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CHAPTER 1: GENERAL POLICIES

1.1INTRODUCTION

On March 312005,the United States Department of Housing and Urban Development (HUD)
and the Housing Authority of Baltimore CityHABC) entered into a Moving to Work
Demonstration AgreemenviTW Agreement). Under the terms of thE'W AgreementHABC

will design and testninovative methods of providing housing and delivering services te low
income families in an efficient armbsteffectivemanner. ThdiTW Agreement supersedes most
of the terms and conditions of the Annual Contributions Contracts (ACCs), the provisitwes of t
United States Housing Act of 1937 and HUD requirements to the extent necessafBforto
implement itsMTW demonstration program.

The Public Housing Program was created by the U.S. Housing Act of 1937. Administration of the
Public Housing Program drthe functions and responsibilities of the stafH&BC shall be in

compliance wittHABC6 s Per sonnel Pol i ¢ HABCaandfhisAdmissmoms agr e e
and Continued Occupancy Policy (AACOPO) and
administraton of HABC6s housing program wil | aM8Ww meet

Agreement. Such requirements include any Public Housing regulations, handbooks, and
applicable notices, as may be applicable ghl&BCO6 MTW status. All applicable Federal, State
andlocal laws, including fair housing laws and regulations also apply.

1.2PURPOSEOF THE POLICY

The purpo® of this ACOP isto establis guidelinesfor HABC staff to follow in determining
eligibility for admissiorof applicantsandcontinuedoccupancy by its residents. Thagadelines
aregovernedoy the requirement®f the MTW Agreementwhich takesinto consideratiofocal
policiesandprocedures. Thegmliciesandprocedures foadmissionsand continuedccupancy
arebindinguponapplicantsresidentsandHABC.

1.3LOCAL OBJECTIVES

This ACOP is designedo demonstrate thadABC is managingits program ina mannerthat
reflectsits commitmento improvingthequalityof housingavailablgoitsapplicants and residents,
andits capacityto managehathousingesponsiblyln addition,this ACOPis designedo achieve
thefollowing objectives:

1 To provideimproved living conditionsfor very low- and lowincome families while
maintainingtheir rentpaymentsat an affordablelevel.

1 To operate a socially and financially sound public housing agency that provides decent,
safe, and sanitary housing within a suitable living environment for residents.
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1 To lawfully deny the admission of applicants, or the continued oocypaf residents,
whose habits and practices reasonably may be expected to adversely affect the health,
safety, peaceful enjoyment or welfare of other residents or the physical environment of the
neighborhood ocreate a danger tdABC employees.

1 To provide opportunitiesfor upward mobility for families who desireto achieveself-
sufficiency.

1 To facilitate the judicious managementof HABCO sinventory, and the efficient
managemerdf HABC staff.

1 To comply with Title VIII of theCivil Rights Act of 1968 and all other applicable Federal
laws and regulations so that the admissions and continued occupancy are conducted
without regard to race, color, national origin, age, religion, sex, familial (family) or
disability or disability satus.

TheHABC Board of Commissioners must approve this ACOP and any subsequent changes. This
policy, or portions of it, will be provided to HUD, as may be required.

1.4AMTW AGREEMENT OBJECTIVES

HABCO s obj ect i MId/Agreemantd is taperateits public housingprogram with
efficiencyandto demonstrate telUD or independerduditorghatHABC is usingits resourcef
amannethatreflectsits commitment toquality and service.

1.5IDENTIFYING MTW AND NON-MTW POLICIES

Policies that are adopted B\VABC under theI'TW Agreement a specifically noted in the ACOP
asMTW policies. Where an ACOpolicy relates taMTW and NoaMTW programs, the policy
citation will not stateMTW or NonMTW. Finally, where regulatorgitations are spéfically
identified in this ACOPR if a correspondindTW policy is in effect, theMTW policy will
supersede the existing and applicable HUD regulatory citation.

1.6IDENTIFYING MTW POLICY ADDITIONS AND MODIFICATION

The following table rdécts theMTW policies contained in this ACOP including the respective
effective date for eadMTW initiative and any modification.
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Chapter Section Heading/Topic Effective Date
Chapter 7: 7.25ASSETS AND | q Assets 1 08/20/2010
Verification INCOME FROM f Revision: FY
Procedures ASSETS 2019 Plan
Chapter 8: 8.32FULL TIME 1 Exclusion of all FT Studen  FY 2019 Plan
Income and STUDENT Income
Adjusted INCOME
Income EXCLUSION

8.33ASSET 1 Asset Income Exclusion | FY 2018
INCOME 9 Asset Income Calculation
Chapter 12: 14.4 1 Two-Year Recertifications| 2007
Reexaminationy REEXAMINATION | ¢ Threeyear Recertificationg § 03/21/2015
FREQUENCY for fixed income 1 2018 Revision
households

1.7PRIVACY RIGHTS

Applicants and residents, including all adults (i.e., 18 years of age) in their households, are required
to sign the HUD 9886 Authorization for Release of Information. This document autHeABES

to request income information from the State wage infaonacollection agency and other
Federal collection agencies in order to verify household income. This document incorporates the
Federal Privacy Act Statement and does not provide authorization for the release of family
information. Failure to sign theonsent form will result in the denial of eligibility or termination

of assisted housing benefits.

HABC policy regardingreleaseof information is in accordance withState and local laws.
Informationto be suppliedto a landlord,uponrequestjs limited to thatspecifiedin this ACOP.

HABC practicesandproceduresredesignedo safeguardheprivacyof applicantandresidents.
All applicantand residentfiles will be storedin a securelocation that is only accessibléy
authorizedstaff.

HABC staff will not discuss family information contained in files unless there is a business reason
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to do so. Inappropriate discussion of family information or improper disclosure of family
information by staff will result in disciplinary action.

All files mustbesignedfor whenremovedrom thesecuredile storagearea.

Any and allinformation that would lead one to determine the nature and/or severity of a person's
disability, or eligibility based on a criminal background check, must be kept in a separate folder
and marked "confidential". The personal information in this foldert moisbe released except on

an "as needed" basis in cases where an accommodation or a criminal eligibility determination is
under consideration.

1.8 SMOKE-FREE POLICY

HABC, as required by HUD, has established a srigd® policy which bars the use of
prohibited tobacco producta all public housing living unitanterior common areasnd outdoor
areas within 25 feet from public housing and administrative office buildings (collectively,
Arestricted areaso) .

Residents, staff and guests are required to adher o HABCO6s Smoke Free Pol
SmokeFree Policy are inalded in this ACOP a8PPENDIX C: SMOKE-FREE POLICY .

1.9POSTING OF REQUIRED INFORMATION

HABCO s Ce nt and itsde@bgmentsell post, inconspicuousires, the items outlined
below. Where applicable, HABC will postformation on its website.

1 Income limits for admission

1 Current schedule of routine maintenance charges
1 TheHABC's grievance procedures

1 A fair housing poster

1 The Zero Tolerance for Sexual Harassment Policy
1 An equal opportunity in employment poster

1 Required public notices

1 Information regarding security deposit charges

1 Information on preferences
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1 Schedule of utility allowances (if applicable)

1 Informationon screening and eviction for drug abuse and other criminal activity
1 A notice of where the ACOP is available

1 A notice of where thelABC MTW Plan is available

1 The Mold Prevention Notice.

1 The fraud hotline information

The following information is available, upon request, fldmBC6 s Centr al Of fi ce a
development management office:

1 A copy of the ACOP
1 A copy of theHABC MTW Plan
1 Information on application taking

1 Directory of theHABC's housingdevelopmert including names, address of offices and
office hours at each facility.

1 A copy of the lease

1 Residenselection policies

1 Information on application taking
1 Income limits for admission

1 HABC's grievance procedures

M Mission Statement

1.10TERMINOLOGY

TheHousingAuthority of BaltimoreCity is referredto asthe "HousingAuthority" or "HABC"
throughouthisdocument.

91 "Disability" is usedwhere"handicap'wasformerly used.

1 "Family" is usedinterchangeablyith "Applicant,” "Resident"or "Participantand
includesa singlepersorfamily.
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1 A | Nréfersto the Immigrationand NaturalizationService,or its successor
agency. "Landlordrefersto HABC.

1 "NoncitizensRule"refersto theregulationeffectiveJunel9, 1995estricting
assistance U.S. citizensandeligibleimmigrants.

1 A Re s iod"@emantisusedorefertolesseesf HABC. HABC. SeeGlossaryfor other
terminology.
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CHAPTER 2: FAIR HOUSING AND EQUAL OPPORTUNITY

2.1FAIR HOUSING POLICY

It is the policy ofHABC to comply fully with all Federal, State, and local nondiscrimination laws
and with the rules and regulations governing fair housing and equal opportunity in housing and
employmen

HABC shall not on the basis of race, color, sex, religion, national origin, ancestry, age, familial
status, marital status, disability, sexual orientation or gender identity:

T

1
il

Deny any family or individual the equal opportunity to apply for or recassgstance under
the Public HousindProgram.

Deny to any family the opportunity to apply feousing odeny to any qualified applicant
the opportunity to lease housing suitable tmésds.

Provide housing that is different from that providedtioa's.
Subject a person to segregation or disparatgment.

Restrict a person's access to any benefit enjoyed by others in connection with the housing
program.

Treat a person differently in determining eligibility or other requirementsdission; or

Deny a person access to the same level of services.

To further its commitment to full compliance with applicable Civil Rights laM&BC will

provide Federal, State, and local information to residents regarding unlawful discrimination in
housing and the recourse available to families who believe they are victims of such discrimination.
Such information will be made available during the-pceupancy training session. In addition,

fair housing information and discrimination complaint fonvid be made available upon request

by the asset managers at each of the site developments &ABI6 s Fai r Housi ng
Opportunity Office.

HABC staff will be required to attend fair housing training, which will include the importance of
affirmatively furthering fair housing and providing equal opportunity to all families, including
providing reasonable accommodations to persons with disabilities, as a part of the overall
commitment to quality customer service. Appropriate staff will attend lagahdusing training
update programs sponsored HABC, HUD and local organizations to keep current with new
developments.

Fair Housing posters are posted throughouHBBC offices, including in the lobby and interview
rooms, in such a manner as to bsily readable from a wheelchair. The equal opportunity logo
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will be used on all outreach materials.

Except as otherwise provided in 24 CFR 8.21(c)(1), 8.24(a), 8.25, and 8.31, no individual with
disabilities shall be denied the benefits of, be excludeah participation in, or otherwise be
subjected to discrimination because t&BC facilities are inaccessible to or unusable by persons
with disabilities.

The HABC offices are accessible to persons with disabilities. Accessibility for the hearing
impared is provided through the Maryland Relay System.

2.2MONITORING AND ENFORCEMENTOF HABC6 S POLI CY AND PROGRAM:!

HABCO g-air Housing and Equal Opportunity Office( A F H &&EfOf i is eegpdnsiblefor
monitoringHABCO6 sompliancewith and enforcingthe requirements ofhe fair housinglaws
andHABCO fair housingpolicy as set forth in this ACOPThe FH&EO Office islocatedat417
E. FayetteStreet, Baltimore,Maryland(410-396-4247).

2.3COMPLIANCE WITH ACCESSIBILITY REQUIREMENTS

HABC has amended its capital plan to fund renovations to a nuaibenits to make them
accessible in compliance with Section 504, the ADA, and the FHA.

2.4REASONABLE ACCOMMODATIONS POLICY

As set forth in TheHABC Reasonable Accommodations Policy ahcbceduresHABC is

committed to ensuring that its policies and practices do not deny individuals with disabilities the
opportunity to participate in, or benefit from, nor otherwise discriminate against individuals with
disabilities in connection with the operationhBC6 s housi ng services or |
the basis of such disabilities. Therefore, if an individual with a disability requires an
accommodation, such as an accessible feature or modificatibAB& policy, HABC will

provide such accommodation, unless doing so would result in a fundamental alteration in the
nature of the program or an undue financial or administrative burden. In suchias&se will

make another accommodation that would not resula ifinancial or administrative burden.
Writteninformationregardinghis policy andtheprocedure$or makingarequest fola reasonable
accommodation isvailableat the CustomerRelationsCenter Public Housing Management

Offices, HABC6 s  C eOffitey HFABCO s F ai r Housing and Equal O
HABCO website.

Reasonablaccommodationwill bemadefor personsvith adisabilitywhorequireanadvocater
accessible office\ designee wilbeallowedto provideinformation orbehalf of the person with
the disability,but only with the permissiof the personwith thedisability.

All HABC mailingswill be madeavailablein anaccessibléormat upornrequest, aareasonable
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accommodation.

Thedefinitionsof thetermsii i n d i with aldisadilityd asdefinedby Sections504,andi per s o n
withd i s a b iasdefihedby theADA, aresetforth in the glossaryto this ACOP.

2.4.1Verification of Disability

HABCmay verify a requestorodos disability only t
is qualified for the housing for which he or she had applied, is qualified for deductions used in
determining adjusted income, is entitled to preferences that @en claimed, and/or that the
requested accommodation is needed to address or because of a didaAB will not require

persons requesting a reasonable accommodation to provide access to confidential medical records
to verify a disability and willhot require specific details about the disabiliyABC may require
documentation of the manifestation of the disability that causes a specific need for a specific
accommodation or accessible unit.

2.4.2Reexamination by Malil
HABC will permitthe family to submitreexaminatiorforms throughthe mailas a reasonable
accommodation due t o aThénmimmphckewiheainberoticdtsthed i s a b i
family of HABCé& deadlirefor returnirg thecomgdetedformsto HABC.
If thereis more than one adult memberin the household,but only one has a disabilityre-
certification will notbeprocessed throughemail. In suchcasesthefamily maychooseo have
the HABC conduct the reertificationby a homevisit or to havethe nondisabledadultfamily
membergome infor theappointmenandthentakethenecessarjormshometo themembemvith
adisabilityfor completionandsignature.

2.4.3Home Visits

When requested dwherethe neal for reasonable accommodation has bestablishedHABC
will conducthomeuvisits to residentdo conductre-certifications.

Requestgor homevisit re-certificationsmustbe receivedoy HABC at leastfive working days
beforethe schedule@ppointmentlatein orderfor therequesto beconsidered.
2.4.40ther Accommodations

HABC utilizesorganizationshatprovideassistancér hearing andsightimpairedpersonsvhen
needed.

When needed to address a disability, families will be offered an accessibla a unit with

HABC ACOP: DRAFT 726-19 2-3



accessible features unless it would result in undue financial and administrative burdens.

2.5LANGUAGE INTERPRETATION, TRANSLATION OF DOCUMENTS
HABC uses contractors to:

1 Provide language interpretation services ovetelephone.

1 Translate documents; and

1 Provide American Sign Language interpretation.
Information about how to request these services is availadARC staff on the Baltimore
Housing intranet site. ThBaltimore Housing intranet wslie also provides a link ocuments
translated by HUD.

2.5.1LanguageAssistance
HABC will providereaderso assispersonsvith literacybarrieran completingtheapplicationand
certificationprocess.
2.6 FAMILY OUTREACH
HABC may publicize and disseminatenformationto makeknown the availability of housing
assistancandrelatedservicedor eligible families. WhenHABC®O w®vaiting list is open,HABC
may publicizethe availability and natureof housingassistancdor eligible families through,
includingbut notlimited to, the:

I BaltimoreSun

1 Afro-AmericanNewspaper

1 City Paper

1 Baltimore Housing Website

HABC may extend outreach subject to determination of any minority group reaching 2% of the
total population, based on the most recent census or amendment thereto.

To furtherenhanceutreachHABC maydistributefact sheetgo thebroadcastingnedia andnay
initiate personatontactsvith member®of thenewsmediawith communityservicepersonneand
with notfor-profit organizationsservicingnonEnglish speakingpopulationsHABC may also
utilize public serviceannouncements.
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HABC may communicatehousing opportunitieand eligibility requirementdo otherservice
providersin thecommunity,so thatheymayrefertheir clientsto HABC for housingassistance.

2.7VICTIMS OF DOMESTIC VIOLENCE, DATING VIOLENCE , SEXUAL ASSAULT
AND/OR STALKING

The Violence against Women Reauthorization éc2013 (VAWA) provides special
protections for victims of domestic violence, dating violenegual assault, and stalking who
are applying for or receiving assistance under the phblising program.

The purpose of this policy is to implement applicable provisions of the Violence Against Women

Act of 2005 and the Violence Against Women Reauthorization Act of 2013 (collectively VAWA),

and to set forttHABC6 s pol i ci es regarding domestic viole
stal king. Not wi t hst an dendegneMralWAGs title, this

2.7.1Definitions as Used in the Violence Against Women Act
The definitions applicable to the Violence Agaii¢omen Act (VAWA) are the following:

Domestic ViolenceFelony or misdemeanor crimes of violence committed by a current or former
spouse or intimate partner of the victim, by a person with whom the victim shares a child in
common, by a person who is ctitating with or has cohabitated with the victim as a spouse or
intimate partner, by a person similarly situated to a spouse of the victim under the domestic or
family violence laws of the jurisdiction receiving grant monies, or by any other person against
adul t or youth victim who is protected from
violence laws of the jurisdiction.

Dating Violence: Violence committed by a person who is or has been in a social relationship of a
romantic or intimate natureith the victim andwherethe existence of such a relationship is
determined based on the following factors: length of the relationship; type of relationship; and
frequency of interaction between the persons involved in the relationship.

Sexual Assault: Any nonconsensual sexual act proscribed by Federal, tribal, or State law,
including when the victim lacks capacity to consent.

Stalking: Engaging in a course of conduct directed at a specific person causing a reasonable person
to fear for his or her safgor the safety of others or suffer substantial emotional distress.

Affiliated Individual: With respect to an individual, as a spouse, parent, brother, sister, or child
of that individual, or an individual to whom that individual stands in loco parents) individual

who has guardianship over another individual who is not a minor, or any individsialentor

lawful occupant living in the household of that individual.

HABC ACOP: DRAFT 726-19 2-5



Bifurcate: The termbifurcatemeans, with respect to a public housing leaseividalalease as
a matter of law such that certagsidens canbe evicted or removed while themaining family
membersdé | ease and occupancy rights are allow

Actual and Imminent Threat: refers to a physical danger that is real, waaddur within an

immediate time frame, and could result in death or serious bodily harm. In determining whether
an individual would pose an actual and imminent threat, the factors to be considered include: The
duration of the risk, the nature and seveoityhe potential harm, the likelihood that the potential
harm will occur, and the length of time before the potential harm would occur.

2.7.2Confidentiality Requirementsi VAWA

HABC and the privately owned/managed siei keep confidential any information that the
residentsubmits in connection with VAWA protections, including keeping confidential the
location of a new dwelling unit, if one is provided, from the person(skttmatitted an act(s) of
domestic violence, dating violence, sexual assault or stalking agaimssitient HABC and the
privately owned/managesites will not disclose or release or enter into any shared database any
personally identifying information andividual information collected in connection with VAWA
protections requested or denied except to the extent that the disclosure is:

1 Requested or consented to by the individual in a-timmeted release.
1 Required for use in an eviction proceeding eatng; or

1 Otherwise required by applicable law.

If disclosure is required for use in an eviction proceeding or is otherwise required by applicable
law, HABC and the privately owned/managsiies will make reasonable attempts to provide
notice to victing affected by the disclosure of information and will take steps necessary to protect
the privacy and safety of the persons affected by the release of the information.

2.7.3VAWA Self-Petitioners

HABC will review noncitizen applicant or resident requests fadmission or continued
occupancy as a result of being a gmdtitioner under the AWA.

A VAWA Self-Petitioner is anon-citizen applicant or residentho claims to be a victim of
Abattery or extreme crueltyo, welmde,cséxual assadltu d e s
and stalking perpetrated Whys or herspouse or parent, who is a citizen or lawful permanent
resident.

A VAWA Self-Petitioner may indicate thdite orshe hasatisfactory immigration status, though

HABC has not yet verified that ssftactory immigration status. Satisfactory immigration status
means an immigration status which does not make the individual ineligible for financial assistance.
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A VAWA Self-Petitioner may submit ar360 VAWA Self Petition, an-L30 FamilyBased VISA
Pettion or a USCIS Form-¥97 to demonstrate a claim of satisfactory immigration status. When
an 360 VAWA Self Petition, an-L30 FamilyBased VISA Petition or a USCIS Form797 is
submitted, HABC may not request any additional information from the VAWA-FBsitioner
other than what is required to complete the verification. When a VAWApsétioner uses the
Family Based VISA petition to satisfy immigration status, upon verification of the Family Based
VISA petition, HABC will require the petitioner tsubmit evidence of battery or extreme cruelty.

Housing assistance and all other VAWA protections will be granted to the VAWASglioner
applicant or residerthroughout the verification process until a final determination of lawil
permanent redency can be made.

If HABC later determines that the VAWA Seffetitioner does not have eligible immigration
status, HABC will notify the individual and take action to terminate assistance. HABC will also
inform the individual of local agencies thatovide domestic violence and immigration support
services.

2.7.4Prohibition Against Denial of Assistance to Victims of Domestic Violence, Dating
Violence, Sexual Assault and Stalking

Applicants who otherwise qualify for assistance or admission will ndebed admission on the

basis that the applicant is or has been a victim of domestic violence, dating violence, sexual assault,
orstalking VAWA does not | imit HABCOs authority to
that is not otherwise qualifieat eligible for assistance.

2.7.5Prohibition Against Termination of Assistance Related to Victims of Domestic
Violence, Dating Violence, Sexual Assault and Stalking

Criminal activity directly relating to domestic violence, dating violence, sexual assatdtiong,

engaged in by a member ofesidend s f ami |y or any guerssidenioy ot he
control will not be the basis for termination of assistance, tenancy, or occupancy rights if the
residentor an immediate member of thesidend s uskhold is the victim dhreatened victim of
suchdomestic violence, dating violence, sexual assault or stalking.

Incidents of actual or threatened domestic violence, dating violence, sexual assault or stalking will
not be construed either as seriousepeated violations of the lease by the victim or of such
violence or threat of violence, or as good cause for terminating the tenancy or occupancy rights of
the victim of such violence or threat.

Notwithstanding the foregoingJABC and theprivately owned/managed sitasay exercise its
authority to evict, remove, terminate occupancy rights, or terminate assistance to any individual
who is aresidenbr lawful occupant and who engages in criminal acts of physical violence against
household members or etts, without evicting, removing, terminating assistance to, or otherwise
penalizing the victim of such violence who is alsesidentr lawful occupant.
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HABC and the privately owned/managgites mayexercise its discretion to bifurcate a Lease in
order to evict, remove or terminate assistanaesadens or lawful occupants who perpetrate such
violence against victims or affiliated individuals.

Further, HABC and the privately owned/managed sitetains its authority to terminate the
tenancy of anyesidenif HABC and the privately owned/managgtes concludethat there is an
actual and imminent threat to othesidens or those employed at or providing service to the
property if thatresidenis not evicted or terminated from assistance. VAV@&&sinot limitHABC

and tre privately owned/managedi taetliosty to deny or terminate assistance to an individual
or family that is not otherwise qualified or eligible for assistance.

HABC and tfe privately owned/managed sitegy terminate assistanoeevict aresidenfor any
violation of the Leas@ot premised on the kinds of violence described abiivdABC and the
privately owned/managed sitesfrains from subjecting a victim of domestic violence, dating
violence, sexual assault, or stalking to a more demanding standard than appliedresmtbes

facing Lease termination. VAWA does not lindABC and the privately owned/managed t e 6 s
autlority to deny or terminate assistance to an individual or family that is not otherwise qualified
or eligible for assistance.

Notwithstanding the protections provided residens under VAWA,HABC and tle privately
owned/managed sitesll:

1 Comply with caurt orders that address the rights of access to or control of property,
including civil protection orders issued to protect victims of domestic violence, dating
violence, sexual assault, and stalking; and

1 Comply with court orders that address thstribution or possession of property among
members of a household.

In the evenHABC and the privately owned/managgtes evictsremoves or terminates assistance

to an individual by bifurcating the LeaBABC and the privately owned/managstes willrefrain

from penalizing the victim of such criminal activity who isesidentor lawful occupantHABC

and the privately owned/managed siah also provide any remaining family members with at
least 30 calendar days from the date of bifurcation ofaage or until expiration of the lease to
establish eligibility for continued occupancy if the individual evicted as a result of the bifurcation
of the Lease was the sakesidentligible for housing assistance. Ifesidenis unable to establish
eligibility, HABC and the privately owned/managed st provide residenta reasonable time,

not to exceed 60 days, to find new housing.

HABC will maintain the confidentiality of theesidendb s new | ocat i oesidentn t he

receives an emergenayhsfer related to VAWA protections.

2.7.6Notification to Applicants & Residens Regarding Protections Under VAWA

HABC ACOP: DRAFT 726-19 2-8



HABC and theprivately owned/managesites will provide notice to applicants and residents of
protectionsprovided unde®VAWA, in multiple languages when necessary, at the following
junctures:

1 At the time the applicant is denied admission to the public hopsogyam.

1 At the time the indiidual is admitted to public housiqogram.

1 With any notification of lease termination or notification of termination of assistance.

2.7.7Victim Documentation

When a resident family is facirdgnial otermination of assistana@# is requesting an emergency
movebecause of the actions of a resident househ
control and a resident or i mmediate family me
is the victim of such actionsid that the actions are related to domestic violence, dating violence,
sexual assault or stalking ABC and the privately owned/managed sitdbrequire the individual

to submit documentation affirming that claim.

HABC and the privately owned/manageteswill accept one of three methods for certification
of a claim:

1 A completed HUD VAWA Certification Form which HABC and the privately
owned/managesites willmake available to a resident family upon request and/or

1 A Federal, State, tribal, territorial, local police or other law enforcement or court record and/or

1 Documentation signed and attested to by an employee, agent, or volunteer of a victim service
provider, an attorney, a medical professional, or a mental health professional, from whom the
victim has sought assistance in addressing domestic violence, dating violence, sexual assault
or stalking, or the effects of abuse, in which the professional attedés penalty of perjury
to the professional s belief that the incide
abuse, and the victim of domestic violence, dating violence, sexual assault or stalking has
signed or attested to the documentatibheapplicant oresidenimust sign the documentation
provided.

The required certification and supporting documentation must be submitt¢é8BG and tte
privately owned/managed sitesithin 14 working days after HABC and the privately
owned/managesites issuea written request for the documentation. Thalag deadline may be
extended aHABC andte pr i vat el y o wdiserdtibnm # theairglieidual does net 6
provide the required certification and supporting documentation withiwatking days or the
approved extension periotfABC and the privately owned/managed siteay proceed with
termination of assistance.

If HABC and tle privately owned/managed sitesn demonstrate an actual and imminent threat
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to other residents or those empt e d a't or providing service to
tenancy is not terminateHIABC and the privately owned/managed s bypass the standard
process and proceed with the immediate termiman  of t he fami |l yés assi st

2.7.8Conflicting Documentation

In cases wher&lABC and the privately owned/managed siteseiveconflicting certification
doaments from two or more membegka household, each claiming to be a victim and naming
one @ more of the other petitioningousehold members as tperpetrator HABC and the
privately owned/managed site@say deterrme which is the true victim byequiring each to
provide acceptable thirpgarty documentationas describecabove. HABC and tle privately
owned/managed siteshall honor any court orderssued to protect the victim tw address the
distribution of property.

2.7.9Discretion to Require No Formal Documentation

HABC and tke privately owned/managed sites halie discretion to provide benefits to an
individual based sscthtenieyt ormther totraborating evidehoes,u a | 6
without requiring formal documentation afbuse in accordance with 24 CFR 5.2007(l{ABC

and tle privately owned/manag sites accen i ndi vi dual 0s robdragiiige me nt
evidence of domestigolence, dating violence, sexual assault, or stalki®xBC and the privately
owned/managedites will document acceptanad the statement or evidence in the individual

file.

2.7.10Failure to Provide Documentation

To deny relief for protection under VAWAJABC and the privately owned/managed siek

provide the individuatequesting relief with a written request for documentation ageblf the
individual fails toprovide the documentation within Idorking daysfrom the date of receipbr

such longer timeas HABC and tle privately owned/managed sitesmy allow,HABC and the
privately owned/managesites maydeny relief for protection under VAWA.

2.7.11VAWA Record Retention

HABC and the privately owned/managed sites will retain a record of all VAWA emergency
transfer requests and outcomes for a period not less than three years. HABC and the privately
owned/managed sites will follow HUD reporting requirements regartiRgVA emergency
transfer requestsnd outcomes.
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CHAPTER 3: APPLICATION & WAITING LIST

3.1INTRODUCTION

Thepolicy of HABC is to ensurdhatall applicantsare treatedin a fair and consistent manner.
This Chaptedescribeshepoliciesand proceduref®r completingapreliminaryapplication(pre-
application)for assistance and fptacemenanddenialof placemenbn thewaitinglists. HABC
centrally manages the waiting lists fmonventional public housing developmerssattered site
properties, RAD properties, properties with LTA units and properties with public housing units
that are in privately owned/managed properties.

3.2WHO MAY APPLY?

To applyfor housinganapplicanimustbe anadultwho isatleast18 yearsof ageor older or
an emancipateghinor.

3.3APPLYING FOR HOUSING ASSISTANCE

HABC6 s Admi ssi ons mandaindarel adninistgrslABC Waitirg distsfor: (a)
properties that it owns and manages; (b) properties that havecbeesrted under the Rental
Assistance Demonstration (RAD); (c) properties with the Long Term Affordable (LTA) units; and
(d) properties with privately owned and/or managed public housing units

When thewaiting list isopen, applicantsiustcompleteapreliminaryapplication (preapplication)

t hr ough HieBgplacant portalThe online portal may be accessed via computer, smart
phone, tablet or at kiosks |l ocated at HABCOGs
HABC properties.HABC will also providepaper preapplicationsupon request.

Preapplications willbe madeavailablein an accessible formatpon requedtom apersorwith
adisability. Personsvith disabilities maycall HABC if they need a reasonakdecommodation
to completethe pre-applicationthrough the odine portal.

3.4PRELIMINARY APPLICATION (PRE-APPLICATION) TO PH & PLACEMENT ON
WAITING LIST

The purposeof the pre-applicationis to collect information needed to place applicants on the
appropriatewaiting lists based on developmergslected by applicantdnterviews are not
conducted as part of the papplication processlf an applicant does noselect specific
developmentsHABC will place the applicant othe centrally administered First Available
Waiting List

Upon submission of the completed fayeplication and development selectimmm, applicants
will be placed on applicablaiting list(s)according tadate and time of applicatiopreference
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and size and type of the unit need&pplicants will receivewritten confirmation of placement on
the waiting listand their estimated wait time via FuGtass Mail.

An applicant will be placed on the waiting list if thee-application includes:
1 Name of the head of household and all housel@dhbers.
i Datesof birth of the head of household and all househodanbers.

1 SocialSecuritynumberfor headof household, where applicableocial Security numbers
of the other household members will be requested during the eligibility screening)

1 Mailing address.
1 Annual income for théousehold.
1 Raceandethnicityof thehead othousehold.

1 Acknowledgemeniy theheadof household of the accuracy of the information provided;
and

i Locations of sites where applicant would accept aarmdgermination tdbe placedn the
15t available waiting list

Applicants may not be on both the centratyministered First AvailabM/aiting List CAFAWL)
anda Centrally Administered.ocationBased Waiting ListCALBWL).

HABC will not prescreen prapplications. Informatioln the applicationwill not be verified

until the applicant has been selectedfor the eligibility determination. Eligibility will be
determinedvhenthefull applicationprocesss completedandall informationis verified.

The waiting list for Thompson PCD and Remedial Vouchers is maintained by BRHP and is
separate from any other HABC waiting list. Application for, receipt of, or termination of a
Thompsowoucher wi l |l not affect a familyds standi

3.5INFORMATION CONTAINED ON THE WAITING LIST

HABC will organize the waiting listo allow for the accurate identification and esglon of
applicants in propesrder, according to the admissions policies described in this ACOP.

The waiting ist will contain the following information for each apg@it listed:

1 Name and social security number of heatdaisehold.
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Apartment size required (as determined
family composition.

Gross householohcome.

Accessibility requirement, ény.

Date and time of application and/or applicatmmmmber.
Household type (family, elderly, disabled);
Admission preference, dny.

Race and ethnicity of the head of household; and

The specific developme(s) seleted, if applicable.

