

903.7(6) Designated Housing for Elderly and Disabled Families
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

903.7(7) Community Service and Self-Sufficiency REVISIONS

A. PHA Coordination with the Welfare (TANF) Agency.

1. The PHA has not entered into a cooperative agreement with the TANF
Agency, to share information and /or target supportive services (as
contemplated by section 12(d)(7) of the Housing Act of 1937.)

2. Other coordination efforts between the PHA and TANF agency include:
= Client referrals

= Information sharing regarding mutual clients (for rent
determinations and otherwise)

B. Services and programs offered to residents and participants by the City of
Garland Housing Agency are as follows:

(1) General

a. Self-Sufficiency Policies

The PHA will employ discretionary policies to enhance the economic and
social self-sufficiency of assisted families in the following areas:
= Section 8 admissions policies

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 6 of 18 form HUD-50075 (4/2008)
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b. Economic and Social self-sufficiency programs REVISIONS

The PHA coordinates, promotes or provides the following policies or
programs for the enhancement of the economic and social self- sufficiency
of assisted families.

Services and Programs

Program Name & Estimate | Allocation Method Access (development | Eligibility

Description (including d Size (waiting list/random office/PHA main (public

location, if appropriate) selection/ specific office/ other provider | housing or

criteria/other) name) section 8

participants or
both)

YWCA Financial 15 Specific Criteria PHA Office Section 8

Empowerment

YWCA Family Self- 10 Specific Criteria Development Office | Section 8

Sufficiency Calculator

Urban League of Greater 5 Specific Criteria Development Office | Section 8

Dallas GED

Henley Credit Law Credit | 20 Specific Criteria PHA Office Section 8

Repair Classes

Garland Fair Housing 20 Specific Criteria PHA Office Section 8

Agency Tenant Rights

Richland College 5 Specific Criteria Development Office | Section 8

Workforce Training

(2) Family Self Sufficiency programs

Participation Description:

Family Self Sufficiency (FSS) Participation

Required Number of Participants ABIEL NMTzT

PRI (start of FY 2005 Estimate) cJ(ll‘AZag;l_c(l)gz;\gis/lS)
Public Housing N/A N/A
Section 8 75 51

C. Welfare Benefit Reductions

The PHA is complying with the statutory requirements of section 12(d) of the
U.S. Housing Act of 1937 (relating to the treatment of income changes
resulting from welfare program requirements) by:
= Establishing or pursuing a cooperative agreement with all appropriate
TANF agencies regarding the exchange of information and coordination
of services
= Establishing a protocol for exchange of information with all appropriate
TANF agencies

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
Page 7 of 18 form HUD-50075 (4/2008)
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D. Community Service Requirement
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

903.7(8) Safety and Crime Prevention
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

903.7(9) Pets
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

903.7(10) Civil Rights Certification NO REVISION

The PHA has examined its programs and proposed programs to identify any
impediments to fair housing choices, has addressed those impediments in a
reasonable fashion, and is working with the local jurisdiction to implement any of
the jurisdiction’s initiatives to affirmatively further fair housing. The PHA assures
that the annual plan is consistent with any applicable Consolidated Plan for its
jurisdiction.

The PHA has taken the following specific actions to Affirmative Further Fair
Housing in its Section 8 assistance programs.

The PHA will not, on the grounds of race, color, creed, sex religion, age, disability,
national origin or familial status:
= Deny a person or family admission to housing or assistance;
= Provide housing which is different than that provided others, except for elderly
and/or disabled where accessibility features may be required;
= Subject a person to segregation or disparate treatment;
= Restrict a person's access to any benefit enjoyed by others in connection with
housing programs;
= Treat a person differently in determining eligibility or other requirements for
admission or assistance;
= Deny any person access to the same level of services provided to others;
= Deny a person the opportunity to participate in a planning or advisory group
that is an integral part of the housing programs.

The PHA will not intimidate, threaten or take any retaliatory action against any
applicant, resident, or participant because of a person’s participation in civil rights
activities or assertions of civil rights.

HUD Fair Housing Posters are posted at the PHA main administrative office.

The PHA will ensure accessibility to offices to afford persons with disabilities the
opportunity to apply for admission or assistance to the section 8 program.

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
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The PHA will make sure that all employees of the PHA are familiar with non-
discrimination requirements, especially those employees who are involved in the
admissions process.

The PHA prominently displays a fair housing poster at each office where
applications are taken and at each management office.

The PHA’s policies and practices are designed to provide assurance that all persons
with disabilities will be provided reasonable accommodations so that they can fully
access and utilize the housing programs and related services.

The PHA will identify and eliminate situations and /or practices that create barriers
to equal housing opportunity for all.

The PHA reviews its policies and procedures, at least annually, to assure compliance
with all civil rights requirements.

903.7(11) Fiscal Year Audit REVISION

The PHA is required to have an audit conducted under section 5(h)(2) of the U.S.
Housing Act of 1937 (42 U S.C. 1437c(h)).

The most recent fiscal audit was submitted to HUD and there were no findings as
a result of that audit.

903.7(12) Asset Management
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

903.7(13) Violence Against Women Act (VAWA) NO REVISION

The City of Garland Housing Agency has incorporated in its PHA Plan goals and
objectives, and policies and procedures the applicable provisions of the Violence
Against Women and Reauthorization Act of 2005 (VAWA) to support or assist
victims of domestic violence, dating violence, or stalking. Letters were sent to all
residents and landlords in early 2007.

The PHA goal to provide an improved living environment is being met by the PHA
by its effort to implement measures to assist victims of domestic violence in
avoiding their abusers and continuing occupancy in public housing.

Towards its effort to meet the PHA goal to promote self-sufficiency and asset
development of assisted households the PHA is partnering with local agencies to
provide or attract supportive services to assist victims of domestic violence move
out of abusive situations and begin again.

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
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The City of Garland Housing Agency refers victims of domestic violence to the
New Beginnings Women’s Shelter.

In addition, the PHA has amended its policies and procedures to include language
and applicable provisions of the VAWA. It is the PHA’s intent to maintain
compliance with all applicable requirements imposed by VAWA.

The PHA efforts may include to:

*= Provide and maintain housing opportunities for victims of domestic
violence, dating violence, or stalking, which includes allowing transfer of
a family who is a victim of domestic violence to a different development;

= Create and maintain collaborative partnerships between PHA, victim
service providers, law enforcement authorities, and other supportive
groups to promote the safety and well-being of victims of domestic
violence, dating violence, or staking (whether actual or imminent threat)
who are assisted by PHA,;

= Ensure the physical safety of victims of domestic violence, dating
violence, or stalking (whether actual or imminent threat) who are assisted
by PHA; maintain compliance with all applicable requirements imposed
by VAWA.

= Take appropriate action in response to an incident or incidents of domestic
violence, dating violence, or stalking, affecting families or individuals
assisted by PHA.

The City of Garland Housing Agency’s staff has been trained on the required
confidentiality issues imposed by VAWA.

7.0

Hope VI, Mixed Finance Modernization or Development, Demolition and/or Disposition,
Conversion of Public Housing, Homeownership Programs, and Project-based Vouchers.
Include statements related to these programs as applicable.

a. HOPE VI or Mixed Finance Modernization or Development
NOT APPLICABLE - PHA DOES NOT ADMINISTER PUBLIC HOUSING

b. Demolition and/or Disposition
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

c. Conversion of Public Housing
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

d. Homeownership

1. Public Housing
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

2. Section 8 Tenant Based Assistance REVISIONS

The PHA does plan to administer a homeownership program for section 8.

FY 2013 Annual PHA Plans for the City of Garland Housing Agency
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7.0

Program Description:

The PHA will not limit the number of families participating in the Section 8
homeownership option.

The PHA has established eligibility criteria for participation in its Section 8
Homeownership Option program in addition to HUD criteria.

a. The family has received Section 8 Rental VVoucher assistance for a period of
one year and is currently in good standing with the Garland Housing Agency
(GHA) (i.e., no lease violations; debt repayment agreements, etc.) and all other
Housing Agencies/Authorities.

b. No member of the family has owned a home or interest in a home for a period
of at least five years.

c. Head of Household or Spouse must satisfy the employment requirements of
continuous employment of two years prior to the commencement of
homeownership assistance.

d. GHA will require homeowner compliance with all environmental requirements
of local and regional authorities regarding flood and other hazard insurances.

e. Head of Household or Spouse must earn a minimum of $20,000 earned
income if non-elderly and non-disabled. Disabled or Elderly Head of
Household or Spouse must earn at least minimum amount of SSI for an
individual.

e. Project-based Vouchers

Our agency is not currently operating nor intends to operate a Section 8 Project Based
\oucher Program.

8.0

Capital Improvements. Please complete Parts 8.1 through 8.3, as applicable.
NOT APPLICABLE — PHA DOES NOT ADMINSTER PUBLIC HOUSING

8.1

Capital Fund Program Annual Statement/Performance and Evaluation Report. As part
of the PHA 5-Year and Annual Plan, annually complete and submit the Capital Fund Program
Annual Statement/Performance and Evaluation Report, form HUD-50075.1, for each current
and open CFP grant and CFFP financing.

NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

8.2

Capital Fund Program Five-Year Action Plan. As part of the submission of the Annual Plan,
PHAs must complete and submit the Capital Fund Program Five-Year Action Plan, form HUD-
50075.2, and subsequent annual updates (on a rolling basis, e.g., drop current year, and add latest
year for a five year period). Large capital items must be included in the Five-Year Action Plan.
NOT APPLICABLE — PHA DOES NOT ADMINISTER PUBLIC HOUSING

8.3

Capital Fund Financing Program (CFFP). N/A
[_] Check if the PHA proposes to use any portion of its Capital Fund Program (CFP)/Replacement
Housing Factor (RHF) to repay debt incurred to finance capital improvements.
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9.0

Housing Needs. Based on information provided by the applicable Consolidated Plan,
information provided by HUD, and other generally available data, make a reasonable effort to
identify the housing needs of the low-income, very low-income, and extremely low-income
families who reside in the jurisdiction served by the PHA, including elderly families, families
with disabilities, and households of various races and ethnic groups, and other families who are
on the public housing and Section 8 tenant-based assistance waiting lists. The identification of
housing needs must address issues of affordability, supply, quality, accessibility, size of units,
and location, rate the impact of that factor on the housing needs for each family type, from 1 to
5, with 1 being “no impact” and 5 being “severe impact”.

The following are some of the housing needs that were identified in the draft
Consolidated Plan that the City is currently working on:

= Provide a variety of housing opportunities for those who are homeless or at-
risk of becoming homeless

= Provide outreach and education opportunities to Family Self-Sufficiency
participants on the process of financing, buying and owning a home.

Housing Needs of Families in the Jurisdiction
by Family Type

Famlly Type Overall ':glfl?tr;/j Supply Quality ;Abtlzﬁte;s Size tLigga-
Income <= 30% 5 3 1 1 1
of AMI
Income >30% but 4 3 1 1 1
<=50% of AMI
Income >50% but 3 2 1 1 1
<80% of AMI
Elderly 5 3 2 1 2
Families with 3 3 2 1 3
Disabilities
White 4 3 1 1 1
Black/African 4 3 1 1 1
American
Hispanic 4 3 1 1 1
Native American 4 3 1 1 1
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Housing Needs of Families on the Waiting List
Waiting list type: (select one)
[X]  Section 8 tenant-based assistance
[l Public Housing
[] Combined Section 8 and Public Housing
[] Public Housing Site-Based or sub-jurisdictional waiting list (optional)
If used, identify which development/subjurisdiction:
# of % of total Annual
families families Turnover
Waiting list total 16244 150
Extremely low income 11397 70%
<=30% AMI
Very low income 4846 30%
(>30% but <=50% AMI)
Low income 1 .0007%
(>50% but <80% AMI)
Families with children 10223 63%
Elderly families 793 5%
Families with Disabilities 2414 15%
White 855 5%
Black/African American 14360 88%
American Indian/Alaska 26 .16%
Native
Asian 293 2%
Native Hawaiian/Other 13 .08%
Pacific Islander
Hispanic 697 4%
Characteristics by Bedroom
Size (Public Housing Only)
1BR N/A N/A
2 BR N/A N/A
3BR N/A N/A
4 BR N/A N/A
5BR N/A N/A
5+ BR N/A N/A
Is the waiting list closed (select one)? [ ] No [X] Yes
If yes:
How long has it been closed (# of months)? August 2009
Does the PHA expect to reopen the list in the PHA Plan year? [X] No [] Yes
Does the PHA permit specific categories of families onto the waiting list, even if generally closed?
X] No [] Yes
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9.1

Strategy for Addressing Housing Needs. Provide a brief description of the PHA’s strategy
for addressing the housing needs of families in the jurisdiction and on the waiting list in the
upcoming year. Note: Small, Section 8 only, and High Performing PHAs complete only
for Annual Plan submission with the 5-Year Plan.

Strategies

Need:

Shortage of affordable housing for all eligible populations

PHA shall maximize the number of affordable units available to the PHA within its current
resources by:

Maintain or increase section 8 lease-up rates by establishing payment standards that
will enable families to rent throughout the jurisdiction

Maintain or increase section 8 lease-up rates by marketing the program to owners,
particularly those outside of areas of minority and poverty concentration

Participate in the Consolidate Plan development process to ensure coordination
with broader community strategies

Increase occupancy standards

PHA shall increase the number of affordable housing units by:

Need

Need:

Need:

Need:

Need:

Apply for additional section 8 units should they become available
Specific Family Types: Families at or below 30% of median N/A
Specific Family Types: Families at or below 50% of median N/A

Specific Family Types: The Elderly
Apply for special-purpose vouchers targeted to the elderly, should they become
available

Specific Family Types: Families with Disabilities
Apply for special-purpose vouchers targeted to families with disabilities, should
they become available

Specific Family Types: Races or ethnicities with disproportionate housing
needs

Affirmatively market to races/ethnicities shown to have disproportionate housing
needs

PHA shall conduct activities to affirmatively further fair housing by:

Counsel section 8 tenants as to location of units outside of areas of poverty or
minority concentration and assist them to locate those units

Market the section 8 program to owners outside of areas of poverty/minority
concentrations
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9.1 Reason for Selecting Strategies:
» Funding constraints
= Staffing constraints
10.0

Additional Information. Describe the following, as well as any additional information HUD
has requested.

(@) Progress in Meeting Mission and Goals. PHAs must include (i) a statement of the PHAS

progress in meeting the mission and goals described in the 5-Year Plan; (ii) the basic
criteria the PHA will use for determining a significant amendment from its 5-year Plan; and
a significant amendment or modification to its 5-Year Plan and Annual Plan. (Note:
Standard _and_Troubled PHAs complete annually Small and High Performers
complete only for Annual Plan submitted with the 5-Year Plan).

PHA GOAL #1: EXPAND THE SUPPLY OF ASSISTED HOUSING

The PHA established the following objectives to strive in meeting goal #1:
* Apply for additional rental vouchers: As NOFA’s are published

Progress Statement: GHA has not applied for any additional vouchers since none have
been offered.

PHA GOAL #2: IMPROVE THE QUALITY OF ASSISTED HOUSING

The PHA established the following objectives to strive in meeting goal #2:
= Improve voucher management: Maintain SEMAP passing score %
= Increase customer satisfaction: on-going
= Concentrate on efforts to improve specific management functions: (e.g., public
housing finance; voucher unit inspections): On-going training to staff and
commissioners on rules and regulations

Progress_Statement: GHA increased customer satisfaction by providing Customer
Service Training and Cultural Awareness Training to the staff. At the current time, GHA is
ranked as Standard, but efforts are in place to increase our lease up rate so that we can
return to a “High Performing Agency.” Management continues to review policies to ensure
improvement in all aspects of administration of the Housing Choice Voucher Program.
Staff is also given the opportunity to attend housing related training sessions and/or
conferences to improve their performance.

PHA GOAL #3: INCREASE ASSISTED HOUSING CHOICES

The PHA established the following objectives to strive in meeting goal #3:
» Provide voucher mobility counseling: At each briefing for new program
participants and with each unit transfer for current participants.
= Conduct outreach efforts to potential voucher landlords: On-going, PHA conducts
landlord orientations per year.
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10.0

= Increase voucher payment standards: Annually and as needed
= Implement voucher homeownership program: Assists residents with
homeownership through CDBG/HOME Program.

Progress Statement: GHA continues to provide voucher mobility counseling at each
briefing for new and current program participants. GHA continues to recruit potential
landlords by hosting monthly orientations for anyone interested in learning more about the
program and requirements for participation. They agency also utilizes
www.gosection8.com for landlords to list properties and for the participants to identify
units that landlords are willing to accept the Housing Choice VVoucher Program. At the
current time, GHA is required to utilize the Small Area Fair Market rents and due to the
large number of zip codes that our jurisdiction covers and to reduce the number of payment
standards, the standards range from 90% - 100% of the current fair market rents. GHA
currently has a voucher homeownership program and continues to recruit families to
participate. Due to the economic climate, it has been more difficult for families to qualify
for a mortgage; however, staff is working with the families to improve their credit scores
by offering budget and credit counseling. In addition, the City of Garland offers incentives
for families wanting to purchase homes in Garland.

PHA GOAL #4: PROMOTE SELF-SUFFICIENCY AND ASSET DEVELOPMENT
OF ASSISTED HOUSEHOLDS

The PHA established the following objectives to strive in meeting goal #4:

= Increase the number and percentage of employed persons in assisted families: By
10% annually

» Provide or attract supportive services to improve assistance recipients’
employability: On-going, remedial training programs, GED classes, English as a
2" language classes, after-school child care.

= Provide or attract supportive services to increase independence for the elderly or
families with disabilities

= Partnership with local agencies to provide or attract supportive services to assist
victims of domestic violence move out of abusive situations and begin again.