3.6 TYPES OF WAITING LISTS

HABC centrally administers theaiting listsfor:

== =4 -4 -9

T
T

Conventioral public housinglevelopments.

Scatteredsites.

RAD properties.

Referral Program (Special Programs): Applicants are referred directly to H/ABEr
Special Programs or Allocations

Mixed population propertiesnd certain other unitsovered by thdailey Supplemental
Consent DecregBailey);

Properties with LTA unitsand

Properties with public housing units that are in privatelyned/managed properties

For ease of distinction in this ACOP, the centrally managed waiting listsbwilleferred as
outlined belowSee policies ol NIT OFFER S, UNIT REFUSAL , GOOD CAUSE FOR UNIT
REFUSAL.

T

Centrally Administered Location Based Waiting List: CALBWL

o This waiting list includes all units/developments not covered undeCémérally
Administered Mixed Population & Other Units Covered under Bailey
(CAMPBWL) described below.

o Families may select up t8 developments on the CALBWL

o Whenselecting only developments covered under the CALBWL, familfitesed
a unit at one of th€ ALBWL selected developmentsill be removed from all of
the waiting lists covered under the CALBWL if the offer is refused without good
cause.

Families meeting the eligibility requirements for the CAMPBWL may select to be listed on the
CAMPBWL and may slect up to two developments on the CALBWL.
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1 Centrally Administered Mixed Population & Other Units Covered under Bailey:
CAMPBWL.:

o This waiting list includes the units at mixed population developments and other
units covered under Bailey.

o Families on thisvaiting listmayreceiveup to three unit offerand if they refuse
all three offerswithout good causethey will be removedrom all centrally
managed waiting listdzamilies cannot select specific developments covered under
CAMPBWL.

1 Centrally Administered First Available Waiting List: CAFAWL

o Families selecting the CAFAWL may not select any other waiting list option.

o Families who select the CAFAWL are listed on all the development waiting lists
for which they are eligible, including @se developments covered under the
CALBWL and CAMPBWL.

o Families offered a unit will be removed from the waiting list if the offer is refused
without good cause.

Familiesmay select from the list of waiting list options be|dvowever only families meeting

the eligibility requirements for the CAMPBWL may select to be listed on the CAMPBWL
Additionally, families meeting the eligibility requirements for the CAMPBWL may select to be
listed on the CAMPBWL and may select up to two developments on the CALBWL.

1 CAFAWL only; or

1 CALBWL: Up to three developments covered under the CALBWL

1 CALBWL and CAMPBW.L: Up to two developments covered under CALBWL and
selecting to be listed on the CAMPBWEor example, an elderly familyr a norelderly
person with a disabilitynay choose to be on the list for the developments covered by the
CAMPBWL and may also aose to be listed on the CALBWL for two family
developments such &ooklyn Homes and Cherry Hills Homesc; or

1 CAMPBWL only, for three offers for developments eoed by this waiting list.
All waiting lists will be maintained and operated in a manner that is consistent with applicable
civil rights and fair housing laws and regulations.
3.7 ADMINISTRATION OF THE WAITING LIST
HABCG6s waiting | i @ntsuchwnahner tobakkow BABR itoraccratedy identfy
and select families in the proper order, according to admission policies described in this ACOP.

The waiting list will contain information required by federal regolagi as may be amended
Information provided to applicants in choosing waiting list options will inclugtenot limited to:
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Location

Number and size of different units

Occupancy

Accessible units

Estimate of theperiodthe applicant would likely have to wait to be admitted aheste

E I R

HABC will post on its website and make available, on request, information sheets for each
development which will include but not be limited to:

1 Location
1 Number and size of different units
1 Occupancy
1 Accessible units
1 Amenities
1 Information on transportatioschoolsand services in the surrounding area
HABC will manage it waitinglistsi n a manner t hat I's consi sten

affirmatively further fair housing, such as marketing to groups least likely to applyublic
housing. In addition, HABC will &ive a system for regular review of the results oflabation
basedvaiting list operation to examine any changes in the racial and/or ethnic makeup and changes
in disability and familial status of each sitedtgh the steps described below:

1 As part of the annual MTW Plan preparation, HABC will assess any changes in the racial
and ethnic makep andchanges in disability and familial status of each site based on data
that has been determined to be accurate BHC 6 s | nde p Acealmamtt Publ i c

1 At least every three years HABC will use independent testers or other means satisfactory
to HUD, to assure that locatidrased waiting lists are not being implemented in a
discriminatory manner, and that no pattermspoactices of discrimination exist, and
providing the results to HUD. HABC evaluations will cover disability and familial status
as well as race and ethnicity; and

T HABC will make changes in itecationbasedvaiting list system, as needed, based on the
data and methods above to affirmatively further fair housing.

3.8CLOSING THE WAITING LISTS

HABC may close the waiting list in whole or in part if there are enough applicants to fill
anticipated openings for the next five yeaihe waiting list may not be closedif doing so
would have a discriminatory impact inconsistentwith applicablecivil rightsand fair housing
lawsand regulations

Closing of the waiting listvill be announced on thed&imore Housing website andmewspapers

of general circulation, minority publications and other suitable media ouH&B.C will give at
least30d a ynetibe to the publipriorto closingthelist.
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3.90PENING THE WAITING LIST

WhenHABC opensthe waiting list, HABC will provide notice of the opening on the Baltimore
Housing website and in newspapers of general circulation, minority publicationstlaed
suitable media outletsThenoticewil | bemacdeinan accessible format if requested

To reachpersonswith disabilities,HABC will provide separatenotice to local organizations
representingheinterestsaandneedf persons with disabilities

Thewaiting listshallbe open for the period needed to cover projected turnover for the next five
years.

When a PH development opens, that is part of an egistbcation Based Waiting LisHABC
will use the existingvaiting listto select applicants.

When a new PH develomnt opens which is not part of an exist@gLBWL, HABC will use

the CAFAWL to select applicants for this development. When a determination is made to open
a Waiting List for this development, HAB®@ill provide notice of the opening consistent with the
policies in this ACOP. Existing applicants who would be eligible for housing at the new
developmentill be allowedto changeheir site selection and choode new sitehowever the

date andtime of apgication for the new site will reflect the date and time the change was
requested Applicantson theCAFAWL may alsoconvertto a CALBWL and choose the new
developmenthowever ther date and time of application will be updated to reflect the date and
time the change was request&etention of date and time of application when chaagesade

is subject to the policy oREPORTING CHANGES WHILE ON THE WAITING LIST

3.10UPDATING & PURGING THE WAITING LIST

Applicants are responsible for updating their application to reflect changes as needed to ensure
that all applicants and applicant information is current. HABC will send an update request via first
class mail to applicants identified for updatehadir aglicationinformation. Forexample HABC

may send an updatequesto applicants who may be called for an eligibility interview in the next

12 months. The update request will be sent to the last address that HABC has on record for the
family. If the updée requesis returned to HABC with a forwarding address, HABC will resend

the updateequesto the new address. If the updedguesis returned with no forwarding address

or if the updateaequestis not returned within the required time frame, HABClwiispend the
application for one year frorthe waiting list updaterequestdue date.If during that oneyear

period, the applicant contacts HABC, HABC wiinstate the applicamin the waiting listwith
his/herdate and time of applicatiorAdditionaly, where additional contact information (phone,
e-mail, emergencycontact)is available, HABC willattempt to contact the family usirbe

f a mi alteynats contact information during theeyearsuspension periodf after theone year
suspension period endsdthe applicant has not contacted HABC or responded to HABC update
efforts, HABC will withdraw the applicatg name from the waiting list.
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When an applicant is removed from the waitiig Huring the update process for failure to

respond to an update request, no informal hearing will be offéfedd.e appl i cant 6s f
respond prevents HABC from making an eligibility determinatibareforeno informal hearing

is required.

When anapplicant is removed from the waiting list for failure to respond, HABC may reinstate

the applicant 1 f the | ack of response was du
reasonable accommodation request (indicating that the failure to respsidievto a disability)
or due to circumstances beyond the applicanto

3.11REMOVAL FROM THE WAITING LIST

HABC will follow applicable regulatory requirements for notice of remo@gplicant's names
will be removed from all PH Waiting Lists for agesult of any of the following.

1 Being housed in a FRAD unit.
1 Beingwithdrawn.

1 Being determinedieligible by HABC.

1 Refusld an applicant refused the threshold number of offétsousing without Good
Causeand

1 Upon written request by the applicant family. such cases no informal hearing is
required.

For the two policies below, rejection assumes that the cause is not related to an actionable unit
which would result in rejection at any development, i.e. iilifet sex offender registration
requirement.

HABC wi | | remove an a [dpelvied aorpOAEBWL dvehenean f r o m
owne¥management agemgjects an applicant from a specific development. The applicant will
retain placement on all oth€ALBWL s even if nanaged by the same owheanagement agent

HABC will allow the applicant to select a neBALBWL and retainhis/herdate and time of
application.

Where an ownémanagement agemejects an applicant from a development covered by the
CAFAWL or CAMPBWL, HABC wi | | retain the applicantbs p
CAMPBWL,; howeverthe applicant will no longer be offered units at the development where they

were rejected.
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3.12FAMILY OUTREACH

HABC will monitor the characteristics of the population being sérand the characteristics of
the populatonnHABCGO6s jurisdiction. Targeted outreach
with HABC deconcentratingctivities and Annual Plan.

3.13REPORTING CHANGES WHILE ON THE WAITING LIST

While a family is on awaiting list, the family must inform HABC of changes in family
composition, preferemc status site selectionsand contact information The changes must be
submittedon the portal in personto HABC, via US Mail or faxChanges i n the f
circumstancewhi | e on a waiting |ist may affect the f
size or preferencand/orestimated wait time.

3.13.1Changes h Family Composition

If a family reports a change in family composition while on the waiting list, the family will retain
its date and time of application, buth e f @asitioh gnéthe waiting list will be updated to
reflect the updated information/selectidror examplea family qualifies for awo-bedroomunit

and selects three developments witlo-bedroomunits. After six months on the waiting list,
another family member moves in with the family, and now the family qualifiesfioeabedroom

unit. If the family reprts this change to HABC and any of the sites they originally selected do not
havethreebedroomunits, the family will be able to select new sites that can accommtidate

f a mi new fansly size and retaits original application date and time.

If the proposed Head of Househdadtlan applicant family dies before a unit offer is made, an adult
family member, listed in the current application, may be instated as Head of Household.

3.13.2Changes In Site Selection

A family may changés CALBWL site selectioawhile on the waiting listhowevert he f ami | y 6
date and time of application will be updated to reflect the date and time of the change in site
selections.For example,jf a family only selects tw&€ALBWL s and later decides to add a third
CALBWL, the date and time of application for the th@ALBWL will reflect the date and time

of the request. The date and time for the two original locations will remain unchanged. Conversely,

if an applicant selects thre@ALBWLs and later requests to be removed framo of the
CALBWLs, the applicant will retaihis/herdate and time of application for the one remaining
CALBWL.

If an applicant on the waiting list ages in place and is now elderly or if an applicant becomes
disabled while on the waiting list, HABC will allow the applicant to chanGABBWL selection

or choose the CAMPBW|Las applicable, and retain their date angktof application for the new
selections.
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A family may only select sites which have the appropriate unit sizinédamilyd size and for
which they are eligible based on family composition. For example, a family who qualifies for a
onebedroomunit may not select a site with onthreebedroomunits. Additionally, developments
which are elderly only developments may only be selected by households whose e ao
spouse is elderly.

3.13.3Changes in Preference

When a family reporta change in prefence satus while on the waiting lisHABC will update
the preference but retaine date and time of application. Thea mi plosjtiGnon the waiting list
will reflect the change in preference state@milies will be required to provide verificatiohany
claimed preference at the time of screening.

3.13.4Changes InType of Waiting List
While on the waiting list, &amily may move fronCALBWLs toCAFAWL. If a family switches

from CALBWL to CAFAWL or from CAFAWL to CALBWL,t he f ami | finlesof dat e
application will be updated to reflect the date and time of the change in waiting list

3.14SPLIT HOUSEHOLDS WHILE ON THE WAITING LIST

When a fanly on the waiting list(s) splitip into two otherwise eligible families, only one of the
new families may retain the original pa@plication date. Other former family members may
submit a new preapplication with a new prapplication date, if the waiting list(s) is open.

In the absece of a judicial decisioor an agreement among the original family members, the
original head of household will retain the faeplication date.Thehead of household may allow
another adult household member on the applicatioatéon the original @-application date.

Exceptions to the policy will be made orcaseby-casebasis and may include consideration of
the following factors:

1 The interest of any minor children, including custagisangements.
1 The interesof any ill, elderly, or family member withdisability.

1 The interest of a family member who is the victim of domestic violence, dating violence,
sexual assault, or stalking, including a family member who was forced to leave an assisted
unit as a resultfcsuch actual or threatenafluse.

1 Any possible risks to family membel®ecause oflomestic violence, dating violence,
stalking, sexual assault or criminal activity; and
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1 The recommendations of social service professionals.

3.15MULTIPLE FAMILIES IN SAME HOUSEHOLD

If two familiesliving togetherpplyasafamily unit, theywill betreatedasa familyunit.
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CHAPTER 4: ELIGIBILITY FOR ADMISSION
4.1 INTRODUCTION

ThisChaptedefinesHABC's criteriafor admissiorand deniabf admissiorto theprogram.The
policy of HABC is to strivefor objectivityand consistency applyingthesecriteriato evaluate
the qualificationsof applicants. HABC staff will review the information provided by the
applicantcarefully and without regardto factors other than those definedin this Chapter.
Applicantswill beprovidedthe opportunityto explaintheir circumstancegp furnishadditional
information,if neededandto receivean explanatioof thebasisfor anydecisiormadeby HABC
pertainingto their eligibility.

The secondphase of the admissions procésshe "determinationof eligibility”. At this time
HABC verifiesthatthe information provided to HAB®y the applicants currentanddetermines
if the applicant is eligible to live in public housing, RAD properties and properties with LTA units.

With the exception of the units that meet the
HABC does not determine eligibility of applicants fdbAmarle Square, Broadway Overlook and

Homes for Arundel because each of these sites maintaibstasedwaiting list. HABC does

refer residents and applicants to Albemarle Square, Broadway Overlook and Homes for Arundel

to occupy theitJFAS AccessibléJnits.

Pursuant to the Thompson Consent Decree, HaERGted22 publichousingunits (Thompson 22
Units) in neighborhoods within Baltimor€ity. HABCO s A dandleasing®Dffice is
responsibldor screeninghe families for the Thompson 22 Uniis accordancevith the criteria
outlinedin this chapter. The Baltimore Regional Housing Partnership (BRHE)dercontract
with HABC to counselndpreparghefamilies priorto themmovinginto theunits.

The RAD propertieand the properties with LTA units conduct additional screening for eligibility

pursuant to the LTA Criteria. In addition, other privately owned and managed sites conduct
additional screening pursuant to their tenant selection and assignment plans.

4.2 DEFINITIONS

4.2.1Family

To be eligible for admission, an applicant must qualify as a family. The definition of family is
made regardless of actual or perceived sexual orientation, gender identity, or maritat ataiys,
as defined by HUD, includes but is not limited to thiéofeing:

1 A family with or without children(if a child is temporarilyabsentfrom homedue to

placemenin fostercare,thetemporary absenahallnot be consideredn determininghe
family compositiomandfamily size if the absence is presumed to bédesthan 180 day)s
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1 An elderlyfamily.

1 A near elderlyfamily.

1 A nonelderly person with a disabilifiamily.

1 The remaining member of a resident family who was listed oledise.

1 A onepersorhousehold who is not elderly, displaced, or a persondisgbilities.

1 Two or more elderly persons or persons with disabilities living together,

1 One or more elderly psons or persons with disabilities who have a-ivaide.

1 Two or more neaelderly persons living together,

1 One or more nealderly persons who have a lieaide.

1 Two or more individuals who are not related by blood, marriage, adoption, or other
opeation of law, but who either can demonstrate that they have lived together previously

or certify thate v e r yincange @rsd other resources will be available to meet the needs
of the family.

4.2.2Household

Household is a broader term that includes additional people whoHABC6 s per mi ssi on,
in a public housing unit, such as lireaides, foster children, and foster adults.

4.2.3Elderly Persons

An Elderly Person is a person who is at least 62 years of age.

4.2.4Near-Elderly Persons

A NearElderly person is a person who is-60 years of age.

4.2 .5Elderly Family

An elderly familyis one in which the head, spouse;h&ad, or sole member is an elderly person.
Identifying elderly families is important because these families qualify for the elderly family
allowance and the medical allowance as described in Chapter 6 and may qualify for a particular
type of development as noted in Chapter 4.

HABC ACOP: DRAFT 726-19 4-2



An elderlyfamily is one in which the head, spouse;head, or sole member is an elderly person.
Elderly families qualify for the elderly family allowance and the medical allowance described in
Chapter 8and may qualify for a senior only development, an HABC mixegufation
development or a RAD mixed population development.

4.2.6Non-elderly Person with a Disability Family

A non-elderly person with a disability family is a family whose sole member, head of household,

or head of househol dé&ablityswhoisiuader thie age af sifiye (62,0 n  wi t |
and who is eligible for anebedroompublic housing unit or for a twbedroom public housing

unit because a second bedroom is needed for disability related reasons:eldanfynperson

with a disability nay qualify for LTA units designated for nagiderly persons with disabilities,

an HABC mixed population development or a RAD mixed population development.

4.2.7Head of Household
Theheadof households the adultmemberof the householdvho isdesignatedby thefamily as
head,is wholly or partlyresponsibldor payingtherent,andhasthelegal capacityto enterinto a
leaseunderState/localaw.
Emancipatedaninorswho qualifyunderStatelaw will berecognizedasheadof householdf there
is a courtorderdeclaringthemasan emancipateaninor. If there is no court order, HABC will
consider other evidence of emancipation recognized under Maryland state law such as, for
example, a person under 18 who is married or serving imilitary.
A family maydesignatenelderlymembeior membemwho is a norelderly person with a disability
asheadof householdsolelyto qualifythefamily for the income deduction available for elderly
persons and neelderly persons with disabilitieprovidedthatthe personis at leastpartially
responsible for payintherent.

4.2.8Spouseof Head of Household
Spousaneanghe marriage partnesf theHeadof Household.
For properapplicationof the NoncitizensRule, the definition of spousas: the marriagepartner
who, inorderto dissolvetherelationshipwould haveto bedivorced. Theterm"spouse'doesnot
applyto boyfriends girlfriends,significant otherspr co-heads.

4.2.9Co-head

An individual in the householdwho is equally responsiblewith the head of household for

HABC ACOP: DRAFT 726-19 4-3



ensuring that the family fulfills all of its responsibilities under the program, but who is not spouse.
A householdnayhaveeithera spouseor co-head but notboth. A co-headnever qualifiesas
adependent.

4.2.10Adult/Other Adult
An adult is an individual who is 18 years of age or older. Other adult means a family member,
other than the head of household, spouse-dreeal, who is 18 years of age or older. Foster adults
and livein aides are NOT considered otlaelults.

4.2.110ther Definitions

Definitions for the following can be found in the glossary:
1 Dependent
1 Full Time Student
4.3FOSTER CHILDREN AND FOSTER ADULTS
Foster adults are adults, unrelated to the resident family, who are approved bypkasctsbent

agency to live with the household. Foster children are children approved by a state placement
agency to live with household.

Foster children and foster adults who are living with an applicant or resident family are considered
household membetsut not family members and therefore do not have residual rights to the unit.

4.4LIVE -IN AIDE
A householdnayincludealive-in aideprovidedthatsuchlive-in aide:
1 Is 18 year®f ageor older.

1 Is essentialo the careandwell-beingof anelderly person or gersonwith disabilitiesin
thehouseholdasverified in writing by ahealthprofessional.

1 Is notobligatedfor thesupportof theperson(s
1 Wouldnotbeliving in theunit exceptto providecarefor theperson(s); and
1 Candemonstrate current residency in good standing by providing a landlord reference.

A live-in aideis notconsideredo beanassistedamily membelandhasno rightsor benefits under
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theprogram:

1 The incomeof the live-in aidewill not be countedfor purposesf determining
eligibility or levelof benefits.

1 Live-in aidesarenot subjectto NoncitizenRulerequirements.
1 Live-in aidesmaynotbeconsiderecdsaremainingmemberof theresidentfamily.
Relativesarenot automaticallyexcludedrom beinglive-in aides.

Residents may not convert a hireaide to a household member because such a conversion would
allow individuals to circumvent the application process and the public housing waiting list.

HABC will not allow householagnembersurrentlylistedon thelease to become the Inme aide.
Residents may not remove household members from the household only to add the same household
member back as a livia aide.

A live-in aidemayonly residein theunit with theapprovalof HABC. Writtenverification will be
required from a reliable, knowledgeableprofessional,such as a doctor, social worker, or
caseworkecertifyingthatalive-in aideis neededor thecareof the familymembemwho iselderly
or a person with disability.

After HABC approveghe additionof alive-in aideon behalfof an applicant or aesidentthe
applicant orresidentmust submita specificlive-in a i dram@eandinformationfor approvalby
HABC.

Any person proposed as a ireaidej ncl udi ng rel atives, must pass
criteria. HABChastherightto disapprovehe person identified to be thee-in aidebasedn the
"OtherEligibility Criteria" describedn this Chapter, as applicable.

Because a livén aide is an individual who resides in a unit in ordeassist a person who is

elderly or has a disability, and is not considered to be a household member, it is HABC's policy
that no more than one individual at a time may serve asthelive ai de and resi de i
unit. HABC is not obligated toduse the family members of lne aides.

If thelive-in aideor alivei n a i d eda®es adease movision participatesn drugrelatedor
criminal activity, HABC will rescindthe live-in a i d r@lét & occupythe unit. When HABC
rescinds thdéive-inai de ds r i ght thebve-ioa@deis myentitietit@the grievarice
hearingproces®f theagency.

4.5JOINT CUSTODY OF DEPENDENTS

Dependents who are subject to a joint custody arrangement will be considered a meimber of t
family if they live with the applicant or resident family 50 percent or more dirtie
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When more than one applicant or resident (regardless of program) are claiming the same
dependents as family members, the family with prinpdnysicalcustody athe time of the initial
examination or reexamination will be able to claim the dependents. If there is a dispute about
which family will be allowed to claim the dependents, HABC will make the determination based
on available documents such as court ordecsIRS income tax returns showing which family

has claimed the child for income tax purposes, school records, and/or other credible
documentation.

HABC may make an exception to the Occupancy Standard policy set forth in this ACOP and allow
two assistedhouseholds space for the same dependent children where there is joint physical and
legal custody; however, HABC will only allow one household to claim the dependent deduction.
Exceptions to the Occupancy Standard policy for these instances will be réwvaveeaseby-
casebasis.

4.6 REQUIREMENT TO ATTEND INTERVIEW

Applicants are required to attend an interview. HABC will verify applicant information, conduct
eligibility and suitabilityscreeningpand t hen make a determination a
for assistance. Screening will be carried out in acare with the policies in this ACOP.

Applicants will be sent an eligibility appointment letter when they reach the top of the waiting list.
The letter scheduling the interview will identify the documents the applicant is required to bring
to the intervew and the factors to be verifielABC utilizesthe applicationnterviewto discuss

thef a mi diropréstancem greater detailto clarify information thathasbeenprovided bythe
family, andto ensurehatthe informationis complete.Theinterviewis alsousedasa vehicleto
provide to the family informatiomboutthe application processjerification processand other
HABC servicesr programsywhich maybeavailable.

All adult household members are required to attend the interifiaiamily misses two scheduled
interviews, without good cause, HABC will withdraw the family from the waiting list.

If an elderly or disabled familgnissesthe secondschedulednterview, HABC will attemptto
contactthe headof householdy phoneandschedule ahird interview. IfHABC is still unableto
reachthe applicantHABC will withdraw the family from the waiting list.

If a family is withdrawn from the waiting list and thessponds to HABC within 90 calendar days
from the date of withdrawal, HABC will reinstate the family to the waiting list.

Reasonablaccommodationvill be madefor personswith a disability who requirean advocate

or accessibleoffices orto havethent er vi ew conducted at a | ocati
A designeewill be allowed to provide information on behalf of the applicartiut only with
permissiorof thepersornwith adisability.

If an application is withdrawn due to failure to attend thll application interview, the applicant
will be notified in writing that the application has been withdrawn from the waiting list and that
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they may reapply for housing assistance if the waiting list is open. The applicant will also be
offered an oppdunity to request an informal hearing.

The headof householdand spouseyegardles®f age,and d adult membersmust sign form
HUD-9886, "Release of Information,” the declarations and consents related to
citizenship/immigration statuand any otherdocuments requiredy HABC. Applicantswill be
requiredto sign specificverification and/orconsenformsfor informationthatis not coveredby
theHUD-9886. Failurdo sign required documentgll be causdor withdrawalof theapplication
for failure to providenecessary certificatioradreleasessrequiredoy HABC.

Information provided by the applicant will be verified, including information related to
preferences,family composition, income, allowances and deductions, assets, eligible
immigration status, full-time studentstatusand other factors relatedto eligibility and rent
calculation.

If HABC determines abr after the interview that additional informationor document(s) are
neededHABC will requesthedocument(s) oinformationin writing. Theapplicantwill be given
5 working daysto supplytheinformation. Ifthe information isnot suppliedin this time, HABC
will provide theapplicanta notificationof denialfor assistanceThe applicant will also be offered
an opportunity to request an informal hearf@eeCHAPTER 17:INFORMAL HEARINGS FOR
APPLICANTYS)

4.7 COMPLETION OF A FULL APPLICATION

The full application for housing will be completed during the eligibility interview. Applicants will

be required to furnish complete and accurate information as requested by the interviewer during
the interview. HABC will obtain the information necessary to process and screen applicants for
eligibility and suitability.

4. 8VERIFYING FACTORS FOR ELIGIBILITY

Upon completion of thapplicationinterview,the following itemswill be verified to determine
eligibility for admissiofroHAB CG6s housi ng:

Local preference

Family composition and type (eldentgnelderlyperson with a disability/family)
Annual income (including assets and asset income)

Deductions from annual income

Social Security numbers for all family members

Information used in applicant screening

Citizenship or eligible immigration status

Criminal higory report

Credit history

Prior debt to a federally and/or state assisted housing program
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1 Prior tenancy in federally assisted housing
9 Landlord references

Thehouseholds not eligible for a unit offer until afinal eligibility determination habeenmade
and an appropriate vacant unit is available.
4.9 QUALIFICATION FOR ADMISSION
An applicants qualifiedif heor she meetthefollowing criteria:
1 Is afamily asdefinedin this Chapter;

1 Headsahouseholdvhereat leastonememberof thehouseholds eithera citizenor
eligible non-citizen.

1 Hasanannualincomeatthetime of admissiorat or below defined incomanits?
T Providesa SocialSecuritynumberfor all family members asequired.

T Consents to HABCOG sfamiyoirformaton as @rovidedrfod in HABE o f
consent forms.

1 MeetstheresidentSelectiorandSuitability Criteriaassetforth in this policy includingthe
criminal background screening, debt screening, suitability screening aatietheéancand
successfutompletionof theH A B C 6 soccppaneylass.

4.10DESIGNATED HOUSING

HABC has units that are designated for occupdncylderly persons andther units that are
designated fonon-elderlypersons with a disability Designatedinitsreservedor elderlypersons
and/orfor nonelderlypersons witha disability shallonly be occupiedby applicantsvho meethe
criteria for thedesighated units.

4.11ELIGIBILITY AND SCREENING CRITERIA

The applicant must provide information needed by HABC to confirm eligibility and to determine
t he appropriate l evel of assistance. An

information related to eligibility, award of preference for admission, housing history, allowance,
family composition or rent will result in denial of admissions.

4.11.1Preference Verification
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As part of the screening process, where applicable, HABC will identify the admissions preference
under which the applicant was selected from the waiting list. HABC will verify that the applicant
meets the claimed admissions preference.

Where an applicanwas selected from the waiting list under a certain preference and where the
applicant cannot verify eligibility for such preference, HABC will return the applicant to the
waiting |list with no preference. beredideredap pl i c a
reflect the revision to the preference status.

4.11.2Legal Capacity of the Head of Household

The head of household must have the legal capacity to enter into a lease under state and local
law. HABC doesnot permita parentor legalguardianto co-signtheleaseon theapplicant's

behalfif theheadof households underl8 andunderState/localaw, doesnot havethelegal
capacityto enteralegally bindingcontract A minor who is emancipated under state law may

be designated the heatlhousehold.

4.11.3Income Limits for Eligibility

To be income eligible, the annual income of an applicant must meet one of the following:

1 Low-income family A family whose annual incoendoes not exceed 80 percent of area
median income (AMI), adjusted for family size.

1 Very lowincome family A family whose annual income does not exceed 50 percent of
AMI, adjusted for family size.

1 Extremely lowincome familyA family whose annual irame does noexceed the higher
of the federal poverty level or 30 percent of AMI.

4.11.4Mandatory Social Security Numbers

The applicant and all me minest povide fthe tommete amdp | | ¢ a
accurate Social Security number assigned to each household member, and the documentation
necessary to verify each Social Security number. [&deies on verification ofSOCIAL

SECURITY NUMBERS.

These requirements do not apply to noncitizens who do not contend they have eligible immigration
status.

Those applicants who cannot provide verification of S&=a&lurity numbers at the time of screening

will be given 90 calendar days to provide verification of their Social Security number. If Social Security
number verification is not provided within the required time frame, HABC wil{ @essistance to the

HABC ACOP: DRAFT 726-19 4-9



applicant.

An applicant family may become a program participant, even if the family ladks the
documenttion recessaryto veify the Socal Seaurity Number (SSN) of afamily member under
theage of 6 years. HABC will allow the family a90-dayperiod to verify the SSN of the family
member under the age of 6 yeaks.extensionof oneadditional 90-day period mustbe granted
if HABC determines that, in is digretion, the applican t @aisure to comply was due to
circumdances thatcould notreasondly have been foreseen and were outsde of thecontrol ofthe

applicant.

The Social Securitpumberequiremenalsoappliesto persongoining thefamily afteradmission
to the program. Failure to furnish verification of Social Security numbersis grounds o6r
terminationof tenancy.

The SSNrequirementlsoappliesto persongoining the family afteradmissiornto theprogram.
Failureto furnishverificationof socialsecuritynumbergs grounds or terminationof tenancy.

Individualsexemptfrom providinga SocialSecuritynumberare:
1 Individuals who do nothaveeligibleimmigrationstatus; and

1 Residentaige62 andolderasof January 31, 2012, whose initial determination of eligibility
was begun before January 31, 2010.

Residentsvho havepreviouslydiscloseda valid Social Security number during a recertification
process will not be required to resubmit a SoSturity number unless they are issued a new
Social Security number by the Social Security Administration.

4.11.5Citizenship/Eligible Immigration Status

In orderto receiveassistancegt least onéamily membemustbea U.S. citizen, national or nen
citizenwith eligibleimmigration status. Eligiblenmigrantsarepersonsvho arein oneof thesix
immigrantcategoriesasspecifiedoy HUD.

For theCitizenship/Eligiblemmigrationrequirementthe statusof eachmemberof thefamily is
consideredindividually before the family's status is defined. @HABC will verify the
citizenship/immigration status of applicants when other eligibility factors are determined.

SeeCHAPTER 7:VERIFICATION for policies related to verification of citizenship and eligible
immigraion status.

4.11.6Mixed Families
A mixed family meansa family whose members include thoseith citizenship oreligible

immigration status,and thosewithout citizenshipor eligible immigrationstatusIf one family
membeis eitheracitizenor aneligibleimmigrant,thefamily will qualify asamixedfamily ard
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will haweitshousirg assistane pro-rated (which mearstha sud family will pay ahighe rentthan
the familywouldif all family membersvereeithercitizensor eligibleimmigrants).

4.11.7No Eligible Members

Applicantfamiliesthatincludeno eligiblememberswill beineligiblefor assistancesuch families
will be denied admissionand offered an opportunity for a hearing. (See CHAPTER 17:
INFORMAL HEARINGS: NONCITIZENS).

4.11.8Non-citizen Students

Non-citizenstudentsasdefinedby HUD intheregulationsarenoteligible for assistance. HABC
will establishandverify that an applicant is a neasitizen student before denying eligibilitee
regulations at 24 CFR 5.522.

4.11.90ccupancyby PoliceOfficers

In orderto provideanincreasedenseof securityfor public housingresidentHABC may allow
public housingunitsto be occupiedoy policeofficers.

Policeofficerswill notberequiredo beincomeeligibleto qualify for admissiorto HABC's public
housingprogram.

4.120THER ELIGIBILITY CRITERIA

All applicantswill beprocesseth accordancaith TheMTW Agreemenandsound management
practices. Applicantswill berequiredto demonstrateability to complywith essentiaprovisions
of theleaseassummarizedelow.

Applicantswill be required tqresent avalid photo identification card (such aslar i ver 0 s
stateissuedID, student ID, etc.jor verification

All applicantsnustdemonstratehroughanassessmeif currentandpastbehaviortheability
to:

Pay rent and other charges as required by the lease in a tiraeher.
Care for and avoid damaging the unit and comareas.

Use facilities,appliancesand equipment in a reasonabiay.

Create no health or safdtyazards.

Report maintenance needs in a timmlgnner.

Not interfere with the rights and peaceful enjoymerutbers.

Avoid damaging the property others.

=4 =4 =4 -8 _-98_-9_-9
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1 Not engage in criminal activity or alcohol abuse that threatens the health, safety or right to

peaceful enjoyment of other residentstaff.

Not engge in drugrelated criminal activity on or off the HAB@remises.

Not have ever been convicted of manufacturing or producing methamphetamine, also

known as "speed," on the premises of federally assmstasing.

1 Not contain a household member subjectfigiine sex offender registration requirement
under a state sex offender registrapoagram.

1 Comply with necessary and reasonable rules and program requirements of HUD and
HABC; and

1 Comply with local health and safety codes.

= =4

4.13ADMINISTRATION OF SCREENING

All screeningprocedureshallbeadministeredairly andin suchaway asnotto discriminateon
thebasisof race,color, sex, religion, national origin, ancestry, age, familial status, marital status,
disability, sexual orientation or genddentity, andnotto violatearight to privacy.

4.14DEFINITIONS RELATED TO SCREENING

1 A Cur reagagingry or engagedn drugrelatedcriminala ¢ t i imciudey laut is
not limitedto:

A Evidencethat the individual has,within the pastthreeyears,engagedn the
behavior recentlyenoughto justify a reasonabldelief thatthei ndi vi dual 0s
behavioris current.

A Evidenceof a historyor patternof illegal substancabusethatthe individual
has, withinthe pastthreeyears,engagedn to justify a reasonabléelief that
t he i n doehaviodscuarénd s

1 A Cu r reagadingnor engageth violentor othercriminala ¢ t i includespudisnot
limited to:

A Evidencehattheindividual has within thepastthreeyears engagedn thebehavior
recentlyenoughto justify areasonableeliefthatthei n d i v bebaviais corent

A Any historyor evidencef repeatedctsof violenceon thepartof anindividual, or
apatternof conductconstitutinga dangerto peacefubccupancyy neighbors.

A Any historyof initiating threatsor behavingn a manneiindicatingan intent
to assaulemployee®r otherresidens.

T AControll ed s ulbmednscoctrelledsubsiadcasdé&inedirgsection102
of theControlledSubstanceéct (21 U.S.C802).
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A D r-nelgtedcriminala ¢ t i meanghye dlegal manufacturesale,distribution,or
useof a drug, or thgpossessionf adrug withintentto manufacturesell, distribute,
or usethedrug. Drug-relatedcriminal activity meanson or offthe premisesnotjust
on or nearthe premises.

T ACov e e edmanmresidentanymemberfther e s i tauseholigsguest,
or another persomnderther e s i doatrolt 0 s

1 A Gu e s pugposésd this Chaptermeansa persontemporarilystayingin theunit with
the consentf aresidentor othermemberof the householdvho hasexpressor implied
authorityto so consenbn behalfof theresident.

1 A Ho u s enteanthdrasidenfamily andHABC-approvedive-in aide.

1 A Ot BreminalA c t i indludegady criminal activity thatthreatenshe health,safety
or right topeacefuknjoymenbf theresident'gublichousingpremisedy otheresidents
or employees oHABC.

1 A Ot ReesprundertheRe s i d @ o t6 meahshadthe personalthoughnotstaying
asaguest(asdefinedabove)in theunit is, or wasat thetime of theactivity in question,
on thepremiseqasdefinedin this section)becausef aninvitation from theresidentor
othermemberof the householdvho hasexpressor implied authoriy to so consenbn
behalfof theresident.

1 A Pr e minearetbebuilding or complexor developmenin which the public housing
dwelling unitis locatedjncludingcommonareasandgrounds.

1 A Vi odireimalia c t i meansagyoriminalactivity thathasasoneof its elementshe
use, attemptedse,or threatenedseof physicalforcesubstantiabnoughto causepr be
reasonably likelyo causeseriousbodily injury or propertydamage.

4.15ENTERPRISE INCOME VERIFICATION (EIV) SCREENNG

HABC will conduct EIV screening for new applicants. An EIV existing tenant search will be
conducted on minor and adult members to identify applicants who may be receiving federal rental
assistance. If the EIV existing tenant search reveals that anaapphay be receiving another

federal housing program subsidy, HABC will give the applicant the opportunity to explain any
circumstances relative to his/her receiving another federal rental assistance subsidy. HABC may
contact the respective PublicHouskhgge ncy ( PHA) or owner to conf i
participation status before admission. HABC will not enter into a lease with an applicant until
confirmation is obtained that there will be no duplicate rental assistance.

HABC will conduct EIV sceening on all adult household members to identify former residents of
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federally assisted rental programs who voluntarily or involuntarily left the program and have a
reportable adverse status and/or owe money to a PHA or to a landlord as a resultiphtanti
in the Housing Choice Voucher Program (HCVP).

HABC will retain the search results with the application along with any documentation obtained
as a result of contacts with the applicant and the PHA and/or owner at the other location.

4.16 DEBT SCREENING
HABC will conduct a debt screening on all members 18 years old or older.

Previousoutstandingdebtsto HABC or anypublic housingauthorityresultingfrom a previous
tenancyin the publichousingor participation in the HCVP mubgpaidin full prior to admission.

No paymenagreemenwill beaccepted.The applicant will be rejected unless the applicant pays
the debt in full within 60 calendar days from the date HABC notifies the applicant debie
unlessHABC determines that mitigating circumstanegsst,or the debt cannot be collected under

law. Debts discharged in bankruptcy may not be collected. Debts may not be collected under
Maryland state law three years after the debt was incurred. If the debt was incurred in another
state, a determination as to whether the debt may be collected shratlban consultation with
HABCG6s Office of Legal Affairs.

Each person who has signed the ldagesponsibldor the entiredebtincurredasa previous
HABC resident; however, remaining family members listed on the lease who did not sign the
lease, suclaschildrenof the headof householdr spousewill not be held responsibldor the
parent'sunpaiddebt.

4.16.1Denial for Debt to HABC

HABC may deny assistance to an applicant:

1 If the applicant family has current debt to HABC or another PHAjod@ment against them
in connection with participation in the HCVP or public housing assistance under the 1937 Act
for amounts paid to an owner under a HAP contract for rent, damages to the unit or other
amounts owed by the applicant family under the leaskthe amount is not fully repaid within
60 calendar days from the date HABC notifies the applicant of the debt; and/or

1 If the applicant family has breached a repayment agreement with HABC or another PHA
entered in connection with participation in th€W¥P or public housing assistance under the
1937 Act, and the amount is not fully repaid within 60 calendar days from the date of the
screening appointment.

Mitigating Factors

Review and approval by the Admissions and Leasing Manager is requiredevhiesion is based
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on mitigating factors. HABC may consider the following factors when considering denial of
assistance related to debt screening:

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

M Circumstances which led to the creation of the diedt,death of a household member,
layoff, medical expenses.

9 Current financial circumstances.

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

4.17 CRIMINAL BACKGROUND SCREENING

HABC will checkcriminalhistoryfor all memberofthea p p | i howseholdvi®o arel4 years
of ageandolderto determinevhetherany suchmembermasengagedn drugrelated, violenor
othercriminal activity.

Verification of any pastcriminal activity will be doneprior to final eligibility andwill includea
reviewof convictionrecords.

HABC will deny eligibility for admission for a period of 18 months for a misdemeanor conviction
and for a period of three years for a felony conviction beginning on the date of conviction or the
release from incarceration, whichevelater.

HABC will not base a determination that an applicant or household engaged in criminal activity
warranting denial of admission, termination of assistance, or eviction on a record of arrest(s).

HABC has the authority to deny an applicant based on the results of the criminal background
check. If HABC denies admission based on the criminal background check armghphieant
disagreeswith the results of the criminal background checkhe applicant may present
documentation that the criminal backgnoucheck results are incorrect.

If HABC denies assistance based on criminal record information, HABC will notify the applicant
of the denial and will make the record available upon request to the applidae applicant will

have an opportunity to dispute the accuracy and relevance of the information through the informal
review process.

If the criminal record check identifies a pending criminal investigation or charge, HABC wiill
suspend an eligibilitdetermination.HABC will inform the applicant that he/she may request
reactivation of the application within 90 calendar days of the final disposition of the case, provided
the disposition is not a conviction. If reactivation of the application is mptested within 90
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calendar days, the applicant will be withdrawn.

4.18DENIALS

4.18.1Mandatory Denials

HABC will deny assistancbecause obne of the following

T

Any household member has been convicted of-delaged criminal activity for thproduction
or manufacture of methamphetamine on the premises of federally assisted housing. This denial
will be permanent.

Any household member was evicted from public hmysindian housing, or any Section 8
program because of druglated or other criminal activity, forthreeyearperiod beginning

on the date of eviction. For purposes of this ACOP, the term eviction shall include any
household member leaving the ungichuse of a pending eviction, pending termination from
the federally assisted program or other pending adverse action due to alleged criminal activity
or due to a pending lease enforcement action.

A member of the household who is subject to any registragquirement under a State sex
offender registration program, so that the period of ineligibility will be the same as the period
required for registration.

Mitigating Factors

Review and approval by the Admissions and Leasing Manager is required whissiad is based

on mitigating factors. HABC may consider the following as a mitigating factor to reverse
mandatory denial of assistance related to criminal background screening:

1 Removal of the culpable family member from the application. In such instances, the head
of household must certify that the family member will not be permitted to visit or to stay
as a guest in the assisted unit.

4.18.20ther Denials

HABC may deny assistantecause obne of the following:

T

HABC determines therns reasonableauseo believethatany household membercurrently
engagingn or hasengagedn drugrelated,violent,or othercriminal activity.

HABC determines therns reasonableauseo believethatany household membesrcurrently
abusingalcoholin a way that may interfere with the health, safety or right to peaceful
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enjoymentof the premisesdy otherresidents. This includescasesvhereHABC determines
thatthereis a patternof alcoholabuse.

Mitigating Factors

Review and approval by the Admissions and Leasing Manager is required when admission is based
on mitigating factors. HABC may consider the following as mitigating factorsvierse denial

of assistance related to criminal background screening during the information review process:

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

1 The effects that denial of assistance may havetbaer members of the family who were
not involved in the action or failure.

1 The extent of participation or culpability of individual family members, including whether
the culpable family member is a minor or a person with disabilities, or a victionodstic
violence, dating violence, or stalking.

T The | ength of time since the violation oc
likelihood of favorable conduct in the future.

T Evidence of the familyds par inisacinlgeaviceasn 1 n
other appropriate counseling service programs.

1 In the case of drug or alcohol abuse, whether the culpable household member is
participating in or has successfully completed a supervised drug or alcohol rehabilitation
program or has berwise been rehabilitated successfulABC will require the applicant
to submit evidence of the household membe
completion of a supervised drug or alcohol rehabilitation program, or evidence of otherwise
havingbeen rehabilitated successfully.

1 Evidence of work history or history of community volunteer work

1 Satisfactory completion of probation.

1 Removal of the culpable family member from the application. In such instances, the head
of household must certifthat the family member will not be permitted to visit or to stay
as a guest in the assisted unit.

1 The circumstances that led to eviction no longer exéstthe criminal household
member has died or is imprisoned.

4.19CONFIDENTIALITY OF CRIMINAL RECORD S

HABC will ensurethat any criminal recordreceivedis: (1) maintainedconfidentially; (2)not
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misusedor improperlydisseminatedand (3) is destroyedoncethe purposefor which it was
requested iaccomplished.

HABC will documentinthea p p | i fite shatthe@mplicanwwasdeniedadmissiordueto findings
in the Criminal History Report.

4.20DISCLOSURE OF CRIMINAL RECORDSTO APPLICANT

WhenHABC takesany adverseactionbasedon acriminal convictionrecord,the applicant and
subjectof recordwill beprovidedwith acopyof thecriminalrecordandanopportunityto dispute
therecord.Applicantswill beprovidedanopportunityto disputetherecordatan informalhearing.

421 TENANT READINESS TRAINING

The admissiongrocesswill include apre- and/orpostoccupancylenantReadiness Training.
HABC will try to assesana p p | i reaginesgorshousingprior to admission. However,in
certaincircumstancesBlABC mayrequiretheapplicantfesidento attendrainingafteradmission.
Thesecasesncludebutarenotlimited to:

1 When the applicant must be housed precipitously due to an emergency (as defined by the
policies in the Tenant Selection and Assignment chapter of this ACOP); or

1 As areasonable accommodation.
Notwithstandinghe foregoing,ana p p | i failar@td cdrapletethe TenantReadinesdraining
mayresultin denialof admissioror terminatiorof tenancy.
4.22SCREENING FOR SUITABILITY
HABC mayconductadetailednterviewandscreeningf all applicantsThe interviewmnaycontain
guestionglesignedo evaluatethe qualificationsof applicantso meetthe essentialequirements
of tenancy Answerswill besubjectto third partyverification.
HABC maycompletearentalhistorycheckon allapplicants.
In theabsence®f satisfactoryjandlorddocumentationapplicantamustbe ableto demonstrat¢he
ability andwillingnessto complywith thetermsof thelease. If the applicant is a person with a
disability, he or she must be able to demonstrate the ability and willingness to comply with the
terms of the lease withr without a reasonable accommodation.
HABC may rely upon sourcesf informationwhich may include,but arenot limited to, HABC

recods, personalinterviewswith the applicantor resident interviewswith previous landlords,
employers,social workers, parole officers, criminal and court records,clinics, physiciansthe
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police departmentand homeuvisits for personsvho havehad negativelandlord reference(dpr
poor housekeepingabits.

Factorgo beconsideredn thescreeningarehousekeepingabits rentpayinghabits,prior history
as a resident criminal records,the ability of the applicantto maintainthe responsibilitiesof
tenancyandwhetherthe conductof theapplicantin presenior prior housinghasbeensuchthat
admissiorto the programwould adverselyaffectthe health,safetyor welfareof otherresidents, or
thephysicalenvironmentpr thefinancialstability of theproject.

HABC's examinatiomf relevaninformationpertainingto pastandcurrenthabitsor practicesnay
include,butis notlimited to, anassessmermuff:

1 A credit historychecksto determine if there is unreported income and/or assetsf an
applicant claimed zero income and routinely pays $500 toward a credit card, HABC would
guestion the source of the funds to payhe credit card.

1 Theapplicant'astperformancén meetingfinancialobligations gspeciallypayment ofent
and utilities which mayincludea credithistorycheck.

1 Eviction, a record of disturbanceof neighborssufficient to warranta police call,
destructionof property,and past or presetiousekeepingpabitsthat mayadversely
affectthe health,safety,or welfareof otherresidentr neighbors.

1 Any historyor evidencef repeate@ctsof violenceon thepartof any applicant family
member,or a patternof conductconstitutinga dangerto peacefuloccupancyby
neighbors.

1 Any historyof initiating threatsor behavingn a mannelindicatinganintentto assault
employee®r otherresidents.

4.22.1Rent Paying Habits

HABC may examineany recordsfrom a prior tenancy anenay requeswritten references from
the applicant'scurrentlandlordand may requestvritten reference$rom formerlandlordsup to
the past threeyearsto determinegf the applicantwaschronicallylate withrentpaymentsyas
evictedat anytime duringthe pastthree yearsfor nonpaymenof rent, or hadtherlegalaction
initiated againsthim/herfor debtsowed. Any of thesecircumstances malge grounds for an
ineligibility determination. HABQvill consider the following factors during arformal review,
if requested by the applicant:

(2) Amountof formerrent.

(2) Loss ofemployment.

(3) Deathor divorcefrom primarysupport.

(4) llinessor othercircumstances beyoradp p | i cordrol.t 6 s
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Applicantswill notbeconsideredo havea poorcredithistoryif theywerelatepayingrent because
they were withholding rent due to substandardhousingconditionsin a manner consistemwith
applicable lawspr hada poor rentpayinghistory clearly relatedto an excessive remntelativeto
theirincome(using50% of theirgross incomasa guide),andresponsiblesfforts weremadeby
theapplicantto resolvethe nonpaymenproblem.

4.23ESTIMATION OF DATE OF OCCUPANCY

At the time the applicant completes the full application, HAB{l make every effort to
accuratelyestimatean approximatedateof occupancy; howevethe dategivenby HABC does
notmeanthatapplicantshouldexpecto behoused by thatate . Theavailability of asuitableunit
to offer an applicanis contingenuponfactorsnot directlycontrolledby HABC, suchasturnover
rates,andmarketdemandsstheyaffect bedroonsizesandprojectlocation.

4.24DOCUMENTING FINDINGS RELATED TO SCREENING

An authorizedepresentativef HABC will documentnypertineninformationreceived relative
to thefollowing:

1 Criminal Activity - includestheactivitiesidentified in the criminal background check.

1 Patternof Violent Behavior- includesevidenceof repeatedictsof violenceon thepartof
an individual, or a patternof conductconstitutinga dangerto peacefuloccupancyof
neighbors.

1 Patternof Drug Use- includesa determinatiorby HABC thattheapplicanthas exhibited
a patternof illegal useof a controlledsubstancewhich might interferewith the health,
safety,or rightto peacefukenjoymenbf thepremisedy otherresidents.

1 DrugRelatedCriminal Activity - includesadeterminatioroy HABC thatthe applicanhas
beeninvolvedin theillegal manufacturesale distribution,or useof anillegal drug, or the
possessionf adrug withtheintentto manufacturesell, distributeor usetheillegal drug.

1 Patternof Alcohol Abuse- includesa determinatiorby HABC that the applicant's
patternof alcoholabusemight interferewith the health,safetyor right to peaceful
enjoymenbf thepremisedy otherresidents.

1 Initiating Threats includes a determination by HABC that the applicant has a history
of behavingn amanneiindicatingintentto assaulemployee®r otherresidents.

1 Abandonmentf aPublicHousingUnit T is a determination by HABC that the applicant
left a PHA unit withoutadvisingPHA management stao thatstaff couldsecurethe
unit andprotectthe propertyfrom vandalism.

HABC ACOP: DRAFT 726-19 4-20



1 NonPaymentof Rightful Obligationsi a determination by HABC that the applicant
owes rentutilities and/orothercharges t¢HABC or anyotherpublic housingauthority.

1 IntentionallyFalsifyingan Applicationfor Leasingi a determination by HABC that
theapplicant providedalseinformationaboutfamily incomeOR size,usedan alias
on the applicatiorfor housing,or madeany other materially false statementor
omission intendetb mislead.

1 GrosslyUnsanitaryor Hazardousdousekeeping a determination by HABC that the
applicant created fre hazard througlactssuchashoardingrags,paperspr any other
materialsseverelydamaged the premisasdequipment; caused infestatiaausedoul
odors, deposited garbaigehalls;or seriouslyneglectedhepremisesThiscategorydoes
notinclude a determination that theusekeeping found tobe superficiallyunclearor
lacking in orderlinesswheresuchconditionsdo notcreatea problemfor neighbors.

1 Destructionof Propertyi a determination by HABC that the applicant destroyed property in
previousrentals.

4.25PROHIBITED CRITERIA FOR DENIAL OF ADMISSION
HABC will not reject an applicant because:

1 The applicant hasoincome.

1 The applicant imotemployed.

1 Theapplicant does ngiarticipatan ajob-trainingprogram.

1 The applicant willnot apply for various welfare or
benefitprograms.

1 The applicant hashildren.
T The applicstatud 6s mari t al
1 The applicant is owelfare.

1 The applicant is atudent

4. 26 DWNER SELECTION OF TENANTS
After HABC has conductedpplicablescreening, HABC will refer eligible applicants to owners

who have vacant units. The owner is responsible for developing and HABC is responsible for
approving, owner written tenant selectioans which must be consistent with improving housing
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opportunities for income eligible families and reasonably related to program eligibility and an
applicantdos ability to fulfild]l their obligat:i
HABC, in writing, of any rejected applicants including the grounds for any rejection.

4.270WNER DENIAL OF ADMISSION

If an applicant is referred to an owrfer ownereligibility and suitability screening artds/her
applicationis rejected by thewner, the applicant may select a different site and maihisfher
waiting list date and time.The applicant will only be removed from t@ALBWL where the
owner denied the applicant even if the applicant is on @AeBWL s owned/operated by that
sameowner. Owner rejected applicéwill retain their position oall otherCALBWL s provided
the reason for rejection does not violate HABC eligibility and screening policies.

4.28HEARINGS
If informationis revealedhatwould causeHABC to denyadmissiono the householdand the
applicantdisputesthe information, s/he shall be given an opportunityfor aninformal hearing

accordingo theHABC's hearingoroceduresutlinedin the Chapteron ComplaintsiGrievances
andAppeals.
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CHAPTER 5: TENANT SELECTION AND ASSIGNMENT PLAN

5.1INTRODUCTION
This chapter explains the policies for selection of applicants from the waiting list that will be

assisted in HABC conventional public housing
do not hae their own tenant selection and assignment plan.

Applicantswill belistedon thewaiting listsin sequencéasedipon:

1 Applicable preferencactors.

1 Dateandtime of application.
Applicants will be selected from the waiting lists to form a final eligibility "pool" based on the
anticipated availability of units and size and type of units expected to be available. Applicants will
be placed in the appropriate eligibility pool basedtbe size and type of unit needed after
completing the verification and screening process.
To fill a vacancy HABC will offer the dwelling unit to applicantsat the top of the appropriate
eligibility pool.
5.2WAITING LIST PREFERENCES

Preferences are used to establish the order of placement on the waiting list and do not guarantee
admission to the program. Every applicant must meet HABC's Selection Criteria as defined in this

policy.

Applicants are contacted by HAB@hen they reach thtop of thewaiting list to verify their
preference. SEREPORTING CHANGES WHILE ON THE WAITING LIST  for information
on preference changeghile on the waiting listHABC will verify during the full eligibility
determination interview whether the applicant meets the criteria for the paderen

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

5.3LOCAL PREFERENCES

Local preferencesareusedto prioritize applicanton thewaiting list. Publicnoticewill be given
beforeHABC adoptsany new local preference not set forth in this ACORhe noticewill be
publicizedusingthesame guidelineasthosefor openingandclosingthewaiting list.

HABC useshefollowing Local Preferences:

1. Emergency Preferences
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1 Families displaced due t¢atural Disaster in the Baltimore metropolitan afesead, Ce
head or Spoudeas to have been displaged

1 Intimidated Crime Victims and Intimidated Witnesses of Crime Referred by the Maryland
State's Attorney or Deputy Attorney, the United States Attarrey of f i ce or au
persons within a law enforcement agenéyplies to any family member.

T Families displaced from the familyds resid
that occurs in Baltimore CityThe Head of Househol&o-head of Houdeold or spouse
has to be the person who is or is being displdeéeslr t hese purposes, t hi
housing unito means real property that: (1

otherwise approved by the governing government authgrifeer human habitation in
accordance with applicable building codes; (2) has an address recognized by the United
States Postal Service for delivery of mail; and (3) is occupied by the owner or by verified
permission of the owner. For these purposes, Gowent action does not include acts to
remove a person from any land, structure, place, space, or thing, which such person has no
legal right to occupy or remain.

HABC will select applicants with the emergency preference after selecting transfer farhies w
any type of emergency preference and before other transfer families.

2. Eithertheheadof householdco-head spouser solememberof thefamily is:
1 Employed
1 Age 62 or older
1 Enrolled in an approved Job TrainiRgogram.

1 A veteran: or
1 A family where one or more members is a person with a disability.

3. Residency Preference: HABC will grant priority within each preference categofamities
where the head, goead or spouse is a residehBaltimore CityCounty. Applicants who do
not live in Baltimore CityCountywill only be considered for assis@nafter the waiting list
is exhaustd of applicants who live in Baltimof&ty regardless of preferenc&pplicants who

are working or who have been notified that they are hired to wdheiBaltimore City area
will be provided with a residency preference.

5.4 SPECIAL HOUSING INITIATIVES
HABC may develop special housing initiatives that receive limited local preference through

HABC Board approval. These special initiatives are targetegémifically named families and
may be based on HABC and community priorities or HUD targeted funding. In addition, SHIs
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may include a defined number of PH units that will be allocated to families meeting specific
described criteria. An examples of spébisusing initiative is the program for homeless families
referred by the Mayords Office of Homel ess Se

The number and type of housing opportunities, eligibility and admissions criteria, lease terms, rent
payments and other terms and céiods may vary from program to program. The terms and
conditions of each Special Housing Initiative shall be described in MOUs or other agreements
subject to Board approval.

Generally, applicants for SHIs are referred to HABC. When referred to HAB@, fdredies may

have already been determined eligible based on the referring organizations criteria. However,
these families must meet HABC income and other eligibility requirements in order to be housed.
In establishing special housing initiatives, HABGIl determine the priority given to special
housing initiative applicants, including if appropriate, the ratio of admissions of standard
applicants to special initiatives applicants.

5.4.1HomelessFamilies Referredby t he Mayor 6s Of fi cGHS)of Ho mel

Pursuant to an agreement between HABC andptiogram funder HABC will provide an
allocation of upto10@ ubl i ¢ housing wunits f orOHSE tmough i es r
their Coordinated Access databa&pplicants for units allocated unddret Homeless allocation

must meet HABC eligibility and screening requiremenEigible applicants will be assigned
appropriatelysized unitsat family developments Each family referred under this progravil

have a primary service provider who will edmate and monitor all program activities. Families

will be required to complwith and complet¢heir service programs, which may include services

such as addiction, artiggressionfamily, and mental health counselinflABC has the right to

terminatea f ami |l yds | ease due to the f atnhd yféamiflayi d
service programilhe family must also comply with the termstoh e f &ABC legsé. s

5.50RDER OF SELECTION

Before applying its preference system, HABC will finsatch the baracteristics of the available

unit to the applicants available on the waiting lists. Factors such as unit size, accessible features,
or units in housing designated for the elderly or for-alwerly persons with disabilities limit the
admisson of families who match the characteristics and features of the vacant unit available.

The order of selection for vacant unitghich includegesidentgequesting/needing transfers, as
well as applicantswill generally be as followssubject to theaquirements of Section 10.9 for
Administrative Transfersand Section 10.12, Demolition, Disposition, Revitalization, or
Rehabilitation

Transfer Type or Admission Applicant or
Preference Transfer
Emergency to address health, safe Transfer
and habitability isses
Emergency VAWA Transfer
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Transfer Type or Admission Applicant or

Preference Transfer
Emergency IV/IW Transfer
Emergency preference Applicant
Immediate Needs Transfer
Reasonable accommodation Transfer
Transfers from accessible units Transfer
Severely ovehoused Transfer
Severelyunderhoused Transfer
Over/Under housed * Transfer
Local Preference 3 * Applicant
Local Preference 2 * Applicant

*For over/under housed transfeos, an annual basis, HABC will review its current occupancy
goals and objectiveandbased on that review, establish a ratio of new admissions to transfers.

NOTE: Where Emergency preferences are referred to HABC, the Executive Director or his/her
desigree shall make a written determination on the admission priority of the emergency. Such
determination will be included in the file to provide a clear audit trail for selection and housing.
The default admission priority for applicant emergencies will ber aft emergency transfers.

HABC does not apply additional preference points if a household qudtfiesore than onef
the household types Preference #2.e.,is employed and has disabled family members

The examples below assume the housedwdtected the same site (or were next oCHIEAWL )
and qualify for the unit size.

Example #1

Applicant A will be selected before Applicant B even though Applicant B applied before Applicant
A

Applicant A:
1 Applied on 3/5/17,
Lives in BaltimoreCity.
Is employed; and
Is 63 yeas of age,
Receives Jreference poinidwo for being a BaltimoreCity resident and one point for
qualifying for Preference 2.

il
il
T
T

ApplicantB:
1 Applied on11/15/16.
1 Is aveteranand
1 Does not live irBaltimoreCity,
1 Receivesl1 preferencepoiit or t he veterands status
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Example #2

Applicant C receives Preference points and will be selected before Applicant D, who receives
only 1 preference point. Even though Applicant D applied over one yeareb&fmlicant C,
applicants who do not live in Baltimore City will only be considered for assistance after the waiting
list is exhausted of applicants who live in Baltimore City regardless of preference.

Applicant C:
T Applied on 10/10/15
1 Works inBaltimore City
T Receives 2 points for working in Baltimore C{tgsidency preference)
1 Receives 1 point for being employed

Applicant D:
T Applied on 2/5/14
1 Is employed outside of Baltimore City
1 Does not currently live in Baltimore City
1 Receives 1 preferengmint for being employed

By matching unit and applicant characteristics, it is possible that applicants who are lower on the
waiting list may receive an offer of housing ahead of applicants with an earlier date and time of
application.

Any admissions policies mandated by court order or directed by HUD related to desegregation or
Fair Housing and Equal Opportunity will take

5.6 ORDER OF SELECTION FOR THE 22 SCATTERED SITES THOMPSONUNITS

Under the Thompson Consent Decree, HABC created 22 public housing units in Baltimore City
(Thompson 22 Units). HABCG6s Admi ssions and L
applicants for the Thompson 22 Units in accordance with Chapter 4 &Q@®. The families

found eligible to move into the Thompson 22 Units will be housed in accordance with the
following preferences

1 Current residents of HABC public housing who are in the Baltimore Regional Housing
Partnership (ABRHPO) case | oad.

H A B C édmissionsandLeasingOffice is alsoresponsibldor screenindamiliesto occupythe
Thompson 22 Unitghat meet the Uniform Federal Accessibility Standards( A U F Ails 0 )
accordancevith the followingpreferences:

1 1'Preferencé HABC public housing residents who are on the reasonable accommodation
transfer waiting list and need the features of a UFAS unit; and
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1 2"Preferencé Appl i cants on HABCO6s public housing
of a UFAS unit.

Families selectedy theAdmissionsandLeasingOffice for the Thompson 22 Units that are UFAS
compliantwill bereferredto BRHP for premovecounseling.

5.7PROHIBITION ON SELECTION LIMITS FOR MIXED POPULATION
DEVELOPMENTS

A mixed populationdevelopmenis one that is occupied Bgmilieswhosehead,spouseor sole
membelis atleast62 yearof age,andby familieswhosehead co-heador spouser solemember
is anon-elderlyperson witha disability.

No limit will be establishedon the numberof elderly families or nonelderly persons with
disabilities whamay occupya mixedpopulationdevelopmentAll otherHABC preferencesvill
beapplied.

PerHUD regulationsgqualpreferencevill be givento elderly familiesandnon-elderly persons
with disabilities.

Applicants who are referred to a development converted under the Rental Assistance
Demonstration (RAD) may be screened by that development in accordance with the RAD Long
Term Affordable (LTA) Criteria.

5.8UNIT OFFER S

The policies below cover unit offers famits covered undethe CALBWL, CAFAWL and
CAMPBWL.

Unit offers will be made to eligible applicants in the ready pool according to their ranking order.

I f an applicant has been offered a unit from
will not refer the applicant for other vacant units until a determination is made on the open referral.
For example, if an applicant is referred to a unitranRse Place and the applicant is also on the
waiting list for Heritage Crossing, the applicant will not be offered a unit at Heritage Crossing
until an outcome has been determined on the unit offered at Primrose Place.