Progress Statement: GHA continues to refer participants to supportive services in the
community to improve their employability. Several agencies provide free GED classes and
one even provides child care while the adult attends the classes. GHA has partnered with
YWCA to provide budgeting and money management classes to our participants. Families
are referred to job fairs and job opportunities and are encouraged to obtain a job to become
more self-sufficient. Many are encouraged to obtain additional skills and participate in the
Family Self-Sufficiency Program. GHA has offered FSS orientation to interested families.
GHA continues to partner with community agencies to assist families in locating necessary
resources. In addition, families with no household income are required to attend
monthly meetings. The purpose is to assist Head of Household in getting employment,
provide resources and provide information that will benefit the families.
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10.0 PHA GOAL #5: ENSURE EQUAL OPPORTUNITY AND AFFIRMATIVELY
FURTHER FAIR HOUSING

The PHA established the following objectives to strive in meeting goal #5:

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

= Undertake affirmative measures to provide a suitable living environment for
families living in assisted housing regardless of race, color, religion, national origin,
sec, familial status and disability: On-going

= Undertake affirmative measures to ensure accessible housing to persons with all
varieties of disabilities regardless of unit size required: On-going

Progress Statement: GHA continues to undertake affirmative measures to ensure access
to assisted housing and provide a suitable living environment for families living in assisted
housing regardless of race, color, religion, national origin, sex, familial status and disability
and ensure accessible housing to persons with disabilities. The City of Garland Fair
Housing office provides information to new participants at each briefing and at various
events that are sponsored by the Housing Agency. The Fair Housing office also provides
classes on the “Rights and Responsibilities of Tenants” to inform the participants of their
rights and what recourse they have if they feel that they have been discriminated against.

(b) Significant Amendment and Substantial Deviation/Modification. PHA must provide
the definition of “significant amendment” and “substantial deviation/modification”. (Note:
Standard and_ Troubled PHAs complete annually; Small and High Performers
complete only for Annual Plan submitted with the 5-Year Plan.)

Substantial Deviations from the 5-Year Plan
e Any change to the Mission Statement;
e 50% deletion from or addition to the goals and objectives as a whole; and
e 50% or more decrease in the quantifiable measurement of any individual
goal or objective.

Significant Amendments or Modification to the Annual Plan
e Any increase or decrease over 50% in the funds projected in the Financial
Resource Statement;
e Any change in policy or operation that is inconsistent with the applicable
Consolidated Plan.

(c) PHA’s must include or reference any applicable memorandum of agreement with HUD or
any plan to improve performance. N/A
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11.0

Required Submission for HUD Field Office Review. In addition to the PHA Plan template
(HUD-50075), PHAs must submit the following documents. Items (a) through (g) may be
submitted with signature by mail or electronically with scanned signatures, but electronic
submission is encouraged. Items (h) through (i) must be attached electronically with the PHA
Plan. Note: Faxed copies of these documents will not be accepted by the Field Office.

(a) Form HUD-50077, PHA Certifications of Compliance with the PHA Plans and Related
Regulations (which includes all certifications relating to Civil Rights)

(b) Form HUD-50070, Certification for a Drug-Free Workplace (PHAs receiving CFP grants
only) N/A

(c) Form HUD-50071, Certification of Payments to Influence Federal Transactions (PHAS
receiving CFP grants only) N/A

(d) Form SF-LLL, Disclosure of Lobbying Activities (PHAs receiving CFP grants only) N/A

(e) Form SF-LLL-A, Disclosure of Lobbying Activities Continuation Sheet (PHASs receiving CFP
grants only) N/A

(f) Resident Advisory Board (RAB) comments. Comments received from the RAB must be
submitted by the PHA as an attachment to the PHA Plan. PHAs must also include a
narrative describing their analysis of the recommendations and the decisions made on
these recommendations.

Provided as attachment tx435a01
(g) Challenged Elements - NO CHALLENGED ELEMENTS

(h) Form HUD-50075.1, Capital Fund Program Annual Statement/Performance and
Evaluation Report (PHAs receiving CFP grants only) N/A

(i) Form HUD-50075.2, Capital Fund Program Five-Year Action Plan (PHAs receiving CFP
grants only) N/A
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CITY OF GARLAND HOUSING AGENCY
HOUSING CHOICE VOUCHER PROGRAM ADMINISTRATIVE PLAN

I.  INTRODUCTION AND STATEMENT OF APPROACH AND OBJECTIVES TO
ADMINISTER THE HOUSING CHOICE VOUCHER PROGRAM

BACKGROUND

The City of Garland’s Housing Agency was established in 1976, and was empowered
with the responsibility and authority to maintain the Public Housing Program for the
City of Garland, Texas. The Housing Choice Voucher Program (HCV), better known
as Section 8, was created by the Housing and Community Development Act of 1974
and amended by the Housing and Community Development Act of 1981 and the
Quality Housing and Work Responsibility Act of 1998. In 1976, the Housing Choice
Voucher Program was established by The Housing Authority of the City of Garland
(hereinafter referred to as PHA or Housing Authority), when it received the first
Annual Contributions Contract (ACC) under the Housing Choice Voucher Existing
Housing Assistance Payments Program.

Administration of the Housing Choice Voucher Housing Program and the function and
the responsibilities of the PHA staff shall be in compliance with the Personnel Policy of
the PHA, the Equal Opportunity for Housing regulations, the Housing Choice Voucher
Administrative Plan, and applicable Standard Operating Procedures. All Federal, State
and local housing laws will be followed and the PHA will comply with the City of
Garland's Consolidated Plan.

B. HOUSING AUTHORITY MISSION STATEMENT AND HOUSING CHOICE
VOUCHER PROGRAM OBJECTIVES

1.  The mission statement of the PHA is:

The Housing Authority’s mission is to serve the needs of low-income, very low-
income and extremely low-income families in the PHA’s jurisdiction and to (1)
increase the availability of decent, safe and affordable housing in its communities;
(2) ensure equal opportunity in housing; (3) promote self-sufficiency and asset
development of families and individuals; and (4) improve community quality of
life and economic viability.

The Garland Housing Authority will also strive to improve the quality of life of its
residents through self-sufficiency.

2. The following objectives of the Housing Choice Voucher Programs support the
above mission statement:

a.  to provide decent, safe, and sanitary living conditions;
b.  to provide improved living conditions for very low-income families while
maintaining their rent payments at an affordable level,



c. to promote personal, economic and social upward mobility to assist
residents to make the transition from subsidized to non-subsidized housing;
and

d.  to provide an incentive to private property owners/landlords to rent to low-
income families by offering timely assistance payments and excellent
service.

LEGAL JURISDICTION

The area of operation of the PHA is geographically defined as the Garland, Texas city
limits and units found with in Dallas County, Collin County, Rockwall County, areas in
Denton County south and east of Lake Lewisville and Kaufman County west of Terrell
and north of Highway 175.

PURPOSE OF THE ADMINISTRATIVE PLAN

The purpose of the Administrative Plan is to establish policies for items that are not
covered under Federal Regulations for the Housing Choice VVoucher Program and other
programs administered by the agency

The Administrative Plan, hereinafter referred to as the Plan, covers both the admission
and continued participation in the above mentioned program.

Changes in the Plan will be approved by the Garland City Council for the PHA and a
copy provided to the U.S. Department of Housing and Urban Development (HUD).

PHA staff shall develop and revise as needed operating procedures, systems, forms and
methods designed to ensure that the policies set forth in this Administrative Plan are
administered correctly, fairly and uniformly by all program staff.

NON-DISCRIMINATION

The PHA affirmatively furthers Fair Housing and works to remove impediments to Fair
Housing in the administration of the program by complying fully with all Federal, State
and local nondiscrimination laws and administers programs in accordance with the
rules and regulations governing Fair Housing and Equal Opportunity in housing, and
marketing the program to members of protected classes who are “least likely to apply.”

The PHA shall not discriminate against applicants, participants, or landlords because of
race, color, gender, religion, creed, national or ethnic origin, age, family or familial
status, disability, or sexual orientation, in the performance of its obligations in any
program under its jurisdiction covered by a contract for annual contributions under the
United States Housing Act of 1937, as amended.

To further the commitment to full compliance with applicable Civil Rights laws, the
PHA will provide information to Housing Choice Voucher participants with regard to
housing discrimination. Information and Discrimination Complaint Forms will be
made part of the briefing packet.



Posters and housing information with the Equal Opportunity Housing logo will be
displayed in locations through the PHA office in such a manner as to be easily readable
from a wheelchair.

The PHA’s Housing Choice Voucher office space is accessible to persons with
disabilities.

SERVICE POLICY/ACCOMMODATIONS

It is the policy of the PHA to be service-directed in the administration of its housing
programs, and to exercise and demonstrate a high level of professionalism while
providing housing services.

Policies and practices are designed to provide assurances that all persons with
disabilities are provided reasonable accommodation so that they may fully access and
utilize the housing program and related services. The availability of specific
accommodations will be made known by including notices on forms and letters to all
families, and all requests may be verified so that these needs can be properly
accommodated. All mailings will be made available in an accessible format upon
request, as a reasonable accommodation. Organizations which provide assistance for
hearing-impaired and sight-impaired persons will be utilized.

Reasonable Accommaodations for Persons with Disabilities

1. An applicant or participant with a disability may request information or
accommodations by contacting the Garland Housing Agency at 210 Carver
Street, Suite 201, Garland, Texas 75040 or by calling 972.205.3347.

2. A reasonable accommodation is a modification or change GHA can make to
its offices, methods, or procedures to assist an otherwise eligible applicant or
participant with a disability to take full advantage of and use GHA’s
programs.

3. An accommodation is not reasonable if it: causes an undue financial and
administrative burden; or represents a fundamental alteration in the nature of
the program.

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

5. To permit persons with disabilities to take full advantage of the program, in
accordance with Section 504 and the Fair Housing Amendments Act of 1988,
GHA shall comply with all requirements and prohibitions in applicable law.

6. Facilities and programs used by applicants and participants shall be accessible
to all persons with disabilities.



7. Documents and procedures used by applicants and participants will be
accessible for those with disabilities.

TRANSLATION OF DOCUMENTS

In order to determine whether it is feasible to translate documents into other languages,
or Braille for the blind, the PHA will consider the following facts:

1.

5.

number of applicants and residents who do not speak English and speak another
language or need Braille for adequate understanding;

cost of translation into other languages per client who speaks another language or
into Braille;

evaluation of the need for translation by the bilingual staff and by agencies that
work with the non-English speaking clients;

the availability of organizations to translate documents, letters and forms for non-
English speaking families;

availability of bilingual staff to explain untranslated documents to clients.

PRIVACY RIGHTS

Applicants and participants will be required to sign the Federal Privacy Act Statement
in conjunction with HUD 50058 form which states under what conditions HUD will
release resident and owner/landlord information at admission and every recertification
thereafter. Applicants and participants will also be required to sign HUD 9886,
Authorization for Release of Information.

The PHA policy regarding release of information is:

1.

Information shall not be released without the signed client release with the
individual request for information unless the blanket authorization is used.

However, the PHA will release information on amounts owed for claims paid and
not reimbursed by the client.

The PHA must release the client’s current address and the name of the current
owner/landlord, the client’s former address and the name of the owner/landlord of
the former address if known to the Housing Choice Voucher holder’s prospective
owner/landlord, upon written request of the prospective owner/landlord.

The PHA will release information on amounts requested by court subpoena, a
federal or state agency, or a law enforcement agency.



5.  The PHA must limit use and disclosure of family information obtained through
release and consent to purposes directly connected with the program administration.

RECORDS MANAGEMENT POLICY

1. Purpose
The purpose of this policy is to direct the PHA’s handling of all records and
documents associated with the operation of the agency and the administration of its
program.

2.General Policy
In accordance with the Privacy Act of 1974, as revised, the PHA will maintain only
such information on applicants/residents as is necessary and relevant to the
performance of its mandated duties and will to the best of its ability protect the
privacy of applicants/residents.

3.Legal Action
In the event of current or pending litigation, legal counsel will be sought regarding
applicable documents. If litigation is pending, all applicable documents and records,
regardless of disposal dates will be retained until resolution of the legal matter.

4.Back Up of the Electronic Data
Computer data will be backed-up on CDs or separate drive in order to avoid loss of
important information due to equipment failure. If CDs are used, they will be locked
in fireproof storage. Financial information will be backed up every day that new data
is entered. Other files, including tenant files will be backed up daily.

5. Special Security Measures for EIV Data
Privacy Protection Policy
= HUD has provided specific guidelines for the protection of data retrieved
from its online up front income verification system, entitled Enterprise
Income Verification (EIV)
= EIV resident data will be used only to verify a resident’s eligibility for
participation in the Housing Choice Voucher Program and to determine the
level of assistance for which resident is eligible.
= Data provided via EIV System will be protected to ensure that information
is used only for official purposes and not disclosed in any way that would
violate the privacy of the individuals represented in the system data.
= |n compliance with HUD requirements the PHA will:
1. Maintain and enforce security procedures
2. Keep records and monitor security issues
3. Communicate security information and requirements to appropriate
staff, and coordinate and conduct security awareness training for
staff
4. Conduct quarterly review of User Ids
5. Report any evidence of unauthorized access or known security
breaches
Security Safequards




e Only authorized staff will have access to the EIV System via ID and
Password

e All users of the EIV System will have a current signed USER
AGREEMENT on file

e PHA will keep a record of all authorized users, including date access was
granted and date access was revoked, if applicable

e Work area of persons authorized to research and download EIV and other
privacy-sensitive information will be shielded from the public.

e Unauthorized staff persons will not have access to work station and
computer of authorized persons

e PHA staff will not leave resident folders exposed on desktops or computer
screens open with sensitive data unattended. Folders will be locked in files
and computer screens cleared before staff person leaves his/her office for
any reason.

o Staff will never take resident files home for any reason. If it is necessary to
transport resident files between PHA offices, files will be transported in a
locked box.

e Any EIV printout will be removed from the printer immediately so that
nothing will be inadvertently left vulnerable to unauthorized access.

e EIV printout data will be kept in family file until verifications are complete
and all discrepancies have been resolved. Applicable information will be
documented in the family file and then all originals and copies of EIV
printout will be housed in a secure area.

e At the close of business, resident files will be locked and file cabinet areas
locked.

e Any combination locks used will be reset regularly.

e Security procedures will be reviewed with staff periodically to safeguard
against laxity and breaches.

RULES AND REGULATIONS

All issues not addressed in this document related to residents and participants are
governed by HUD Handbook 7420.7, the Code of Federal regulations, HUD Memos,
Notices and Guidelines or other applicable law, and the Housing Choice Voucher
Programs Standard Operations Procedures.

Programs Administered by Garland Housing Agency

The following is a list of Housing Choice Voucher Programs offered by the PHA:
Housing Choice VVoucher Program

Housing Choice Voucher Homeownership Program

Family Self Sufficiency (FSS)

STAFFING POSITIONS

The following are the positions/titles of staff members who are responsible for the
implementation of the Housing Choice Voucher Programs:



Housing Administrator Operations/Finance Manager

Administrative Assistant Sr. Housing Inspector
FSS Coordinator Housing Inspector (2)

FSS Representatives (8) AARP Workers
Operation Aide Temporary Employees

Others may be added without written or update to the administrative plan depending on
their function.

CUSTOMER RELATIONS

The PHA considers all families and owners as its “customers”. The goal of the PHA is
to respond promptly to the needs of its customers. All contact with the customer and
the general public will be handled in a professional and courteous manner. The PHA
may require that complaints other than HQS violations be put in writing. Complaints
that would otherwise not be resolved through the informal review or informal hearing
processes will be referred to the appropriate staff person for resolution.

These complaints may include, but are not limited to:

1.  treatment of customers by staff;

2. complaints or referrals from persons in the community in regard to customers;
3. disagreement with an action or inaction by the family or owner; and

4.  treatment of staff by customers.

CONDUCT BUSINESS IN ACCORDANCE WITH CORE VALUES AND ETHICAL
STANDARDS

In accordance with CFR24-982.161 Conflict of Interest, the PHA has established a
written code of conduct.

1. Neither the PHA, nor any of its contractors or subcontractors, will enter into any
contract or arrangement in connection with tenant-based programs in which the
following class of persons has any interest, direct or indirect, during tenure or for
one year thereafter.

= any present or former member or officer of the PHA (except a participant
commissioner);

= any employee of the PHA, any contractor or subcontractor, any agent of the
PHA, who formulates policy or who influences decisions with respect to the
programs;

= any public official, member of a governing body, or state or local legislator,
who exercises functions or responsibilities with respect to programs;

= any member of the Congress of the United States;



= any member of the classes described in paragraph 1 of this section must
disclose their interest or prospective interest to the PHA and HUD.

The code of ethics prohibits solicitation or acceptance of gifts or gratuities, in
excess of nominal value, by any officer or employee of the PHA, any contractor
or subcontractor, or agent of the PHA.

The PHA shall adhere to the code of conduct and shall sanction and/or terminate
any officer, employee, or agent for violations consistent with applicable state or
local law.

The conflict of interest prohibition under this section may be waived by the HUD
field office for good cause.

An employee will follow the standards of conduct as listed below. As such, an
employee shall not:

e accept or solicit, for personal gain any benefit that might reasonably
tend to influence them to act improperly in the discharge of official
duties;

e use their official positions improperly to secure unwarranted privileges
or exemptions for themselves, relatives or others. This provision does
not preclude officers or employees from action in any manner
consistent with their official duties or from zealously providing public
services to anyone who is entitled to them.

e participate in making or influencing any GHA governmental decision
or action in which they know that they have any financial interest
distinguishable from that of the public generally or from that of other
employees generally.

e by their conduct give reasonable basis for the impression that any
person can improperly influence, or unduly enjoy their favor in, the
performance of their official duties, or that they are unduly affected by
the kinship, rank position or influence of any person.

e use or disclose, other than the performance of their official duties or as
may be required by law, confidential information gained in the course
of or by reason of their positions. This provision applies to former
officers and employees as well as to current ones.

e transact any business (other than ministerial acts) on behalf of the
GHA with any business entity of which they or their relatives are
officers, agents or members or on which they are their relatives have a
financial interest.



in the event such a circumstance arises, then they shall make known
their interest, and in the case of an employee, disclose the matter to the
appropriate administrative authority within city government so that
reassignment or other suitable action may be taken to remove the
employee from further involvement in the matter.

personally provide services for compensation, directly or indirectly, to
a person or organization who is requesting an approval, investigation,
or determination from the body or department of which the officer or
employee is a member.

accept other employment or engage in outside activities incompatible
with the full and proper discharge of their duties and responsibilities
within the city, or which might impair their independent judgment in
the performance of their public duty.

personally participate in a decision, approval, disapproval,
recommendation, investigation, or rendering of advice in a proceeding,
application, request for ruling or determination, contract, claim, or
other matter under the jurisdiction of the city, if the employee or
relative of the employee is negotiating or has an arrangement
concerning prospective employment with a person or organization that
has a financial interest in a matter in which the employee has been
participating, the employee shall immediately notify the official
responsible for appointment to his or her position of the nature of the
negotiation or arrangement and, if the Housing Administrator or
his/her designee determines that a conflict of interest exists, follow the
instructions of the Housing Administrator with regard to further
involvement in the matter, or

receive any fee or compensation for their services as employees of the
GHA from any source other than the GHA, except as may be
otherwise provided by law. This shall not prohibit their performing
that same or other services for a public or private organization that
they perform for the GHA if there is no conflict with their GHA duties
and responsibilities.

knowingly perform or refuse to perform any act in order to
deliberately thwart the execution of the GHA ordinances, rule or
regulations or the achievement of official GHA programs.

personally represent or appear in behalf of the private interest of
another; or if the represented person’s interest is adverse to that of the
GHA,; represent any person

(a) in any quasi-judicial proceeding involving the GHA,; or
(b) in any judicial proceeding to which the GHA is a party



4.

5.

Provided, nothing in the subsection above shall preclude:

(1) any employee from performing the duties of his or her
employment;

(2) any employee from testifying as a witness under subpoena in a
judicial or quasi-judicial proceeding.

Penalties

e the failure of any employee to comply with this article or the violation of
one or more of the standards of conduct set forth in the Code of Ethics,
which apply to him or her, shall constitute grounds for expulsion, reprimand
removal from office or discharge.

e disciplinary action and appeals in the case of an employee of the GHA, shall
be in conformance with the procedures established by the Housing
Administrator’s rules and regulations.

II. OUTREACH TO FAMILIES AND OWNERS/LANDLORDS

A. FAMILY OUTREACH

1.

2.

The Housing Choice Voucher Office continues to publicize and disseminate
information, as needed, concerning the availability and nature of housing
assistance. Upon execution of an Annual Contributions Contracts (ACC) for
additional units, the Housing Choice Voucher office will make known to the
public through publication in a newspaper of general circulation, minority media,
and other suitable means the availability and nature of housing assistance for very
low-income families, unless application-taking has been suspended according to
HUD regulation.

To reach persons who cannot read the newspapers, the Housing Choice VVoucher
office will distribute fact sheets to the broadcast media. Personal contacts with
the news media and with community service personnel as well as public service
announcements will be handled by the Housing Administrator’s office.

Upon receipt of new funding, the Housing Choice Voucher office will review its
current waiting list and consider whether outreach is needed. If it is needed, the
Housing Choice Voucher office will analyze outreach options to accommodate
the diversity and distribution of eligible families and the differences in their
willingness to respond to and participate in the program.

B. OPENING/CLOSING THE WAITING LIST

1.

The waiting list will be opened at certain times specified by the agency.
Applications will only be accepted by utilizing an online application. Applicants
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can utilize personal computers, computers at local libraries. Computers will also
be available during normal business hours for persons to apply, if they do not
have access to a computer and staff assistance will be available.

Closing the Waiting List

The closing date of the Waiting List may be announced at the same time as the
opening is announced.

The opening/closing of the Waiting List shall be announced through public
notices as follows:

a.  The notice shall be placed in a newspaper of general circulation, in a
minority publication, the City of Garland’s website (www.garlandtx.gov)
and in plain view at the Garland Housing Agency’s main administration
office.

b.  Postings will be made at locations throughout the community and will be
mailed to social service agencies.

c.  The notices shall contain all of the information needed to enable interested
parties to complete the process.

d.  The notice must contain the Equal Opportunity Housing logo.

OWNER/LANDLORD OUTREACH

1.

The Housing Choice Voucher office maintains good relations with existing
owners/landlords and encourages new owners/landlords to participate and to
make dwelling units available for leasing by eligible families in accordance with
the Equal Opportunity Housing Plan.

The PHA will conduct periodic meetings with participating owners/landlords to
improve owner/landlord relations and to recruit new owners/landlords.

The PHA will use a comprehensive marketing effort described in the next section
to recruit owners/landlords in areas that offer expanded opportunities to our
participants, as needed.

In order to assure that owner/landlord outreach efforts are recruiting owners/
landlords with units outside areas of low-income and minority concentration, the
PHA evaluates new Request for Tenancy Approvals by determining if the address
Is in an area outside poverty/minority concentration.

PROMOTING GREATER HOUSING OPPORTUNITIES FOR FAMILIES OUTSIDE
AREAS OF LOW-INCOME AND MINORITY CONCENTRATION

1.

The following steps may be used to locate owners/landlords, as follows:

a.  Owners/ Landlords in un-impacted areas will be identified and contacted.
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Regular meetings are held with investors and other owner/landlord groups to
explain the program and recruit owners/landlords. A presentation is given
with written materials.

The rental stock in areas without concentration of very low-income and
minority residents will be surveyed to identify vacant units. The
owners/landlords and managers are contacted.

Investors are recruited to purchase units in the identified areas and rent them
to the Housing Choice VVoucher applicants.

Complex managers are recruited through meetings with manager
associations and special training programs geared toward managers.

All Housing Choice Voucher staff is required to adopt the customer service
representative approach and implement the program accordingly.

2. Mass media is used as needed.

3.  Printed materials for owners/landlords consist of:

a.

An owner/landlord manual that describes all of the procedures as well as
tips to be successful with the Housing Choice Voucher program, and other
materials as needed.

4.  The following actions are to be taken to comply with SEMAP requirements:

a.

Families will be provided a website address (www.gosection8.com) to
identify landlords that are willing to accept Housing Choice Voucher
vouchers and a listing of available rental property may be provided Housing
Choice Voucher participants. These listings show addresses, deposit
information, etc. as provided by owners/ landlords.

Applicants are made aware of the fact that they may choose any unit within
the PHA’s jurisdiction as long as the program requirements are met
regarding the unit.

Applicants are advised of portability provisions available in the Housing
Choice Voucher Housing Choice Voucher Program.

Housing Choice Voucher participants are provided a map which identifies
areas of low-poverty and minority concentrations.

I1l. COMPLETION OF APPLICATION, PREFERENCES, DETERMINATION OF
ELIGIBILITY, AND SELECTION OF FAMILIES

A. COMPLETION OF APPLICATION

1.  Pre-Application Procedures

a.

A preliminary-application form (pre-application) is utilized. The
information is to be filled out by the applicant on date specified for taking
applications.  To provide specific accommodation for persons with
disabilities, the information may be completed by a family representative at
the place where the applications are taken.
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The purpose of the pre-application is to permit the PHA to preliminarily
assess family interest in the program and to determine placement on the
waiting list. The pre-application will contain questions designed to obtain
the following information:

» Names and age of all members;

« Sex and relationship of all members;

» Street Address and phone numbers;

« Mailing Address (if PO Box or other permanent address);

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

« Information regarding disabilities

« Social Security Numbers;

« Race/ethnicity;

» Arrests/Convictions for Drug-Related or Violent Criminal Activity;

« Program integrity questions regarding previous participation in HUD
programs.

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

Applicants must be 18 or older to apply unless they are an emancipated
minor and can provide documentation.

Applicants are required to inform the PHA, in writing or in person, of
changes in address. Faxes will not be accepted. Applicants are also
required to respond to requests from the PHA to update information on their
application and to determine their interest in assistance.

Failure to provide information or to respond to mailings will result in the
applicant’s name being removed. Mail that is returned by the U.S. Postal
Service will result in removal from the waiting list. Applicants who are
removed from the waiting list are allowed to reapply for assistance when the
waiting list is opened.

Notification of Applicant Status

Applicants will receive a confirmation of their online application at the time of
submission.

Completion of a Full Application

a.

Families will be invited to come into the office to complete a full application
at a scheduled interview. Appointments are scheduled by mail and
generally provide the applicant with at least two (2) weeks written notice.
The appointment letter also identifies the type of information that the
applicant will be required to bring to the interview.

The family will complete the application on their own within two (2) weeks
of the verification process and acceptance of required documents. All
changes to the pre-application will be updated during the scheduled
interview. The head of household, as well as all members of the household
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eighteen (18) years or older must sign all required HUD forms. Reasonable
accommodations are made for persons with disabilities.

The applicant is required to attend the scheduled meeting. If the applicant
fails to attend the scheduled appointment and does not contact the Housing
Choice Voucher Department in writing or by telephone to reschedule the
appointment, the application will be rejected.

The original waiting list applicant must be included on the full application
unless the applicant is deceased and there is another household member
listed on the original application that is 18 or older or an emancipated minor
at the time the name is pulled from the waiting list and is willing to have
their eligibility determined to receive a voucher.

Verification of Full Application Information

(1) Information provided by the applicant will be verified including
information documenting family composition, income, assets,
allowances and deductions, preference status (if needed), full-time
student status, and other factors relating to eligibility, to determine
applicant eligibility before the applicant is issued assistance.
Eligibility will be determined based on information that is provided at
time of application.

(2) Third-party verifications in writing (sent by mail directly to the PHA)
are preferred. The PHA will retain the returned envelope in the
tenant’s file as proof of receipt of third-party documentation. Oral
third-party verifications are acceptable if they are properly
documented with details and a reason given as to why third-party
written verification was not obtained.

(3) If third-party verification is impossible to obtain, documentation will
be placed in the tenant’s file explaining why another method was used
and other documents may be provided by the family. Documents will
be photocopied when not prohibited by law. When documents cannot
be photocopied, staff certification forms, noting documents viewed
will be used by recording the source of information, the information
obtained, and signed and dated by the staff person who viewed the
document.

Final Determination and Notification of Eligibility

a.

After the verification process is completed, a final determination is needed.
Final determination of eligibility is based upon the same factors as
preliminary or provisional eligibility, except that data at this point is verified
through a third-party or documented best source available.

The household is not actually eligible for assistance until this final
determination has been made.

Denial of Admissions

In addition to Section D of this chapter, denial of program assistance must be
made for an applicant for any of the following grounds:
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The family fails to supply any information that is determined necessary in
the administration of the program;

The applicant provides information that is not true or complete;

The applicant or family member(s) has been evicted from federally-assisted
housing in the last five (5) years;

If any member of the family commits fraud, bribery or any other corrupt or
criminal act in connection with any federally-assisted housing program. If
any member has less than five (5) years history of drug-related criminal
activity and less than ten (10) years history of violent criminal activity.
Drug related criminal activity includes the possession, sale or deliver of an
illegal control substance. Violent criminal activity is activity that has as one
of its elements the use, attempted or threatened use of physical force against
the person or property of another which may include all assaults with or
without a deadly weapon, terrorist threats, rape, murder, sex offenders;
Criminal background checks will be conducted annually for all participant
families including those porting into the PHA program.

If the family currently owes rent or other amounts to the PHA or another
PHA in connection with Housing Choice Voucher or Public Housing
Assistance under the 1937 Act;

If the family has not reimbursed any PHA for amounts paid to an owner/
landlord under a HAP contract for rent, damages to the unit, or other
amounts owed by the family under the lease;

If the family breaches an agreement to pay amounts owed to a housing
authority or amounts paid to an owner/landlord by a housing authority. The
PHA, at its discretion, may offer a family the opportunity to enter an
agreement to pay amounts owed to a PHA or amounts paid to an owner/
landlord by a PHA. The PHA will prescribe the terms of the agreement;

If the family has engaged in or threatened abusive or violent behavior
toward PHA personnel; and

If an applicant is a Sex Offender and/or required to be registered in a “State
life-time sexual offender” registry, they will be determined ineligible.

Right to an Informal Review

The Informal Review process can be reviewed in greater detail in “Section XX.
Informal Hearing and Reviews”.

a.

b.

Applicants who are denied Housing Choice Voucher assistance are entitled
to an informal review.

Ineligible applicants will be promptly provided with a letter detailing their
individual status, stating the reason for ineligibility, and offering them an
opportunity for an informal review.

Applicants must submit their request for an informal review in writing to the
PHA within ten (10) business days from the date of the determination.

Updating the Waiting List
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The PHA will update the waiting list to ensure that it is current and accurate
every two years or as needed. The PHA may update the waiting list more
often at their discretion.

The PHA mails a letter to the applicant’s last known address requesting
information regarding their continued interest in maintaining a place on the
waiting list.

If the applicant did not notify the PHA of a move as required, the PHA is
not responsible for the applicant’s failure to receive the update request.

The request letter will include a deadline date by which the applicant must
submit their continued interest, by mail, email or in person. Faxes will not
be accepted. If the PHA fails to receive the updated applicant information
by the deadline date, the applicant’s name will be removed from the waiting
list.

Notification of a change in address to the U.S. Post Office or sources other
than the PHA is not considered compliance with the requirements to notify
the PHA.

Applicants are given thirty (30) days to return the notice of continued
interest. The PHA does not accept responsibility for mail delays.

B. LOCAL PREFERENCES

The Garland Housing Agency currently does not have local preferences
Special Program Dallas Walker Clients

The Garland Housing Agency will receive eighty-nine (89) vouchers from
HUD to comply with mobility goals in the Walker litigation.

C. APPLICATION PROCESS

STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

Applications will be accepted using an online application system during a
time specified by the Housing Agency.

Enter data from the applications taken into the PHA software program:
HAPPY

Sort the Waiting List in order of Date and Time — HAPPY does this.
Make up a file for each applicant. Put application in file.

Applicants will be able to check their waiting list status using the online
application system.

D. TRANSFERRING APPLICANTS TO OCCUPANCY
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STEP 1:

STEP 2:

STEP 3:

STEP 4:

STEP 5:

STEP 6:

STEP 7:

STEP 8:

STEP 9:

Step 10:

FSS Supervisor and Operator/Finance Manager determine number of
applicants to be removed from the Waiting List.

Update Waiting List and take into account any applications that have been
added to the Waiting List since the last update.

According to date and time, remove the designated number of applicants
from the active Waiting List by changing their status from “Waiting for
Voucher” to “Ready for Occupancy”.

Mail a letter to each applicant informing them that the PHA is now ready to
determine their eligibility for a Voucher and the date of their scheduled
appointment. Remind them to bring in the documents listed in the letter.

Accept documents on date of appointment. Documents will be put in
applicant’s file.

Determining Eligibility:

Mail or fax third-party verifications to agencies. Do criminal background
checks for every family member 18 years of age and older and for every
name they have had. Red flag files that show ANY drug activity in the past
five (5) years, violent crimes in past ten (10) years, and any sexual crime
ever. Drug related criminal activity includes the manufacturing, production,
distribution of methamphetamines, possession, and sale of a control
substance. Violent criminal activity includes all assaults with or without a
deadly weapon, terrorist threats, rape, murder, sex offenders and sex
offenders that are required to register with the State lifetime sex offender’s
registry program. Give information to the FSS Coordinator to determine if
the applicant is eligible for admission into the program.

Give files that appear to be eligible to the designated caseworker.

Mail orientation appointment letter to processed applicants.

FSS Representatives will conduct group orientation sessions and issue
vouchers.

Families will not be allowed to make changes to the family composition or

report increases in income once the voucher has been issued. However; loss
of income will be accepted.

FAILURE TO BE HOUSED

STEP 1:

Change applicant’s status accordingly (i.e., Voucher expired, declined
assistance, ineligible, TIF not returned, etc.) Make notes in the applicant’s
file and in the computer.
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STEP 2:

STEP 3:

Mail a letter to the applicant informing them that their name has been
removed from Waiting List and the reason(s) why. The applicant will be
given the opportunity to request an informal review.

File a copy of the final letter in appropriate file and remove files to an
inactive file drawer for at least one (1) year before sending it to storage.

ELIGIBILITY DETERMINATION

1. Family Designation

a.

Family includes, but is not limited to the following, regardless of actual or
perceived sexual orientation, gender identity or marital status: a single
person, who may be an elderly person, displaced person, disabled person,
near-elderly person, or any other single person; or a group of persons
residing together, and such group includes, but is not limited to: A family
with or without children (a child who is temporarily away from the home
because of placement in foster care is considered a member of the family);
an elderly family, a near-elderly family, a disabled family, displaced family
and the remaining member of a tenant family.

Two (2) 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 for at least one
year.

Evidence of a “stable family relationship” may include any of the following:
birth certificates of children, joint tax returns, prior lease (held jointly), joint
bank accounts, insurance policies and/or equivalent documentation.

A child who is temporarily away from home because of placement in foster

care is considered a member of the family. This provision only pertains to

the foster child’s temporary absence from the home, and is not intended to

artificially enlarge the space available for other family members.

An elderly household whose head or spouse meets the following definitions

(unless otherwise approved by HUD). The head, spouse or sole member

must be:

» 62 years of age or older; or

« Disabled with a physical impairment which is expected to be of a long,
continued and indefinite duration (at least the next 12 months), which
substantially impedes but does not prohibit his/her ability to live
independently. (Alcohol and drug addiction is not considered part of the
definition for disabled.); or

» Disabled within the meaning of Section 223 of the Social Security Act
or Section 102(b) or 6001(7) of the Developmentally Disabled Act; or

» Two (2) or more elderly or disabled persons living together, or one or
more elderly or disabled persons living with a live-in aide.

Single Persons
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A person who lives alone or intends to live alone, and who does not qualify

as an elderly family or displaced person or as the remaining member of a

resident family.

Remaining Members

The remaining members of a participant family shall be considered a family.

When the head of household departs the family, the adult responsible for the

children will receive assistance until the head of household returns. (See

also Section XVI. Family Break-up, Section D)

Head of Household

The head of household is an adult member of the household who is

designated by the family as the head, is wholly or partly responsible for

paying the rent, and has the legal capacity to enter into a lease under

State/local law. Emancipated minors who qualify under State laws will be

recognized as a head of household.

Split Households Prior to Issuance of Assistance

When a family on the waiting list splits into two otherwise eligible families

due to divorce or legal separation and the new families both claim the same

placement on the waiting list, and there is no court determination, the

following will be considered:

» which family unit retains the children or any disabled or elderly
members;

» recommendation of social services agencies or qualified professionals,
such as children’s protective service.

Documentation of these factors is the responsibility of the applicant

families. If either or both of the families do not provide the documentation,

they will be denied placement on the waiting list. The Housing

Administrator will make the final determination of which of the new family

remains on the waiting list or receives the voucher.