5.8.1Unit Offers for Applicants on the CALBWL Only
When an applicant selects up to three developmeritsecGALBWL only, the refusal of one unit

offer, without good cause, will result in removal from s#lecteddevelopments covered by the
CALBWL. The applicanmust reapply
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5.8.2Unit Offers for Applicants on the CALBWL and CAMPBWL

If an appicant selects the CAMPBWL armhe or two developments covered by the CALBWL,

the applicant will have a total of three refusals of unit offers, without good cause, before being
removed from alcentrally managed waiting lists. For example, assuming refusals are without
good cause:

1 If an applicant selects Heritage Crossing, Gilmor Homes and the CAMPBWL and the
applicant refuses an offer at Heritage Crossing, the applicant will be removed &om th
Heritage Crossing waiting list and will hatveo moreunit refusals before being removed
from the Gilmor Homes and the CAMPBWL.

1 If the applicant is next offered a unit from the CAMPBWL and refuses the offer, the
applicant will beremainingon both theCAMPBWL and Gilmor waiting lists.

1 If the applicant is next offered a unit from either the CAMPBWL or Gilmor waiting list
and refuses the offer, the applicant will be removed from the CAMPBWL and Gilmor
waiting lists. The applicant will no longer be &sgton any waiting lists and must reapply.

5.8.3Unit Offers for Applicants on the CAMPBWL Only

Applicants who have selectetie CAMPBWL only will not be able to choose a specific
development coverashder the CAMPBWLHABC will provide up to thee (3)offers of dwelling
unitsfor applicants who have the CAMPBWL teeir waiting list optionIf an applicant refuses
three unit offers without good cause, the applicant will be removedifr®@e@AMPBWL and must

reapply.
5.8.4Unit Offers for Applicants on the CAFAWL

Applicants who have selected the CAFAWL oniyl be included on all development/unit waiting

lists for which they are eligible. Applicants who choose the CAFAWL will not be able to choose
a specific development covered under the CAFAWL. HABC willvide one unit offer to an
applicant who has chosen the CAFAWL as their waiting list option. If an applicant refuses the unit
offer, without good cause, the applicant will be removed from the CAFAWL and must reapply.

5.8.5Unit Offers for Project-Based Units Coered under the LTA Criteria
HABC will select applicants for Proje@ased (PB) Units covered under the LTA Criteria from
the PH CALBWL. The waiting list will identify the PB LTA units and inform interested families

that the PB LTA units will be subject t8B Program regulatory requirements and applicable
policies in the HCV Admin Plan.

5.9UNITS/DEVELO PMENTS INCLUDED IN THE CAMPBWL
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The CAMPBWL includes the following units and developments:

O 0000000000000 O0OO0

o

Allendale

Bel Park Towers

Bernard E. Mason

The Brentwood

ChaseHouse

Ellerslie

Govans Manor

Hollins House

J. Van Story Branch

Lakeview Tower and Lakeview Extension

McCulloh High Rise

Monument East

Primrose Place

Rosemont Towers

Wyman House

PleasanView GardensSenior12 UFAS AccessibleUnits developedoursuantto the
Bailey ConsentDecree

Pleasantview GardensFamily-13 UFAS AccessibleUnits developedoursuantto
the Bailey ConsentDecreeandonebedroomunits convertedunderRAD
SeniorTerracesApartmentBuilding - 4 UFAS AccessibleUnits developedoursuant
to the Bailey ConsentDecree

1 1-bedroomunits and applicable UFAS Accessible Units at the following developments:

O 0O O0OO0OO0OO0Oo

Arbor Oaks (4 UFAS Accessible Units developed pursuant to the Bailey Consent
Decree)

Heritage Crossing (4 UFAAccessible Units developed pursuant to the Bailey
Consent Decree)

Hillside Park

Townes at the Terraces (11 UFAS Accessible Units developed pursuant to the Bailey
Consent Decree)

1 UFAS Accessible Units at Broadway Overlook

T 479 UFAS Accessible Units in plib housing, scattered site housing, or privately owned or
managed property developed under the Bailey Consent Decree that use th€etrang
Affordable (LTA) Criteria

Vacancies for the units and developments covered under the CAMPBWL will be filled fisth
eligible applicant on the CAMPBWL, CAFAWL or the reasonable accommodations transfer list.
Where the term eligible familiemre concerned, this means that the waiting list will include only
those families who meet the eligibility requirements ferdievelopment, i.e. Elderly Only, Mixed
Population (elderly or neelderly disabled), Family.
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5.100FFER OF ACCESSIBLE UNITS

HABC hasunitsdesignedor personsvith mobility impairmentsteferred taasUFAS Accessible
Units.

Where a family needs a 2 orore BR unit on one level without steps, the only available units
which meet this qualification are UFAS Accessible Us such, families who are verified to
need such a unit, may be offered a UFAS Accessible Unit.

Applicants in which no household meerthas a mobility impairment witlot be offeredthese
unitsuntil all residents andpplicantsvho are eligible for the size of the availabIEAS Accessible
unit and who have a household member who has a mobility impaiveneriieenconsidered.

BeforeofferingavacantUFAS Accessiblenitto anapplicant in which no household member
has a mobility impairmengABC will offer such units:

1 First,to acurrentresidentat that HABC developmentho was approved by HABC to
transfer to aJJFAS Accessiblerni t and who is on HABCOs r eas
transfer waiting list because the resident or a household mérabadisability that
requires thespecal featuref thevacantunit.

1 Secondto a currentresident at another HABC developmevtio was approved by
HABC to transfer to a UFAS Accessible wuni
accommodation transfer waiting list because the residenhougehold membédrasa
disability thatrequires thespeciafeaturesf thevacantunit.

91 Third, toaneligiblequalifiedapplicanb n HABC6 s p wditinglistwhblas s i n g
adisability that requireshe specialfeaturesof thevacantunit or whohas a household
member who has a disability that requires the features of the unit.

Whenofferinga UFAS Accessiblaunit to anapplicant in which no household member has a
mobility impairmentHABC will require thehouseholdo agreeto moveto an availablenon
UFAShonaccessiblenitwithin 30 calendar daywheneithera currentesidenor anapplicant
needghefeaturesof theunit andthereis anotherunit available for théhousehold in which no
household member has a mobilitigability. This requiremenwill be a provisionof thelease
agreement.

5.11PREFERENCE DENIAL

If HABC deniesapreferencetheapplicanwill be placedonthewaiting list withoutbenefitof the
preference.

HABC will notify theapplicantin writing of thereasonsvhy the preferencavasdeniedand offer
theapplicanianopportunityfor areview.Theapplicanimust request an informal review witHid
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calendadays The request must be madevriting. If thepreferencelenialis upheldasaresultof
themeetingprtheapplicant doesotrequestmeetingtheapplicantwill beplacedonthewaiting

list without benefit of the preferenceFair Housing information and discrimination complaint

forms will be made available upon request by the asaatgers at each of the site developments

and by HABCO6s Fair Housing & Equal Opportunit

5.12LOW INCOME FAMILY ADMISSIONS

HABC will ensurghatatleast75% of thefamilies admittednto public housingfrom thewaiting
list haveincomesthatdo not exceedb0% of the areaedianincomeasestablishedn Baltimore
City.

HABC will notadmitany familywhoseincomeexceed$80% of theHUD approved aremedian
income.

5.13UNITS DESIGNATED FOR THE ELDERLY

Elderly families with a head, spouse or sole member at least 62 years of age will receive a
preferace for admission to buildings with an elderly preference.

5.14CHANGES PRIOR TO UNIT OFFER

Changes in an applicant 6s chsngea intasily compositiomdi ng b
and /or incoméhatoccurbetweerthe timeof eligibility determinatiorandunit offer mayaffect

the family's eligibility or Total TenantPayment The family will be notifiedin writing of

changesnt h e f @aligibilityyodlevelof benefitsandi nf or me d o fighttorae f ami | y
informal hearingwhenapplicable

HABC will verify and processltangesn family composition and/oncomewhich occuibetween

the time of eligibility determinatioand unitoffer. HABC will notleasea unitto afamily whose
occupancywill overcrowdor underutilizethe unit or whose change in income results in income
ineligibility.

If changes in the family compositisasultsin a change in the size of the unit for which the family
is eligible,HABC will place thefamily backon thewaiting list for the appropriate size unising

t he f ariginal daté and time of application

If changes in income result in a family being eiresome, HABC will send a denial letter and
inform the familyof its right to an informal hearing.

See policies in Chapter 4 an/WNER DENIAL OF ADMISSION for waiting list status when
an owner denies an applicant.
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5.15TIME LIMIT FOR ACCEPTANCE OF UNIT

Applicantsmustaccepta unit offer within 3 working daysof the datethe offer is made.Offers
madeoverthetelephonevill beconfirmedby letter.If unableto contactanapplicantby telephone,
HABC will sendaletter. Applicants will be removed from all centrally managed Wé&iting lists

if they do not respond within threeorking dayslf a letter is sent via US Mail, the threerking
daysis presumed to start twworking daysafter the date on the lettdrhis policy presumes that
the unit offer letter is mailed on the same daterenced on the unit offer letter.

Once an applicant has accepted a unit, the applicant must sign a lease withtige dHeethat is

no more than ®usiness daysdm the date of unit acceptant¢towever if the unit is not ready

on the date of uniécceptance, the lease must be signed with an effective date which is no more
than 3 business days from the date the unit will be ready for occupancy.

5.16 UNIT ACCCEPTANCE: UNIT OUTSIDE OF HABC OCCUPANCY STANDARDS

If a family agees to be housed in a uriatis smaller than the unitsizeundéABCO6s occupan
standardsthe family will not be allowed to request an occupancy standard move for one year.

I f a family agrees to be housed in a unit tha
stendards, the familyill be requirel to sign a Lease Addendum whereby the family agrees to

move pon thirty daysd notice from wHArBWle anl n s u ¢
appropriately sizednit for the family who is required to move.

5.17UNIT REFUSAL

Generally, f anapplicantrejects a unit that is offerethe applicant will be withdrawfrom the
centrallymanaged Public Housingaiting list unless the applicant can demonstrate and HABC
can verify good cause for the refusd@lthere unit offes are made for units covered under the
CAMPBWL, if an applicant rejects three unit offetee applicant will be withdrawn from all
centrally managed Public Housing waiting list unless the applicant can demonstrate and HABC
can verify good cause for the refusal.

If an applicantacceptghe unit offered butis unableto takeoccupancyat thetime of theoffer for
"good cause,'theapplicantwill notberemovedrom thewaitinglist.

5.18GOOD CAUSE FOR UNIT REFUSAL

"Goodcause'for therefusalto takeoccupancyf ahousingunitis defined belowlf an applicant
refuses an offer for good cause the applicant will rétaifinerposition on the waiting list and will
not be removed from the waiting list.

Reasons which constitute good cause include:
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1 Inaccessibility to source of employment or childsettely care such that an adult household
member must quit a job, drop out of an educational institution or a job training program,
which must be verified by the employer, job training program or day care center as
applicable.

1 For families who have a famgilmember with a disability, inaccessibility to the medical
provider or service provider, whi ch must b
professional.

1 A qualified, knowledgeable, health professional verifies the temporary hospitalization or
recovery from iliness of the principal household member, other household members, or a
live-in aide necessary to care for the principal housemelchber.

1 The unit isinappropriate for the applicant's disabilities (if the inappropriateness of the unit
i s not obvious, HABC may require ver i fic
professiongl

1 There is a change to the school which covers the development selectedeand th
parent/guardian no longer finds the location selecjmpropriate.

T Other <circumstances that are determined by

prevent the applicant from occupying the unit as may be verified by an independent third
party.
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CHAPTER 6: OCCUPANCY GUIDELINES
6.1INTRODUCTION

Occupancy Guidelines are established by HABC to ensure that families occupy units of the
appropriate sizeThis Chapter explains the Occupancy Guidelines used to determine minimum

and maximum unisizes based on the number of household members in the family when they are
selected from the waiting |ist, when a family
an exception to the occupancy guidelines.

6.2 DETERMINING UNIT SIZE

HABC does not detemine who shares a bedroom but there must be at least one person per
bedroomHABC&6s Occupancy Guideline standards for
manner consistent with Fair Housing guidelines. HABC uses the general guidelines for

determinng the unit size below in conjunction with the Parameters for Determination of Unit Size.

General Guidelinesfor Determining Unit Size

BedroomSize Persondn Household: | Personsn Household:

(Minimum #) (Maximum#)
0 Bedroom 1 2
1 Bedroom 1 2
2 Bedrooms 2 4
3 Bedrooms 3 6
4 Bedrooms 4 8
5 Bedrooms 6 10
6 Bedrooms 8 12

6.3PARAMETERS FOR DETERMINATION OF UNIT SIZE
Foroccupancytandardsanadultis apersorasdefinedin thisACOP.
Generally HABC will assigna unit within thefollowing guidelines:

1 Singlepersorfamiliesshallbeallocateda zeroor onebedroom.

1 The Head of Household will not be required to share a bedroom with anyone other than the
co-head of household or spouse.

1 A same or opposite sex couple who is marrlegk an interdependent relationship or
domestic partnership will be allocatedexo orone bedroom.

1 Household members of the same sex will be required to share a bedroom.
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1 Children of the opposite sex will nbe required to share a bedroom.

1 Foster children, appropriately documented, will be included in determining unit size only
if they will be in the unit for more than 180 calendar days per. year

1 Live-in aideswill generallybe provideda separatdedroom See the policy on livn
aides for information on family members of hireaides.

1 Spacemaybeprovidedfor astudentvho isawayatschoolbutwho liveswith thefamily
duringschoolrecesses.

1 Spacewill not be providedfor a family memberwho will be absent for more than 180
cumulative calendar days inaelve-monthperiod, exceptor family membersvho have
beencalledto activeduty. In thecasewhere a family member has been called to active duty,
the family compositionwill reman unchangecvenif the family members absentfrom
theunit for morethansix months. After oneyearHABC mayreevaluatehe situationand
maytakeact i on to transfer the family to anot h

6.4EXCEPTIONS TO OCCUPANCY GUIDELINES

HABC maygrantexceptiongromtheguidelinesatthef a mi réqyedtsif HABC determineshe
exceptionsarejustified by the relationship,age,sex,healthor disability of family members,or
other individual circumstancesThe Chief Operating Officer or his/her designee are authorized
to approve exceptions to occupancy standdfdan applicantequestdo be listed on a smaller

or larger bedroomsize waiting list, the following guidelineswill apply:

1 In all cases, where the family requests an exception to the general occupancy standards,
HABC will evaluate the relationship and ages of all family members and the overall size
of the unit.

T At the applicantds request oybegplacedonthe di scr
waiting list for a unit size smaller than designated by the occupancy guidelines if in doing
so, the family has an opportunity to be housed earlier, except where such placement

conflicts with HABCOs r equtersferDetermirmtionmafder t
Unit Size.o | f placed in a smaller sized u
until the family composition changes or the family has occupied the unit for at least two
years.

1 The family may request placement olaaer bedroom size waiting list than indicated by
HABCG6s occupancy guidelines. The request n
larger bedroonsize andwill be verified by HABC before the family is placed on the larger
bedroom size list.

o HABC will not assign a larger bedroom size due to additions of family members other
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than by birth, adoption, marriage, or ceawarded custodyAn exception will be
granted if the family has submitted an "Appointment of Temporary Guardian” to
HABC. If this form has been submitted, HABC will also require that the family have
initiated legal proceedings for guardianship or legal custody.

o HABC will consider the following requests for a larger bedroom size:

V Person with Disability HABC will grant an exception uporequest as a reasonable
accommodation for persons with disabilities if the need is appropriately verified by
a healthcare provider familiar with the disability and who can explain how a larger
unit will address the disability.

V To avoid vacancies, HABC ay provide a family with a larger unit than the
occupancy standards permit subject to the approval of the Chief Operating Officer
or his/her designee.

1 Children specified in joint custody agreements will be considered family members if the
agreement spéees that they live with the parent for 50% or more of the time (at least 183
days a year) HABC will require verification of the custody agreement which may include
school records and or court orders. When more than one applicant or client family is
claiming the same dependents as family members, the family with primary custody at the
time of the initial examination or recertification will be able to claim the dependents. If
there is a dispute about which family should claim them, HABC will make the
determnation based on available documents such as court orders, or an IRS return showing
which family has claimed the child for income tax purpoBes purposes of determining
unit size, HABCwill follow the occupancy guideline®und in Chapter 6 of this ACQP
however, an exception for an extra bedroom may be rfieadechild in a shared physical
custody arrangemenin any shared physical custody arrangemelmtdren may only be
listed as a family member in oheusehold.

6.5ACCESSIBLE UNITS

HABC has units dsigned for persons with mobility impairments and for persons with sight and
hearing impairments. These units were designed and constructed specifically to meet the needs of
persons requiring the use of wheelchairs and for persons requiring hearing &md vis
modifications.

Preference for occupancy of these units will be given to families who have family members who
have disabilities and require the modifications or accessibility features provided in the units.

Accessible units must be offered firsttee si dents on HABCO6s reasonabl
waiting list who have a household member who needs the accessibility features of the unit and
second to applicants on HABCO0s public housing
needs the accesdlity features of the unitAn accessible unit may be offered to either a resident

or an applicant who does not have a household member who needs the features of the unit only
after the unit has been offered to and rejected by residentspatidants who have a household
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member who needs the accessibility features of the unit.

If an accessible unit is offered and accepted by a resident or applicant who does not have a
household member who needs the accessibility features of the unisitenter applicant must

agree to a transfer to a nancessible uniat alater date,if HABC identifies a resident or an
applicant who has a household member with a mobility impairment requiring the features of the
accessible unifThis requirement is $éorth in an Accessible Unit Lease Addendum, which must

be signed by all residents leasing accessible units at the time the lease is signed.

6.6 FAMILY MOVES

The Asset Manager is required to complete a transfer application upon learning that a change in
the household composition results in the family being uhdese or ovehoused The Asset
Manager may learn of a change in the composition of a resident faeufuse gfamong other

things, information obtained during recertification or due to the vamaf a family member as
evidenced through a memorandum of understandfittge transfer request is approved, the family

will be placed on the appropriate transfer waiting list (See chapter on Transfers).

The occupancy guidelines in this section arbeéaised as a guide in determining when a change

in the bedroom size is approprigttnusual situations not covered in this policy must be reviewed
with the Admissions and Leasing Manager for a decision.
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CHAPTER 7: VERIFICATION
7.1INTRODUCTION

HABC and the privately owned/managed sites verify all information that is used to establish the
familyds eligibility and | evel of assistance.
verification process as a condition of receiving assistance. Alintetion obtained through the
verification process will be handled in accordance with the records management policies
established by HABC and the privately owned/managed sites.

HABC will follow verification guidance in its approved MTW Plans and wherespetifically

stated in an MTW Plan, HABC and the privately owned/managed sites will follow verification
guidance provided by HUD in Notice PIH 2610 and any subsequent guidance issued by HUD
This chapter describes the general verification process amtatzes the verification policies on
income, assets, mandatory deductions and other family information used by HABC and the
privately managed sites.

7.2FAMILY CONSENT TO RELEASE OF INFORMATION

Applicants and residents must supply amprmation that HABC, the privately owned/managed
sites or HUD determines is necessary for the administration of the program and must consent to
verification of that information by HABC and/or the privately managed sites.

It is required that all adult gficants and residents sign form HLIB86, Authorization for Release

of Information, any other HUD required form and other forms required by HABC and the privately
owned/managed sites as part of the application process and as part afetigication pocess.

The purpose of form HU886 is to facilitate automated data collection and computer matching
from specific sources and to provide the family's consent only for the specific purposes listed on
the forms.

If any family member who is required to Big consent form fails to do so, HABC or the privately
owned/managed site will deny admission to applicants or terminate the lease of residents. The
family may request a hearing in accordance wi
grievance proedures.

7.3VERIFICATION HIERARCHY

HABC and the privately owned/managed sites will use the most reliable form of verification that

is available. In order of priority, the forms of verification that HABC and the privately

owned/managed sites will use are:

T Upf ront I ncome Verification using adddkiieds Ent
Income Validation Tool (IVT)

1 Up-front Income Verification using a nedUD system
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1 Written Third Party Verification (may be provided by applicant or resident)
1 Written Thirdparty Verification Form
1 Oral Third-party Verification

i Selfcertification

7.40OVERVIEW OF VERIFICATION REQUIREMENTS

The foll owing ar e HABCOs and t he privately
requirements:

1 Any documents submitted rfoverification must be the original (not photocopies) and
generally must be dated within 60 calendar days of the date they are provided to HABC.

1 Generally, documents submitted for verification will remain valid for 150 calendar days
from the date of rempt

1 Criminal historyreportswill bevalid for no longeithan90 calendadays.

1 The documents must not be altered or in any way illegithdd8C may reject any tenant
provided documentation if:

o The document is not an original; or
o The originaldocument has been altered, mutilated or is not legible; or
o The document appears to be a forged document (i.e. does not appear to be authentic)

1 Printoutsfrom web pages may be considered original documents.

1 Any family selfcertifications must be made infarmat acceptable to HABC or the
privately owned/managed site and must be signed in the presence of an HABC
representative or a representative of the privately owned/managed site or a notary public.

1 The HABC staff membeor the privately owned/managedesstaff membewho views the
original document will make a photocopy and date stamp the copy with the date the
document was received.

1 Unless otherwise stated, HAB@nd the privately owned/managed sitedl accept
documents dated more than 6 months before t
or the residentds reexamination i f the doc!
from a source. For example, if the holder of a pension gnpuovides annual reports,

HABC and the privately owned/managed sitgsuld accept the most recent report
However, because a Social Security benefit letter may be obtained more than once per year,
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HABC and the privately owned/managed singls not accep a benefit letter that is more
than 60 calendar days old.

1 If a verifier provides a range of hours worked, HABRGd the privately owned/managed
siteswill use the average of the range to calculate income.

1 Where income is fully excluded, HABC will not educt third party verificatiorof the
income

7.5UP-FRONT INCOME VERIFICATION (UIV)

ulv refers to HABCG6s and the privately owned
available from independent sources that maintain computerized information about earnings and
benefits. UIV will be used to the extent that these systems are av&l&b¥BC and the privately
owned/managed sites.

7.6 ENTERPRISE INCOME VERIFICATION (EIV) SYSTEM

HABC and the privately owned/ manag®atysourtees wi |
to verify resident employment and certain income information duregular and interim
reexaminations of family composition and incori@e following policies apply to the use of
HUDG6Gs EIV system.

7.6.1Income Validation Tool ((IVT)

The IVT report facilitates and enhances identification of unreported or -veperted income

during interim and regular reexamination¥he IVT also provides income and wage,
unemployment compensation and SSA benefit informa#idditionally, the IVT report provides
income information for heads of household and family members where there may be discrepancies
in family reported income and employer reported information.

At each regular and interim reexamination of income and yaroinposition HABC will:
T Review the EIV Income and IVT reports to confirm/validate temapbrtedncome.
T Print and maintain the EIV Income and IVT Reports in the tefilant
T Obtain current acceptable tengmbvided documentation to supplement EIV imf@tion
(where applicable); and
1 Use current tenasgrovided documentation and/or thiparty verification to calculate
annual income.

Additionally, & eachregular and interim reexamination of income and family composition, using
the IVT, HABC will:
1 Identify any reported discrepancies in family reported income and employer reported
information.
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1 Request the tenant to provide any documentation to confirm or dispute the income
discrepancy.

1 If applicable, determine the tenant rent using the correct and updebeaie.

1 Determine the degree of tenant underreporting or misreporting of income infornaatibon;

1 Actin accordance with HABC policy to resolve the identified discrepancies.

7.6.2EIV Income Reports

The data shown on income reports is updated quartéolyever, data may be between three and
six months old at the time reports are generated.

EIV incomereports will be compared to famifyrovided information as part of the regular and
interim reexamination process. ElMcomereports may be used in the calculation of annual
income, as described in the Chapter on Income and Adjusted Income.

EIV incomereports will be used as necessary to identify earned income and unemployment
benefits, and to verify and calculate Social Secumyal Entitlementand/or Supplemental
Security Income benefits. EIvicome reportwill also be used to verify that familiedaiming

zero incomeor minimal incomeare not receiving income from any of these sources.

EIV Income Reports will be retained in resident files with the applicable annual or interim
reexamination documents. When HABC or the privately owned/manage@t&tenthes through
EIV Income Reports and thirgbarty verification that a family has concealed or urréported
income, corrective action will be taken pursuant to the policies this ACOP.

New Admission:

For each new admissioRIABC will review theEIV IncomeandIVT Reportswithin 120 days
from the first PIC submissiodateto ensure that families, at the time of admission, accurately
reported incomeHABC will print and retain the reports amdll take action to address any income
discrepanciewithin 60days from running the EIV income report.

Historical Adjustment:

For each historical adjustment, HABC will run the EIV Income BfidReportswithin 120 days
from the PIC submission daie ensure that familiesccurately reported incomdABC will print
and retain the reports and widlke action to address aimgome discrepanciegithin 60 days from
running the EIVIVT repors.

Interim Reexamination of Family Income and Composition

For eachinterim reexamination of family income amdmposition,HABC will review the EIV
Income and IVT Reports to ensure that famiiesurately reported incomedABC will print and
retain the reports and wibllow up with the family and resolve the differences between reported
information using the HD hierarchy of verification.

Reqular Reexamination
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For each regular reexamination of family income and composition, HABC will review and retain
in the tenant file the EIV Income and IVT Reports and any applicable documentation to resolve
identified incomediscrepancies.

7.6.3EIV Identity Verification

The EIV system verifies resident identities against Social Security Administration (SSA) records.
These records are compared to Public and Indian Housing Information Center (PIC) data for a
match on Social Sectyinumber, name, and date of birth. When identity verification for a resident
fails, a message will be displayed within the Eystem,and no income information will be
displayed.

HABC and the privately owned/managed sites will identify residents whlesgity verification

has failed. HABC and the privately owned/managed sites will attempt to resolve PIC/SSA
discrepancies by obtaining appropriate documentation from the reswlaeh HABC or the
privately owned/managed site determines that discrepaexigisas a result of errors by HABC

or the privately owned/managed site, such as spelling errors or incorrect birth dates, HABC or the
privately owned/managed site will correct the errors.

7.7THIRD -PARTY WRITTEN VERIFICATION

Written thirdparty verification is an original or authentic document generated khiad-party
sourcedated either within thé0-calendarday period preceding the reexamination or the HABC
or the privately owned/managed site request. &ieh documentation may be in the possession
of the resident or the applicaktABC or the privately owned/managed sibay, at its discretion,
reject any residerrovided or applicantprovided documents and follow up directly with the
source to obtain necessary verification of information.

Examples of acceptable applicgbvided and residesrovided documentmiclude butare not

limited to pay stubs, payroll summary reports, employer notice or letters of hire and termination,
SSA benefit verification letters, bank statements, child support payment stubs, welfare benefit
letters and/or printouts, and unemployment ntaryebenefit notices.

7.8WRITTEN THIRD -PARTY VERIFICATION FORM

When upfront verification is not available and the family is unable to provide writterpthitd
documents, or the documents provided by the family are rejected by HABC pritheely
owned/managed site, HABC or the privately owned/managed site will request a writtgratityrd
verification form HABC or the privately owned/managed site may mail, fax;oad third-party
written verification form requests to thighrty souces.

7.90RAL THIRD -PARTY VERIFICATION
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Oral third-party verification is mandatory if no form of written thiparty verification is available
Third-party oral verification may be used when requests for written-garty verification forms
have not beeneturned within Svorking days HABC or the privately owned/managed site will
document oral verification attempts in the resident file.

7.10WHEN THIRD -PARTY VERIFICATION IS NOT REQUIRED
Third party verification will not be required under the followingemstances:

Verification Service Charge

If there is a service charge for third party verification, HABC or the privately owned/managed site
will assume that third party verification is not available and use the next level of verification
according to th verification hierarchy set forth in section 7.3 of this chapter.

Primary Documents
Third-party verification is not required when legal documents are the primary source, such as a
birth certificate or other legal documentation of birth.

Imputed Asses
HABC or the privately owned/managed site will accept a-catfification from the family as
verification of assets disposed of for less than fair market value.

Assets ValuedJp to $50,000

Per the section of this chapter on asset verificattkBC or the privately owned/managed site

will accept a seltcertificationof asset income and valilethef ami | yé6s assets are
$50,000.

7.11SELF-CERTIFICATION

Selfcerti fication, or fAresident decl arm@vatdlyon, 0 i
owned/managed site is unable to obtain tpadty verification When information cannot be

verified by a third party or by review of documents, family members will be required to submit
self-certifications attesting to the accuracy of the infdrarathey have provided to HABC or the

privately owned/managed sitdABC or the privately owned/managed site will document the file

with attempts to obtain higher forms of verification before relying oncsatification.

The selfcertification must bemade in a format acceptable to HABC or the privately
owned/managed site and must be signed by the family member whose information or status is
being verified All self-certifications must be signed in the presence of an HABC representative or
notary public

7.12RESIDENT FAILS TO RESPONDTO VERIFICATION REQUEST

Residents are required to respond to requests by H¥XBI@ privately owned/managed site
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for verification of family, income and/or expense informatiéfABC or the privately
owned/managed sitgill take the following actions when a family fails to respond to the
request for verification:

1 5 working days after the request for verificationtHABC or the privately
owned/managed siteill senda letter to the headof householdwarning of the
consequences the family fails to contactHABC or the privately owned/managed
sitewithin the time frame set forth in the letter.

1 If at the end of the time frame set forth in the letter, the family hagroeided the
requested informatiorkHABC or the privately owned/managed sidl send the
family a termination letter.

7.13SUBSTANTIAL DIFFERENCE
If UIV/ third party information differs substantially from applicant/resident provided information
HABC and the privately owned/managed sites reserve the right to request additional verification
information and use any other verification method in priority order to reconcile the difference
HABC and the privately owned/managed sitg use the $200 per maeim as the threshold for a
substantial difference.
7.14FRAUD
Information provided by the applicant/resident that proves to be untrue may be used to disqualify
t he applicant for admi s s basal omttemptecefrautHABGan®e t h e
the privately owned/managed sites consider false information concerning the following to be
grounds for rejecting an applicant or terminating assistance:

1 Income, assets, familyomposition.

1 Social SecuritfNumbers.

i Preferences.

=a

Allowances (e.gmedical, disability and/or child care expensesd
1 Previous participant history or criminal history

The applicant/resident shall be notified in writing of such determination by HABC or the privately
owned/managed site and will be given the opportuitya grievance hearing.

7.15SOCIAL SECURITY NUMBERS
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Applicants and residents must provide documentation of a valid Social Security number for each
member of the householexcept forindividuals who do not contend eligible immigration status

An exemption is also provided to existing residents who were at least 62 years of aignasigf

31, 2010 andhad not previously disclosedSocial Security number.

HABC or the privately own@&/managed sit&ill accept the following documentation as acceptable
evidence of the social securitymber:
1 An original Social Security number card issued by the Social Security Administration
(SSA)

1 An original SSAissued document, which contains the eaand Social Security number
of the individual

1 An original document issued by a federal, state, or local government agency, which
contains the name and Social Security number of the individual

Verification of the Social Security number of a chilider the age of 6 must be provided to HABC

or the privately owned/managed site within 90 calendar days from the date of admission to the
program or within 90 days of the date of the request to add the child to the housetdiday

extension may be grted if HABC or the privately owned/managed site determines that the
residentos failure to comply was due to unf or ¢
control During the period HABC or the privately owned/managed site is awaiting docuioenta

of the Social Security number, the child will be counted as part of the assisted household.

When a resident makes a request to add a new household member who is 6 years of age or under
and has a Social Security number, the resident must providetmngete and accurate Social
Security number assigned to that member at the time of reexamination or reexamination, and the
documentation required to verify the Social Security numb#ABC or the privately
owned/managed sitaill not add the new householthember until such documentation is
provided.

7.16 DOCUMENTATION OF AGE
If an official record of birth or evidence of Social Security retirement benefits cannot be provided,
HABC or the privately owned/managed sit#l require the family to submit other dozents that

support the reported age of the family member (e.g., school records, driver's license if birth year
is recorded) and to provide a sedrtification.

7.17MARRIAGE

Certification by the head of household is normally sufficient verification of ergari
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7.18SEPARATION OR DIVORCE

HABC or the privately owned/managed sitay require the family to provide documentation of

the divorce or separation with a certified copy of a divorce decree, signed by a court officer; a copy
of a courtordered maintenance or other court record; or other documentation that shows a couple
is divorced or separated.