Anticipated Family Composition

For initial application, members of the family not currently residing

together, but who will be in the household under Housing Choice Voucher

will be listed. The family is to provide documentation describing why the

family members are not currently living together.

Joint Custody of Children

Children who are subject to a joint custody agreement, but live with one

parent at least 51% of the time will be considered members of the

household. “51% of the time” is defined as 186 days of the year, which do

not have to run consecutively.

Live-in Aides (also referred to as Live-in Attendants)

A family may include a live-in aide who:

« is determined to be essential to the care and well-being of an elderly
person, a near-elderly person, or a person with disability as defined by
24 CFR PART 8.3;

 is not obligated for the support of the family; and

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

« whose income will not be counted for purposes of determining eligibility
or rent; and

« who will not be considered as a remaining member of the resident
family;
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relatives are not automatically excluded from being care attendants, but
must meet the definition described above;

a live-in attendant’s family members will be allowed to reside in the
assisted unit provided that doing so does not increase the subsidy cost of
an additional bedroom, and the presence of the live-in attendant’s family
does not overcrowd the unit;

a live-in aide will only reside in the unit with pre-approval. Written
verification will be required from a reliable, knowledgeable medical
professional. The provider of the verification must certify that a live-in
aide is needed for the care of the family member in order to provide
reasonable accommodation to make the program accessible to the family
member with the disability. Verification must be updated annually;

a live-in aide cannot be a spouse or boyfriend/girlfriend (since they
would be living in the unit anyway);

a live-in aide cannot have a job outside of the unit or another place to
live since he/she is verified to be necessary to provide care on a live-in
aide basis and is supposed to live in the unit;

relatives are not automatically excluded from being care attendants, but
must meet the definition described above;

a live-in must pass a criminal background check and cannot owe another
housing authority funds;

a live-in aide is required to attend the annual recertification
appointments with the Head of Household and the GHA must determine
annually the eligibility of the household for a live-in aide;

Although family members may be qualified to perform the services
needed by the individual with disabilities, a live-in aide is not a family
member, his/her income is not counted for eligibility or rent purposes
and the live-in aide cannot receive the voucher as a “remaining member
of a tenant/participant

a live-in aide may not change their status to a family member when the
head of household is no longer in the unit.

a live-in aide cannot

Income Eligibility

Family income must fall within the applicable Very Low-Income limits as
published by the Department of Housing and Urban Development. Some families
may qualify if they are Low-Income under these circumstances:

a.

b.

a low-income family that is “continuously assisted” under the 1937 Housing
Act;

a low-income family physically displaced by rental rehabilitation activity
under 24 CFR 511,
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c. a low-income non-purchasing family residing in a HOPE | (HOPE for
Public and Indian Housing Homeownership) or HOPE 2 (HOPE for
Multifamily Units) Project;

d. a low-income non-purchasing family residing in a project subject to a
homeownership program under 24 CFR 248.173;

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

3. Restrictions on Assistance to Non-citizens or Eligible Immigration Status
Requirements

a. Required Documentation

Housing Choice Voucher programs are covered under Section 214 of the
Housing and Community Development Act of 1980, which makes
financial assistance contingent upon the submission of verifiable
evidence of citizen or eligible non-citizen status.
Families must submit evidence of citizenship or eligible non-citizen
status. A family consisting of members with both eligible and ineligible
status will be eligible for pro-rated assistance.
Verification of evidence of eligible non-citizen status is necessary to
determine whether or not the applicant/participating family is eligible for
continuing assistance or admittance to the program. Families will be
required to submit a declaration for all members who claim eligible
status and/or provide a listing of those members who do not claim
eligible status.
Non-citizen students do not have eligible status, nor does their non-
citizen spouse and/or minor children accompanying or joining the non-
citizen student. A citizen spouse or minor children of a citizen spouse
and non-citizen student are eligible for assistance, however;
Eligible immigration status includes the following categories:
- Citizens or national of the United States;
- Non-citizens with status in one of the following categories:
= A non-citizen admitted to the U.S. for permanent residence under
Section 101(a) (20) of the Immigration and Nationality Act
(INA); as an immigrant under Section 101(a) (15) or as a special
agricultural worker under Section 120 or 210A of the INA;
= A non-citizen who entered the U.S. before January 1, 1972, (or
such later date as enacted by law), and who (1) has continuously
maintained residence in the U.S. since then, (2) who is not
ineligible for citizenship, and (3) who has been deemed to be
lawfully admitted for permanent residence as a result of an
exercise of discretion by the Attorney General under Section 249
of the INA,;
= A non-citizen admitted to the U.S. with refugee status under
Section 207 of the INA, or with asylum status under Section 208
of the INA, or admitted before April 1, 1980 under Section
203(a)(7) of the INA;
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= A non-citizen admitted to the U.S. with parole status under
Section 212(d) (5);

= A non-citizen lawfully present in the U.S. as a result of the
Attorney General’s withholding deportation under Section
243(h) of the INA (threat to life or freedom); or

= A non-citizen admitted for temporary or permanent residence
under Section 245A of the INA.
- Evidence of citizenship or eligible non-citizen status shall consist of
the following documents or such other documents as deemed
acceptable by HUD or the U.S. of Citizenship and Immigration
Services (CIS) (formerly INS):
- For citizens: a signed Declaration of U.S. citizenship;
- For all other non-citizens:
= Asigned Declaration of eligible immigration status;
= The CIS documents listed in Handbook 7465.7, Chapter 6,
Section 6-4 (or any other documents determined by the CIS to be
acceptable evidence and announced by notice in the Federal
Register); and

= Asigned Verification Consent Form.

- Documents submitted by an applicant family to verify eligible
immigration status will be first verified using the CIS Systematic
Alien Verification for Entitlements (SAVE) system. If the SAVE
system does not provide verification, a secondary manual search of
CIS records will be instituted by the PHA. If both searches fail to
verify eligibility, the family will be notified and will be given the
option of requesting an appeal to the CIS and/or a PHA informal
hearing.

b.  Ineligible Immigration Status

« Families determined to be ineligible when the evidence of citizenship or
eligible non-citizen status submitted by a head of household or spouse
cannot be verified either by the PHA's preliminary inquiry or by the CIS
secondary search will be notified in writing that the individual or family
has been determined ineligible.

» Families determined ineligible due to lack of citizenship or non-eligible
citizenship status may request an appeal to the CIS according to 24 CFR
5.514(e) and may request an informal hearing with the PHA. Applicant
families may request an informal hearing as described in Section 9-2 (c)
(2) of Handbook 7465.7 either upon the completion of the CIS appeal or
in place of the CIS appeals.

» Assistance to an applicant will be delayed if the CIS appeal process has
been concluded, but will not be denied until after the conclusion of the
PHA informal hearing process, if an informal hearing is requested by the
applicant.

4. Restrictions on Full and Part time Students

a. A family whose household members contain a Head of Household, Co-
head or Other Adult, who is not living with their parents, that is a fulltime
or part-time student enrolled in an institution of higher education and is
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seeking to reside in a Housing Choice Voucher assisted unit cannot be
determined eligible if the person is not considered independent from their
parents. The term independent, when used to respect to a student, means
any individual who is:

Over the age of 24 years old;

A veteran (the term veteran means a person who served in the
active military, naval, or air service, and who is discharged or
released there from under conditions other than dishonorable.);
Married,;

Has a dependent child;

Is an orphan or ward of the court or was a ward of the court until
the individual reached the age of 18;

Is a graduate or professional student;

Is a student for whom a financial aid administrator makes a
documented determination of independence by reason of other
unusual circumstances.

b. An institution of higher education is defined under Section 102 of the
Higher Education Act of 1965 as an educational institution in any state
that:

Admits as regular students only persons having a certificate of
graduation from a school providing secondary education, or the
recognized equivalent of such certificate,

Legally authorized within such State to provide a program of
education beyond secondary education;

Provides and educational program for which the institution awards a
bachelor’s degree or provides not less than a two-year program that
is acceptable for full credit toward such degree;

Is a public or other nonprofit institution; is accredited by a nationally
recognized accrediting agency or association, or if not so accredited,
is an institution that has been granted pre-accreditation status and the
Secretary has determined that there is satisfactory assurance that the
institution will meet the accreditation standards of such an agency or
association within a reasonable time.

Additional institutions include:

C.

Any school that provides not less than a 1 year program of training to
prepare students for gainful employment in a recognized occupation or
A public or nonprofit private educational institution in any state that
admits as regular students persons who are beyond the age of
compulsory school attendance in the State in which the institution is

located.

If a student is not considered independent, and is not otherwise income
eligible or has parents who are not otherwise income eligible, they shall
not receive a voucher. Both student’s income and parent’s income must
be assessed for income eligibility and must be determined to be low-
income in the area where the parent resides. Students will be asked to

provide proof of parent or parent’s income through but not limited to

previous year’s tax return, their Student Aid Report Status, child support

records, pay check stubs, social security benefits, veteran’s benefits, etc...
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The student will be asked to provide this documentation for both parents if
they are currently married and/or residing together. In the cases where the
parents are not married and separated, the student will be asked to provide
the information from the parent who provides 51% of the student’s

support.
d. The PHA must include any financial assistance in excess of tuition
excluding loans when determining income eligibility. Financial

assistance may include but is not limited to any assistance that an
individual receives:

e Under the Higher Education Act of 1965,

o From private sources

e From an institute of higher education

e. The student is required to provide enrollment documentation, transcripts

and/or other documents that indicate the student is enrolled and/or
attending school full-time. This documentation must be provided at each
annual reexamination and/or interim examination to ensure the rent is
calculated correctly.

G. DRUG ABUSE AND CRIMINAL ACTIVITY
1. Denial of Admissions

a.  Prohibiting Admission of Persons Evicted for Drug-Related Criminals
Activity
The Garland Housing Agency will deny housing assistance to applicants or
participants if they have less than a ten (10) year history of violent criminal
activity and less than a five (5) year history of drug-related criminal activity.
Violent criminal activity includes all assaults with or without a deadly
weapon, terrorist threats, rape, and murder. Drug related includes the
manufacturing, production, of methamphetamine, possession, sale, or
distribution of a control substance. Criminal background checks will be
conducted at annual re-examination for every member of the household who
is 18 years or older.

The PHA must prohibit admission to the program of an applicant for three

(3) years from the date of eviction if a household member has been evicted

from federally-assisted housing for drug-related criminal activity. However,

the PHA will admit the household if the PHA determines:

(1) that the evicted household member who engaged in drug-related
criminal activity has successfully completed a supervised drug
rehabilitation program approved by the PHA,; or

(2) that the circumstances leading to eviction no longer exist. (For
example, the criminal household member has died or is imprisoned.)

b. At all times a household shall be denied admission if any member of the
household is a Sex offender and/or subject to a lifetime registration
requirement under a State sex offender registration program. In the
screening of applicants, the PHA must perform criminal history background
checks necessary to determine whether or not any household member is
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2.

subject to a lifetime sex offender registration requirement in the state where
the housing is located and in other states where the household members are
known to have resided.
Households shall be denied admission for having less than a five (5) year
arrest and/or conviction if any household member is arrest and/or convicted
of a drug-related criminal activity, and less than 10 years of violent criminal
activity, other criminal activity which may threaten the health, safety, or
right to peaceful enjoyment of the premises by other residents or persons
residing in the immediate vicinity; other criminal activity which may
threaten the health or safety of the owner, property management staff, or
persons performing a contract administration function or responsibility on
behalf of the PHA (including a PHA employee or a PHA contractor,
subcontractor or agent), or pattern of alcohol abuse. A “pattern” shall be at
least three alcohol-related criminal offenses within the five (5) year period
prior to application for assistance.

The following are standards to be applied as appropriate for drug-related

criminal activity and other criminal activity concerning denial of admission:

(1) The PHA will “determine” the use of an illegal drug through an arrest
and/or conviction of a drug-related charge.

(2) The PHA shall “determine” involvement in criminal activity through
an arrest and/or conviction for a criminal activity.

(3) Any “household member” includes adults and minors who are on the
lease or who are living in the household, but not reported to the PHA.

(4) “Currently engaging in illegal use of a drug” or other criminal activity
shall be defined as a conviction within one year from the date the PHA
discovers the conviction.

(5) “Reasonable cause shall be determined by a conviction on an illegal
use of a drug charge or other criminal activity.

(6) There is no time period concerning the conviction of a drug-related
charge for manufacturing, production, or distribution of
methamphetamine on the premises of federally-assisted housing. Such
household members being convicted of this offense will always be
denied admission.

(7) The time period of ineligibility for admission for other drug-related
convictions or other criminal activity convictions shall be five (5)
years from the date of the conviction.

(8) If the PHA previously denied admissions for criminal activity, the
PHA elects not to consider evidence that a household member was not
engaged in criminal activity for a period of time. The household shall
not be eligible for admission for five (5) or ten (10) years from the date
of the conviction (depending on the criminal activity).

(9) Evidence of criminal activity shall be defined as the PHA has
acquired/been presented with the preponderance of evidence that the
family, including any family member, is engaging in drug-related
criminal activity or violent criminal activity or other criminal activity
or alcohol abuse, regardless of whether the family member has been
arrested or convicted for such activity.

Use of Criminal Record
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Denial. If a PHA proposes to deny admission for criminal activity as shown
by a criminal record, the PHA must provide the subject of the record and the
applicant with a copy of the criminal record. The PHA must give the family
an opportunity to dispute the accuracy and relevance of that record, in the
informal review process in accordance with Sec. 982. 554.

The Garland Housing Agency will deny housing assistance to applicants or
participants who are adding additional adult family members, if they have
less than a ten (10) year history of violent criminal activity and less than a
five (5) year history of drug-related criminal activity. The PHA will
conduct criminal background checks for every household member 18 years
and older at the time of the annual reexamination.

Drug related criminal activity includes the manufacturing, production, and
distribution of methamphetamine, possession or sale of a control substance.

Violent criminal activity includes all assaults with or without a deadly

weapon, terrorist threats, rape, murder, sex offenders and sex offenders that

are required to register with the State lifetime sex offender’s registry
program.

Cost of Obtaining Criminal Record. The PHA will not pass along to the

tenant the costs of a criminal records check.

Permitted use and disclosure of criminal records/sex offender registration

records received by the PHA will only be used for applicant screening

and/or for lease enforcement and eviction. A PHA will disclose criminal
convictions as follows:

(1) To officers or employees of the PHA, or to authorized representatives
of the PHA who have a job-related need to have access to the
information.

(2) If a PHA obtains criminal records from a State or local agency
showing that a household member has been convicted of a crime/sex
offense relevant to applicant screening or tenant lease enforcement or
eviction, the PHA must notify the household of the proposed action
based on the information obtained. The PHA must also provide the
subject of the record and give the applicant or resident a copy of such
information before a denial of admission, eviction or lease
enforcement action on the basis of such information.

If, at any time during the program participation, the PHA has reasonable
cause (e.g., newspaper articles, credible informants, police reports) to
believe that a household member is engaged in drug-related or other
criminal activity which would pose a threat to the health, safety, or right to
peaceful enjoyment of the premises by other residents or PHA employees,
the PHA will run a subsequent criminal check of that household member.

Consideration of Circumstances

In determining whether to deny or terminate assistance because of action or
failure to act by members of the family:
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The PHA will consider all relevant circumstances such as the seriousness of
the case, the extent of participation or culpability of individual family
members, mitigating circumstance related to the disability of a family
member, and the effects of denial or termination of assistance on other
family members who were not involved in the action or failure.

In determining whether to deny admission or terminate assistance for illegal
use of drugs or alcohol abuse by a household member who is no longer
engaged in such behavior, the PHA will consider whether such household
member is participating in or has successfully completed a supervised drug
or alcohol rehabilitation program, or has otherwise been rehabilitated
successfully (42 U. S. C. 13661). For this purpose, the PHA will require the
applicant or tenant to submit evidence of the household member’s current
participation in, or successful completion of a supervised drug or alcohol
rehabilitation program or evidence of otherwise having been rehabilitated
successfully.

If the family includes a person with disabilities, the PHA decision
concerning such action is subject to consideration of reasonable
accommodation in accordance with 24 CFR Part 8.

Records Management

a.

All criminal and information from a drug facility treatment center received
will be maintained confidentially and not misused, or improperly
disseminated.

Such information will be housed in a locked file with access restricted to
individuals responsible for screening and determining eligibility and to the
Housing Administrator.

Drug Treatment Facility Information

a.

As needed during the informal review or hearing process the PHA will seek
information from a drug treatment facility to verify that an applicant or
participant is participating in or has completed a drug rehabilitation
program, or to verify drug-free status.

In such cases the PHA will utilize a written consent form required by 24
CFR 960.205.

The PHA is not obligated to request information from drug treatment
facilities and is not liable for damages for failure to request or receive the
information.

Components of Screening Process

A criminal history report will be requested from the law enforcement agency for
adult members according to the following procedure:

a.

b.

For all applicable household members, the PHA will submit to a law
enforcement agency the name, and date of birth.

Based on the identifiers submitted, the law enforcement agency will provide
this PHA with any criminal history conviction record information and
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outstanding warrants that are found on the law enforcement agency
Computerized Criminal History database and the appropriate Crime
Information Center.

The law enforcement agency may also search the National Crime
Information Center (NCIC) for criminal information. If a record exists, the
law enforcement agency will notify this PHA that such information was
found, and will provide the PHA with a copy of the information.

In no case will the applicant be charged for the cost of the criminal history
checks.

7. Ineligibility Determination

a.

Families determined to be ineligible due to the definition of family, income,
or drug-related criminal or violent criminal activity, or a pattern of alcohol
abuse, will be notified in writing that they do not qualify for the program.
Families will be notified of the right to have an Informal Review.

The Informal Review will be conducted according to regulatory
requirements and as outlined further in this Administrative Plan.

If the applicant or household members who refuse to supply required
information and/or refuses to sign HUD form 9886 to obtain other income
information, the family will be determined to be ineligible. The informal
review process will apply to an applicant family who has been denied
assistance on these grounds.

H. SELECTION FROM WAITING LIST

1.  Basic Selection Policy

a.

Applicants shall be selected in order of date and time of the initial application
with consideration given to the regulations governing income targeting as
well as any adopted local preference. Applicants with local preferences that
applied prior to July 1, 2004 will continue to be pulled from the waiting list
in accordance with the local preferences.

Applicants whose income is greater than thirty percent (30%) of the area’s
median income may be passed on the waiting list pursuant to the income
targeting requirements detailed below.

Applicants who applied earlier than applicants who are eligible for local
preferences may be passed on the waiting list.

PHA’s may not select applicants from the waiting list in an order different
from the selection procedures “for the purpose of selecting higher income
families” for the program.

2. Families that are not selected from the Waiting List:

a.

Families that are participating in a project-based program and have been
identified by HUD that the housing assistance should be continued under the
Preservation Multi-family Program rules and regulations;
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b.  Families issued an enhanced voucher and qualified for the tenant-based
Housing Choice VVoucher Program;

c. The 89 Walker families selected from the Dallas Housing Authority’s
Waiting List in accordance with the Walker Agreement.

All families under the programs above will be required to provide the same
documents to determine their eligibility.

3. Income Targeting Pursuant to the Quality Housing and Work Responsibility Act

a.  Seventy-five percent (75%) of all new admissions shall be families whose
income is below thirty percent (30%) of the area median income. A “new
admission” shall be defined as an applicant being offered assistance.

. MONITORING OF SELECTION AND LEASING

In compliance with SEMAP requirements, a statistical report is prepared each month to
insure that PHA has complied with current regulations affecting the waiting list and
selection as it relates to income requirements, single elderly and non-elderly families,
and the local preference selection of families.

J.  SPECIAL PURPOSE FUNDING ADMISSIONS

HUD may provide funding to serve a targeted population. When HUD targets funding
of assistance for a special populace the PHA may accept an application and place the
applicant on the waiting list even though the waiting list may be closed. Since HUD
specifies the special population, there is no limit to the number of admissions except for
the limit as defined by HUD in establishing the special population.

IV. VERIFICATION OF INCOME AND DETERMINATION OF TOTAL TENANT
PAYMENT

The PHA will not devise or implement income or rent determination, verification, or other
related policies or procedures in a way that discriminates against persons on the basis of race,
color, national origin, sex, religion, familial status, and perceived or actual disability.

A. GENERAL POLICIES CONCERNING VERIFICATION

1.  The PHA verifies family income, family composition, status of full-time students,
value of assets, factors allowing a preference, and other factors relating to
eligibility determinations before an applicant is issued assistance.

2.  The PHA will use several methods to verify income and income deductions. Up-
front and third-party (independent) verifications will be obtained by the PHA
either electronically or sent by mail to the appropriate agency. To qualify as
third-party verification the document(s) must never touch the applicant’s or
tenant’s hands. If third-party written verification is not possible, the PHA will use
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third-party oral verification. The PHA staff will fill out an Oral Verification Form
which contains the name of the agency contacted, the full name and title of the
contact person, the date of the conversation and detailed documentation of the
conversation, including the reason for the contact. If third-party verification is not
possible, the Review of Documents method of verification will be used. And if
that method is not possible, the PHA will use the Notarized Statement by
Applicants method as well as stating in the file the reason why third-party
documentation was not obtained. The EIV (Enterprise Income Verification)
System will be used as a tool to meet the objective of assuring that the “right
benefits go to the right persons.” The EIV system is a federal system that
provides quick, easy access to resident income information. The system will
streamline and simplify the income verification process at the time of
recertification, by providing independent source that systematically and uniformly
maintains income information. Data contained in the EIV system include resident
income information from the Social Security Administration, Department of
Health and Human Services, new hire information, employment wages per
quarter, deceased participants and unemployment compensation benefits. The
system will enable the housing agency to identify cases of unreported or under
reported resident income, identify potential cases of current residents who are
receiving HUD subsidy under multiple rental housing assistance programs and
whether an applicant is already receiving rental housing assistance form another
subsidized source. A current, signed and dated HUD9887/9887A must be on file
for the head, spouse, co-head and any family member who is 18 years of age or
older or has turned 18 since the last recertification, prior to EIV data is accessed
for a tenant. Information collected from EIV will be used for official purposes
and not disclosed in any way that would violate the privacy of the individuals
represented in the system data. The EIV information will be safeguarded by
allowing only authorized staff to access the system, all users must have a current
user agreement on file, a record of all users will be maintained, unauthorized staff
persons and participants will not have access to computer of authorized persons,
staff will not leave resident folders exposed on desk tops, computer screens open
with sensitive data unattended, documents will be locked in files and passwords
required to access computer stations, all documents will be immediately removed
from printer, fax machines, copier, and/or scanners, and at the close of business,
resident files will be locked and security procedures will be reviewed with staff
periodically to safeguard against laxity and breaches.

Photocopies will be accepted with a written documentation as to why third-party
verification was not obtained.

INCOME ALLOWANCES

Income includes all monetary amounts that are received on behalf of the family. All
income that is not specifically excluded in the HUD regulations is counted. Monetary
is defined as it relates to any money received on behalf of the family.

Annual Income is used to determine whether the family is within the Income Limits. It
is the anticipated amounts, “monetary or not,” that go to, or “on behalf of,” the family
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(including temporarily absent head or spouse), and are received from a source outside
the family within the twelve (12) months after certification.

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

Both Annual and Adjusted Income are used to calculate the amount of the subsidy for
Vouchers. In calculating Annual and Adjusted Income, the PHA must estimate the
income of every member of the household, including those who are temporarily absent.
Income of persons who are permanently absent from the household will not be counted.
Income is defined by HUD regulations and is further interpreted in HUD Notices,
Memos and Addenda. Those rules must be followed. However, there are policy
decisions that are needed in order to assure consistent interpretation of the HUD rules.

HUD ALLOWABLE DEDUCTIONS

HUD has five (5) allowable deductions from annual income:

1.  Dependent Allowance: $480 each for family members (other than the head or
spouse) who are minors (including children who are adopted), and for family

members who are eighteen (18) and older who are full-time students or who are
disabled (foster children are not included in this deduction).

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

3. Allowable Medical Expenses: Deducted for all family members of an eligible
elderly/disabled family.

4.  Allowable Disability Assistance Expenses: Deducted for attendant care or
auxiliary apparatus for persons with disabilities if needed to enable the individual
or an adult family member to work.

5. Child-Care Expenses: Deducted for the care of children under thirteen (13) years
of age when child-Care is necessary to allow an adult member to work, attend
school, or actively seek employment.

Child-care deductions are allowed only for the care of children under the age of
thirteen (13), including foster children. Child-care deductions will not be allowed
unless there is no adult household member available and capable of caring for the
child. Those adult members who would be considered unable to care for the child
include a disabled or older person (as verified by a doctor’s written statement) or
a documented child abuser.

The following standards are the criteria for allowing child-care expenses as a
deduction:

a.  Child-care to work: The maximum child-care allowed would be based on
the amount earned by the person enabled to work. The "person enabled to
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work™ is the adult member of the household who earns the least amount of
income from employment. The child-care deduction will not exceed the
amount of income earned by the person enabled to work.

Child-care for school: The PHA will compare the number of hours the
family member is attending school and base the reasonableness standard on
the number of hours that the family member is attending school (with the
addition of one hour travel time to and from school) versus the number of
hours claimed for child-care. The number of hours for which the child-care
deduction is allowed shall not exceed the school and travel time.

Child-care to seek employment: The deduction for child-care to seek
employment must not exceed the Annual Adjusted Income of the family
member seeking employment. The deduction does not include
transportation costs, or other expenses incurred, and is limited to one year
per individual.

To claim the deduction, verification from the child-care provider must
include the name, address, and phone number of the company or individual
child-care provider, the names of the children being cared for, the number of
hours for which child-care is provided, the rate of pay, and the typical yearly
amount paid (taking into account school and vacation periods).

Verification from the job seeker must include documentation from an
employment service agency and/or written verifications of interviews from
potential employers.

MINIMUM RENT

The minimum rent for Housing Choice Voucher participants is $50.00. All Voucher
families will contribute the highest of thirty percent (30%) of monthly adjusted income
or ten percent (10%) of monthly gross income, or the minimum rent toward the rent
plus any rent above the applicable Payment Standard.

1.

The minimum rent requirement will be waived under certain circumstances.
Financial hardship status is to be granted immediately for ninety (90) days in the
event of the following:

a.

The family has lost eligibility or is awaiting an eligibility determination to
receive federal, state or local assistance, including a family having a non-
citizen household member lawfully admitted for permanent residence and
who would be entitled to public benefits but for Title IV of the Personal
Responsibility and Work Opportunity Act of 1996;

The family income has decreased due to changed circumstances such as
separation, divorce, abandonment;

One or more family members have lost employment;

The family would be evicted as a result of imposing the minimum rent
requirement;
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e.  There has been a death in the family; or
f.  There are other hardship situations determined by the PHA on a case by case
basis, i.e. alimony, child support, etc.

Financial hardship exemption only applies to payment of minimum rent - not to
rent based on the formula for determining the Total Tenant Payment (TTP).

If tenant initiates a request for a hardship exemption that the PHA determines is
temporary in nature:

a. If the hardship is determined to be temporary, Rent will be suspended,
during the ninety (90) day period beginning on the day the request is made.
At the end of the ninety (90) day period, the minimum rent is reinstated
retroactively to the date of suspension and the HAP is again adjusted.

b. In the case of a temporary hardship, the PHA will allow the family a
maximum of six (6) months to make payment of any delinquent minimum
rent payments accrued during the suspension period. However, the family
must execute a repayment agreement.

c.  The family will not be evicted for non-payment of rent during this ninety
(90)-day period.

d. If the hardship is subsequently determined to be long-term, the PHA will
retroactively exempt residents from the minimum rent requirement for the
ninety (90)-day period.

Hardship determinations are subject to the PHA’s Informal Hearing Process and
families are exempt from any escrow deposit that may be required under
regulations governing the hearing process for other determinations.

E. RENT BURDEN

1.

Initial Rent Burden

The Rent Burden is the family's payment to the owner/landlord plus utility
allowance. This total figure should be equal to or less than forty percent (40%) of
the family's monthly adjusted income.

New admissions to the Housing Choice Voucher Program and continuing
program participants who move will not be allowed to pay more than forty
percent (40%) of adjusted income for rent. If the rent burden of the selected unit
is over forty percent (40%), the family will be advised to seek a lower priced unit.
The continuing program participant may opt to remain in the current unit or seek a
lower priced unit.

Family Moves

If a family requests to move out of the current unit to another unit and is eligible
for continued assistance, the family will be issued a Housing Choice Voucher and
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will be subject to the new rent calculation and to the forty percent (40%) rent
burden restriction.

ZERO INCOME FAMILIES

Families reporting no family income will be asked at application and recertification
how the family pays for necessary living expenses. If it is determined that the family is
receiving regular monetary or non-monetary contributions and/or gifts from non-
household members, the value of these gifts will be annualized to estimate income.

If it is determined that the family receives no income from gifts, contributions, or any
other source, the family will be required to complete, sign, and date a statement of non-
employment/no income affidavit, no income questionnaire and a thirty (30) day
recertification each month thereafter. Such families will be required to maintain all
receipts for any expenses (e.g., food and clothing, utility bills) for thirty (30) days. This
amount, excluding any food stamps or the PHA Utility Allowance payments, will be
annualized to determine annual income. Zero income families will be reevaluated
every 30 days to determine if there are any new sources of income. All families are
required to attend a mandatory meeting each month to provide their monthly
expenditures and complete the zero income form. If the family misses two or more
meetings, it will be grounds for termination.  The reevaluation may include an inquiry
in to the UIV (Upfront Income Verification) system

1. If a family reports that they do not have an income, the adult members will be
required to sign a non-employment/no income affidavit, no income
questionnaire and a thirty (30) day recertification each month thereafter.

2. Family members 18-25 years of age that are attending school full or part-time
will not be required to report income status every thirty (30) days.
3 The spouse will not be required to report their income status every thirty (30)

days, if the head of household decides that they will provide the only income for
the family. A notarized statement will be required from the head of household.

AVERAGING INCOME

There are two ways to calculate income when the income cannot reasonably be
anticipated for a full year:

1. Annualize current income (and subsequently conduct an interim reexamination if
income changes); or

2. Average known sources of variable income to estimate an annual income (no
interim adjustment is required if income remains as predicted).

Both processes will be used depending on how the income was verified by the source.
Income from the previous year will be analyzed to determine the amount of anticipated

income when future income cannot be clearly verified. If, by averaging, a reasonable
estimate can be made, that estimate will be used to anticipate annual income over the
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next twelve (12) months, instead of changing the HAP every month as the income
fluctuates.

H. INCOME CHANGES

1.

Welfare Program Requirements

The PHA will not reduce a family’s income and rent if the family’s welfare
benefits were reduced due to:

a.  fraud by a family member; or

b.  family’s failure to abide by program requirements to work or participate in
the Family Self-Sufficiency Program or Welfare-to-Work program, if
applicable.

The family will be offered an opportunity for an informal hearing. The PHA will
determine through third-party written verification why the benefits were reduced
or suspended before adjusting the income and rent. If welfare benefits expired
and program requirements were met, the family income will be reduced to
determine rent.

Total Tenant Payment Exceeds Gross Rent

Families whose Total Tenant Payment exceeds the Gross Rent of the occupied
unit may remain on the PHA’s Housing Choice Voucher program for six (6)
months from the effective date of the zero assistance. This will not be considered
a break in continued assistance. The family may remain in the same unit and pay
rent for six (6) months before being removed from the program. If the family’s
income decreases or the unit rent increases within the six (6)-month period, the
family will be reinstated into the program without applying to the waiting list.

l. INCOME INCLUSIONS

1.

Regular Contributions and Gifts

Regular contributions and gifts received from persons outside the household are
counted as income for Tenant Rent calculation purposes. This includes rent and
utility payments paid on behalf of the family and other cash or non-cash
contributions provided on a regular basis. It does not include casual contributions
or sporadic gifts.

Under certain circumstances (i.e., for zero income families), the PHA will
interview the tenant and review his or her current bills and receipts to determine
the amounts paid for known household expenses and the sources of regular
income, including in-kind contributions. The total amount of receipts and bills
and the frequency of payments will be used to determine the anticipated income.
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Third-party verification of income from regular contributions and gifts will be
obtained whenever possible. Third party verification of income from regular
contributions and gifts will be mailed to the contributor on the same date of the
interview. Ten (10) business days will be allowed for the return of the
verification; if not received the file will be documented. Oral verification will be
attempted and if no response the tenant will be asked to sign and complete a
Declaration of Regular Contributions.

Alimony and Child Support

Alimony and child support payments are counted as income for Tenant Rent
calculation purposes. Third-party verification of income from these sources is
obtained by contacting the former spouse and/or the Child Support Recovery
Unit. If the verification is not received within a reasonable amount of time, the
PHA will allow the family to submit at least the last three (3) months of child
support check stubs and/or complete a self-declaration statement.

Lump Sum Payments

Lump-sum payments caused by delays in processing periodic payments (e.g.,
unemployment, TANF, or child support) except Social Security and Supplemental
Security Income benefits whether due to disputes or processing problems are
counted as income in the following manner:

a.  If the lump sum amount is reported within thirty (30) days of the date it was
received, the lump sum amount will not be taken into account prior to the
next recertification. If, at the next annual recertification, the lump sum
amount has been converted to an asset (i.e., placed in a savings account or
invested), it will be treated like any other asset.

b.  If the lump sum is not reported within thirty (30) days, the increased income
will be handled retroactively by adding the income to the annual income that
was in effect when the payment was received, as long as the date is not prior
to program participation. The Total Tenant Payment will be recalculated
and compared to the previous Total Tenant Payment. The family has the
choice of paying this "retroactive" rent to the PHA in a lump sum or
entering into a repayment agreement with the PHA. The family officially
owes this money to the PHA whether or not the family chooses to continue
its participation in the Housing Choice Voucher program.

Social Security and Supplemental Security Income benefits that are received
in a lump sum or prospective monthly amounts are excluded from annual
income. The lump sum payment would be treated as an asset.

Assets Valued Under $5000

Income from assets owned by any family member (including minors) and valued

at or under $5,000 is counted as income. (An example is checking and savings
accounts.) In determining income from assets, the PHA will use a six month
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average (if the six month average cannot be verified, the PHA will use the current
balance), of the account and multiply it by the yearly interest rate.

Assets Valued Over $5,000

Income from assets owned by any family member (including minors) and valued
over $5,000 is counted as income. In determining income from assets, the PHA
will use the greater of the actual net income from the asset or the imputed income
using the HUD passbook rate.

a. The actual anticipated income is based on the annual interest rate
multiplied by the current checking or savings account balance.

Assets Disposed of for Less than Fair Market Value

The PHA counts as income all assets disposed of for an amount less than fair
market value during the two (2) years preceding initial certification or
recertification. The PHA will count the difference between the market value and
the actual payment received to calculate assets.

Contributions to Retirement Funds

While an individual is employed, only the amount the family can withdraw
without retiring or terminating employment is included as an asset. After
retirement or termination of employment, any amount the employee elects to
receive as a lump sum is counted as an asset.

Armed Forces Pay
All regular pay, special pay and allowances of member of the Armed Forces will

be included in income (EXCEPTION: Special hazardous duty pay for a family
member exposed to hostile fire is excluded.)

J. INCOME EXCLUSIONS

1.

Lump Sum Payments

Lump-sum additions to family assets, such as inheritances, insurance payments
(including payments under health and accident insurance and Workers’
Compensation), capital gains, and settlement for personal or property losses are
not included as income.

Grants and Scholarships
Only the amount of student financial assistance, including scholarships,

educational entitlements, grants, work-study programs, and financial aid packages
used for tuition may be excluded. Student loans are excluded even if part of the

37



loan is being used for general living expenses. Loans are never considered
income because they must be repaid.

Earned Income of Full-Time Student

Income exceeding $480 that is earned by a full-time student (other than the head
of household or spouse) is excluded from income. The exemption only applies to
earnings in excess of $480 because the family already receives a $480 dependent
allowance.

Contributions to Retirement Funds

Contributions to company retirement/pension funds are handled in the following
manner:

a.  While an individual is employed, only the amount the family can withdraw
without retiring or terminating employment is included as income.

b.  After retirement or termination of employment, any amount the employee
elects to receive as a lump sum is included as income.