7.19ABSENCE OF ADULT MEMBER

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

7.20FOSTER CHILDREN AND FOSTER ADULTS

Third-party verification from the state or local government agency responsible for the placement
of the foster child ofoster adult with the family is required.

7.21VERIFICATION OF STUDENT STATUS

HABC andthe privately owned/managed sitegjuire families to provide information about the
student status of all students who are 18 years of age or older. This informatiba wallified
only if:

1 The family claims fultime student status for an adult other than the head, spouse, or co
head, or

1 The family claims ahildcarededuction to enable a family member to further his or her
education.

7.22VERIFICATION OF DISABILITY

HABC and the privately owned/managed sites wsttebasedwaiting lists will verify the

existence of a disability in order to determine waiting list prefered¢&BC and the privately
owned/managed sites will verify the existence of a disalbdi@iow cetain income disallowances

and deductions from incomé&ABC or the privately owned/managed sitei | | use HUDG¢
definition of disability in 24 CFR 5.403, as may be amended, to verify a disability for these
purposes.

HABC and the privately owned/managed sitaill accept receipt of Social Security
Administration disability benefits or other benefits awarded exclusively to persons with disabilities
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as verification of disability and to entitle a resident to the household deduction for persons with
disabilities If the resident stops receiving Social Security Administration disability benefits, is not
receiving any other benefits that are awarded only to persons with disabilities and does not have

an obvious disability, HABOr the privately owned/managed sitesy require the resident to

provide disability verification from a healthcare professional verifying that the resident continues

to have a disability as a condition of the re
for persons with disabilities

7.23VERIFICATION OF U.S. CITIZENSHIP AND OF ELIGIBLE IMMIGRATION
STATUS

HUD requires a declaration for each family member who claims to be a U.S. citizen or national or
to have eligible immigration status. The declaration must be sigeasbnally by any family
member 18 or older and by a guardian for minors.

Family members who claim U.S. citizenship or national status will not be required to provide
additional documentation unless HABCthe privately owned/managed sieeeives inforration
indicating that an individual 6s decl aration m

The documentation required for eligible raitizens varies depending upon factors such as the
date the person entered the U.S., the conditions under which eligible immigratiomasabgeen
granted, age, and the date on which the family began receivingfbiuied assistance

For family members age 62 or older who claim to be eligible immigrants, proof of age is required,;
however, no further verification of eligible immigration stats required.

For family members under the age of 62 who claim to be eligible immigrants, HABRe
privately owned/managed sitsill verify immigration status with the U.S. Citizenship and
Immigration Services (USCIS). HABC will follow all USCIS pretas for verification of eligible
immigration status.

7.24VERIFYING INCOME

Any income reported by the family must be verified.

7.24.1Earned Income
For verification of wages usingaystubgwritten third party verification), HAB@nd the privately

owned/managed sitesquire4 pays stubs for weekly pay, 2 pay stubs fawvbekly or bimonthly
pay and 2 pay stubs for monthly paye pay stubs must be consecutive.
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If an applicant/resident provides more than the minimum required pay stubs for verification,
HABC or the privately owned/managed suéll use only the minimum number of paystubs
required and will ensure that the pay stubs used reflect the most currsttysgyrovided.

MTW Policy

HABC will not verify adult fulttime studentfor adult FT students other than the head,|co
head or spous@)come as 100% of the earned income is excluded; however, HABC will yerify
full-time student status.

7.24.2Business &SeltEmployment Income

Business owners and selmployed persons will be required to provide one or more of the
following:

1 An audited financial statement for the previous fiscal year if an audit was conducted.

1 If an audit was not conducted, a statement of income and expenses sulsnitéed and
the business owner or semployed person must certify to its accuracy.

1 All IRS schedules completed for filing federal and local taxes in the preceding year. If
acceerated depreciation was used on the tax return or financial statement, an accountant's
calculation of depreciation expense, computed using strightlepreciation rules.

At any reexamination HAB®r the privately owned/managed sitey request documenthat
support submitted financial statements such as manifests, appointment books, cash books, or bank
statements.

If a family member has been selfnployed for less than three (3) months, HA@Ghe privately
owned/managed siteill accept the familyne mber 6 s certi fi ed esti mate
an interim reexamination in three (3) months.

If the family member has been selinployed for only three (3) to twelve (12) months HABC
the privately owned/managed sitél require the family to prode documentation of income and
expenses for this period and use that information to project income.

7.243Soci al Security (ASSo0)/ Suppl emental Secur

To verify the SS/SSI benefits_aipplicants HABC or the privately owned/managed sl

request a current (dated within the last 60 calendar days) SSA benefit verification letter from each
family member who receives social security benefits. If a family member is unable to provide the
document, HABCor the privately owned/managed sudl help the applicant request a benefit
verification | et twww.sdcialseearitySgSoh dslsthe\iéenity togeques ona t
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by calling SSA at 8800-772-1213 The family will be required to provide the bémeerification
letter to HABC upon receiving it.

To verify the SS/SSI benefit$ residentsHABC or the privately owned/managed sigl obtain
information about SS/ SSI benefits through
that the current listed benefit amount is correct.

If the resident disputes the Efdported benefit amount, or if benefit information is not avaalabl
in HUD systems, HAB®r the privately owned/managed sitél request a current SSA benefit
verification letter from each family member who receives Social Security berneatdamily
member is unable to provide the document, HAB@he privately owad/managed sitgill advise

HUD

the resident t hat he or she may request a be

www.socialsecurity.gowr ask the family to request one by calling SSA-800-7721213. The
family will be required to provide the befit verification letter to HABCor the privately
owned/managed sitgon receiving it.

7.24.4Alimony or Child Support
The methods HABG@nd the privately owned/managed siek use to verify alimony and child
support payments will differ depending on whastlthe family declares that it receives regular
paymentslf the family declares that receives irregular or no payment$lABC or the privately
owned/managed sit@ill verify payments using a disbursement history provided by the child
support enforcemeragency If the family declares that payments are regular, HA®Che
privately owned/managed siell use one or more of the following:

1 Copies of the receipts and/or payment sfutxs a complete prior six (6) month average

1 Third-party verification brm from the state or local child support enforcement agency

1 Third-party verification form from the person paying the support

1 Family's seHcertification of amount received
If there ae minors in the household abdth parents and/or legal guardians do not reside in the

unit, HABC will request3 party verification from the Family Court to confirm that no child
support is paid.

7.25ASSETS AND INCOME FROM ASSETS

MTW Policy

Underthe authority of the MTW Agreement, applicants and tenants will be allowed 1q self
certify asset value andincomeh en t he mar ket / f aicup to$60,000. hl e

HABC ACOP: DRAFT 726-19 7-12

f ami



When the market/facealue of assets is over $50,000, HABC will apgulatay verification
requirements.

HABC and the privately owned/managed s require the information necessary to determine
the current cash value of the familybds assets
the asset were converted to cash.

Acceptable verification may include any of the following:

1 Verification forms, letters, or documents from a financial institutiohroker.

1 Passbooks, checking account statements, certificates of deposit, bonds, or financial
statements completed by a financial institutiomker.

T Quotes from a stockbroker or realtyemt as to net amount family would receive if they
liquidated security or reastate.

1 Real estate tax statements if the approximate current market value can be declared from
assessment.

¢ Financial statements for businessets.

1 Copies of closing documés showing the selling price and the distribution of the sales
proceeds.

T Appraisals of personal property.

7.25.1Assets Disposed of for Less than Fair Market Value
HABC or the privately owned/managed site will obtain a-settification from applicants and
residents as to whether any member has disposed of assets for less than fair market value during
the two years preceding the effective date ofthep | i eclaingibbsi | ity certi ficat
reexaminationlf the family certifies that it has disposed of assets, as defined by HUD, for less
than fair market value, verification is required that shows:

1 All assets disposed of for less than fair maxietie.

1 The date they were disposefl

1 The amount the family received; and

1 The market value of the assets at the time of disposition. Third party verification will be
obtained wherever possible.
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7.25.2Net Income from Rental Property
To verify net income from a reaitproperty, the family must provide:

1 A current executed lease for the property that shows the rental amount or certification from
the current resident; or

1 A self-certification from the family members engaged in the rental of property providing
an estimge of expenses for the coming year and the most recent IRS Form 1040 with
Schedule E (Rental Income). If a Schedule E was not prepared, leAB@ privately
owned/managed sitgill require the family members involved in the rental of property to
provide aself-certification of income and expenses for the previous year and may request
documentation to support the statemantudingtax statements, insurance invoices, bills
for reasonable maintenance and utilities, and bank statements or amortizatioeschedu
showing monthly interest expense.

7.26 RETIREMENT ACCOUNTS

HABC or the privately owned/managed si#l accept written thirdparty documents supplied by
applicants and residents as evidence of the status of retirement accounts. Theotygiaabf
document that will be accepted depends wupon t

1 Beforeretirement, HABCor the privately owned/managed sl accept an original
document from the entity holding the account with a date that shows it io8teenently
scheduled statement for the account but in no case earlier than 6 months from the effective
date of the examination.

1 Upon retirement, HABCor the privately owned/managed sitgll accept an original
document from the entity holding the accbtirat reflects any distributions of the account
balance, any lump sums taken and any regular payments.

1 After retirement, HABCor the privately owned/managed sitgll accept an original
document from the entity holding the account dated no earlier thamohths before the
date of the applicantds eligibility interv]
distributions of the account balance, any lump sums taken and any regular distributions.

7.27INCOME FROM EXCLUDED SOURCES

For fully excludedincome,HABC andthe privately owned/managed sitae not required to

follow the verification hierarchy, document why thipdrty verification is not available, or report

the income on the 5005Bully excluded income is defined in 24 C.F.R 5.60Bi(cl7), as may

be amended, and is income that is entirely excluded from the annual income determination (for
example, food stamps, earned income of a minor, or foster care funds). HABC will accept the
f ami | ycérsficatsore &sfverification of fully exaeded income. HABC andhe privately
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owned/managed sitesay request additional documentation if necessary to document the income
sourceFor example, under MTWHABC fully excludes earned income of adult-time students,

other than the head, 4eead orspouseln concert with this policy, HABC will not verify earned
income of adulfull-time students where the income is fully excluded.

Partially excluded incomis defined as income where only a certain portion of what is reported by
the family qualifes to be excluded and the remainder is included in annual income (for example,
the income of an adult futime student, or income excluded under the earned income
disallowance). HABQr the privately owned/managed siél verify the source and amount of
partially excluded income.

7.28ZERO, MINI MAL INCOME HOUSEHOLD S & TEMPORARY/SPORADIC
INCOME HOUSEHOLDS

A zeraincomehousehold is one where no household member receives any income, contributions
and/or benefits on his/her own behalf or on behalf of another individual in the household.

A minimal income household is one where the combined gross household isck€0 or less
per year.

A temporary or sporadic income household is one where the only source of income is temporary
or sporadic income.

See Chapter 13: Reexamination and Continued Occupaolgyies related to zero, minimal
income and temporary/sporadicome households.

Households that report zemr minimal income and households reporting only temporary or
sporadic incomemay be required to provide information regarding their means of basic
subsistence, such as food, utilities, transportationifdtch e f ami | yo6st e peamielsy @
known income, HABOr the privately owned/managed sit@y make inquiry as to the nature of

the familybés accessible resources

HABC or the privately owned/managed sitay also review the family information toaduate
possible participation in programs such as TANF or unemployment compensation, and to provide
information on social service agencies and other organizations that may be of assistance to
families.

HABC or the privately owned/managed siteay questia the family to determine if there is
unreported income and to clarify any discrepancies.

HABC or the privately owned/managed si#l require the following when the household claims
zeroor minimalor only temporary/sporadiocome at each successive income reexamination:

1 Head or cehead of household must complete a Personal Declaration and Continued
Occupancy Application.
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1 Completion of a zero income s@értification by each adult househefember.

1 EIV check to confirm that no household member has any inacome the case of a
minimal income family, to verify the incomeported.

1 Verification of any income source recedat the certification prior to the claim of zero
income minimal incomeor temporary or sporadic incomieorexamplejf one household
member, at the certification prior to the claim of zero income, had wage income, HABC
or the privately owned/managedesiill verify termination of employment.

HABC will run an EIV income report every 180 days for zero incomimimal incomeand
temporary/sporadic inconfeuseholds and will take action for unreported income.

7.29VERIFYING MANDATORY DEDUCTIONS

Policies in this section cover verification of mandatory deductions.

7.29.1Dependent and Elderly/Disabled Household Deductions
HABC or the privately owned/managed site will verify that the family members identified as

dependents alderly/disabled persons meet the statutory definitions. No further verifications are
required.

7.29.2Medical Expense Deduction
Unreimbursed medical expenses will be verified through written-garty documents provided
by the family, such as pharmacy paduats or receipts. See policies related to medical expenses in
the chapter on income and adjusted incdi##BC or the privately owned/managed site will verify
that:

1 The household is eligible for the deduction.

1 The costs to be deducted are qualified médigpenses.

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

1 Costs incurred in past years are counted only once.

7.29.3Disability Assistance Expenses
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HABC or the privately owned/managed site will verify that the family is eligible to deduct
unreimbursed disability assistance expens#sBC or the privately owned/managed site will
allow a family to deduct unreimbursed disability assistance expenses after verifying that:

1 The family member for whom the expense is incurred is a person withlitiessab
1 The expense permits a family member, or members, to work

1 The expense is not reimbursed from another source

Attendant Care

HABC will accept written thireparty documents provided by the family. If fampyovided
documents are n@tvailable, HABC will send a thirgarty verification form directly to the care
provider requesting the needed information. See policies related to disability assistance expenses
in Chapter 8: Income and Adjusted Incora&penses for attendant care will\aerified through:

1 Written third-party documents provided by the family, such as receipts or cancelled checks.

1 Third-party verification form signed by the provider, if fampyovided documents are not
available.

1 If third-party verification is not posdi, written family certification as to costs anticipated
to be incurred for the upcoming 12 months.

Auxiliary Apparatus
Expenses for auxiliary apparatus will be verified through:

1 Written thirdparty documents provided by the family, such as billing statgs for
purchase of auxiliary apparatus, or other evidence of monthly payments or total payments
that will be due for the apparatus during the upcoming 12 months.

1 Third-party verification form signed by the provider, if fampyovided documents are not
available.

1 If third-party or document review is not possible, written family certification of estimated
apparatus costs for the upcoming 12 months.

7.29.4Child Care Expenses

The amount of thehildcareexpense deduction will be verified following the standard verification
proceduresHABC or the privately owned/managed site will verify that the household is eligible
to deduct unreimbursezhildcareexpenses by verifying the following:

1 The child is eligole for care (12 or younger).
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9 The costs claimed are not reimbursed.

1 The costs enable a family member to work, actively seek work, or furtlhee f a mi |
education.

1 The costs are for an allowable typecbifldcare

1 The costs are reasonable.
Reasonableness of Expenses
The actual costs the family incurs will be compared with standards of reasonableness for the type
of care in the locality to ensure that the costs are reasonable. If the family presents a justification
for costs that exceed tyal costs in the area, HABC or the privately owned/managed site will
request additional documentation, as required, to support a determination that the higher cost is
appropriate.
7.30 Verification of Identity
Adult residentswill be requiredto present a current photo identification card (such esgreent
driverds | icense, state issued | D, student

certificate is, indeed, theesident Copies ofidentification verification itemsnust be retained in
the tenant fildolder.
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CHAPTER 8: INCOME & ADJUSTED INCOME
8.1INTROD UCTION

A familyds income determines eligibility for
rent payment. HABC and the privately owned/managed sites will use the policies and methods
described in this chapter to ensure that only incomébtidamilies receive assistance and that
families pay the appropriate amount as set forth in this policy and in the MTW Plan, as applicable
Once annual income has been established HABC and the privately owned/managed sites will
subtract from annual incoenthe deductions for which a family qualifies in order to determine
adjusted income.

8.2MINIMUM INCOME

Thereis no minimumincomerequirement or appl i cants or residents
public housing program Certain privately owned sites may apply different income eligibility
requirements as set forth in their approved tenant selection criteria.

8.3ANNUAL INCOME

Annual incomaneans all amounts, monetary or not, which:

1 Goesto, oris on behalf of, the famiigad or spouse (even if temporarily absent) or to any
other familymember.

1 Is anticipated to be received from a source outside the family during tmenith period
following admission or annual reexamination effectiate.

1 Is not specifically exclued under 24 C.F.R. 5.609 or the MTW Plan, where applicable.
Annual income also covers amounts derived during thed2th period from assets to which any
member of the family has access, except where otherwise excluded under the MTW Plan, as
applicable.

Annual incoméancludes but is not limited to:

1 The full amount, before any payroll deductions, of wages and salaries, overtime pay,
commissions, fees, tips and bonuses, and other compensation for personal. Séhgices
employment income of an emancipatathor is included if the emancipated minor is the
head of household, dwead,or spouse.

1 The net income from operation of a business or profession
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o Expenditures for business expansion or amortization of capital indebtedness shall not
be used as deductis in determining the net income from a business. An allowance for
thestraightline depreciation of assets used in a business or profession may be deducted
as provided in IRS regulations. Withdrawals of cash or assets will not be considered
income when sed to reimburse the family for cash or assets invested in the business
Any withdrawal of cash or assets from the operation of a business or profession will be
included in income, except to the extent the withdrawal is reimbursement of cash or
assets inv&ed in the operation by ti@mily.

1 Interest, dividends, and other net income of any kind from real or personal property

o Expenditures for amortization of capital indebtedness shall not be used as deductions
in determining net incomeé\n allowance for lie straightline depreciation of real or
personal property is permittéd/ithdrawals of cash or assets will be considered income
when used to reimburse the family for cash or assets invested in the property.

1 If the family has net family assets in exce§$90,000, annual income shall inclutiee
market value of the asset times the passbook savings rate. See MTW Pdlieybn
INCOME

1 The fullamouns of periodicpayments received from Social Security, annuities, insurance
policies, retirement funds, pensions, disability or death benefits, and other similar types of
periodic receipts (See section 8.4 (Annual Income Exclusions) of this chapteatment
of delayed or deferred periodic payment of Social Security or Supplemental Security
Income benefifs

T Payments in |ieu of earnings, such as unemg
compensation, and severance pay (See section 8ruéhincome Exclusions) of this
chapter concerning treatment of luispm additions as family assets)

1 All welfare assistance payments (Temporary Assistance to Needy Families, General
Assistance) received by or on behalf of any famigmber.

1 Periodic anddeterminable allowances, such as alimony and child support payments, and
regular cash and nesash contributions or gifts received from agencies or persons not
residing in the dwelling made to or on behalf of family members

o Any contributionor gift receivedevery2 monthsor morefrequentlywill beconsidered
a "regular"contribution orgift, unlessthe amountis lessthan$600.00peryear.

1 Imputed Welfare IncomeSuch amounts that involve a reduction of welfare benefits by the
welfareagency, in whole or in part, for a resident family member, because of fraud by a
family member in connection with the welfare program or because of a welfare agency
sanction against a family member for rmympliance with a welfare agency requirement
to paticipate in an economic setufficiency program shall be included in annual income
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This limitation does not apply to the loss of welfare benefits resulting from the expiration
of a lifetime limit on benefits or a durational time limit banefits.

o All regular payments to the head of the household for support of a minor, or payments
nominally to a minor for his/hesupport butcontrolled for his/her benefit by the head of
the household or a resident family member other than the head, who is resgonsiisle
or hersupport.

1 Allregular pay, specigtlaymentsand allowances (such as longevity, overseas duty, rental
allowances, allowances for dependents, etc.), received by a member of the Armed Forces
(whetherthey are living or ngtwho is head othe family, spouse, or other family member
whose dependents are residing in the unit.

8.4 ANNUAL INCOME EXCLUSIONS
Annual Income does not include the following:

1 Income from the employment of children (including foster children) under the age of 18
years.

1 Income from the employment of an emancipated minor if the emancipated minor is not the
head of household, deead oispouse.

1 Payments received for the care of foster children or foster adults (usually individuals with
disabilities, unrelated to the residdamily, who are unable to live alone

1 Kinship and other similar state guardianship care paymkitship care, KiRGAP, and
similar programs funded by states serve as an alternative to foster care placements. The
compensation to participating rela® or legal guardians is comparable to the
compensation to foster care paremayments for the care of foster children and foster
adults are exempt from income.

1 Lump sum additions to family assets, such as inheritances, insurance paymoardsg
payments under health and accident insuran
onetime lottery winnings, and settlement for personal or property losses (see above if the
payments are or will be periodic in natur8®e section belovof treatment of delayed or
deferred periodic payments of Social Security or Supplgal Security Income benefits.

See MTW Policy oiASSET INCOME.

1 Amounts received by the family that are specifically for, or in reimbursement of, the cost
of medical expenses for any famityember.

1 Withdrawals of cash or assets when used to reimburse the family for cash or assets invested
in aproperty.
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1 Income of ailve-in aideprovided the person meets the definition of a-livaide.

1 The full amount of student financial assistance paid directly tosthdent,or the
educational institution isxcluded.

1 The special pay to a family member serving in the Armaddowho is exposed to hostile
fire.

f Certain amounts received that are related to participation in the following programs:

(0]

o

Amounts received under HUD funded trainjprggrams.

Amounts received by a person with disabilities that are disregardedifoited|time
for purposes of Supplemental Security Income and benefits that are set aside for use
under a Plan to Attain Se8ufficiency (PASS);

Amounts received by a resident in other publicly assisted programs that are specifically
for, or in reimbursemnt of, outof-pocket expenses incurred (special equipment,
clothing, transportatiorchildcare etc.) to allow participation in a specifscogram.

A resident services stipend, which is a modest amount (not to exceed $200/month)
received by a public hoing) resident for performing a service for HABC or a privately
owned/managed site, on a pame basis, that enhances the quality of life in public
housing. Such services may include but are not limited to, fire patrol, hall monitoring,
lawn maintenance na resident initiatives coordinatioNo resident may receive more
than one such stipend during the sgagod and

Incremental earnings and/or benefits to any family member from participatian in
gualifying state or local employment training program (including training programs not
affiliated with the local government), and training of family members as resident
manag@ment staff. Amounts excluded by this provision must be received under
employment training programs with clearly defined goals abpctives andare
excluded only for a limited period as determined in advand¢ABC.

1 Temporarynhonrecurring, or sporadic income (including gjfts

1 Reparation payments paid by foreign governments pursuant to claims filed under the laws
of that government by persons who were persecuted during thenldazi

1 A training programis defined as one with goals and objectives designedto lead to a higher level of
proficiency, and one, which enhanceghe i n d i v ialdlity dol obtain employment. Thiaining programmay
haveperformancestandard$o measure proficiencyTrainingmayinclude butis notlimited to classroontrainingin
aspecificoccupationaskill, on-the-job trainingwith wagessubsidizedy theprogram, and basieducation.
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1 All earned incomédor each fulitime stueknt 18 years old or older (excluding the head of
the household and spouse); (unearned income of &dlUHtime students,i.e. Social
Security, Supplemental Security Income and Child Support is coudesdMTW Policy
onWAGES;

1 Adoption assistance payments in excess of $480 per addpted

1 Deferred periodic payments of Supplemental Security Income and Social Security benefits
that are received in a lump syayment.

1 Amounts received by the family in the form of refunds or rebates under state or local law
for property taxes paid on the dwedj apartment.

1 Amounts paid by a state agency to a family that has a family member with a developmental
disability living at home to offset the cost of services and equipment needed to keep the
family member with the developmental disability at home; and

1 Amounts specifically excluded by any other federal statute from consideration as income
for purposes of determining eligibility or benefits under a category of assistance programs
that includes assistance under a program to which the exclusions sét thetabove list
of excluded income apply. A notice will be published by HUD in the Federal Register
identifying the benefits that qualify for this exclusion. A list of these federally mandated
exclusions are included as Appendix FEDERALLY MANDATED INCOME
EXCLUSIONS to this ACOP.

8.5ANTICIPATING ANNUAL INCOME

HABC and the privately owned/managed sites will calculate anticipated annual incaudig

the income the family expects to receive during thendlnt h peri od f ol | owi n
admission or regular reexamination effective daiordingly, annual income is calculated by
projecting current income forward for a-frfonth periodIf an estimatecanbe madefor those
familieswhoseincomefluctuatesrom monthto month by income averagintis estimatewill be

usedso thatthe housingpaymentwill not change froomonthto month. If therearebonusesor

overtime which theemployercannotanticipatefor thenext twelvemonths bonuseandovertime

receivedthe previousyearwill be used. Themethoduseddependsn theregularity,sourceand

typeof income.

8.6 KNOWN CHANGES IN INCOME

If HABC or the privatelyowned/managed site verifies an upcoming increase or decrease in
income, annual income will be calculated by applying each income amount to the appropriate part
of the 12month period.

Example:
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An employer reports that a fuiime employee who has been receiving $8/hour will begin to
receive $8.25/hour in the eighth week after the effective date of the reexamination.

HABC or the privately owned/managed site would calculate annual incomeassfo{8/hour
x 40 hours x 7 weeks) + ($8.25/hr. x 40 hours x 45 weeks = $2,240.00 + $14,850.00 = $17,090.00)

8.7 ROUNDING OF INCOME AND DEDUCTIONS

Generally, HABCor the privately owned/managed sitél round to the nearest whole dollar at
theannual calalationfor each income/deduction source.

HABC or the privately owned/managed siél round as follows for the following income and
deductions:

1 Social Security Income

o When the Social Security benefit letter states that the monthly benefit is rounded
down to the whole dollaHABC or the privately owned/managed sitdl calculate
annual income by using thHeall monthly (not rounded down) benefit before any
deductions athround at the final annual calculatidrne benefit letter is only to be
used when Enterprise Income Verification (EIV) is not available or the resident
disputes EIV.

1 Applying the Costof-Living Adjustment (COLA) to Social Security and Supplemental
Secuity Income

o0 When the EIV report does not yet contain the benefit for the upcoming year and
where HABCor the privately owned/managed sgaequired to apply the COLA
for the upcoming year, HABGr the privately owned/managed sitél apply the
COLA to the current monthly benefit and will use the full monthly benefit to
calculate income. Faxamplejf the current Social Security benefit is $560/month
and the COLA is 1.7%, HABGr the privately owned/managed siteuld increase
the monthly benefit of $38month benefit by 1.7% to $569.52 and would then
multiply $569.52 times 12 to get the annual incoiiifee rounding would occur at
the annual calculation $6834.

1 With respect to othemcome/deductiorverification ®urces,HABC and the privately
owned/managed sites witlllow theinstructions for rounding set forth in tlerification
documento calculateannualincomeand/ordeductions.

8.8 WAGES

The full amount, before any payroll deductions, of wages and salaries, overtimerpayissions,
fees, tips and bonuses, and other compensation for personal services is included in annual income.
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For persons who regularly receive bonuses or commissions, HABC and the privately
owned/managed sites will average amounts received foryd¢lae preceding admission or
reexamination

MTW Policy

o

Under the authority of the MTW AgreemeRtABC will exclude all fulttime student earne
income for adulffull-time students, other than the head of householeheam and spous
HABC will continue b apply a dependent deduction to adult-fuie studentsAdditionally,

as HABC is excluding 100% of earned income for adulttiole students, HABC will verify
full-time student status; however, HABC will not conduct verification oftfole student
eaned income.

1%}

Earned income include wages, income from a business and military pay

8.9BUSINESS INCOME

Annual income includes the net income from the operation of a business or profession
Expenditures for business expansion or amortization of capital indebtedness shall not be used as
deductions in determining net income.

An allowance for depreciation of assets used in a business or profession may be deducted, based
on straight line depréation, as provided in Internal Revenue Service regulations.

Any withdrawal of cash or assets from the operation of a business or profession will be included
in income, except to the extent the withdrawal is reimbursement of cash or assets invested in th
operation by the family.

Business Expenses

Net income i s figr oss dTadeermiee bussaess expgensssithatenayshe e x p
deducted from gross income, HABC or the privately owned/managed site will use current
applicable InternaRevenue Service (IRS) rules for determining allowable business expenses [see

IRS Publication 535], unless a topic is addressed by HUD regulations or guidance.

Business Expansion
HUD regulations do not permit HAB@r the privately owned/managed sitesleduct from gross
income expenses for business expansion.

Business expansiaa defined as any capital expenditures made to add new business activities, to
expand current facilities, or to operate the business in additional locations. For example, purchase
of a street sweeper by a construction business for the purpose of adding street cleaning to the
services offered by the business would be considered a business expansion. Similarly, the purchase
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of a property by a hair care business to open at a secatiowould be considered a business
expansion.

8.10MILITARY PAY

All regular pay, specigbay, and allowances of a member of the Armed Forces are considered
income except for the special pay to a family member serving in the Armed Forces who is exposed
to hostile fire.

8.11ALIMONY AND CHILD SUPPORT

If theamountof child supportor alimonyreceiveds lessthanthe amountawardedy the court,

HABC or the privately owned/managed sitél usetheamount awardetly the courtunlessthe

family canverify thattheyarenotreceivingthefull amount.

HABC or the privately owned/managed sitél accepiasverificationthat thefamily isreceiving
anamountessthanthe awardf HABC or the privately owned/managed siéeeivesyerification

from the agencyresponsibldor enforcement or collection.

It is the family's responsibilityto supply a certified copy of the divorce decree or other court
documents reflecting alimony awarded by the court or verification from the court or agency
responsible foenforcing child support payments reflecting the amount of child support payments
awarded.

812CHI LDRENG6S EARNI NGS

Employment income earned by children (including foster children) undexgiénef 18 years is

not included in annual income.

8.13INCOME OF A LIVE -IN AIDE

Income earned bg live-in aide, as defined in 24 CFR 5.4@8not included in annual income

8.14INCOME OF FOSTER CHILDREN AND FOSTER ADULTS
M Earned income of foster children is excluded from annual income.

I Earned income of foster adults is included in annual income.
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1 Payments received for the care of foster children or foster adults (usually perdons wit
disabilities, unrelated to thresidenfamily, who are unable to live alone) is excluded from
annual income.

1 All other income received on behalf of a fostkild, or afoster adult is included in annual
income For example, if a foster adukeceives 8pplementalSecurity Incomepayments
those payments are included in annual income.

8.15SEASONAL INCOME

People in some occupations regularly work less than 12 months per year, i.e., school employees,
agriculturalworkers,and construction worker§o determine annual income for individuals who

have seasonal income, HABC or the privately owned/managed site will use past actual income
received or earned within the last 12 months of the determination Tatesfore, interim
reexaminations will not be completed when circumstances changeéDocumentation may
include, but is not limited to UIV, EIV, V2 forms and taxeturns.

Example:

Mary is a teacher with the ABC school district, earning $2,000 per m8h#hworks for nine
months a yearAt the timeof her regular reexamination Mary is not workingABC or the
privately owned/managed sitens an EIV income report which has the actual income earned for
the prior yearThe EIV income report shows income of $24,053 for the prior. \vary received
$20000 for her job as a teacher and collected $4,053 in unemployment the pridi AB& or

the privately owned/managed siteuld use $24,053 as her income for the upcoming certification.

8.16INCOME OF PERSONPERMANENTLY CONFINED TO NURSING HOME

If a family memberis permanenthyfiving in a hospitalor nursinghomeandthereis a family
membeteft in thehouseholdHABC or the privately owned/managed sitdl conductaninterim
reexamination remove exclude the income and medical expensesof the family member
permanenthyfiving in a nursinghomeandre-calculatethe Total TenantPaymentHABC or the
privately owned/managed site will remove the individual from the household.

8.17INCOME OF A PERSON MOVING INTO PUBLIC HOUSING FROM A NURSING
HOME

If a family memberis admittedto public housing upon releasérom a nursing home,
rehabilitation centeror other healthcareor assistediving facility, and verifies a reduced
Supplemental Security Income or Old Age Survivors Disability Income (OASDI) intame
SocialSecurity;HABC or the privately owned/managed siél annualizehe currentincome
and conducaninterimreexaminationvithin 90 calendar daysf thedateof admission If within

the 90 calendar daygheresidentxperienceanincreasan incomefrom theSocialSecurity
Administration,HABC or the privately owned/managed swdl processanincreasen rent
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betweertheregularlyscheduled reexaminations.

8.18INCOME OF TEMPORARILY ABSENT FAMILY MEMBERS

The income of family members approved to live in #partment will be counted, even if the
family member is temporarily absent from the apartm8et policies on Temporarily Absent
family members for definition of Temporarily Absent.

8.19INCOME OF NEW FAMILY MEMBERS ADDED TO THE LEASE

HABC or the privately owned/managed sitdl processanincreasan rentbetweenregularly
scheduledeexaminationsvhen thehouseholdsize increaseslue to the addition of an adult
householdnemberapproved by HABC and, where the addition is tboasehold living in a
privately owned/managed sifRequests$or theadditionof anewmembetto thehouseholdnust

be approvedoy HABC and, where the addition is to a household living in a privately
owned/managed site, by that site, ptmtheactualmovein by theproposechewmember The
addition of a family member will not result in-examination of the income of the other family
membersRather, the rexamination of the income of the other family members will occur during
the next regulayl scheduled review.

8.20TEMPORARY AND SPORADIC INCOME

Temporary and sporadic income is excluded from the calculation of annual inGee€hapter
on Reexaminations and Continued Occupancyrégular andinterim reexamination policies
related to temporary and sporadic income).

Sporadic income is income that cannot be reliably predi¢ted example, the income of an
individual who works occasionally as a handyman would be considered sporadic if fotkre w
could not be anticipated and no historic, stable pattern of income existed.

Example:

Daniel works occasionally as a handymide claims to have worked only a couple of times last

year and he has no documentation to support this dtisxearnings areeither reliable (he cannot

depend on them) nor do they recur at regular internala ni el 6 s handyman ear
included in annual incomdf Daniel is the sole household member and has no other sources of
income or benefits, he would fall undeetherdminimal income verification and reexamination
requirements.

8.21WAGES FROM EMPLOYMENT WITH THE HABC OR A RESIDENT
ORGANIZATION

Upon employmentwith HABC or a privately owned/managed site, or an officialyognized
residentorganization the full amountof employment incomeeceivedby the personis counted.

HABC ACOP: DRAFT 726-19 8-28



Thereis no exclusiorof income forwagesfundedunderthe 1937HousingAct Programs, which
includespublichousingandSection8.

8.22CONTRIBUTIONS TO RETIREMENT FUNDS

Contributiongo companyretirement/pensiofunds arenandledasfollows:

1 While anindividualis employed,only amountghe family can withdrawwithoutretiring
or terminatingemployment are countexbassets.

1 After retirement or termination of employment, any amount the employee elects to receive
as a lump sum is counted @s assetRegular withdrawals from retirement accounts are
treated as income; however, do not count any remaining amounts in the accanont as
asset.

8.23INCOME EARNED UNDER CERTAIN FEDERAL PROGRAMS

Income from some federal programs is specifically excluded from consideration as income,
including:
1 Payments to volunteers under the Domestic Volunteer Services Act of 1973 (42 U.S.C.
5044(qg), 505

1 Awards under the federal wedtudy program (20 U.S.C. 1084dp)

1 Payments received from programs funded under Title V of the Older Americans Act of
1985 (42 U.S.C. 3056(f))

1 Allowances, earnings, and payments to AmeriCqgdicipants under the National and
Community Service Act of 1990 (42 U.S.C. 12637(d))

1 Allowances, earnings, and payments to participants in programs funded under the
Workforce Investment Act of 1998 (29 U.S.C. 2931)

8.24RESIDENT SERVICE STIPEND

Amounts reeived under a resident service stipend are not included in annual income. A resident
service stipend is a modest amount (not to exceed $200 per individual per month) received by a
resident for performing a service for HABC or the privately owned/manatgeds a partime

basis, that enhances the quality of life in the development. Such services may include, but are not
limited to, fire patrol, hall monitoring, lawn maintenance, resident initiatives coordination, and
serving as a me mbngboardNo residel® G\@ysecejve mogertham one such
stipend during the sanpeeriod
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8.25STATE AND LOCAL EMPLOYMENT TRAINING PROGRAMS

Incremental earnings and benefits to any family member resulting from participation in qualifying
state or local employmeritaining programs (including training programs not affiliated with a
local government) and the training of a family member as a resident management staff are excluded
from annual income. Amounts excluded by this provision must be received under employment
training programs with clearly defined goals and objectives and are excluded only for the period
during which the family member participates in the employment training programs.

HABC and privately owned/managed sittee f i ne tr ai ni ng gprocesgwithm as
goals and objectives, generally having a variety of components, and taking place in a series of
sessions over a period of time. It is designed to lead to a higher level of proficiency, and it enhances
the individual 6s ynsebtiltlmay have ppexformahce atandarde t;m méasure
proficiency. Training may include, but is not limited to:

1 Classroom training in a specific occupational skill,
1 Onthejob training with wages subsidized by the program, or

1 Basic education.

HABC and the privately owned/managed sitedine incremental earnings and benefits as the
difference between the total amount of welfare assistance and earnings of a family member prior
to enrollment in a training program and the total amount of welfareasstsénd earnings of the
family member after enroliment in the program.

In calculating the incremental difference, HABCthe privately owned/managed sitél use as
thepreenr ol | ment i ncome the total annuadistazced amo
and earnings reported on t heb0058mi |l yéds most re

End of participation in a training pordalgram mu
privately own mtdrimreportiagreqdirensents. e 60 s

All other amounts (suclas child supportand alimony) are treatedin the usual mannerin

determining annuahcome Child support,or otherincomethatis not earningsor benefitsjs not
a factor and will not be considered in regard to training income exclusegasdlessf whether
theyhaveincreasear decreased.

If afamily hasmembers whenrollin trainingprogramsat different timesthe exclusion maye
takenat different periods The ruleswill be appliedindividually to eachmember basedn in
whichtypeof progranmtheyareenrolled.

Employment Before Completion of Training Program
A residentwho has substantiallycompleted araining programto accepta job offer will be
eligible for the 18-monthexclusionof income.
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"Substantial completion™ of a training program will be completion of 75% of the program.

If a residenthas completedthat portion of the trainingprogramnecessaryto get ajob and
continues simultaneously withetrainingprogram, thel8-monthexclusionperiodwill begin on
thedatetheresidenttartedhenewjob, notthedatethe residentompleteghetraining program.

The residentis not requiredto get a job thatis directly relatedto the training programto be
eligiblefor theexclusion.

Other Factorsto Be Considered

For self-employed resident$]ABC and privately owned/managed sitel excludeonly thenet
incomeof aresident whefmfiactoringtheearnings.

Theresidents requiredto notify HABC or the privately owned/managed sitihin 10 working
daysof enrollingin a qualifyingtrainingprogram.

Residents whhiavea decrease imcomebecause oénrollingin atrainingprogram mayequest
aninterim examinationHABC or the privately owned/managed sité¢l determine thelecrease
in incremental incombecause ofhetrainingprogramandadjustther e s i deatadcaidngly.

Residentswho do not notify HABC or theprivately owned/managed sitgthin 10 working
days of starting a training programand havea decreasen income,will not havetheir rent
adjustedetroactively.

8.26 HUD-FUNDED TRAINING PROGRAMS

Amounts received under training programs fundedhole or in part by HUD i@ excluded from
annual incomekEligible sources of funding for the training include operating subsidy, Section 8
administrative fees, and modernization, Community Development Block Grant (CDBG), HOME
program, and other grant fundsceived from HUD.

To qualify as a training program, the program must meet the definitidraiofng program
provided above for state and local employment training programs.

8.27EARNED INCOME TAX CREDIT

Earned income tax credit (EITC) refund paymentsgikex on or after January 1, 1991 (26 U.S.C.
32(j)), ae excluded from annual incomfthough many families receive the EITC annually when
they file taxes, an EITC can also be received throughout the year. The prorated share of the annual
EITCisincluded n t he empl oyeebds payroll check.

8.28LUMP -SUM RECEIPTS

Lump-sum additions to family asseise(, inheritances, insurance payments inclusive of payments
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under health and accident insurance and worker's compensation), capital gains, and settlement for
persmal or property losses) are not included in income but may be included in assets.

Lump-sum paymentscausedby delaysin processingperiodic payments(unemployment or
welfare assistance)are countedas income. Lump sum paymentsfrom Social Security or
Supplemental Security Incormeee excluded fromincome, butany amount remaining wilbe
consideredan asset. Deferrederiodicpaymentswhich haveaccumulatedlueto a dispute will
betreatedthe sameasperiodicpaymentshich aredeferreddueto delaysin processing.

In orderto determinethe amount ofretroactiveresidentrentthat the family owesasa resultof
the lump sum receipt, HABC or the privately owned/managed swall always calculate
retroactivelyto dateof receipt.

Retroactive Calculation Methodology

HABC or the privately owned/managed siél go backto thedatethelump-sumpaymentwas
receivedpr to thedateof admissionyhicheveris closer.

HABC or the privately owned/managed sitéll determine theamountof income for each
certification period, including the lump sum, and recalculatethe residentrent for each
certification periodto determine theamountdueHABC or the privately owned/managed site

The family may paythis "retroactive"amountto HABC or the privately owned/managed site
alumpsumor,aHABC'sor t he pri vat el yoptomHABG ortmapnvatghye d si t
owned/managed siteay enterinto a Repayment Agreememtith the family. Theamountowed

by thefamily is a collectible debevenif the family becomes unassisted.

Attorney Fees
Thefamily'sa t t o feesmgydesdeducted fromlump-sumpayments whegomputing annual

incomeif the attorney'sfforts haverecovereda lump-sumcompensatiorandthe recoverypaid

to the family doesnot includean additionalamountin full satisfactionoftheat t o feese y 6 s
8.29IMPUTED WELFARE INCOME

HABC or the privately owned/managed sitél not reduce theublic housingrentfor families
whosewelfare assistance is reduced ditea "specifiedwelfare benefitreduction,” whichis a
reduction inwelfarebenefits dudo:

1 Fraudby afamily membeiin connectiorwith thewelfareprogram;or

1 Noncompliancevith awelfareagencyrequiremento participatan aneconomicself
sufficiencyprogram.

A "specifiedwelfarebenefitreduction"doesnotincludeareductionof welfarebenefitsdueto:

1 Theexpirationof alifetime timelimit on receivingoenefits.
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1 A situationwherethefamily hascompliedwith welfareprogramrequirementdutcannot
or hasnot obtainedemployment( an example: thefamily has compliedwith welfare
programrequirementshut the durationaltime limit, suchasa capon thelengthof time
a family canreceivebenefits causegshefamily to loseits welfarebenefits);

1 Noncompliancevith otherwelfareagencyrequirements.

Definition of "Covered Family"

A householdhatreceives benefitbor welfareor public assistance frora Stateor public agency
programwhich requires,asa conditionof eligibility to receiveassistancethe participation ofa
family membeiin aneconomicself-sufficiencyprogram.

Definition of Imputed Welfare Income

The amountof annualincome, not actually receivedby a family, as a result of a specified
welfare benefitreduction,thatis includedin thef a mi ihcgniefor purposesof determining
rent is considered imputed welfare income.

The amount of imputed welfare inconsedetermined by HAB®r the privately owned/managed
site, based on written informatisuppliedto HABC or the privately owned/managed digthe
welfareagencyjncluding:

1 Theamountof thebenefitreduction

1 Thetermof thebenefitreduction

1 Thereasorfor thereduction

1 Subsequenthangesn thetermor amounbf benefitreduction.

Imputed welfare income will be included at regular andinterim reexaminationsgduring the
termof reductionof welfarebenefits.

The amountof imputedwelfare incomewill be offset by the amountof additionalincome a
family receivesthat beginsafter the sanctionwas imposed.Whenadditional incomas at least
eqgualto theimputedwelfareincome theimputedincomewill bereducedo zero.

If the family was not an assistedesidentof public housingwhen the welfare sanctionbegan,
imputedwelfareincomewill notbeincludedin annualincome.

Verification Before Denyinga Requesto ReduceRent

HABC or the privately owned/managed sw&l obtain written verification fromthe welfare
agencystatingthatthe family's benefitshavebeenreducedbecause ofraud or noncompliance
beforedenyingthe family's requestfor rentreduction. HABCor the privately owned/managed
sitewill rely onthe welfarea g e n wrigtéh soticeto HABC or the privately owned/managed
siteregarding welfare sanctions
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Family Dispute of Amount of Imputed Welfare Income

If the family disputesthe amountof imputedincomeandHABC deniesthef a mi reguestdo
modify the amount, HABC will provide the residentwith a notice of denial, which will
include:

1 Anexplanatiorfor HABC6 s d e t e of tmeamauriiof imputedwelfareincome.
1 A statementhattheresidenimayrequest grievancehearing.

1 A statementhatthe informationreceivedfrom the welfareagencycannotbe disputed
at thegrievancehearing,andtheissueto be examinedat the grievancehearingwill be
HABCO6 s d et e of rhie aneuniobimputedwelfare income, not the welfare
a g e ndeterinmationo sanctiorthewelfarebenefits.

If theresidentrequests grievancehearingtheresidentis notrequiredto pay an escrowdeposit
for theportionof residententattributableto theimputedwelfareincome.

8.30EARNED INCOME DI SREGARD (EID)

Effective April 7, 2016, HUD implemented revised guidance and regulation on the Earned Income
Disregard The policies below represent the revised EID requiremé&atsilies eligible for and
participating in the disallowance of earned income under this section prior to May 9, 2016 will
continue to be governed bthe EID & it existed immediately prior to that datSee
REEXAMINATION FREQUENCY for policy information on reexam frequency for households
with family members on EIDs.

Eligibility
This disallowance applies only to individuals in families already participating in the public
housing progranand therefore doawot applyfor purposeof admission

A qualified family is afamily residing in public housing:

1 Whose annual income increases as a result of employment of a family member who
was unemployed for one or meoyears previous temployment.

1 Whose annual income increases as a result of increased earnings by a family member
during participation in any econuc selfsufficiency or other job training program;
or

1 Whose annual income increases, as a result of new employment or increased earnings
of a family member, during or within six months after receiving assistance, benefits
or services under any state praxg for temporary assistance for needy families
funded under part a of title iv of the social setyugict, as determined by HABG
consultation with the local agencies administering temporarstasse for needy
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families (TANF) and welfar¢o-work (WTW) programs. The TANprogram is not
limited to monthly income maintenance, but also includes such benefits and services
as onetime payments, wage subsidies and transportation assidtanoeded that

the total amount over a smonth period is at least $80

Description of theEID

Once a family member is determined to be eligible for the EID,4hea?endar month periodill
begin on the effective date of the regular reexaminali®@% of the increase in earned income is
excluded.

1 If the family member discontinues the employment that initially qualified the family for
the EID, the 2#calendar month periotbntinues.

1 During the 24 calendar month period, EID benefits are recalculated based on changes to
family member income and empiment (no change from current practice);

1 During the24i calendar month period, HABC widixclude all increased income resulting
from the qualifyingemployment of the familynember.

1 The EID benéefit is limited to a lifetime 2#onth period fothe qualifying family
member.

1T At the end of the 24 mont hs, the EI D ends

Example of How the EID Works

Time Frame EID Under this Regulation
1 January 2017 1 Carl begins woking andiseligible for EID.
(month one)
1 100%o0f CarlGinceasein eaned income is
excluded
1 July 2017 M1 Carlislaid off.

(month saven)
1 EIDAlockd ntirmesto run.

1 February 2018 1 Carl begins woking again.
(month 14)

1 100% of theinareasein earnedincame due
to Carlé employmentis exduded.

1 Decenber 2018 1 Thisisthefinal month duringwhich Carl
(month 24) receiveshis BD bendit.
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Applicability to Training Income Exclusions

If a resident meets the criteria for the mandatory earned income disallowance as outlined in

24 CFR960.255, and as amended, HABC shall not deny a resident the disallowance based on the
residentodos receipt of any prior training inco

Applicability to Child Care and Disability Assistance Expense Deductions

The amount deducted farhildcare and disability assistance expenses necessary to permit
employment shall not exceed the amount of employment income that is included in annual income.
Therefore, for families entitled to the earned income disallowance, the amounts of the full and
phasein exclusions from income shall not be used in determining the capghitdcareand
disability assistance expense deductions.

Applicability to Training Income Exclusions

If aresidentmeetshe criteriafor the mandatorgarnedncomedisallowancesoutlinedin

24 CFR 960.255,and asamendedHABC shall not deny a residentthe disallowance baseah
ther e s i deeeiptbf@rs/prior trainingincomeexclusion.

8.31TREATMENT OF OVER PAYMENT DEDUCTIONS FROM SS BENEFITS

When the Social Security Administration overpays an individual, resulting in a withholding or
deduction from his or her benefit amount, HABC or the privately owned/managed site will perform
an interim rent calculation until the overpayment is paid in fthile amount and duration of the
withholding will vary depending on the amount of the overpayment and the percent of the benefit
rate withheld.

Regardless of the amount withheld or the length of the withholding period, HABC or the privately
owned/managedite will use the reduced benefit amount after deducting only the amount of the
overpayment withholding from the gross benefit amount.

8.32FULL TIME STUDENT INCOME EXCLUSION

Non-MTW Policy: Earnings in excess &480 for each fultime student 18 years old or older
(excluding the head of household;lwead and spouse will be excluded.

MTW Policy

HABC will exclude all adult, fultime studentearned income, excluding the head of
household, cdead,or spouse. HBC will not verify adult fulktime student income as 10026
of the earned income is excluded.

8.33ASSET INCOME
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MTW Policy

Usingits MTW authority HABC will exclude income from assets where the market/face value

of the asset is up to $50,000hen t he mar ket / face value| of
$50, 000, HABC wi || calcul ate asset i ncome
assets and multiplying that value by the established passbook savings rate.

There are two terms thate important in calculating asset incoirdarket Value and Cash Value.
Market Value is the face value of an asset (i.e. the value of a Certificate of Deposit).

The Cash Value of an asset is the Market Value less reasonable expenses that woutdelde incu
in selling or converting the asset to cash, such as the following:

1 Penalties for prematuseithdrawal.
1 Broker and legal fees; and

M Settlement costs for real estate transactions

8.34ASSETS DISPOSEDOF FOR LESS THAN FAIR MARKET VALUE

HABC and theprivately owned/managed sit@sll countassetsdisposedof for lessthan fair
market valueduring the two yearsprecedingcertification or reexamination. HABCand the
privately owned/managed sitedl countthedifference between thearketvalue andhe actual
paymentreceivedin calculatingtotal assetsThe differencewill beincludedin calculatingtotal
assetgor two years.

Assetdlisposedf asaresult offoreclosureor bankruptcy ar@otconsideredo beassets disposed
of for lessthanfair marketvalue.Assetsdisposedf because o& divorce or separatioarenot
consideredo beassetslisposedf for lessthanfair marketvalue.

HABCsand t he privat el wminimuwrhesholdoacountmngassetsispasesl s 0
of for lessthanFair Market value is$5,000.00If thetotal value ofassetslisposedf within the
two-yearperiodis lessthan$5,000.00, thewill notbeconsiderednasset.

8.35CHECKING AND SAVINGS ACCOUNTS

For regular checking accounts and savings accocass, valuéhas the same meaning ragarket
value If a checking account does not bear interest, the anticipated income from the acterant is

1 In determining the value of a checking account, HA®QGheprivately owned/managed
sitewill use the average monthly balance for the last six months.
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1 In determining the value of a savings account, HAB@he privately owned/managed site
will use the current balance.

1 In determining the anticipated income from @terestbearing checking or savings
account, HABQor the privately owned/managed sitél multiply the value of the account
by the current rate of interest paid on the account.

8.36INVESTMENT ACCOUNTS SUCH AS STOCKS, BONDS, SAVING
CERTIFICATES, AND MONEY MARKET FUNDS

Interest or dividends earned by investment accounts are counted as actual income from assets even
when the earnings are reinvested. The cash value of such an asset is determined by deducting from
the market value anyrbker fees, penalties for early withdrawal, or other costs of converting the
asset to cash.

In determining the market value of an investment account, HABC or the privately owned/managed
site will use the value of the account on the most recent investepant.

How anticipated income from an investment account will be calculated depends on whether the
rate of return is known.

For assets that are held in an investment account with a known rate of return (e.g., savings
certificates), asset income will balculated based on that known rate (market value multiplied by
rate of earnings). When the anticipated rate of return is not known (e.g., stocks), HABC or the
privately owned/managed site will calculate asset income based on the earnings for theemost rec
reporting period.

8.37LIFE INSURANCE

The cash value of a life insurance policy available to a family member before death, such as a
whole | ife or universal | ife policy, is inclu

The cash values the surrender value. If such a policy earns dividends or interest that the family
could elect to receive, the anticipated amewftdividends or interest is counted as income from
the asset whethdine family receives it or not

8.38PASSBOOK SAVINGS RATE

HABC will establish a passbook rate within 75 basis points (plus or minus .75 percent) of the
Savings National Rate in effect at the tinh&BC establishes the passbook rate. The passbook rate
may not be less than 0 percé®BC will apply this policy to calculate asset income for applicants
andresidens. For example, if the published FDIC Savings National Rate is HRBLC might

add 75 basisq@ints (.75 percent) for a passbook savings rate of .87%.
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8.39ADJUSTED INCOME

Adjusted income is calculated by subtracting allowable deductions and allowances from annual
income.

8.40DEDUCTIONS

In determining adjusted income, HAB&Mhd the privately owned/managed sigl deduct the
following amounts from annual income:

1) Dependent allowance& deduction of $480 is taken for each dependent, which is defined as
any family member other thahe head, spouse, or-bead who is under the age of 18 or who is
18 or older and is a person with disabilities or aftiatle studentFoster children, foster adults,
and livein aides are never considered dependents

2) "Elderly" allowance:$400 per householdfor families whoseheador spouses 62 or overor
are persons with disabilitie8 single deduction of $400 is taken for the family.

3) Allowable medicalexpensedor all family membersare deductedor elderly families and
families whosénead, spouse or dead is a person with a disabilitedicaldeductions willonly
be allowedto the extentthatthe sumexceedshreepercenof theannualincome.

4) Childcare expenses for children under 13 are deducted e¥leicareis necessaryo allow
an adult family member towork, actively seekwork, or attend school(including vocational
training).

5) Expensedor attendantcareor auxiliary apparatugor personswith disabilitiesif neededo
enablethe individual or anadultfamily memberto work, activelyseekwork, or attend school
(includingvocationaltraining).

8.41MEDICAL EXPENSE DEDUCTION

Unreimbursed medical expenses maydeducted to the extent that, in combination with any
disability assistance expenses, they exceed three percent of annual income.

The medical expense deduction is permitted only for families in which the head, spocse, o0
head is elderly or is a personthva disability If a family is eligible for a medical expense
deduction, the medical expenses of all family members are counted.

AMedi cal expenseso include medical l nsurance

anticipated during the period farhich annual income is computed, and which is not covered by
insurance.
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The most current IRS Publication 502, Medical and Dental Expenses, will be used to determine

the costs that qualify as medical expeng@gerthe-couner products will not be eligibldor

deducti

ons as medi

c al

expenses unl ess

Summary of Allowable Medical Expenses from IRS Publication 502

Services of medical professionals
Surgery and medical procedures t
are necessary, legal, nonsmetic
Services of medical facilities
Hospitalization, longerm care, an(
in-home nursing services
Prescription medicines and insul
but not nonprescription medicing
even if recommended by a doctor
Improvements to housing direct
related to medidaneeds (i.e., ramp

for awheelchaiy handrails)

=a

Substance abuse treatment progra
Psychiatric treatment

Ambulance services and some cd
of transportation related to mediq
expenses

The cost and care of necess
equipment related to a medid
condition (i.e., eyeglasses/lens
hearing aids, crutches, and artific
teeth)

Cost and continuing
necessary service animals
Medical insurance premiums or t
cost of a health maintenan
organization (HMO)

care

Note: This chart provides a summary aigible medical expenses only. Detail
information is provided in IRS Publication 502. Medical expenses are considerg
to the extent they are not reimbursed by insurance or some other source.

8.42DISABILITY ASSISTANCE EXPENSE DEDUCTION

t hey

ar

Reasonable expenses for attendant care and auxiliary apparatus for a family member with a

disability may be deducted if they:

1 Are necessary to enable a family member 18 years or older to work, asteddyork, or

attend schodlincludingvocationaltraining);

1 Are not paid to a family member or reimbursed by an outsidiece.

1 In combination with any medical expenses, exceed three percent of annual income; and

1 Do not exceed the earned income received by the family member who is enabled to work.

Earned Income Limit on the Disability Assistance Expense Deduction

A family can qualify for the disability assistance expense deduction only if at least one family

member (who may be the person with disabilities) is enabled tq acirikelyseekwork, or attend

school(includingvocationalraining).
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The disability expense deduction is capped by
members who are 18 years of age or ol der and
earned income usefbr this purpose is the amount verified before any earned income
disallowances or income exclusions are applied.

The family must identify the family member enabled to wadtivelyseekwork, or attend school

(including vocationaltraining) because othe disability assistance expenses. In evaluating the
familyéds request, HABC or the privately owned
the work schedule of the relevant family members relates to the hours of care provided, the time
required fortransportation, the relationship of the family members to the person with disabilities,

and any special needs of the person with disabilities that might determine which family members

are enabled to worlactivelyseekwork, or attend schodfincludingvocationaltraining).

When HABC or the privately owned/managed site determines that the disability assistance
expenses enable more than one family member to work, the disability assistance expenses will be
capped by the sum of the family mendd& i nc o me s .

Eligible Disability Expenses

Expenses incurred for maintaining or repairing an auxiliary apparatus are eligible. In the case of
an apparatus that is specially adapted to accommodate a person with dis@hditias/ehicle or
computer), tk cost to maintain the special adaptations (but not maintenance of the apparatus itself)
is an eligible expense. Thmostof-serviceanimals trained to give assistance to persons with
disabilities, including the cost of acquiring the animal, veterinany, d¢aod, grooming, and other
continuing costs of care, will be included as an eligible expense.

Eligible Attendant Care

The family identifies and HABC or the privately owned/managed site verifies the type of attendant
care that is appropriate for the pen with disabilitiesAttendant care includes, but is not limited

to, reasonable costs for home medical care, nursing servichemi@ or centebased care
services, interpreters for persons with hearing impairments, and readers for persons with visual
disabilities.

Attendant care expenses will be included for the period that the person enabled to work is
employed plus reasonable transportation time. The cost of general housekeeping and personal
services is not an eligible attendant care expense. Howetee person enabled to work is the
person with disabilities, the cost of personal services necessary to enable the person with
disabilities to work is an eligible expense.

Disability Expense Payments to Family Members

No disability expenses may be deducted for payments to a member of a resident family. However,
expenses paid to a relative who is not a member of the resident family may be deducted if they are
not reimbursedby an outside source.

Necessary and Reasonable Expenses
The family identifies and HABC or the privately owned/managed site verifies the type of care or
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auxiliary apparatus to be providethe family must describe how the expenses enable a family
member to work. The family must certify that the disability assistance expenses are necessary and
are not paid for or reimbursed by any other source.

8.43CHILD CARE EXPENSE DEDUCTION

Childcareexpenses are amounts anticipated to be paid by the familyefeate of children under

13 years of age during the period for which annual income is computed, but only where such care
is necessary to enable a family member to actively seek employment, be gainfully employed, or to
further his or her education and omtythe extent such amounts are not reimbursed. The amount
deducted shall reflect reasonable chargestiddcare In the case athildcarenecessary to permit
employment, the amount deducted shall not exceed the amount of employment income that is
included in annual income.

Childcareexpenses do not include child support payments made to another on behalf of a minor
who 1is not l'iving i n an asdildsateexpgensésafanifoster 6 s h c
children that ar e | 3 househgld arenincludédewhea sleternsningthe f a m
f a mi chioarsexpenses.

Determining Who Is Enabled to Pursue an Eligible Activity

The family must identify the family member(s) enabled to pursue an eligible attviegeive

the childcarededuction. hie term eligible activity in this section means any of the activities that
may make the family eligible for éhildcarededuction (seeking work, pursuing an education, or
being gainfully employed).

Il n evaluating the f amil y wnednampged site will ddnsiBeC o r
factors such as how the schedule for the claimed activity relates to the hours of care provided, the
time required for transportation, the relationship of the family member(s) to the child, and any
special needs of the d¢thithat might help determine which family member is enabled to pursue an
eligible activity.

Seeking Work

If the childcareexpense being claimed is to enable a family member to seek employment, the
family must provide evi densteobtamfemptoyment dt@ach | y
reexaminatonT he deducti on may be reduced or deni ed
are not commensurate with tbleildcareexpense being claimed.

Furthering Education

If the childcareexpense being claimed iseaable a family member to further his or her education,
the member must be enrolled in school (academic or vocational) or participating in a formal
training programThe family member is not required to be a-tuthe student, but the time spent

in educabnal activities must be commensurate with ¢hégdcareclaimed.

Being Gainfully Employed
If the childcareexpense being claimed is to enable a family member to be gainfully employed, the
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family must provide evi dence ingthetime thattildcame | v me
is being providedGainful employment is any legal work activity (fulir parttime) for which a
family member is compensated.

Earned Income Limit on Child Care Expense Deduction

When a family member looks for work or furthers his or her education, the amount that may be
deducted forchildcarewill be based on Department of Social Services purchase of care rates
However, wherchildcareenables a family member to work, the deducigcapped by the amount

of employment income that is included in annual income. The earned income used for this purpose
is the amount of earned income verified after any earned income disallowances or income
exclusions are applied.

When the person whe enabled to work is a person who receives the earned income disallowance
(EID) or a fulttime student whose earned income above $480 is excloldigdt;arecosts related

to enabling a family member to work incamge not e
that actually is included in annual income. For example, if a family member who qualifies for the

EID makes $15,000 but because of the EID only $5,000 is included in annual irtoichegre

expenses are limited to $5,000.

When thechildcareexperse being claimed is to enable a family member to work, only one family
member 6s i ncome wil |l be considered at a ti me.

Eligible Child Care Expenses

The type of care to be provided is determined by the resident fafABC or the privately
owned/managed site will not refuse to give a familydi@lcareexpense deduction because there
is an adult family member in the household that may be available to pahideare

Allowable Child Care Activities

For schoolage tildren, costs attributable to public or private school activities during standard
school hours are not considered. Expenses incurred for supervised activities after school or during
school holidays (i.e., summer day camp, a$tnool sports league) ardloavable forms of
childcare

The costs of general housekeeping and personal services are not.dligdlase, childcare
expenses paid to a family member who | ives 1in
payments fochildcareto relativesvho do not live in the apartment are eligible.

Necessary and Reasonable Costs

Childcareexpenses will be considered necessary if: (1) a family adequately explains how the care
enables a family member to work, actively seek employment, or further his edineation, and

(2) the family certifies, and thehildcareprovider verifies, that the expenses are not paid or
reimbursed by any other sourcghildcareexpenses will be considered for the time required for
the eligible activity plus reasonable trangption time.

To establish the reasonablenes<slufdcarecosts, HABC or the privately owned/managed site
will use the schedule afhildcarecosts from the Department of Social Servideasmilies may
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present, and HABC will consider, justification for cotfiat exceed typical costs in theaare
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CHAPTER 9: CALCULATING TOTAL TENANT PAYMENT & RENT

9.1INTRODUCTION

The accuratecalculationof annualincome and adjustedincomewill ensurethat families are
paying the correct amount ofent pursuant taapplicableregulations and the MTW Plaifthis
chapter defines the allowable deductions from annual income and how the poesdrsencef
householdnembersnay affectthetotal tenantpaymen{TTP) and resident rent.

9.2TOTAL TENANT PAYMENT FORMULA (TTP) FOR INCOME BASED RENT

TTP is the highest of the following amounts:
T 30 percent of the familyds monthly adjuste
T 10 percent of the familyds monthly gross i
1 The minimum rent
1 Welfare rent (does not apply at HABC)

9.3TOTAL TENANT PA YMENT FOR OVER -INCOME FAMILIES

The monthly rent for a family whose adjusted income exceeds 120% of the area median income
for two consecutive years will be set by HUD in forthcoming guidanceever, where residents
reside in units financed with Low Income Housing Tax Credits, rerdrgéy will not exceed the
applicable maximum rent as required under Low Income Housing Tax Credit regul&sens.
policieson OVER-INCOME FAMILIES .