Resident Service Stipends

Resident Service Stipends received for performing a service for the owner of a
housing development, and not exceeding $200 per month, is excluded from
annual income. If the owner/landlord pays the resident more than $200 per
month, the entire amount received is included as income.

Job Training Programs

Incremental increases in earnings and benefits received from a qualifying state or
local training program (including training programs not affiliated with a local
government) and training of a family member as resident management staff are
included.

To qualify for this exclusion, the employment training program must have clearly
defined goals and objectives. The incremental increase in earnings is excluded
only during the time the family member participates in the training program.
Earned Income Tax Credit Refund

Any earned income tax credit refund will not be counted as income, regardless of
whether it is being received as part of the regular pay or in a single sum as part of
an income tax refund.

Adoption Assistance Payments

Payments exceeding $480 for the care of adopted children are excluded.
Adult Foster Care Payments
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10.

11.

12.

13.

14.

15.

16.

17.

Payments received for the care of foster adults (generally individuals with
disabilities, unrelated to the tenant family, who are unable to live alone) are
excluded.

Home Care Payments

Amounts paid by any source to families that have developmentally disabled
children or adult family members living at home are excluded.

Military Pay

Special hazardous duty-pay for the family member exposed to hostile fire is
excluded.

Property Tax Refunds and Rebates

State and/or local property tax refunds paid to the family are excluded.

Agent Orange Settlement Fund

Payments received after January 1, 1989, from the Agent Orange Settlement Fund
or any other fund established pursuant to the settlement in the Agent Orange
product liability litigation will not be counted as income. The requirement will
apply only to veterans of the Vietnam War.

Maine Indian Claims Settlement Fund

Effective July 23, 1990, payments received under the Maine Indian Claims
Settlement Act of 1980 will not be counted as income. This requirement applies
to payments received by any member of the household who received payments
under this claim.

Holocaust Reparation Payments

Any 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 will not be included in income.

Older Americans Act Programs

Payments received from programs funded under Title V of the Older Americans
Act of 1965 will not be counted as income. The Community Service Employment
Program (CSEP) administered under Title V distributes grants to qualifying
organizations to fund part-time employment to persons who are at least fifty-five
(55) years of age and have limited income, e.g., Green Thumb and Senior Aide
Programs.

Disabled Income Exclusions
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K.

L.

18.

Disabled families (i.e. the disabled person who has been previously unemployed
and goes to work) are identified and determined whether or not they have
experienced an increase in employment, or has new employment and have been
previously unemployed for 12 months or longer, or have been enrolled in a self-
sufficiency program or a job training program, or have received TANF six (6)
months prior to receiving new employment, will have an earned income
disallowance for the incremental increase in income for a period of twenty-four
(24) months. This is how this disallowance works:

a. 100% of the incremental increase income is disallowed for the first twelve
(12) months; does not have to be consecutive months.

b. 50% of the incremental increase income is disallowed for the next twelve
(12) months; does not have to be consecutive months.

Earned income disallowance can be excluded for a maximum of 48 consecutive
months.

Other Exclusions

a.  Food Stamps;

b. Payments to volunteers under the Domestic Volunteer Act of 1973
(VISTA);

c.  Temporary, nonrecurring or sporadic income (including gifts).

PRORATED ASSISTANCE FOR “MIXED” FAMILIES

1.

Applicability

Prorated assistance must be offered to any “mixed” applicant or participant
family. A “mixed” family is one that includes at least one U.S. citizen or eligible
immigrant and any number of ineligible members.

“Mixed” families that were a participant on June 19, 1995 and do not qualify for
continued assistance must be offered prorated assistance. Mixed family
applicants are entitled to prorated assistance. Families that become mixed after
June 19, 1995 by addition of an ineligible member are entitled to prorated
assistance.

Prorated Assistance Calculation

Prorated assistance is calculated by determining the amount of assistance payable
if all family members were eligible and multiplying by the percent of the family
members who actually are eligible. Total Tenant Payment is the gross rent minus
the prorated assistance.

ABSENCE FROM THE UNIT
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In calculating Annual and Adjusted Income, the PHA must estimate the income of
every member of the household, including those who are temporarily absent. Income
of persons who are permanently absent from the household will not be counted.
Families must report in writing to the PHA any absence from the household of more
than sixty (60) consecutive days and shall report their absence to the owner/landlord,
consistent with the lease provisions. Any absence longer than sixty consecutive days
must be approved in writing by the PHA Housing Administrator. Any changes in
family composition must be reported in writing to the PHA within 15 business days.
Families will be counseled at briefing sessions and recertification on the effect family
composition may have in determining Voucher size and Total Tenant Payment as well
as the PHA's policies for dealing with such changes. At times, situations may arise that
result in the temporary or permanent absence of a family member or members from the
household. Such situations will be handled in the following manner:

1. Absence of children for foster care. In instances in which the children have been
removed from the home by a social service agency, the agency will be contacted
to determine the approximate length of time the children are expected to be away
from the home.

a.  If the agency indicates that the children are expected to be returned to the
home at some point, the children will remain a part of the family
composition and will be counted toward the family’s subsidy standard.

b.  If the children are not expected to ever be returned to the home, the children
will be removed from the family composition and the family’s subsidy
standard will be reduced accordingly.

c. If the agency indicates that it is unknown whether the children will be
returned to the home, the children will remain a part of the family
composition.

Oral conversations with the social service agency must be thoroughly documented
in the family file, including the date of contact, name and title of contact person,
name of agency, and telephone number and the details of the conversation.

2. Absence of single parent; use of caretaker adult. When a single parent leaves the
household for 60 days or more as a result of imprisonment, hospitalization,
military service, etc., and another adult moves into the home to care for the
children, the rental assistance will not be terminated. The family composition will
be modified to include the name of the caretaker as head of household. The
caretaker's income will not be included in the family income. The single parent's
name shall be temporarily removed and the file documented to explain the
circumstances. When the parent returns to the unit, the caretaker may leave or
remain in the household. If the caretaker remains, his/her income will be included
in the calculation of family income.

3. Absence of head of household or spouse due to military service or school. If the
head of household or spouse is absent from the home to serve in the military or
attend school, the income will be included in the calculation of family income.
However, income received as a result of special hazardous duty pay when
exposed to hostile fire will not be included.
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Absence of other family member due to military service or school. If a family
member other than the head of household or spouse is absent from the home to
serve in the military or attend school, the family has the option of considering the
person permanently absent (income not counted, not on lease, and not counted for
Voucher size) or temporarily absent (income counted, on lease, counted for
Voucher size). Income received as a result of imminent danger pay when exposed
to hostile fire will not be included.

Absence due to hospitalization of sole family member. When the family consists
of only one member and that person leaves the home to go into a hospital or
nursing home for a period of more than six (6) months, the assistance will be
terminated. If a medical source documents that the person is expected to return to
the unit in 180 days or less, the person shall continue to receive assistance. If the
person is not back in the unit within 180 days, assistance will be terminated.

Absence of All Household Members for Medical Reasons. If all members of the
household are absent for 180 consecutive days, but have not moved from the unit,
assistance will be terminated. In order to determine if the family is absent from
the unit, the PHA will write letters to the family at the unit, telephone the family
at the unit, interview the owner/landlord and neighbors, and/or verify if utilities
are in service. In cases in which the family has moved from the unit, assistance
will be terminated in accordance with the procedures.

Adult Visitors. An adult may visit a unit for no more than fourteen (14)
consecutive days per year. Adults exceeding this limit must be approved by the
PHA before being considered a family member and added to the lease.

Child Visitors. Children under the age of eighteen (18) may visit a unit for a
maximum of ninety (90) consecutive days per year without being considered part
of the family, provided the family has the written permission of the owner/
landlord.

Joint Custody of Children. Children who are subject to a joint custody agreement
but live in the unit at least fifty-one percent (51%) of the time will be considered
members of the assisted household. “51% of the time” is defined as 186 days of
the year, which do not have to run consecutively. If the family includes a child
who is temporarily absent from the home due to foster care, the standards in
paragraph number 8 above will be used.

UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT PAYMENTS

The utility allowance is intended to cover the cost of utilities not included in the rent.
The allowance is based on the typical cost of utilities and services paid by energy-
conservative households that occupy housing of similar size and type in the same
locality. Allowances are not based on the family’s actual energy consumption.
Changes in the allowance will be effective at a time specified by the housing agency.

The PHA’s Utility Allowance Schedule is set up according to bedroom size and
building type. The family will be given the HUD Form 52667 with the adopted utility
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allowances for the area in which the subsidy is issued. The utility allowance schedule
will include the allowances for all services for each type unit by bedroom size. When
searching for a suitable unit, the family will be able to select the appropriate allowance
and calculate the total utility allowance according to the unit selected and the utilities
the family will be responsible for paying.

Utility Reimbursement Payments

Where families provide their own range and refrigerator, the PHA will provide an
allowance for the range and refrigerator. Allowances for water, sewer and trash
services are averaged the same as other utilities. Where the Utility Allowance
exceeds the family's Total Tenant Payment, the PHA will provide a Ultility
Reimbursement Payment for the family each month. The check will be made out
directly to the utility company of the tenant’s choice.

In addition, all utilities must be listed in the voucher holder’s name or spouse of
the voucher holder if they reside in the unit. The family must provide a copy of
the utility bill within 30 days of moving into the new unit or changing utility
companies. Furthermore, the housing agency will only pay on utilities from the
date that the utility receipt/paperwork is provided to the housing agency. This
must be a billing statement or letter from the utility company.

Families will be required to provide copies of utility bills at each annual
reexamination.

Utility Allowance Survey

The PHA will review the utility allowance schedule annually. If the review finds
a utility rate has changed by ten percent (10%) 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 family’s rent
calculation at their next reexamination.

N. VERIFICATION PROCEDURES

1.

Computer Matching and Record Keeping

Where allowed by HUD and/or other State or local agencies, computer matching
will be done. The PHA will utilize the HUD established computer-based
Enterprise Income Verification (EIV) tool for obtaining social security benefits,
Supplemental Security Income, benefit history and tenant income discrepancy
reports from the Social Security Administration. When computer matching
results in a discrepancy with information in the PHA records, the PHA field staff
will follow up with the family and use all verification sources to resolve this
discrepancy. If the family has unreported or under reported income, the PHA will
follow the appropriate procedures as addressed in the Administrative Plan. When
the family furnishes the PHA with a letter or notice from HUD concerning the
amount or verification of income, the PHA will verify the accuracy of income
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information contained in the notice and will, as appropriate, change the amount of
total tenant payment, family rent to owner and housing assistance payment, or
terminate assistance.

During briefing sessions, the PHA will inform applicants and participants of the
availability of these records, and remind them that they must report all sources of
income and all statements must be true and accurate.

Methods of Verification

In the order presented, the PHA will attempt to obtain:

a.

Up-front or Third-party Verification: Up-front or third-party verification is
considered to be the most effective means of verifying information provided
for the family. Verification request letters will include a signed copy of the
Authorization for the Release of Information permitting the source to release
the requested information. The request for third-party verifications will be
mailed by the PHA directly to the third-party source and will ask that the
verification be returned to the PHA by mail. The PHA will retain the return
envelope in the family’s file.

The PHA will accept some such computer forms, faxes and e-mails directly
from the provider as documentation of third-party written verification.
Entities known to use computer-generated forms may include, but not
limited to:

Social Security Administration;

Veterans Administration;

Department of Family and Children Services;
Department of Labor;

Child Support Recovery Unit.

In the event that third-party written verification is not possible due to the
unwillingness by the source to respond or in the event that the information is
not returned within a reasonable amount of time, staff will be required to
note the tenant’s file with the reason why and to proceed with the third-party
oral verification as the primary source.

Oral verification will be made through a phone call or meeting with the
source. When third-party oral verification is used, staff will be required to
fill out an Oral Verification Form and retain it in the tenant’s file, noting the
name of the agency contacted, the full name and title of the person they
spoke to, the date of the conversation, and the complete facts from the
conversation including the reason for the contact. The staff member shall
sign the form. The staff member should continue to follow-up to obtain
written verification.

Applicant Certification/Self-Declaration(s)
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When third-party verification, or computer generated forms supplied by the
tenant, cannot be obtained, applicants will be required to submit a signed
declaration statement, and the family file will be documented giving the
reason why third party verification was not used. Signed statements are
only to be used as a last resort, when the other forms of verification are
impossible to obtain. A family cannot self-certify a disability.

Release of Information

At the application and annual recertification stages, families will be asked to sign
the Authorization for the Release of Information (HUD Form 9886) and the PHA
Authorization to Release Information form. All family members age eighteen
(18) or older will be provided with a copy of the forms for their review and
signature. Each form will contain the appropriate family member’s signature as
proof of:

a.  his or her consent to the “third-party” for release of specified information;
and

b.  evidence of his or her understanding of the type and nature of information
being sought.

The HUD release form is only to be used to request information from current or
previous employers, financial institutions, or the State Department of Labor. All
other requests for verification information (including, but not limited to TANF,
child support, alimony, pensions, child-care expenses, medical expenses,
handicapped assistance expenses, full-time student status, etc.) must be
accompanied by a copy of the signed PHA’s release form. A family’s refusal to
cooperate with the HUD prescribed verification system will result in the
termination of the household’s application or the family’s continued assistance
and will result in ineligibility status.

Social Security and Supplemental Security Income Verification

Initially the PHA will verify the applicant’s reported income from Social Security
and/or SSI by mailing the written verification to the Social Security
Administration. The mailed written verification is used initially due to the HUD’s
EIV system not being able to match a record for the applicant.

At each participant’s recertification, the reported income for Social Security or
SSI is verified through HUD’s EIV system. If the information is not available in
EIV, the PHA may accept written documentation provided by the participant from
the Social Security Administration if dated with the last sixty (60) days.
Photocopies of social security checks or bank statements are not acceptable forms
of verification of SS/SSI benefits because the dollar amount listed may not be the
gross benefit amount.

Additional Items to be Verified

The following items will be verified:
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Decrease in Child Support, Alimony or Regular Contributions and Gifts;
U.S. Citizenship or Eligible Immigrant Status;

All income not specifically excluded by the regulations;

Current Assets, including those assets disposed of for less than Fair Market
Value in the preceding two (2) years;

Full-Time Student Status (as defined by the institution for persons carrying
the equivalent of what the school considers being full time for “day”
students) — includes High School students who are eighteen (18) or over;
Total Anticipated Reoccurring Medical Expenses for families whose head or
spouse is sixty-two (62) years of age or older or disabled according to HUD
definition;

Child-Care Expenses where it allows an adult family member to be gainfully
employed, seek employment or to further his or her education;

Disability Assistance Expenses to include only those costs associated with
attendant care or auxiliary apparatus that allows an adult family member to
be gainfully employed;

Request for Larger Unit than Applicable under the PHA’s subsidy standards
(only where family can demonstrate that a larger unit is needed for “medical
purposes” or other extenuating circumstances); and

Zero Income Status of a household will be verified initially and every 30
days up to sixty (60) days. The PHA may request a UIV report on these
families to determine if there are any monies being received by the families
that should be included as income for rent determination purposes.

Minimum Income

There is no minimum income requirement, but the staff should use good
interviewing skills to determine whether there is income that is not being
reported. Families are not required to apply for welfare, but it may be suggested
to them.

Verification of Income

Specific information must be obtained from up-front or third-party sources to
verify the information provided by the family. The following verification
information will be considered acceptable by the PHA in the order listed:

a.

Employment Income

Any verification form must request the employer to specify the:

(1) Amount and frequency of pay;

(2) Dates of employment;

(3) Effective date of the last pay increase; and

(4) Probability and effective date of any increase during the next twelve

(12) months.

Acceptable forms of verification include:

« Employment verification form completed by the employer and/or tenant
supplied three (3) consecutive pay stubs;
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« Signed self-declaration statements, affidavits or income tax returns
signed by the applicant describing self-employment and amount of
income or income from tips and other gratuities;

» Tax form from the previous year earnings.

Applicants and program participants will be requested to sign a release

authorizing the PHA to seek information from the Internal Revenue Service

for further verification of income, if there is doubt regarding the amount
and/or sources of income.

Pensions, Disability Income, Unemployment Compensation

(1) Benefit verification form completed by agency providing the benefits;

(2) Award or benefit notification letters prepared and signed by the
authorizing agency.

Social Security, Supplementary Security Income (SSI)

(1) Benefit information supplied by family;

(2) Annual Benefit and Discrepancy Report from Social Security
Administration.

Temporary Assistance for Needy Families (TANF)

The Department of Family and Children Services computer generated

statements as to type and amount of assistance the family is now receiving,

and any changes in assistance expected during the next twelve (12) months.

Alimony or Child Support Payments

(1) Third-party verification from the Child Support Recovery Unit. The
last three (3) months of child support check stubs will be annualized to
determine the anticipated income for the coming year.

(2) Signed Verification of Child Support/Alimony/Regular Contributions
and Gift Form from the person paying the support.

(3) Applicant’s Child Support/Alimony/Regular Contributions and Gift
Self-Declaration Form.

If payments are irregular:

(@) Statement from Child Support Recovery Unit;

(b) Applicant’s Child Support/Alimony/Regular Contributions and
Gift Self-Declaration Form.

Net Income from a Business

The following documents show previous income. The PHA must consult

with applicants and use this data to estimate income for the next twelve (12)

months.

(1) IRS Tax Return, Form 1040, including any:

(@ Schedule C (Small Business);
(b) Schedule E (Rental Property Income);
(c) Schedule F (Farm Income).

(2) An accountant’s calculation of depreciation expense, computed using
straight-line  depreciation rules. (Required when accelerated
depreciation was used on the tax return or financial statement.)

(3) Financial statement(s).

(4) Loan Application listing income derived from the business during the
previous twelve (12) months.

(5) Documents such as manifests, appointment books, cash books, bank
statements, and receipts will be used as a guide for the prior six (6)
months (or lesser period if not in business for 6 months) to project
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income for the next twelve (12) months. The family will be advised to
maintain these documents in the future if they are not available.

(6) Applicant’s signed self-declaration statement or affidavit as to net
income, including tips, realized from the business during previous
years.