9.4MINIMUM RENT

HABC and/or the privately managed sitesy establisha minimum rent HABC has a
minimum rent of zeroThere are privately owned sites that have an approved minimum rent
that exceeds zerVherea minimumrentis establishediesidentswill be requiredto pay at least
theamountestablishe@sthe minimum rent HABC and the privately managed sites may gesnt
exemptiordueto financialhardship as defined in section 9.8 of this chapter.

9.5FLAT RENTS

Flat rent is designed to encourage-seifficiency and to avoid creating disincentives for continued
residency by families who are attempting to become economicalhsigéfient Charge in

family income, expenses, or composition do not affect the flat rent amount because it is outside
the incomebased formula.
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HABC and the privately owned/managed sites that have public housing units shall provide each
family residing in a public housinunit that is eligible for a flat rent, during the regular
reexamination or when adding an adult who was not a member of the original households described
in Section 14.19. the choice to pay:

1 Income based renby

1 HABC-establishedlat rent.

HABC and the privately owned/managed sites that have public housing units will provide
sufficient information to families to make an informed choice, including the policy on
changing from flat rent ttncomebasedrent due to financial hardship and theldohmount

of the rent under each optidPolicies related to reexamination of families paying flat rent are
contained in the Chapté&B (Reexaminations and Continued Occupancy).

9.5.1Establishing Flat Rents
For eachpublic housingunit, HABC will setthe flat rentamountat no lessthaneighty percent
(80%) of theapplicableHUD Fair Market Rent (FMR) adjusted,f necessaryto accountfor
reasonabletility costs.

9.5.2Review of Flat Rents
Every three years, beginni2§22 effective for reexams witkffective dates of January af that
year and thereafteHABC will revise flat rents as necessary based on the rent reasonableness

analysis and changes to the FMR.

HABC will offer changes to the flat rent to all new admissions and to existing famaiiliee next
regular reexamination.

If HABC determines that reasonable rents would be less than 60 percent of the applicable FMR,
HABC will conduct a rent reasonableness study once every three years.

9.5.3Posting of Flat Rents
HABC will publicly postthesc edul e of fl at rents in HABCOS
development management offices and the privately owned/managed sites that have public housing
units will publicly post the schedule of the flat rents in their management offices.

9.5.4Documentaion of Flat Rents

HABC will maintain records that document the method used to determine flat rents, and that show
how flat rents were determined by HABC in accordance with this method.
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9.5.5Phasing In Flat Rents Increases

For families whose flat rent is mgj phasedn, HABC will conduct a flat rent impact analysis to
determine the percentage increase in the family's rent amount at each regular reexamination. If the
increase is greater than 35 percent, HABC will phase in the rent increase at the maximain amou
annually over a thregear period so that it does not exceed 35 percent in any year until the flat
rent is fully phased inf the increase is 35 percent or less, there will be no phase

9.5.6Changing from Flat Rent to Income-Based Rent Due tdHardship

A family can opt to change from flat rent to incoivesed rent if they are unable to pay the flat
rent due to financial hardshipll hardship situations will be verified.

Upon determination by HABC or a privately owned/managed site that ai@h&ardship exists,
HABC or the privately owned/managed site will allow a family to change from flat rent to income
based rent effective the first of the month f

If a family changes from flat rent to amcomebasedrent due to a financial hardship, the family
will not be offered the option to change back to flat rent until the next regular reexamination.

Reasons for financial hardship include:

1 The family has experienced a decrease in income that will lastsatll20 days because of
changed circumstances, including loss or reduction of employment, death in the family, or
reduction in or loss of earnings or other assistance that would affect ticalemation.

1 The family has experienced an increase in egpgnbecause of changed circumstances,
for medical costschildcare transportation, education, or similar items that would affect
the rent calculation; or

1 Such other situations determined by HABC or the privately owned/managed site as
appropriate becauskey would affect the rent calculation.

9.5.7Flat Rent and Transfers

Whena family haschoserto pay aflat rentandis beingtransferred ta unit thathasa higher or
lower flat rentamount, thdamily will be givena choiceto select a rent option.

9.5.8Flat Rents and Earned Income Disallowance (EID)

Because the EID is a function of inco#based rents, a family paying flat rent cannot qualify for
the EID even if a family member experiences an event that would qualifgrtilg for the EID.
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If the family later chooses to pay incotbhased rent, thewill only qualify for the EID if a new

gualifying event occurred. A family currently paying flat rent that previously qualified for the EID

while paying incoméasedrentandgi cur rent | y vdrmonthperiod woad hbve mi | y 6
the 24 cumulative months of full (100 percergxclusion continue while paying flat remtthe
employment that is the subject of the exclusion continues, ar#d tiheonth lifetime limit would

con i nue uninterrupted. A family payi 2gonthl at r e
lifetime limit expireswhile the family is paying flat rent.

9.5.9Prorated Assistance forMixed Families

A "mixed" family is onethatincludesat leastone U.S. citizen or eligible immigrantand any
numberof ineligible membersProrationof assistanceavill be offeredto any "mixed" applicant
or participant family.

In caculating public housing ents formixed families, HABC will usethe establishedlat rent
applicable to the units.

HABC will compkte thefollowing stepswhen calculating rent for mixed familtes

1 Step 1.Determinethe tda tenant payment in &cordance with 24 GFR 85.628.(Annual
incomeincludes incomeof al family membe's, including any family memberwho hes
not establisheddligible immigration s#tus.)

1 Step 2.Family maximumrentis eqid to theappliceble flat rent for the unit size to
be acupiedby thefamily.

1 Step 3.Subtrad the tda tenant paymentfrom thefamily maximum rent. Theresultis the
maximum subsdy for which thefamily could qualify if all memberswereeligible (fffamily
maximum subsdyo).

1 Step 4. Divide théamily maximum subsdy by the numberof persons in theamily (all
persons)to detrmine the maximum subsdy per each family member who has citizenship
or eligible immigration satus i kegible family memberd). The subsdy per eligible family
memter is thefimember maximum subsdy.o

1 Step 5. Multply the membermaximum subsily by the numier of family memterswho rave
citizenship ordigible immigration setus (eligible family membeso). The prodict of this
cdculation is thefi kegible subsdy. 0

1 Step 6. Thamixed family TTP is themaximumrent minus theamountof theeligible subsdy.

1 Step 7.Subiract any applicable utiity allowance from the mxed family TTP. Theresult
of this clculation isthemixed family tenant rent.

When the mked familyd $TPisgreaterthan themaximumrent, HABC will use the TTP as the
mixed family TTP. This method of porating asgstarce applies to rew admissonsand regular
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reexaminationsafter theeffedive date of the regulation.
Thefollowingtables povide examples of mixed family rent calculation
Example 1: Family of 4 with anannual income of$20,000,and onefamily memker that is

noteligibleto receive subsily. Theflat rentis $600.Theapplicable utiity allowanceis $100
per month.

Steps Mixed Family Rent
Calculation
(Example)

Step 1: Determinationof TTP $500

Step 2: Determination of Applicaldeflat rent
Maximum Rent

Step 3: Determination of Family | $6001 $500 = $100
Maximum Subsdy

Step 4: Determination of $100\ 4 = $25
MemberMaximum Subsdy

Step 5: Determination of Eligible | 3 * $25 =$75
Subsdy

Step 6: Determination of Mixed- | $6001 $75= $525
Family TTP

Step 7: Determination of Mixed- | $5251 $100 = $25
Family Rent

Example 2: Family of 4 with anannual income 0f$20,000and onefamily memter that is
not eligible to receive subsily. Theflat rent is $480. The applicable utiity alowance is
$100 @r month.

Steps Mixed Family Rent
Calculation
(Example)

Step 1. Determinationof TTP $500

Step 2: Determination of Applicaldeflat rent
Maximum Rent

Step 3: Determination of Family | $4801 $500 =($20)
Maximum Subsdy
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Step 4: Determination of ($20)/ 4 = ($5)

9.6 MAXIMUM RENT AT PRIVATELY OWNED/MANAGED SITES

Privately owned/managed sites may have maximum rents that are lower than the fls¢lments
the maximum rent is lower than the flat rent, the resident will be given the choice between the
incomebasedent and the maximum rent for the unit instead of the flat rent.

9.7 FINANCIAL HARDSHIPS AFFECTING MINIMUM RENT

The financial hardshipules described below apply to sites that have established a minimum rent.

Sites that have established a minimum rent will grant an exemption from the minimum rent if a
family can document that they are unable to pay the minimum rent becauslraftam

hardship, which is a hardship that will last more than90.days a f ami | yos TTP i s
minimum rent, the family is not eligible for a hardship exemption.

Sites that have established a minimum watitnotify all familiesattime ofleaseup oftheir right
to requesia minimumrent hardshigxemption Suchnotificationwill advisethe family thatthe
determination regarding financial hardshipexemptionis subjectto the grievancepolicy and
procedures in effect at the site.

Sitesthat have established a minimum rent walView all residentrequestdor exemption from
the minimunrentdueto financialhardships.

Situations under which residents would qualify for the minimum rent hardship exemption are
limited to thefollowing:

1 The family has lost eligibility for or is applying for an eligibility determination for a
Federal State,or local assistance prograithis includes a family member who is a ron
citizen lawfully admitted for permanent residence under the Immigration and Nationality
Act who would be entitled to public benefits but for Title IV of the Personal Responsibility
and Work Opportunity Act 0£996

1 The family would be evicted as a result of the imposition of the minimum rent
requirements.

1 The income of the family has decreased because of changed circumstances, including loss
of employment.

HABC ACOP: DRAFT 726-19 9-6



1 A death in the family that affects the rent calculati@s occurredTo qualify under this
provision, a family must describe how the death has created a financial hardship (i.e.,
because of funeral e | at ed expenses or the |l oss of the

To qualify for a minimum rent hardship exemptioriamily must submit a request for a hardship
exemption in writing. The request must explain the nature of the hardship and how the hardship
has affected the familyds ability to pay the

9.7.1Determination of Rent Hardship Exemption

When a familyrequests a minimum rent hardship exemption, sites that have established a
minimum rent will suspend the minimum rent requirement beginning the first of the month
foll owi ng t h eSudh aitasiwill theén sletermeng whetket the financial hardstigts

and whether the hardship is temporary or loemgn.

HABC defines temporary hardship as a hardship expected to last 90 days. kofgsserm
hardship is defined as a hardship expected to last more than 90 days.

9.7.2No Financial Hardship
If a site that has established a minimum rent determines there is no minimum rent financial
hardship, the site will reinstate the minimum rent and require the family to repay the amounts
suspended.
The site will require the family to repay the suspended amoantwii n 30 cal endar da)
notice that a hardship exemption has not been granted.

9.7.3Temporary Hardship
If a site that has established a minimum rent determines that a qualifying minimum rent financial
hardship is temporary, the site will notpose the minimum rent during the-88y suspension
period At the end of the 9@ay suspension period, the site will reinstate the minimum rent from
the beginning of the first of the month follc
exempton.
The family must resume payment of the minimum rent and must repay the site the amounts
suspended in accordance with the siteds repay

9.7.4Long-Term Hardship

If a site that has established a minimum rent determines that the mimantufimancial hardship
is longterm, the site will exempt the family from the minimum rent requirement for so long as the
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hardship continue§ he minimum rent hardship exemption will apply from the first of the month
foll owing t he fthaemndlofthe gualifyeng harshihen thet minimum rent
financial hardship has been determined to be-teng, the family is not required to repay the
minimum rent Families approved for the exemption from minimum rent are requiredverify

the financial hardship every 120 days.

The minimum rent hardship period ends when t|
minimum rent.

For minimum rent hardship conditions based on loss of income, the minimum rent hardship
condition will continue to beecognized until new sources of income are received to enable the
family to pay at least the minimum rent.

T For hardship conditions based upon hardsblpted expenses, the minimum rent exemption
will continue to be recognized until themulative amount exempted is equal to the expense
incurred

When the minimum rent is suspended, the resident rent reverts to the highest of the remaining
components of the calculated TTP.

9.8UTILITY ALLOWANCE S

This section addresses utilipflowances for families who pay utilities directly to the utility
company and who live in units with utilities furnished by HABC or a privately owned/managed
site, and excessive consumption chargbe utility allowances established by HABC apply to the
privately owned/managed sites.

Utility allowances (UAs) are provided to families paying incebased rents when the cost of
utilities is not included i n tbasedreng HABC wiwhen d
use the utility allowance applicaltie the type of dwelling unit leased by the family.

9.8.1Establishing the Utility Allowances

HABC will establish allowances for HAB®irnished utilities for all individually metered utilities
and for all utilities purchased directly by residents from ayslipplier HABC charges for excess
consumption of HAB&urnished utilities where sulmetering is in place for individual units.

HABC will maintain a record that documents the basis on which utility allowances are established
and revised, and the recosill be made available for inspection by residents.

HABC will establish separate allowances for each utilitye objective of HABC in establishing
utility allowances for each dwelling unit category and unit size is to approximate a reasonable
consumpibn of utilities by an energgonservative household of modest circumstances consistent
with the requirements of a safe, sanitary, and healthful living environtdglities may include
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gas, electricity, fuel for heating, water, sewerage, and solid wastesadl for a dwelling unit.
Costs for telephone, cable/satellite TV, and internet services are not considered uttlittgs
allowances are established in accordance with HUD regulations and guidelines.

9.8.2Utility Allowance Revisions

HABC will review its schedule of utility allowances each year. Between annual reviews, HABC
will revise the utility allowance schedule if there is a rate change that by itself or together with
prior rate changes not adjusted for, results in a change of 10 percent dronotbe rates on
which such allowances were basédjustments to resident paymeitscause ofuch changes

shall be retroactive to the first day of the month following the month in which the last rate change
consideredn such revision became effectiv&uch rate changes shall not be subject t@&@aay

notice requirement.

Unless HABC is required to revise utility allowances retroactively, revised utility allowances will
be applied to a familyés rent c dowanaelisadopted.ns at

9.8.3Surcharges For HABG-Furnished Utilities

For dwelling units subject to allowances for HAB@nished utilities where individual meters

have been installed, HABC charges for utility consumption in excess of the allowHmneescess
consumption is computed on a straight per unit of purchasesbas i s based on HAB(
utility rate. The basis for calculating the excess utility consumption charges is described in
HABCOGs s chedul @angds inak anounbal @éxeess consumption charges based
directly on c¢ han g eesutility mate tark aot sdbjeBt @odtlse advaneernatige
requirements.

For dwelling units served by HAB@irnished utilities where individual meters have not been
installed, HABC may establish schedules of surcharges indicating additional dollar amounts
resdents will be required to pay by reason of estimated utility consumption attributable to resident
owned major appliance§he surcharge schedule will state the residsyried equipment for
which surcharges will be made and the amounts of shiaigesSurcharges will be based on the

cost to HABC of the utility consumption estimated to be attributable to reasonable usage of such
equipment.

9.8.4Notice Requirementsi Utilities

HABC and the privately owned/managed sites will give notice to all eetsdof proposed
allowances and scheduled surcharges, and revisions thEneafotice will:

1 Be provided at least sixty (60) days before the proposed effective date of the allowances,
scheduled surcharges, rewisions.
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1 Notify residents of the place whee HABCOGs documentation on
surcharges are based is available for inspection; and

1 Provide all residents an opportunity to submit written comments during a period expiring
not less than thirty (30) days before the proposed effective ofathe allowances,
scheduled surcharges, or revisions.

9.8.5Ultility Allo wance Reasonable Accommodation

On request from a family, HABC may approve a utility allowance that is higher than the applicable
amount for the dwelling unit if a higher utility all@mce is needed as a reasonable accommodation
because a family member with a disability uses equipment, which requires electricity to operate,
to address the disability need.

9.8.6Resident Paid Utilities

HABC will establishthe utility allowancefor sites with resident paid utilitie®r the unit, which
may be modified inaccordancevith applicabldaw andregulations.

Ther e s i dEPnwill beseduced bythe amountof the utility allowance,which HABC will
provideto the resident.

If ther e s i d e n utiltysbill(g) @xcaedshe utility allowancetheresidentmustpay the full
amountof thebill to the utility supplier.

If the residentpaysa flat rent, the residentis not entitledto a utility reimbursement because the
utility allowances are factored into the schedule of flat rents.

By signinga third-party notificationagreement aapplicationfor the utility service, the resident
authorizes HABCor the privately managed sites, whichever is applicatol®ge notified by
the utility providerif the resident failgo pay the utility bill. Failureof the residento maintain
utility serviceis grounds for terminatioannderthelease.

Applicants cannotbe admitted,and residents cannot leansferredto a developmentwith
residentpaid utilitiesunlessthey canobtainutility service The following requirementsapply
to residentdiving in developmentsvith residentpaid utilitiesor applicantveingadmittedto
suchdevelopments:

1 If a residentor applicantis unableto get utilities connectedbecauseof a previous
balanceowedto the utility companytheresident/applicanwill not bepermittedto move
into a unit with residentpaid utilities. As a resulta current resident will not bgermitted
to transferto scattered site unitsr privately managed sites with resident paid utilities
andanapplicant will notbeadmittedto a unit with residentpaidutilities.

HABC ACOP: DRAFT 726-19 9-10



T  When a resident is responsible for payment of utilities, payment aiftithig bills is the
resident'obligationunderthe lease Failureto maintainutilities is grounds for eviction.

T If theunitis servicedby anindividual meterthe residentis responsibldor establishing
an accountirectly with the utility providerand paying for thoseindividually metered
utilities.

9.8.7Utility Reimbursement

If ther e s i deatis tessthan theutility allowance HABC or the privatelymanaged sitavill

pay a monthly utility reimbursement, equab the difference betweeone month'stotal tenant
paymentaned n e matlity allowanceeithert o t he resi dent or,

directly to the utility provider onther e s i d e n tf éhereslenhispalyifigan incomebased
rent.
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CHAPTER 10: TRANSFER POLICY
10.1INTRODUCTION

HABC permits residents to transfer within or between housing sites for the reasons set forth in
this policy. The transfer policy will be carried out in a manner that does not violate fair housing
laws.

For purposes of this transfer policy the "losing development" refers to the development/unit from
which the family is moving and the "receiving development" refers to the development/unit to

which the family is transferringLosing and receiving developmisninclude privately
owned/managed sites with RAD units, LTA units and units with public housing subsidy.
10.2GENERAL STATEMENT

HABCG6s policy provides for resident transfers,
and the privately owned/managetksithat are RAD sites or have LTA units or public housing

units for the following reasons:

1 To abate dangerous and/or substandard conditions within the unit that cannot otherwise
beaddressed.

1 Because the resideist an intimidated crime victimnd/or an intimidated crime witness
as defined in thishapter.

1 Because the resident i€@mevictim as defined under the Violence Against Women Act,
asamended.

1 Because the resident has an approved reasonable accommodation transfer request to
address disablity.

1 To accommodate resident families that are determined to be owvemderhoused
because of their family size oomposition.

1 Because the resident is living in a unit that has been certified as meeting the Uniform
Federal Accessibility Standards (UFAS) for wheelchair accessibility or as near UFAS
compliant and no one in the household needs the accessibility featuresmit.the

T To permit rehabilunit ati on of the residentds

1 Because the unit is scheduled for disposition ardiarolition.

1 To offer standard alternative accommodations when repairs to the unit cannot be made
within a reasonableme.
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1 Because the resident isilig in aLow-IncomeHousing Tax Credit unit and no longer
meets the income eligibility requirements for the unit;

1 Pursuant to a memorandum of understanding between the resident and HABC.

10.3ELIGIBILITY FOR TRANSFER

To be determined eligible for a transfaitiated by residents, residents must submit the required
documentation to HABC to substantiate their requests and must be in good standing with HABC
at the time of transfeWhen a resident who is not in good standing has been approved for a
transfer de to an emergency, immediate need, reasonable accommodation, demoalition,

disposition, or because the resident is in an accessible unit and no one in the household needs the

features of the unit, HABC may require the residengritera memorandum of undéasding
before allowing the resident to transfer.

A resident is not in good standing when:

1 Arresident is delinquent irent.

1 HABC has issued a Notice of Lease Termination and the outcome of the Notice of Lease
Termination is pending or the residentos

enforcemeninvestigation.

1 The resident has a poor rental history or a histodisttirbances; or

M The resident, a member of the resident 6s

the unit.
1 The household has engaged in criminal activity.

Residents will not be allowed to transfer wHéABC has received judgment or been ashemt
possession of the unit.

Low Income Housing Tax Credit (LIHTC) Sites
Residents may not be transferred to a LIHTC site unless they are income eligible.

Resident Paid Utilities

Residents may not be transferred to a developmentresidentpaid utilities unless he/she can

obtain utility service.

10.4TRANSFERS PURSUANT TO AN HABC MEMORANDUM OF
UNDERSTANDING (MOU)
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HABC may approve a transfer pursuant to an MOU entered into between the resident and HABC
to resolve a lease terminationather similar issue

10.5TYPES OF TRANSFERS

The foll owing are the types of transfers allo
1 Emergency to Address Health, Safety, and Habitability Issues
1 Emergency Under the Violence Against Women Act (VAWA)
1 Emergency to Address an Intimiddt€rime Victim& IntimidatedCrimeWitness (1V/IW)
1 Administrative
1 Immediate Needs
1 Reasonable Accommodation
1 Demolition, Disposition, Revitalization or Rehabilitation
1 Transfer from Accessible Units
1 Severely Over/Under Housed Category

1 Over/Under Housed Category 2

10.6EMERGENCY TRANSFERS TO ADDRESS HEALTH, SAFETY, AND
HABITABILITY ISSUES

Emergency transferto address health, safety, and habitability issales madebecause the

resident's unit has become uninhabitable because of fire, flood, or other, caflsgsne or more
properties adjacent to the residentds unit is
threat to the safety of the resident.

When the unit is uninhabitable, the resident will be required to reloRatecation of the resident

is not a waiver by HABC of its right to ter mi
the damage was caused by an intentional act, carelessness/or negligence on the part of the resident,
a member of the resident'sthg e ho | d guest or other person un-

10.7EMERGENCY VAWA TRANSFERS

The following are conditions for which a resident may qualify for an Emergency VAWA transfer:
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1 A resident oan immediate family membées acrimevictim of domestic violence, dating
violence sexual assaulbr stalking.

1 The resident expressly requeststtla@sferand he resident reasonably believes that harm
or further violence is imminent ihe resident remains in the unit or if the sexual assault
ocaurred on the premises during the 90 day period preceding the request for transfer;

1 The resident has complied with all other obligations of the public housing program; and
1 Supporting documentation of the abuse is provided.

Residents receiving a VAWAasd Emergency Public Safety transfer may be referred to a
domestic violencerimevictim services organization if a safe unit is not immediately available.

Consistent with HABCO0s Emergency Transfer Pl
Emergency VAWA transfers to selagh to threespecific developmenter transfer to protect the

resi dent 6s #yaWhete threa dedelopsnent aptions are allowed, the applicable
developments covered under the CAMPBWL constitute one developretattien. See

Appendix E VAWA EMERGENCY TRANSFER PLAN.

10.8EMERGENCY INTIMIDATED CRIME  VICTIM/INTIMIDATED CRIME
WITNESS TRANSFERS

An Intimidated CrimeV i ¢ t i mi Neans ¥ peyson subject to a credible threat of imminent
harm or threatened harm in connection with th:
planned, threatened, attempted or completed, who is cooperating with law enfdrcéme

An I ntimidat ed CirMeams a patson subjecisto a(credibiahyeat of imminent
harm or threatened harm in connection with t1}
planned, threatened, attempted or completed, who is cooperatinawienforcement.

The following are conditions for which a residerdayrgualify for an Emergency IV/IWansfer:

T The household needs to be relocated becaus
witness protection program or in order to avoid reprisal as a result of providing information
to a law enforcement agency.

T The househol dés needified by a toel, Stateadr Eedenablaw b e e n
enforcement agency. The following are examples of the type of documentation required
for a family to be considered for this type of transfer: police reports, letter from law
enforcement agency describing the situatod the need for a transfer, or court records
such as a restraining order.

Consistent with HABCOG6s Emergency Transfer Pl

EmergencyV/IW transfers to seleatp to threespecific developments for transfer to protdwt t
resident 6 s s aWhete threa dedelopsnent aptionst aye. allowed, the applicable
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developments covered under the CAMPBWL constitute one development selgegokppendix
E: VAWA EMERGENCY TRANSFER PLAN.

10.9ADMINISTRATIVE TRANSFERS

An administrative transfer is a transfer that is initiated by HABC because HABC determines that
the transfer is in the best interest of the resident or HABXBC reserves the right to determine

the priority of the transfer~ull documentation for the transfer rationale must be placed in the

r esi de.dnminstrative tramesfers require approval from the Executive Director or his/her
designee.

10.10IMMEDIATE NE EDS TRANSFERS

The consent decree enteredBiailey v. HABQUJFM-02-CV-225) andUnited States of America
v. HABC(JFM-04-CV-3107) (the Bailey Consent Decree) provides for immediate needs transfers,
which receive priority over other reasonable accommod#tamsfer requests.

The Immediate Needs Plan, which is Attachment B to the Bailey Consent Decree, defines
Al mmedi ate Needo as foll ows:

1 Animmediate need refers to a family (including a family of one) residing in public housing
that has a familynember with a disability who: a) lacks access to a toilet; b) lacks access
to a shower or a bathtub that can be used by a person with a disability; c) lacks access to
the kitchen unless the person with the disability is a minor child under age 8 yéarksd)
access to a bedroom; e) lacks access to a bedroom occupied by a minor child/children for
whom the person with a disability provides supervision or has child care responsibilities;
f) lacks the ability to enter or exit the unit without assistancg) @& at a substantial health
risk, as verified by a healthcare professional, due to the conditions of the current unit.

The | mmedi ate Needs Plan is to Aremain in eff
total number of UFAS compliant accessibl publ i ¢ housing units reql
Consent Decre¢HABC may, in its sole discretion, continue the Immediate Needs Plan after the

total number of UFAS compliant accessible public housing units has been created.

Immediate Needs transfer tegpts are investigated by Immediate Needs teams in accordance with
the aforementioned Immediate Needs Plarthe Immediate Needs team determines that the
resident has an Immediate Need, it will prepare, with input from the resident, an Immediate Needs
Plan If the Immediate Needs Plan includes the option of a transfer to another unit and the family
selects that option, the family will be placed on the reasonable accommodation transfer waiting
list based on the date that the transfer request was Dadelopment selections will follow the
policies under Reasonable Accommodations Transfers.

10.11REASONABLE ACCOMMODATION TRANSFERS

HABC approves reasonable accommodafieA) transfer requests to a disability of the head of
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household or a household memteisability verification is required where the disability is not
obvious or when it is not clear how a transfer will address the disability.

RA transfers are divided into two groups:

M Transfers to UFAS or units on one level
91 All other RA transfers

Residats requesting aRA transfer to a UFAS unit or unit on one level may N&2lect specific
developments.

Residents requesting all other RA transfers s®lgct up to three locations as transigiions.

Where three development options are allowed,ahy@icable developments covered under the
CAMPBWL constitute one development selection.

10.12TRANSFERS DUE TO DEMOLITION, DISPOSITION, REVITALIZATION, OR
REHABILITATION

HABC will relocate a resident family with reasonable written notice when the unit orrfyrape
which the resident family lives is being disposed of or demolished or is undergoing major
rehabilitation that requires the unit to be vacant.

Affected resident families will be placed on the transfer waiting list created pursuant to the HABC
approed relocation plan.

In cases of revitalization or rehabilitation, the HABC approved relocation plan may provide that
the family may be offered a temporary relocation and may be allowed toretutm&® f anmi | y 6 s
once revitalization or rehabilitation is complete.

10.13TRANSFERS FROM AN ACCESSIBLE UNIT

In the event an accessible unit/unit with accessible features is occupied by a family that does not
require those features, HABC or the privately managed dliténitinte a transfer when a resident
with a disability or an applicant with a disability requiring the accessible unit/features is identified.

Families living in accessible units/units with accessible features who do not need the accessible
unit/accesible features: (1) will be given notice to move when a resident with a disability or
applicant with a disability who needs the features in the unit is identified; (2) will rec8®e a
calendarday notice to move after a unit of appropriate size/type@astified; and (3) will be
required to transfedf the family refuses to transfer, HABC or the privately managed site will
terminatethe lease.
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10.14SEVERELY OVER/UNDER-HOUSED CATEGORY

Severely Over/Underoused Category Transfers whéne number of occupants listed on HABC
Dwelling Lease constitutes over/lundemused conditions according
Standards by two (2) or more bedrooms.

10.150VER/UNDER-HOUSED CATEGORY

Over/UnderHoused Categoryransfers are transfewghere:

1 The number of occupants listed on HABC Dwelling Lease constitutes overHunder
housed conditi ons ac cydbtadards §y oheql) bedh® @6 s Occu
10.16FAMILY SPLITS

HABC may approve eequest for a split family transfer to address:

1 A reasonableccommodation.
1 An emergency health, safety and/or habitabisgue.

1 An over/under housed family in the event no appropriate size unit is available in the
absence of a family split; or

M To address a VAWA situation.

The resident who splits from the original household must be otherwise eligible for occupancy of
a public housing unit and leggltapable of executing a lease.

10.17 HABC INITIATED TRANSFERS
Transfers required by HABC are mataly for the residentMandatory transfers are initiated by
HABC management with the forwarding of a Notice of Proposed Action to a resithBC may
proceed to terminate tenancy if a resident does not move basedhandatory transfelf the
family requests a grievance hearing within the required timeframe, HABC may not take action on
the transfer until the conclusion of the grievance process.
The following are HABC initiated transfers:

1 Emergency to Address Health, Safety, and Habitability Issues

1 Denolition, Disposition, Revitalization or Rehabilitation

I Transfer from an Accessible Unit

1 Seveely Over/Under Housed Transfers
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1 Over/Under Housed Category 2 Transfers
9 Transfer Pursuant to an MOU

1 Family Splits to address Health, Safety, atabitability Issues; to Address a VAWA
Situation or to Address a Severely Over/Undeused Situation

1 Administrative

10.18RESIDENT-INITIATED TRANSFERS
Residentnitiated transfers are transfers that commence with a written transfer request submitted
to HABC by the resident and are approved by HABR@sident reasonable accommodation
requests to transfer to address a disability may be made.drddye r esi dent 6s or al
memorialized in writing by the resident or on behalf of the resident bggeptative of the resident
or by HABC staff.
The following are residesnitiated transfers:

1 Immediate Needs

1 Reasonable Accommodation

1 Emergency VAWA

1 EmergencyV/IW

Families must document circumstances that serve as the basis for the transfer request in a form
acceptable to HABC.

HABC will verify the need for the transfer and determine eligibility for the requested transfer.
HABC will respond either by approving theansfer and putting the family on the appropriate
transfer waiting list, by denying the transfer, or by requiring more information or documentation
from the family.

If the family is not approved for the transfer, HABC will provide a denial letter tfatdy that
wi || i nclude information on t.hlke lettea geEnfing@s r i @

reasonable accommodation transfer request will identify Fair Housing agencies that the resident
may contact.

10.19TRANSFER WAITING LISTS

Centralized trasfer waiting lists are administered by the Office of Admissions and Leasing to
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ensure that transfers are processed in the correct order and that procedures are uniform across all
properties Housing Operations staff submits requests for transfers, ingudgcessary
documentatn, to the Office of Admissionsnd LeasingThe Office of Admissions and Leasing

staff places residents approved for transfers on the appropriate waiting list based on the date the
request was made for residenitiated transfer rguests and the date of the transfer application for
HABC-initiated transferswithin each transfer category, selection will be determined by the date

and time of the residemitiated transfer request or the date of the HAB{lated transfer
application which ever applies, and required unit type.