Child-Care Business
If an applicant/participant is operating a licensed child-care business,
income will be verified as with any other business. However, if the child-
care business is a “cash and carry” operation (which may or may not be
licensed) verification of income received may be more difficult. The PHA
will require that the applicant/participant complete and sign a self-
declaration statement including the names of clients, phone numbers,
number of hours child-care is provided, method of payment (check/cash),
and the signatures of the clients certifying to amounts paid for child-care. If
the family has filed a tax return, the family will be required to provide it.

Recurring Gifts

(1) \Verification of Child Support/Alimony/Regular Contributions and
Gifts Form signed by the contributor.

(2) Child Support/Alimony/Regular Contributions and Gifts Self-
Declaration Form signed by the applicant/participant.

Up-Front Verification

Garland Housing will obtain electronic verification of certain benefits,

earned income and unemployment. Verification obtained in this manner is

referred to as upfront income verification tools. When this type of
verification is available, the PHA will use it first for obtaining income
information during and/or after mandatory reexaminations. Examples are:

e Computer matching agreements with federal, state or local government

agencies or a private agency (e.g. The Work Number)

e Use of HUD’s EIV (formerly UIV System)

e Child Support (Attorney General online child support information)

o IRS Letter 1722

GHA will use the following EIV tools to verify earned income-wages,

salaries, Social Security, Unemployment Benefits and other State Benefits

(TANF) if and when it becomes available. EIV Information will be printed

from the HUD website on all family members to verify a resident’s

eligibility for participation and to determine the anticipated annual income
and/ or discrepancies in the family’s reported income.

1. Income discrepancies- The PHA will identify substantial differences in
cases where UIV income data differs from tenant-provided and/or other
verified income information. HUD defines substantial difference as one
that is $200 or more per month. The family(s) reported income will be
matched up with the EIV tools, the written third (3") party verification
and the tenant self-declaration of reported income the family
income/rent calculation will increase and the family will be placed on a
repayment agreement and/ or terminated (if the amount owed is $5000
or more) from the program and turned over to HUD’s Office of
Inspector’s General (OIG) for prosecution of the family.
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2. If UIV Income is not Substantially Different than Tenant-Provided
Income Information. UIV may alleviate the need for 3™ party
verifications when there is not substantial difference between UIV and
tenant-reported income. In cases where the UIV income data is not
substantially different than Tenant-reported income, the PHA will follow
guidelines below:

e If UIV income data is less than current tenant-provided
documentation, the PHA will use tenant provided documents to
calculate anticipated annual income

e If UIV income data is more than current tenant-provided
documentation, the PHA will use UIV income data to calculate
anticipated annual income unless the tenant provides the PHA with
documentation of a change in circumstances (i.e. change in
employment with current employer, reduction in hours, etc.) Upon
receipt of acceptable tenant-provided documentation of a change in
circumstances, the PHA will use tenant provided documents to
calculate anticipated annual income.

e If the family agrees to the discrepancy, the family will be placed on a
repayment agreement (if less than $5,000) and/or terminated from
the program (if amount owed is $5,000 or more). If the amount
owed is $5,000 or more the family will be turned over to the OIG’s
office for investigation and prosecution.

3. If UIV Income Data is Substantially Different than Tenant-Provided

Income Information

In cases where UIV income data is substantially different than tenant-

reported income and the tenant disagrees with the discrepancy:

e The PHA will request written 3™ party verification from the
discrepant income source, in accordance with 24CFR 5.236(3)(i)

e The PHA should review historical income data, when the PHA
cannot readily anticipate income, such as in cases of seasonal
employment, unstable working hours, and suspected fraud.

e The PHA must analyze all data (UIV data, third party verifications
and documents/information provided by the family) and attempt to
resolve the income discrepancy.

e The PHA will use the most current verified income data (an
historical Income data if appropriate) to calculate anticipated annual
income.

e The family will be placed on a repayment agreement (if amount
owed is less than $5000) and/or terminated (if amount owed is $5000
or more) from the program

e Verified unreported income and/or under reported income, the
current rent will be recalculated and the family will be required to
pay an increased rent after thirty(30) days reasonable notice and/or
placed on a repayment agreement and/or terminated from the
program.

4. Monitoring the EIV Deceased Tenants Report
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8.

The deceased tenant list in the EIV system will be viewed on a
monthly basis during the Annual Recertification by the FSS
Representative to obtain any participant and/or family member that
has been reported deceased. The staff will take the appropriate
action in removing the deceased person from the family composition
which could cause a reduction in the bedroom size, payment
standard, and the Agency housing cost or ending the participation of
the family.

The GHA will also rely on landlords, no responses from letters sent
to participants during the annual recertification for reporting
deceased tenants or between the recertification periods. The FSS
representative will view the deceased tenant list in the EIV and
document the file that the necessary changes to the family
composition has been completed.

The FSS Supervisor will monitor the list monthly to ensure that the
staff is removing deceased household members from the Housing
Choice Voucher Program and making the appropriate action in order
to reduce the housing cost.

Verification of Asset Income

a. Family Assets Now Held

To determine the current cash value (i.e., the net amount that would be
received if the asset were converted to cash) of non-liquid assets, the PHA
will use the following types of information:

1)
)
3)
(4)
(5)

(6)
(")

(8)

Verification forms, letters, or documents from financial institutions,
brokers, etc.

Passbooks, checking account statements, certificates of deposit, bonds,
or financial statements from a financial institution or broker.

Market appraisals prepared by stockbrokers (for securities) or real
estate agents (for real estate) received directly from the agent.

Real estate tax statements, if tax authority uses approximate market
value.

Copies of closing documents from the closing attorney or real estate
agent indicating the sales price, distribution of the sale proceeds and
the net amount to the Housing Choice VVoucher applicant/participant.
Appraisals of personal property held as an investment.

Applicant’s signed self-declaration statements or signed affidavits
describing assets or cash held at the applicant’s home or in safe deposit
boxes.

Net income from a business.

b. Assets disposed of for less than Fair Market Value (FMV) during Two

Years Preceding Effective Date of Certification or Recertification

1)

)

For all certifications and recertifications, the PHA will obtain the
family’s certification as to whether any member has disposed of assets
for less than fair market value during the two (2) years preceding the
effective date of the certification or recertification.

If the family certifies that they did dispose of assets for less than fair
market value, the family will provide certification of: (a) all assets
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disposed of for less than FMV; (b) the date(s) on which the assets were
disposed of; (c) the amount the family received; and (d) the market
value at the time of disposition.

c.  Savings Account Interest Income and Dividends

(1) Account statements, passbooks, certificates of deposit, etc., if they
provide sufficient information and are prepared or signed by the
financial institution.

(2) Broker’s quarterly statements showing the value of stocks or bonds
and the earnings credited the applicant.

(3) IRS Form 1099 from the financial institution, adjusted by the PHA to
project earnings for the next twelve (12) months.

d. Interest Income from Sale of Real Property Pursuant to a Purchase Money

Mortgage, Installment Sales Contract, or Similar Arrangement

(1) A letter from the accountant, attorney, real estate broker, buyer, or a
financial institution stating interest due for next twelve (12) months.
(A copy of the check paid by the buyer to the applicant is not sufficient
since appropriate breakdown of interest and principal is not included.)

(2) Amortization schedule showing interest for the twelve (12) months
following the effective date of the certification or recertification.

e.  Rental Income from Property Owned by Applicant

These amounts must be adjusted by the PHA to indicate anticipated income

for the next twelve (12) months.

(1) IRS Form 1040 with Schedule E (Rental Income);

(2) Copies of latest rent checks, leases, or utility bills;

(3) Documentation of applicant’s income and expenses in renting the
property (tax statements, insurance premiums, receipts for reasonable
maintenance and utilities, bank statements or amortization schedules
showing monthly interest expense).

(4) Lessee’s written statement identifying monthly payments due the
applicant and applicant’s affidavit as to net income realized.

9.  Verification of Allowable Deductions from Income

a.  Full-Time Student Status
(1) Written verification from the registrar’s office or appropriate school
official.
(2) School records indicating enrollment for a sufficient number of credits
to be classified as a full-time student by the school.
b.  Child-Care Expenses
(1) Written verification from the child-care provider specifying the child-
care provider’s name, address, and phone number, the names of the
children cared for, the frequency (number of times the child-care
occurs), the rate of pay, and the typical yearly amount paid, including
school and vacation periods.
(2) Applicant’s certification as to whether any of those payments have
been or will be paid or reimbursed by outside sources.

c.  Medical Expenses
The term “incurred” shall mean expenses “actually paid for.”
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d.

1)

)

(3)

(4)

()

Applicant’s certification as to whether any of those payments have
been or will be reimbursed by outside sources.

Written verification by a doctor, hospital or clinic personnel, dentist,

pharmacist, etc., of:

— the estimated medical costs to be incurred by the applicant and/or
regular payments due on medical bills; and

— the extent to which those expenses will be reimbursed by insurance
or a government agency.

The insurance company’s or employer’s written confirmation of health
insurance premiums to be paid by the applicant.

Social Security Administration’s written confirmation of Medicare
premiums to be paid by the applicant over the next twelve (12)
months.

For attendant care:

— Doctor’s certification that the assistance of an attendant is
medically necessary as well as the hours that care is required.

— Attendant’s written confirmation of hours of care provided;
amounts and frequency of payments received from the family or
agency (or copies of canceled checks showing payment).

— Applicant’s certification as to whether any of those payments have
been or will be reimbursed by outside sources.

Supporting Documents

The following items may be used to support certified statements or

third-party verifications only. Documents received directly from the

family are not acceptable forms of verification. These documents will
be placed on the Correspondence side of the family file.

— Receipts, canceled checks, or pay stubs that indicate health
insurance premium costs, etc., that verify medical costs and
insurance expenses also likely to be incurred in the next twelve
(12) months.

— Copies of payment agreements with medical facilities or canceled
checks verifying payments made on outstanding medical bills that
will continue over all or part of the next twelve (12) months.

— Receipts or other records of medical expenses incurred during the
past twelve (12) months that can be used to anticipate future
medical expenses. This approach will be used to estimate “general
medical expenses” such as non-prescription drugs and regular
visits to doctors or dentists, but not for one-time, non-recurring
expenses from the previous year.

— Medical insurance deductible amounts will be used as a medical
expense if the total medical expenses exceed this deductible
amount.

Medical Need for Larger Unit
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A reliable medical source (such as doctor, nurse, or other health care
provider) must certify that such arrangements are medically necessary.

Assistance to Disabled Attendant Care:

» Attendant’s written certification as to: amount received from the
applicant/participant or agency; frequency of receipt of amounts paid,;
hours of care provided; and/or copies of canceled checks
applicant/participant used to make those payments;

« Certifications required in paragraph 3(b) below and/or copies of
canceled checks applicant/participant used to make those payments.

Auxiliary Apparatus:

« Receipts for purchase of, or evidence of monthly payments for, auxiliary
apparatus;

» In cases where the disabled person is employed, a statement from the
employer that the auxiliary apparatus is necessary for employment.

In All Cases:

(1) Written certification from a doctor or a rehabilitation agency that the
disabled person requires the services of an attendant or the use of
auxiliary apparatus to permit the disabled person to be employed or to
function sufficiently independently to enable another family member
to be employed;

(2) Family’s written certification as to whether they receive
reimbursement for any of the expenses in paragraphs 1 and 2 above
and the amount of any reimbursement received.

10. Verifying Non-Financial Factors

In order to prevent program abuse and determine eligibility for allowances and
deductions, the PHA will require applicants and participants to furnish acceptable
verification of legal identity, marital status, familial relationships, change in
family composition, disability status, and citizen status.

a.

Legal Identity
The documents listed below will be considered acceptable verification of

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

(1) Certificate of Birth;

(2) Naturalization Papers;
(3) Valid Driver’s License;
(4) U.S. Passport;

(5) State Identification Card;
(6) Baptismal Records;

(7) U.S. Military Papers;
(8) Life Insurance Policy;
(9) School Records;
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Acceptable verification of legal identity for children includes one or more of
the following:

— Certificate of Birth;

— Adoption Papers;

— Custody Agreement;

— Health and Human Services Identification Card,;

— School Records;

— Court Order.

Marital Status

A marriage certificate is the only acceptable verification of marital status.
To verify divorce status, a copy of all parts of the final divorce decree is
required. Verification of a legal separation is a copy of court-ordered
maintenance or other court records.

Applicants and/or participants who claim to be related by marriage will be
required to furnish proof in the form of legal certificate of marriage. When
there are multiple marriages, the last current marriage license must be
provided.

Familial Relationships

Certification will normally be considered sufficient verification of family
composition. In cases where reasonable doubt exists regarding specific
family members, the family will be required to provide copies of the
documents listed in this section. Applicants and/or participants who claim
to be related by blood should be required to submit proof in the form of a
personal identification which is acceptable to the PHA, such as marriage
License, Driver’s License, work 1D, etc.

Stable Family Relationship (timeframe: at least 1 full year)

(1)  Joint bank accounts, purchases or loans;

(2 Prior or current lease or rental agreements showing cohabitation;
3) Credit report showing residence and joint financial activity;

4) Life insurance policy.

Guardianship

(1) Court-ordered assignment;
(2) Verification from social services agency;
(3) School records.

It is possible to have what appear to be two families in the same household
(such as mother and father and daughter with her own children). However,
because they have applied as one family, they are considered to be one
family.

Permanent Absence of Adult Member

If the family reports permanently absent an adult member who was formerly
a member of the household, the PHA will consider any of the following as
verification:

(1) Husband or wife institutes divorce action or requests legal separation;
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(2) Order of protection/restraining order obtained by one family member
against another;

(3) Proof of another home address, such as utility bills, lease, or rent
receipts;

(4) Statement from the landlord or manager that the family member is no
longer living at that location; or

(5) If the family member is incarcerated, a document from the court or
prison providing information on the term of incarceration.

Disability
Verification form signed by a physician indicating that the person meets
HUD’s criteria, letters regarding qualification for SSI payments, or proof of
residence in an institution or documentation showing hospitalization for a
disability.

Citizen/Eligible Immigration Status

To be eligible for assistance, individuals must be U.S. Citizens or eligible
immigrants. Individuals who are neither may elect not to contend their
status. Eligible immigrants must fall into one of the categories specified by
the regulations and must have their status verified by U.S. Citizenship and
Immigration Services (CIS). Each family member must declare his or her
status only once.

Assistance cannot be delayed, denied, or terminated while verification of
status is pending except that assistance to applicants will be delayed while
the PHA hearing is pending.

(1) Citizens or Nationals of the United States are required to sign a
declaration under penalty of perjury.

(2) Eligible Immigrants, who were Participants and sixty-two (62) or over
on June 19, 1995, are required to sign a declaration of eligible
immigration status and provide proof of age.

(3) Non-citizens with eligible immigration status must sign a declaration
of status and verification consent form and provide their original
immigration documents which are copied front and back and returned
to the family. The PHA verifies that status through the CIS SAVE
system. If this primary verification fails to verify status, the PHA must
request secondary verification through the CIS within ten (10) days.

(4) Ineligible family members who do not claim to be citizens or eligible
immigrants must be listed on a statement of ineligible family members
signed by the family member or, if the family member is a minor, the
person who is responsible for the minor.

Failure to Provide

Applicant or participant family members who fail to sign required
declarations and consent forms or provide documents, as required, will be
listed as ineligible members. If the entire family fails to provide and sign as
required, the family will be denied or terminated for failure to provide
required information.
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V.

Time of Verification

For applicants, verification of U.S. citizenship/eligible immigrant status
occurs at the same time as verification of other factors of eligibility for final
eligibility determination. For participants, verification will be completed at
the first regular recertification after June 19, 1995. For family members
added after other members have been verified, the verification occurs at the
first recertification after the new members move in. Once verification has
been completed for any covered program, it need not be repeated except
that, in the case of port-in families, if the initial PHA does not supply the
documents, the PHA must conduct the determination.

Extension of Time to Provide Documents

Extensions must be given for persons who declare their eligible immigration
status but need time to obtain the required documents. The length of the
extension shall be based on individual circumstances. The PHA will
generally allow thirty (30) days to provide the document or receipt issued by
the CIS for issuance of replacement documents.

Acceptable Documents of Eligible Immigration Status

The regulations stipulate that only the following documents are acceptable

unless changes are published in the Federal Register:

(1) Resident Alien Card (1-551);

(2) Alien Registration Receipt Card (I-551);

(3) Arrival-Departure Record (1-94);

(4) Temporary Resident Card (1-688B);

(5) Employment Authorization Card (1-688B);

(6) Receipt issued by the CIS for issuance of replacement of any of the
above documents that shows the individual’s entitlement has been
verified.

A birth certificate is not acceptable verification of status. All documents in
connection with U.S. citizenship/eligible immigrant status must be kept a
minimum of five (5) years.

BRIEFING OF FAMILIES AND ISSUANCE OF HOUSING CHOICE VOUCHERS

A

BRIEFING NOTICES

Notices of the briefing session are sent to eligible candidates at least fourteen (14) days
in advance of the briefing session. If the applicant fails to appear, he/she will be
rescheduled for the next briefing session. If the applicant fails to appear a second time,
the application will be withdrawn. The applicant family can reapply when the PHA is
accepting applications.
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B.

CONTENTS OF THE BRIEFING

1.

The briefing must include information on the following subjects:

a.  Adescription of how the program works;

b.  Family and owner/landlord responsibilities;

c.  Where the family may lease a unit, including renting a dwelling unit inside
or outside the PHA’s jurisdiction;

d.  Anexplanation of how portability works:
The PHA will not discourage the family from choosing to live anywhere in
the PHA’s jurisdiction, or outside the PHA’s jurisdiction under portability
procedures.

e.  An explanation of the advantages of moving to areas outside of poverty or
minority concentration.

In briefing a family that includes any disabled person, the PHA must take
appropriate steps to ensure effective communication in accordance with 24 CFR
8.6.

CONTENTS OF BRIEFING PACKET

When a family is selected to participate in the program, the PHA must give the family a
packet that includes information on the following subjects:

1.

The initial time to locate a unit and PHA policy on any extensions or suspensions
of the term. If the PHA allows extensions, the packet must explain how the
family can request an extension;

How the PHA determines the housing assistance payment for a family including
prorated assistance for mixed families who have one or more ineligible family
members according to the restrictions on assistance to non-citizen rule;

For the voucher program, information on the payment standard and the PHA
utility allowance schedule;

How the PHA determines the maximum rent for an assisted unit;
What the family should consider in deciding whether to lease a unit including

e The condition of a unit
Whether the rent is reasonable

e The cost of any resident-paid utilities and whether the unit is energy-
efficient and

e The location of the unit, including proximity to public transportation,
centers of employment, schools and shopping.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Where the family may lease a unit. For a family that qualifies to lease a unit
outside the PHA’s jurisdiction under portability procedures, the information
packet must include:

« an explanation of how portability works

The HUD-required “lease addendum”. The lease addendum is the language that
must be included in the lease;

The Request for Tenancy Approval form and an explanation of how to request
PHA approval to lease a unit;

A statement of the PHA policy on providing information about a family to
prospective owners/landlords;

PHA subsidy standards, including when the PHA will consider granting
exceptions to the standards;

The HUD brochure on how to select a unit;
The HUD lead-based paint (LBP) brochure;

Information on Federal, state and local equal opportunity laws, and a copy of the
housing discrimination complaint form;

A list of owners/landlords or other parties known to the PHA who may be willing
to lease a unit to the family, information on www.gosection8.com, or help the
family find a unit;

Notice that if the family includes a disabled person, the family may request a
current listing of accessible units known to the PHA that will be available;

Family obligations under the program;

The grounds on which the PHA will terminate assistance for a participant family
because of family action or failure to act;

PHA informal hearing procedures. This information must describe when the PHA
is required to give a participant family the opportunity for an informal hearing,
and how to request a hearing;

HQS Checklist;

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

Requirements for reporting changes between certifications.
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D. EXTENSIONS AND SUSPENSIONS

1.

The initial period to locate a unit expires at the end of sixty (60) days from the
date of issuance, unless the family has submitted a Request for Tenancy
Approval. In order to have the time extended for a period not to exceed an
additional sixty (60) days, the family must request the extension in writing. The
Housing Administrator will review requests for extensions. The family must
provide documentation regarding circumstances which prohibited them from
searching for a unit. The FSS Coordinator will notify the family in writing of the
approval of the extension or that the voucher has expired.

The PHA staff will review with the family the efforts it has made to find a
suitable dwelling unit and the problems it has encountered. The staff shall offer
advice or assistance which may be helpful in assisting the family locate
appropriate and affordable housing. If the PHA determines there is a reasonable
possibility that the family cannot locate suitable housing, the PHA will grant an
extension for an additional amount of time. In no event shall the time be extended
beyond the maximum time limit allowed by Federal regulations.

The PHA will grant a family a suspension of the term if the family has submitted
a Request for Tenancy Approval during the term of the voucher. The RTA must
be returned to the office in person by no later than 5:00 p.m. of the voucher
expiration date. If the voucher expires on a weekend or holiday observed by the
PHA, the voucher will expire at 5:00 pm on the next business day.

E. OCCUPANCY STANDARDS (pursuant to Federal Register, December 22, 1998)

The PHA’s occupancy standards are listed below:

Maximum
Occupancy
Max. No. of Assuming a Living
Housing Choice | Min. No. of Persons Persons in Unit Room is used as a
Voucher Size in Household Household Size Living/Sleeping Area
0-BR 1 1 0-BR 1
1-BR 1 2 1-BR 4
2-BR 2 4 2-BR 6
3-BR 4 6 3-BR 8
4-BR 6 8 4-BR 10
5-BR 8 10 5-BR 12
6-BR 10 12 6-BR 14
1.  Eligible families will be issued vouchers based on the PHA’s subsidy standards.

Units shall be occupied by families of the appropriate size (revised 2/10/2010)
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2. Generally, two people are expected to share each bedroom, except that vouchers
will be assigned based on the smallest size voucher. The following principals
govern the size of the voucher that a family bill be issued:

(a) Two (2) people to a room will be required to share a room regardless of the sex or
age. The PHA may approve an exception to the rule for a person with disabilities
that requires a live in attendant by allowing an additional bedroom to provide for
reasonable accommodations. The need for an additional bedroom must be
verified by a medical professional, the family composition and circumstances
must justify the exception and the PHA must approve an additional bedroom.

(b) Although an unborn child will be counted as a family member in determining
voucher size the family will receive the smaller size bedroom. A single
expectant mother with no other family members will be assigned to a 1-bedroom.

(c) In determining unit size, GHA will count a child who is temporarily away from
the home because the child has been placed in foster care, kinship care, or is
away at school.

3. Two persons per bedroom will be used as the standard for the smallest vouchers a
family will be assigned. The PHA must make the case that such occupancy levels
will not have the effect of discriminating on the basis of familial status.

4. If a person with disability requires a live-in-aide and the live-in-aide has a family
of two or more the bedroom size will be determined by using the smallest size
bedroom. Overcrowded conditions will also be taken into consideration when
determining the smallest size unit for a family.

The PHA may approve an additional bedroom for medical equipment to provide
for reasonable accommodations. The PHA will only approve one (1) additional
bedroom to be utilized for medical equipment. The medical equipment must be
verified by a medical professional and warrants an additional bedroom.

5. Under the voucher program, the family may select a smaller unit, provided the
unit has at least one living/sleeping room for every two people. Their payment
standard will be based on the smallest voucher size. The family may also choose
to select a larger unit, although their payment standard will be based on the unit
size described above.

V1. HOUSING QUALITY STANDARDS AND INSPECTIONS

A

APPLICABLE QUALITY STANDARDS

Any housing unit contracted with the PHA will meet the minimum Housing Quality
Standards (HQS) as set forth in 24 CFR 982.401. Local housing codes adopted by
PHA must meet or exceed HQS requirements.

INITIAL HQS INSPECTION

1. The Initial Inspection will be conducted to:
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a.  Determine if the unit and property meet the HQS defined in this Plan.

b. Document the current condition of the unit to assist in future evaluations
whether the condition of the unit exceeds normal wear and tear.

c. Document the information to be used for determination of rent-
reasonableness.

If the unit fails the initial Housing Quality Standards inspection, the family and
owner/landlord will be advised to notify the PHA once repairs are completed.

The owner/landlord will be given up to fourteen (14) days to correct the items
noted as Fail, at the Inspector’s discretion, depending on the amount and
complexity of work to be done.

The owner/landlord will be allowed up to two (2) re-inspections for repair work to
be completed, within the allotted time frame.

If the time period given by the Inspector to correct the repairs has elapsed, or the
maximum number of failed re-inspections has occurred, the family may select
another unit.

For PHA’s with more than 1250 budgeted units, and inspection must be
conducted within a reasonable time after the family submits a request for lease
approval. If possible, the inspection should be made within fifteen (15) days from
the date the unit is available for inspection.

The owner and/or landlord will be responsible for ensuring the utilities are on at
the time of inspection.

ANNUAL HQS INSPECTIONS

1.

Annual inspections shall be conducted within ninety (90) days prior to the
anniversary month of the contract.

HQS deficiencies which cause a unit to fail must be corrected by the owner/
landlord unless it fails for which the resident is responsible.

The landlord and/or family must allow the PHA to inspect the unit at reasonable
times with reasonable notice.
Reasonable hours to conduct an inspection are between 7:00 a.m. and 6:00 p.m.

The landlord and/or family shall be notified in writing at least 10 calendar days
prior to the inspection for annual inspections.

If the landlord and/or family miss two (2) inspection appointments, the PHA will

consider the family to have violated a Family Obligation and their assistance will
be terminated in accordance with the termination procedures in this Plan.
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7.

Time Standards for Repairs

a.  Life-threatening HQS fail items must be corrected by the owner/landlord or
resident, if responsible, within twenty-four (24) hours of received written or
verbal notification.

b.  For non-emergency items, repairs must be made within thirty (30) calendar
days. However, the inspector will have the discretion of requiring certain
non-life threatening repairs to be made sooner. Such discretion will be
applied to all cases.

c.  Extensions will be granted in lieu of abatement in the following cases:

« There is an unavoidable delay in completing repairs due to difficulties in
obtaining parts or contracting for services;

» The repairs must be delayed due to climate conditions;

» The extension will be made for a period of time not to exceed thirty (30)
days. At the end of that time, if the work is not completed, the HAP will
be abated or the contract terminated.

d. On all non-life threatening repair items, the HQS inspector, at their
discretion, can accept verification of the repair through means other than on-
site visits. Proof of repairs must be through verifiable means (i.e. picture of
repair or completed repair invoice). Arrangements must be made with the
inspector by the landlord or tenant prior to the due date of the repairs.
Failed items remotely approved may need to be verified on the next
inspection.

SPECIAL/COMPLAINT INSPECTIONS

1.

If at any time the family or owner/landlord notifies the PHA that the unit does not
meet Housing Quality Standards, an inspection will be conducted. For non-
emergency items, the family is required to provide written notice to the
owner/landlord and allow them a reasonable timeframe for the repairs to be
complete.

The PHA may also conduct a special inspection based on information from third-
parties such as neighbors or public officials.

The PHA may inspect only the items which were reported, but if the Inspector
notices additional deficiencies that would cause the unit to fail HQS, the
responsible party will be required to make the necessary repairs.

The inspector will provide the owner/landlord a notice with a copy of the
inspection report identifying the HQS violations.

If the anniversary date is within 90 days of a special inspection, the special
inspection may be categorized as “Annual” and all annual procedures will be
followed.

QUALITY CONTROL INSPECTIONS
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Quality Control inspections will be performed by a supervisor or other qualified
staff member using the same minimum sample size as is now required for other
supervisory quality control reviews pursuant to the SEMAP regulations. The
purpose of Quality Control inspections is to ascertain that each Inspector is
conducting accurate and complete inspections, and to ensure that there is
consistency among Inspectors in application of the HQS.

The results of the inspection are reviewed with the Inspector.

Housing Quality Standards Control Inspections Reports are compared with
Annual Inspection Reports recently completed by inspection staff. Discrepancies
between the two (2) inspection reports are evaluated. Discrepancies categorized
as Inspector error are catalogued and reviewed with the Inspector. The review is
to be instructional and informational, not punitive.

LIFE-THREATENING HQS DEFICIENCIES

1.

Items of an emergency nature must be corrected by the owner/landlord or
resident, whoever is responsible, within twenty-four (24) hours of written or
verbal notice by the Inspector. Life-threatening deficiencies are at the discretion
of the inspector, but include any items that can cause harm or possible harm to the
occupants. Examples include, but are not limited to, loss of environmental
controls necessary for heating or cooling during extreme temperatures.

If the emergency repair item(s) are not corrected in the time period required by
the PHA and the owner/landlord is responsible, the housing assistance payment
will be abated and the HAP contract will be terminated.

If the emergency repair item(s) are not corrected in the period required and it is an
HQS breach which is a family obligation, assistance to the family will be
terminated.

CONSEQUENCES IF OWNER/LANDLORD IS RESPONSIBLE (NON-
EMERGENCY ITEMS)

1.

When it has been determined that a unit on the program fails to meet Housing
Quality Standards, and the owner/landlord is responsible for completing the
necessary repair(s) in the time period specified by the PHA, the assistance
payment to the owner/landlord will be abated.

a. A Notice of Abatement will be sent to the owner/landlord, and the
abatement will be effective from the day after the date of the failed
inspection. The notice is generally for fourteen (14) days, depending on the
nature of the repair(s) needed. Abatement withholdings will be based on the
daily HAP amount at the time when the abatement period began.

b.  The PHA will make every effort to inspect abated units within five (5) to
seven (7) days of the owner’s/ landlord’s notification that the work has been
completed.
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2.

c. If the owner/landlord makes repairs during the abatement period, payment
will resume on the day the unit passes inspection.
d. The PHA will advise owners/landlords and resident of when the re-
inspection will take place and request owner/landlord/resident to be present.
f.  No retroactive payments will be made to the owner/landlord for the period
of time the rent was abated and the unit did not comply with HQS.

Termination of Contract
a.  If the owner/landlord is responsible for repairs, and fails to correct all the

deficiencies cited prior to the repair deadline or extension, the contract will
be terminated.

H. DETERMINATION OF RESPONSIBILITY

1.

Certain HQS deficiencies are considered the responsibility of the family:

Resident-paid utilities not in service;

Damaged or tampered utility meters;

Failure to provide or maintain family-supplied appliances;

Damage to the unit or premises caused by a household member or guest

beyond “normal wear and tear” is defined as items which would be charged

against the resident’s security deposit under state law or court practice.

e  Smoke detector maintenance after initial move-in, unless specified in the
lease.

f.  Failure to allow entry into the unit for inspection. This includes tenant No-

Shows.

oo

The owner/landlord is responsible for all other HQS violations.

The owner/landlord is responsible for vermin infestation unless it can be
determined that such infestation is caused by the family’s living habits. If such
infestation is serious and repeated, it will be considered a lease violation and the
owner/landlord may evict for serious or repeated violation of the lease. The PHA
will terminate the family’s assistance on that basis.

The Inspector will make a determination of owner/landlord or family
responsibility during the inspection.

If the family is responsible but the owner/landlord carries out repairs, the owner/
landlord will be encouraged to bill the family for the cost of the repairs and the
family’s file will be noted.

. CONSEQUENCES IF FAMILY IS RESPONSIBLE

1.

If non-emergency violations of HQS are determined to be the responsibility of the
family, the family shall make any repair(s) or corrections within thirty (30) days.
If the repair(s) or correction(s) are not made in this time period, the PHA will
terminate assistance to the family. Extensions in these cases must be approved by
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VII.

A.

the Housing Administrator. The owner’s/landlord’s rent will not be abated for
items that are the family’s responsibility.

If the resident is responsible and corrections are not made, the HAP Contract will
terminate when assistance is terminated.

ZERO TOLERANCE POLICY

The PHA has a Zero Tolerance Policy.

1.

For participants whose original contracts were signed prior to October 1, 1995: If
after a move-out inspection is performed, damage to the unit which exceeds the
dollar value of one month’s contract rent is found, the tenant will have six (6)
months to pay the damage claim. During that time the tenant will not be issued
another Voucher until the damages are paid in full. If, the damage claim is not
repaid in six (6) months, the tenant’s assistance will be terminated.

For participants whose contracts were signed after October 1, 1995 (not covered
by damage claims): If after a move-out inspection is performed, damage to the
unit is found which exceeds the dollar value of one month’s contract rent, the
tenant will no longer be eligible for continued housing assistance. The
owner/landlord must provide the GHA with a written invoice of the damages and
estimated cost within fourteen (14) days of the failed move out notice. If the
tenant and landlord have agreed to make restitution on the damages that is
approved by the PHA the tenant may move with continued assistance.

Tenants, who lose their assistance because of damage to an assisted unit, will be able to
reapply for housing assistance after being off the program for 1 full year. This means
that they will receive no rental assistance from the Garland Housing Agency until such
time as they are able to submit an application, verify all information and be found
eligible again. The Voucher that was removed through this policy will be promptly
reissued to the next family on the waiting list.

REQUEST FOR TENANCY APPROVAL, RENT REASONABLENESS,
DISAPPROVAL OF OWNERS/LANDLORDS, EXECUTION OF LEASE AND HAP
CONTRACT, AND RENT INCREASE

1.

REQUEST FOR TENANCY APPROVAL

The original Request for Tenancy Approval (RTA) must be submitted in person
by the family during the term of the assistance/period of Housing Choice
Voucher.

The Request for Tenancy Approval must be signed by both the owner/landlord
and the family holder before it can be accepted by the PHA.

The family is not permitted to submit more than one Request for Tenancy
Approval at a time.
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The Request for Tenancy Approval will be reviewed to determine whether or not
it is approvable.

Proof of ownership and/or receipt of payment will be required at the initial RTA
submission and at any changes of ownership.

B. RENT REASONABLENESS DETERMINATION AND DOCUMENTATION

1.

The PHA will not approve a lease until it is determined that the initial rent to the
owner/landlord is a reasonable rent. The PHA must also determine the reasonable
rent before any increase in the rent to the owner is approved, and at the HAP
contract anniversary if there is a five percent (5%) decrease in the published FMR
in effect sixty (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.

The PHA will also determine rent reasonableness when the owner/landlord
requests an increase in the rent for a voucher unit.

The following items will be used for rent reasonableness documentation:

» Size (number of bedrooms/square footage);

» Location;

*  Quality;

« Amenities (bathrooms, dishwasher, air conditioning, etc.);
* Housing Services;

« Age of unit;
« Unit Type;
+ Utilities;

» Maintenance.

The following basic methodology will be used to certify that the requested rent is
reasonable in relation to rents being charged for unassisted units:

a.  PHA collects the required data concerning the unit to be assisted from the
Request for Tenancy Approval and during the inspection.

b.  Data from comparable units may be collected from the following sources:

« Multiple Listing Service;

» Newspapers and owner/landlord interviews;
» Other methods as needed,

« Owner/agent questionnaires;

* On-site visits.

c. Data concerning at least three (3) comparables and the assisted unit will be
recorded on a Rent Reasonableness Determination (RRD) form. This form
will be attached to the inspection records.

d.  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.
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e.  The analysis will utilize the standard deviation method using rents adjusted
for all of the comparable items.

f.  Rent rolls may be requested from owner/agents if needed to determine that
rents charged for unassisted units in a complex are favorably comparable to
the assisted unit.

The PHA may also utilize computer based resources to determine rent
reasonableness (i.e. www.gosection8.com).

The PHA must re-determine rent reasonableness if directed by HUD. The PHA
may elect to re-determine rent reasonableness at any other time. At all times
during the assisted tenancy, the rent to owner/landlord will not exceed the
reasonable rent as most recently determined or re-determined by the PHA.

The owner/landlord will be advised that by accepting each monthly housing
assistance payment he/she will be certifying that:

a. the rent to owner/landlord is not more than rent charged by the owner/
landlord for comparable unassisted units in the premises;

b.  the assisted family is currently occupying the unit; and

c. theassisted family is not in violation of lease obligations; and

d.  the owner/landlord is in compliance with the terms of the Housing Choice
Voucher HAP contract.

DISAPPROVAL OF OWNERS/LANDLORDS

The PHA will disapprove an owner/landlord for one or more of the following reasons:

1.

The PHA must not approve a unit if it has been informed (by HUD or otherwise)
that the owner/landlord is de