HABC may, at the time a resident reaches the top of the transfer waiting-tigterenine the
residentds transfer needs prior to making any

Residents on the Emergenty Address Health, Safetynd Habitability IssuesEmergency
VAWA; Emergency IV/IW; Immediate Needs; Demolition, Disposition, Revitalization, or
Rehabilitation, Transfers from an Accessible Unit; Reasonable Accommodation and Severely
Over/Underhoused transfer waiting lists will beffered units that become available before the
units are offered to applicants on the public housing waitingHistover/under housed transfers,
on an annual basis, HABC will review its current occupancy goals and objectives and, based on
that reviewestablish a ratio of new admissions to transfers.
Transfers will be processed in the following ortdesed on the date/time of application within
each categorysubject to the requirements of Section 10.9, Administrative Transfers and Section
10.12, Demolition, Disposition, Revitalization, Rehabilitation:

1. Emergency to address health, safety, and habitability issues

2. Emergency VAWA

3. Emergency IV/IW

4. Immediate Needs

5. Reasonable accommodation

6. Transfers from accessible units
7. Severely ovehoused

8. Severely undehousedHABC will house oneseverely undehoused current resident for
every 3 applicants housed at the affected AMP

9. When the list of severely over/undeoused current residents is exhaust¢dBC will

house onever/underhoused current resident for every 4 applicants housed at the affected
AMP
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HABC may, at its sole discretion, transfer a resident family without detgeits positionon the

transfer list in order to address a family in crsigo address a legal directivehe transfer must

be approved by two executive staff and full documentation that supports, and provides the reasons
for, the transfer rationalemmst be pl aced in the residentoés fi

10.20MOVING COSTS

HABC will pay for reasonablenovingcosts related to the transfer types outlined beMaving
costs must be prapproved by HABC.

1 Emergency to address health, safety, and habitability issues
1 Demolition, Disposition, Revitalization or Rehabilitation

1 Reasonable Accommodation and Immediate Needs

1 Transfers from accessible units

For all other transfers, the resident will pay all moving and other costs related to the transfer.

10.21SECURITY DEPOSITS

Residents transferring from one HABC development to another HABC development will not be
required to pay a new security depoRiather, the security deposit paid at the losing development

wi || be transferred tregeivinghdevelopmenif theeresiieditdhasaat c o u n t
paid all or part of the security deposit to the losing development, the resident will be required to

pay the entire security deposit to the receiving development before being allowed to transfer.

Residents @nsferring between a privately owned or managed site and an HABC development
will be reimbursed the security deposit paid to losing development and required to pay a new
security deposit to the receiving development.

10.22PROCESSING TRANSFERS

The Housing Maagers at the losing and receiving developments will reach an agreement on the
date the lease for the unit in the losing development will end and the date the lease for the receiving
development will beginThey will also work cooperatively to complete tmeve and ensure that

the residents sign the required the-pessfer and leasing documenBesidents transferring
between traditional public housing unwall have threeworking daysto return the keys to the

losing developmentResidents transferrinigom private sites to traditional public housing must
return keys to the private site immediately.
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10.23UNIT OFFERS FOR TRANSFERS

When a suitable unit is available, HABC will offer the unit to the next family on the waiting list
per the transfenierarchy. HABC has the right to offer the same unit to multiple residents at the
same timelf more than one resident accepts the unit, the unit will be leased to the resident who
accepts the unit before the expiration of the acceptance period andesaghest priority waiting

list and has been on that waiting list for the longestod Offers shdlbe made orally and in
writing.

Generally, if the resident rejects the offered unit, unless the rejection is for good cause: (1) in
residentinitiated transfers, the resident will be removed from the transfer waiting list; (2) in
HABC-initiated transfers, the resident will receive a lease termination notice.

Residentsequesting RAransfeswill be allowed to refuse three units, without good cause, before
being removed from the RA Transfer WL.

HABC may allow remlents requesting Emergency IV/Idhd VAWA transfers teselectup to
threespecific developments for transfer to protectthe s i dent 6 s saf ety and se

If circumstances require immediate removal of the occupants in the unit, the resident will be
required to move to the first available appropriate size unit, which will be considered a temporary
move If the unit from which e resident has been moved is made habitable, the resident may
have the option of returning to that unit or, if the unit cannot be made habitable, to another unit
in the same developmertit the resident refuses to move, HABC will issue a lease termination
notice to the family.

The resident has the right to file a grievanc
Removal from the transfer waiting list means the resident must reapply for a transfer.
10.24RENT ADJUSTMENTS FOR TRANSFERRED RESIDENTS

Generdly, a residentvill pay the same rent at the receiving development as s/he paid at the losing
development. When a family is paying the flat rent at the losing development, the family will be
given a choice to pay incontmsed or the flat rent amount ag tleceiving development.

Residents who intend to transfer to a privately managed site may be screened by the site in
accordance with that si tThebmeerng maycesuktidaninergasent s ¢
in the residentés the rent payment.

HABC or the privately owned/managed site will notify the resident of the rent amount before the
transfer occursAny applicable rent changes will be effective the first of the month following the
month of the transfer.

10.25RE-EXAMINATION DATE

Upontransfer to another unit, the head of household will sign a new lease that will be effective the
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date of the transfeHowever, the date of the new lease may affect the reexamination date.

The receiving development should be certain that the annual,idieemtriennal review,
whichever applies, is properly scheduled to give the staff time-determine rent in order to
meet the established reexamination date.
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CHAPTER 11: LEASING
11.1INTRODUCTION

All units must be occupied pursuant to a dwelling lease agreement between HABC and the resident

or, at the privately owned/managed sites, between the landlord aresidhent. eeAppendix J

T Dwelling Leasg This chapter describes pieasing activities md HABC's policiespertaining

to leaseexecution, securitdepositsptherchargesandadditionsto the lease This chapter also
describes HABCO6s policies with respecihatt o ins
moveout, and during the period of occupancy.

11.2LEASE TERM & RENEWAL

Theinitial termof theleasewill be for 12 months. The lease willmew automatically for 12

month terms unless the resident has violated the community service requirement as described in
the chapter on community service. Annualsigningprocesss not required becaudbe lease
automaticallyrenewsfor termsof 12 months.

11.3EXECUTION OF LEASE

The lease is incorporated into this policy by reference. The lease document will reflect current
HABC policies as well as applicable federal, state and local law. The privately owned/managed
sites may wuse a | ease t hatilalss comhplyfwitreappdicaldle f r o m
federal, state and local lawwhe HABC lease, including attachments and rider(s) is attached as
Appendix JTheheadof households the personwho signs the lease, assuniegalandfinancial
responsibilityfor the unitandis listedon theleaseasthe head of household.

The following provisions govereaseexecutiorandamendments:
1 A leases executedtthetime of admissiorfor all newresidents.

1 A newleaseis executedat the time of the transferof a residentfrom one HABC unit
to anotheor between an HABC unit and a privately owned/managed unit.

1 Leasesignersmustbepersondegally eligibleto executecontracts.

1 Thenamesanddatesof birth of all householdmembersare listed on the leaseat initial
occupancy andntheHUD form 50058 at the time off&xamination.Only thosepersons
listedonthemostrecentHUD form 50058&hallbepermittecto occupythedwelling unit.

1 Changego residententsaremadeuponthe preparatiorandexecutionof a noticeof rent
adjustmenby HABC or the owner/manager of a privately owned/managedveitieh
becomesnattachmento thelease.Documentatiom f a change twillbea r esi c
includedin theresidenfile.
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1 Household tha include a live-in aide must sign the form in which both the head of
household anthelive-inaide acknowledge that the | aideis nota partyto thelease.

11.4AMODIFICATIONS TO THE LEASE

HABC and the privately owned/managed sites may modify their forms of lease from time to time.
HABC and the privately owned/managed sites will provide residents with at least 30 calendar
days advance notice of the proposed changes to the lease and annifypiorcomment on the
changes. All comments will be considered before formally adopting changes to the lease.

After proposed changes have been approved by the Board of Commissioners and incorporated
into the HABC Lease or by a privately owned/managjezland incorporated into its lease, each
family will be notified at least 60 calendar days in advance of the effective date of the new lease
or lease revisions.

Schedules of special charges and rules and regulations are subject to modificationaor. revis
Because these schedules are incorporated into the lease by reference, residents and resident
organi zations wil |l be provided at | east 30 ca
proposed modifications orevisions andmust be given an @ortunity to present written
comments. The notice will be delivered directly or mailed to each resident; or posted in at least
three conspicuous places within each structure or building in which the affected dwelling units are
located, as well as in a cgnisuous place at the management office, if any, or if none, a similar
central business location within the development or site.

11.4.1Changes in Family Composition
The lease will be modified to reflec ahanges in family compositiofRolicies related to wen
and how changes in family composition must be reported are set forth in the chapter on
Reexamination and Continued Occupancy.
A resident's refusal to accept permissible and reasonable lease modifications is grounds for
termination of tenancy.
11.5TERMINATION OF THE LEASE
Terminationof theresident'seasds to be inaccordancwith theprovisionscontainedn thelease
agreemenandasstatedn this policy.

11.6SECURITY DEPOSITS

ASecurity depositdo means any payment of money
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advance of the time it is due, given to a landlord by a tenant in order to protect the landlord against
nonpayment of rent, damage due to breach of lease, or dam#ge leased premises, common
areas, major appliances, and furnishings.

HABC and theprivately owned/managed sitesquire newesidentgo pay a securitydepositin

the amountof $50.00@n amount not to exceed one mont hoés
may be allowed to pay the security deposit in installments, or the family may be required to pay
the security deposit in full prior to occupancy. Subject to applicable laws cindpeeposit and

the interest earned on security deposits will be refunded to the resident unless used for any of the
costs listed below.

The amount ofthe securitydepositrequired isspecifiedin the lease. HABC and theprivately
owned/managed sitedll holdthe securitydepositfor theperiodtheresidentccupieghe unit.

HABC and theprivately owned/managed sitedl refundthe securitydeposit (including interest
earned on the security depo#gsanyamountowedwithin 45 calendadaysafter moveoutand
resident'snotification of a newaddress. Theecuritydeposit will be used by HABC and the
privately owned/managed sites to pihagcostof:

1 Unpaidrent;
1 Damagedistedon theMove-OutInspectionReportthatexceechormalwearandtear;

1 Otherchargesinderthelease.

HABC or the privately owned/managed site witbvidetheresidentpr thepersordesignatedby
theformerresidenin theeventof the formeresident'sncapacitatioror death with awrittenlist of
anychargesagainsthe securitydeposit. Ifthe resident or his/her designee disagredd the
amountcharged tahe securitydeposit,HABC or the privately owned/managed site wileet
with the former resident or his/her desighediscusghecharges.

Theresidenmustleavethedwellingunitin acleanandundamage¢beyondnormalwearandtear)
conditionandmustfurnishaforwardingaddresso HABC or theprivately owned/managed site.
All keystotheunitmustbereturned taheappropriate management offigpon moving out othe
unit.

If theresidenttransfersto anotherunit in an HABC owned and managed propertpABC will
transferthesecuritydeposito thenewunit. Theresidenwill bebilled for anymaintenanceosts

or otherc har ges arising out of the residentods te
transferring. Residents transferring between a privately owned/managed site and an HABC
development will be reimbursed the security deposit paid to the losing developrrerd,amy

mai ntenance costs or ot he renandyandegerasd togpayiasewn g o0 U |
security deposit to the receiving development.
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11.7PET DEPOSIT

The policy on pet deposits is set forth in Chapter 12 (Pet Piolkamily Developmers) and in
Appendix E PET POLICY FOR FAMILY DEVELOPMENTS (HABC Pet Policy for Family
Developments).

11.8LEASING ACCESSIBLE UNITS

The policy on leasing accessible units is set forth in the Chapter on Occupancy Guidelines, section
6.5.

11.9LEASE ORIENTATION ON PROGRAM REQUIREMENTS

Before signing the lease, families will be required to attend @qgumepancy training session.
When thefamily signs thelease,an HABC representativer a private manager, whichever is
applicablewill review theleaseand the documents incorporated into the lease, including but not
limited to the documents listed belowith the headof householdandco-head.

1 A copyof thelease

1 A copyof thegrievanceprocedures

1 A copyof theHouseRules or community rules, if applicable
1 A copy of the schedule of maintenance charges

1 Information about the protections offered under the Violence Against Women 2@1 8f

At both the preoccupancy training session and at the lease signing, a number ofwidplus
discussedhatwill include,butarenotlimited to, the topics listed below, before the family signs
the lease.

1 Applicabledepositaandothercharges
Provisionsof thelease

Family choiceof rents

Rent payment options

Orientationto the community

Unit maintenancandwork orders

== =2 =4 4 A -2

Explanatiorof each of théorms to be signed by the family

1 Excess utility consumption charges
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1 Termsof occupancy
1 Communityservice requirements

1 VAWA protections

11.10RENT PAYMENTS

The resident rent is due and payable on the 1st of every month. If the rent payment is not received
by the date set forth in the lease, a delinquent rent notice vaéite

11.11FEES AND NON-PAYMENT PENALTIES

Therequirementselatingto feesandnonpaymenpenaltiesaresetforth in thelease.

HABC or theprivately owned/managed siballassesandcollectafeeof 5% of themonthlyrent

if the residentioesnot paythe full amountof rentdueby the endof the fifth day of the month.
Repeated late payment of rent and/or other charges is grounds for termination of the Lease. See
Chapter 14 (Lease Terminations).

Any rentpaymenteceivedvill beappliedto theoldestrentcharges intheresident'saccount.

A charge willbeassessedgainstheresidentfor checkghatarereturnedor insufficient fundsor
checkswritten on a closedaccount. WhenHABC or a privately owned/managed shasbeen

informed thatar e s i sdhedohtsbeenreturnalforinsuficient funds,theresidentil | benotified,

ard therentis to be satisfiedby the paymenbof the outstandingamount using HABC oprivately
owned/managed sigpproved payment options immediatepon suchotificationtotheresident.

HABC or theprivatelyowned/managed siteill alwaysconsidertherentunpaid whera checkis
returnedbecause of insufficient funds a checkis writtenon a closed accountfar e sisdent 6
chekisreturnal twicefor insufficient fundsHABC or theprivately owned/managed sit&ill no

longe accepachedk from, or on behalfof, thatresident.

If HABC or theprivately owned/managed sik@snot agreedin writing, to acceptpaymentata

later datea fiFailureto PayR e ncoraplaintwill befiled with thecourt. HABC or theprivately
owned/ managed site wil/l note the cost of fild@
account and wil|l seek an award of this cost i
court in favor of HABC or the pviately owned/managed site.

11.12POSTING SCHEDULES OF CHARGES AND UTILITY ALLOWANCES

Schedulesf chargegor services antepairsand the utility allowance schedwdeallbepublicly
postedn aconspicuous mannar themanagemertffice andwill beprovidedto applicantsand
residentsipon request.
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11.13MAINTENANCE & DAMAGE CHARGES

In instances where HABC or thprivately owned/managed siteharges the resident for
maintenance and repair beyond normal wear and tear, the lease will state the basis for the
determination of such charges.

Charges for maintenance and repair beyond normal wear and tear are not due and collectible until
thirty calendar daysfter HABC or theprivately owned/managed siggves written notice of the
charges. The written notice is considered an advacien andwill meet the requirements
governing a notice of adverse action. HABQ theprivately owned/managedteswill not take

the proposed action until the time for the resident to request a grievance hearing has expired, or if
a hearing was requested within the required timeframe, the grievance process has been completed.

Nonpayment of maintenance and damalgarges is a violation of the lease and is grounds for
eviction.

11.14UTILITY PAYMENTS

Residers responsiblefor direct paymentof utilities mustabideby any and all regulationsof
the specificutility company,including regulationspertainingto advancepaymentsof deposits.
Failureto maintainutility servicesduringtenancyis aleaseviolationandgrounds for eviction.

Where applicable, charges for excess utility consumption will be due and colldbiitye
calendar daysafter HABC gives witten notice of the charges. The written notice is considered
an adverse action and will meet the requirements governing a notice of adverse action.

Non-paymentof excesautility consumptionchargeso HABC or theprivately owned/managed
siteis a violation of the leaseandis grounds for eviction.

11.15PEST CONTROL ACTIVITIES

HABC or the privately owned/managed sites will require that residents comply with pest control
activities undertaken by the housing authority. Residents will be requiredvidgpezcess to the
apartment when pest control treatments are scheduled. HABC or the privately owned/managed
sites will enter any apartment where pest control activities are scheduled and/or needed. Residents
are required to complete all pratment atvities in their apartments prior to the pest control
treatment, such as placing items in plastic bags and storing food items. Failure to allow access for
pest control and/or failure to prepare the apartment for pest control activities will resulien lea
termination. Pest Control activities must be completed on all units in order for the treatments to
be effective. For thissasonthis policy will be strictly enforced. Residents are required to abide

by the terms of the Bed Bug Lease Addendum.idees negligence, resulting in infestation, is a
violation of the Lease and may result in Lease terminati&iBC will provide at least fortyeight
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(48) hour notice prior to the pest treatment.
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CHAPTER 12: INSPECTIONS

12.1INSPECTIONS

HABC inspects each dwelling unit prior to mewe at moveout, and annually during occupancy.
Additionally, HABC may require additional inspections, in accordance with HABC Policy.

12.2MOVE -IN INSPECTIONS

HABC or the privately owned/managed sitad the family will inspectthe premisesprior to
occupancy othe unit in orderto determire the condition of the unit and equipmenintheunit. A
copy of theinitial inspectionsignedoy HABC or theprivately owned/managed saadthefamily,
will bekeptin theresidenfile.

The head of household or-bead mussigntheinspectiorform.

12.3VACATE INSPECTIONS

HABC or theprivately owned/managed siell performamoveoutinspectiorwhentheresident
vacatesheunit. The residentvill be given notice of the righto participatein the moveout
inspection.

The purpose of this inspection is to determine necessary maintenance and whether there are
damages that exceed normal wear and tear. HABC or the privately owned/managed site will
determine if there are damages to the unit caused by the resident. Damesgeisby the resident

may affect part or all of the residentds secu

The moveout inspection also assists HABC or the privately owned/managed site in determining
the time and extent of the preparation and repairs necessary to make thadynfore¢he next
resident.

12.4PREVENTIVE MAINTENANCE INSPECTION S

HABC will inspect the unit at least one a year tloe purposeof preventive maintenand@®M).
The PM inspeiion will also covelinspection of major systems, i.e. heating, air conditioning.

12.5UNIFORM PHYSICAL CONDITION STANDARDS INSPECTIONS

HABC and theprivately owned/managed sitedll inspectall unitsand common areasnually
usingHUD's Uniform PhysicalCondition Standards (UPC8&8%aguideline.
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12.6 QUALITY CONTROL (QC) INSPECTIONS

The purposeof the QC inspectionsis to ensurethat repairs have beencompletedat an
acceptabléevel of craftsmanshiandto determine resident satisfaction with the work performed.
HABC inspectionstaffwill conductQCinspectiondor an established percentagfeunits.

HABC QC Inspectionstaffwill conductinspectionon allunits at a site as part of a site audit.

12.7 UNIT INSPECTIONS

HABC andthe privately owned/managed sites welbnduct unitinspectionof all units at least
annually. The purpose of these inspections is to determine the housekeeping and unit
conditions. Units that fail thenit inspections will be subject to followp inspectios.

During theunit inspections, the Reasonable Accommodation Survey iT&blort Form will be
completed with the resident to allow the resident to identify if any family member has a disability
and needs a reasonable accommodation to address thittgisa

12.80THER INSPECTIONS

HABC and privately owned/managed sitstaff will periodically conduct walk-through
inspectionsto determinavhethertheremaybeleaseviolations,adverseconditions,or localcode
violations.

12.9EMERGENCY INSPECTIONS

HABC andprivately owned/managed sittaff may conduct an emergency inspection if they
believe that an emergency exists in a unit or on the site. A work order must be generated after the
inspection has been conducted.

12.10NOTICE OF ENTRY

HABC and theprivately owned/managed sitedll be allowed to inspect units at reasonable times
with reasonable notice.

If HABC is unable toenterthe dwelling unit because a different lock has been installed in the
dwelling unit, HABC will install a newock to gain entry to perform the necessary inspection,
maintenance, extermination treatment or repair. HABC will leave a written statement posted on
the dwelling unit notifying the resident to come to the management office of his/her development
to obtan the new keysThis information will be included in advance in the notice to resident
scheduling such inspection, maintenance, extermination treatment or repair.
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12.10.1Emergency Entries

HABC and theprivately owned/managed sitesay enter dwelling units at any time without
advance notice when there is reasonable cause to believe that an emergency exists. If no adult
household member is present at the time of an emergency entry, HABC and privately
owned/managed staff will leave aitien statement showing the date, time and purpose of the
entry prior to leaving the dwelling unit.

12.10.2Non-Emergency Entries

HABC and theprivately owned/managed sitasll provide families withwritten 48-hour notice
prior to entering the unit for ne@mergency reasons.

Non-emergency reasofisr entering aunit are:

1 Maintenance and repaird a Resident requests repairs through the work order system of
HABC or the privatelyowned/managed sites, the Resident will be informed at the time of
the request that HABC or the privately own:
during normal business hours, without any further advance written notice to the resident,
for the ste purpose of making the requested repalmintenance staff will knock and
announce their entry into the unit upon arrival to make the requested repairs.
HABC orthe privately owned/managed sites will leave a summary of the actions taken during
the repair visit.
1 Inspections

1 To makeimprovements

An adult family membeshouldbe present in the unit during a nemergency inspection. If no
one is in the unitfte staff person(s) will leave a written notice for the resident regarding the date
and time the noemergency inspection was attempted.

If a resident needs to reschedule a-earergency inspection, the resident must notify HABC
theprivately owned/managed si& least 48 hours prior to theseheduled inspection.

HABC or the privately owned/managed siteill reschedule the neemergncy inspection no

more than twice unless the resident has a verifiable good cause reason for refusing entry. HABC
may request verification of such good cause. If the resident refuses to allow the inspection, the
resident will be in violation of the lease

12.11UNIT INSPECTION VIOLATIONS
If a unitfails, the unitinspectionHABC or theprivately owned/managed sitll provide the

residentwith a copy of the inspectionreportwith requiredcorrections. The resident will be
required tocorrect noted items. A followp inspectiorwill be conductedwithin 30 calendar
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days. HABC or the privately managed site may require the resident ttcipate in
housekeepingnit maintenanceounséng. The inspectiomeportwill indicatewhetherrequired
corrections are to be chargedto the resident or coveredby HABC or the privately
owned/managed site

If the resident fails make required corrections identified on the inspection reporteleas@ation
may result.

12.12RESIDENT DAMAGES

Repeated failed inspections or damages to the unit beyond normal wear and tear caused by the
resident, a member of the household or a guest of the resident may constitute serious or repeated
lease violations. HABC magharge the resident for the reasonalalst of repairs.

"Beyond normal wear and tear" is defined as items that could be charged against the resident's
security deposit under state law or repairs resulting from willful damage, neglect or negligence.
12.13EMERGENCY REPAIRS

If the unit is damagetb the extent that conditions are created which are hazardous to the life,
health, or safety of the occupants, the resident must immediately notify HAB privately
owned/managed site, whichever is applicabfehe damageAbatement of themergencynust

be completed within 24 hours from ttime the work order is issued.

If HABC or theprivately owned/managed sibannot make repairs within 24 hours, the resident

will be offered standard alternative accommodations. If HAB@heprivately owned/managed

sitecan neither repair the defect within 24 hours nor offer alternative housing, rent shall be abated
in proportion to the seriousness of the damage and loss in value as a dwelling. Rent shall not be

abated if the damage was caused by a househehber or guest, or if the resident rejects the
alternative accommodations.

The following items are to be considered emergency in nature and require immediate (less than 24
hour) response:

1 Brokenlock which affectsunit security

1 Brokenwindow glasswhich affectsunit security,is a cutting hazard,or occursduring
inclementweather(to be securecr abated)

1 Plumbingleaksthatcancauseflooding or damagéeo the unit
1 Naturalgasleaksor smellof fumes

1 Backedupsewage
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1 Electricalhazard
1 Units in which the temperature is below 68 degrees because of defective or broken heaters.

1 Units with elderly residents or residents with disabilities in which HAB®ed air
conditioners are inoperable during the summer or in which the refrigeratansaeeable.

Inoperablesmoke detectorswill be treatedas a 24-hour emergencyand will be replaced or

made operable.Residents who disengage smoke detectors for convenience purposes are in
violation of their lease.

12.14NON-EMERGENCY REPAIRS

If necessaryo bring the unit into UPCScomplianceroutine orneededepairswill be completed

by HABC or theprivately owned/managed siteNonemergency repairs will be completbey
HABC or theprivately owned/managed siéthin 30 calendar daysf theinspectiondate.
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CHAPTER 13: PET POLICY

13.1INTRODUCTION

HABCO6s policy on pets i forthfinatmeiPetyPolickefor €dmdyp me nt s
Developments (the Petokcy), attached as Appendix: PET POLICY FOR FAMILY
DEVELOPMENTS. The Pet Policy is reasably related to the legitimate interest of HABC in

providing a decent, safe and sanitary living environment for residents, providing standards aimed

at creating the best possible environment for both pet owners angehowners, and promoting

responsil@ care of pets.

Privately owned sites may have different pet policies. The family developments converted under
RAD shall follow the pet policy set forth in the Long Term Affordable (LTA) Criteria.

Neit her HABCOs Pet Pol ilwyyhepricatelydwhegditeqoetheRAD | i ci e s

Sites apply to animals that are used to assist, supparbvide service to persons with disabilities,
or to service animals that visit public housing developments.
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CHAPTER 14: REEXAMINATIONS & CONTINUED OCCUPANCY

14.1INTRODUCTION

This Chapter summarizes the policy for conducting reexaminationssoleaplains the interim
reporting requirements for families and the standards for timely reporting.

14.2ELIGIBILITY FOR CONTINUED OCCUPANCY

Residentsvho meethefollowing criteriawill beeligible for continuedccupancy:

1 Qualify asafamily asdefinedin Chapter 4: Eligibility forAdmission.

1 Arein full compliancewith the obligationsandresponsibilitieslescribedn the dwelling
lease.

1 Whosefamily membersage6 andolder,eachhavingsubmittedtheir socialsecurity
numbersor havingprovided acertification from the Social Security Administration
thata socialsecuritynumber has not beassued.

1 Whosefamily membersavesubmittedrequiredcitizenship/eligiblemmigration
status/nortitizensdocuments.

1 Who arenot overincome (as defined in this chapter) for the specified period of
time.

14.30VER-INCOME FAMILIES

Under the Housing Opportunity Through Modernization Act (HOTMA) of 2016,-ov@me is

defined as a family with adjusted income which exceeds 120&b6eaf median income (AMI).

After a familyds adjusted income has exceeded
will charge the family a monthly rent which will be set by HUD in forthcoming guidance.

At a regular or interim reexamination, ifafanills adj ust ed i ncome exceed:
income | i mit, HABC wi | | document t heincbnaemi |y f
status. A family which is ovencome will be placed on an annual recertification frequency
beginning with the firstegular or interim recertification in which the family exceed the -over

income limit.

I f one year after the applicable regular or
continues to exceed the applicable ev&ome limit, HABC will notify the family, in writing,

that their adjusted income has exceeded the-iogeme limit for one year, and that if the family
continuesto beovernc ome f or 12 consecutive mont hs, t h
overincome rent policies.

ftwoyearsaf er t he applicable annual or interim r e
continues to exceed the applicable ev&ome limit, HABC will charge the family the alternate
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rent set by HUDhowever, where residents reside in units financed with Lownhecblousing

Tax Credits, rent generally will not exceed the applicable maximum rent as required under Low
Income Housing Tax Credit regulatiom$ABC will notify the family in writing of their new rent
amount which wil/ be ef fitenodticetoehefaily.days after

If, at any time, an oveincome family experiences a decrease in income, the family may request

an interim redetermination of rent in accordance with HABC policy. If, as a result, the previously
overincome family is now belowhe overincome limit, the family is no longer subject to over

income provisions as of the effective date of the recertification. In such instances, HABC will
notify the family in writing that over ncome pol i cies no | onger app
adjusted income later exceeds the evmome limit again, the family will be entitled to a new
two-year grace period.

HABC will update the over income limits no later than 60 days after HUD publishes the new
income limits each yeaee Appendix GOVER-INCOME LIMITS for the applicable income
limit for the current year.

HABC will begin tracking oveincome families once these policies hiween adoed

14.4AREEXAMINATION FREQUENCY

The frequency of reexaminations by HABC and the privately owned/managed sites is based on the
residentds program participation, l ncome sour
rent or flat rent. The following &htifies the frequency of the-examinations:

MTW Policy

1 Except as set forth below, theegamination of HABC residents will generally occur every
two-years.

1 The reexamination ohouseholds where 100% of income is fréired incomessources
will occur every three years. Fixed income refers to social security income, supplemental
security incomeandbr pension income.

1 Regulare-examination ohouseholdsvho elect the flat rerdption will occur every three
years. Householdsvho elect the flat rent option will be required to certify their household
composition annually.

1 Regulare-examination ohouseholdsvho report zero or minimal inconadhouseholds
at privately owned/marged properties will occur annuallylinimal income is defined as
$2,400 or lesg annual gross household income.

1 Whenandifanover ncome f amilyds income decreases t

longer exceeds 120% of area median income, HABCcaiiduct a certification to review
the family income and determine the applicable recertification frequency for the family.
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HABC may also schedule a regular reexamination for completion prior to the anniversary date for
administrative purposes.

At regularly scheduledreexaminationsresidents will provide all certifications and forms in
accordance with HABC, HUD and tax credit requirements, as applicable.

The table below provides a summary of household types and reexamination frequency.

| Table of Reexamination Frequency |

Description Frequency of Reexamination

Households on fixed incomes only Triennial(MTW Policy)

OverIincome Households Annual

Households who select the flat rent optii Annual flat rent updates
Triennial

Households whoreport zero income Annual
minimal incomeor temporary or sporadi
income only child support only, Stat
Assistanced.g., TANF) only

Households at privately owned/manag Annual

properties

Households with an Earned Incorn Households on an EID will have

Disregard recertifications completed on a biennial
basis; however, if an EID period starts
outside of the effective date of the regul
recertification, HABC will conduct an
interim recertification at thetart ancend
of the24-monthexclusion period

All other households Biennial(MTW Policy)

HABC reserves the right to create a differeréxamination schedule.

When families move to a dwelling unit in another development, the receiving development will
prepare anew HUDofr m 50058 at the time of the family®é:
will complete a regular reexamination with an effective date that coincides with the new lease
effective date.The reexamination month may be made consistent with the reexamuiesiule

at the new development but will not be more than 24 or 36 months from the last regular
reexamination. When families move to another dwelling unit within the same development, a new
HUD form 50058 must be prepsiered at the time o

14.5REEXAMINATION NOTICE TO THE FAMILY

All familieswill be notified of their obligationto recertify by first classmail. Generally, HABC
sends the reexamination notification letteast120 daysbeforethe scheduled reexamination
effective date. HABC will provide families with at least4 workingdays advance notice of the
first scheduledeexamination appointment
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14.6 PERSONSWITH DISABILITIES

HABC and the privately owned/managed siteé#f providenoticesin anaccessible format or
mail noticesto a third party, if requested as reasonable accommodation Bypersonwith
disabilities.

Personswith disabilitieswho areunableto cometo HABC's office or the offices of the privately
owned/managed site for the reexamination may make a reasonable accomniodatuathe
interview conductedat the person'srome, which shall be approved if it is verified that the person
has a disability that prevents Himer from going to the HABC office or the offices of the privately
owned/managed site.

Verification that the person has a disability or that the requested accommodation will address the
disability may be required if the disability is not obvious

14.7RESCHEDULED REEXAMINATION APPOINTMENTS

If the family is unable to attend the fisstheduled interview, the family must contact HABC or
the privately owned/@enaged site at least 10 workidgys before the interview is scheduled to
occur to schedule a neappointment.

If the family doesnot appearfor the reexaminationinterview and has not rescheduledhe
interviewwith HABC or the privately owned/managed st\BC or the privately owned/managed
sitewill schedulea secondappointment. HABC willprovide the family with 1@vorking days
advance notice of the rescheduled appointment. HABC will not reschedule a reexamination
appointment more than twice except as a reasonable accommodation.

Families must contact HABC if they are unable to attend the second scheduled appolftment.
the family fails to appearfor the secondappointmenHABC or the privatelyowned/managed site
will issue a notice of lease termination.

Exceptiongo thesepoliciesmaybemadeby theHABC AssetManageror theproperty manager at
the privatelyowned/managed site the family provides documentation of a good cause reason
thatpreventedhemfrom cancelingor attendinghe appointment.

14.8CONDUCTING REGULAR REEXAMINATIONS

The terms of the public housing lease and the privatetyed/managed site leases require the
family to furnish information regarding income and family composition as may be necessary for
the redetermination of rent, eligibility, and the appropriateness of the housingAlhadult
members of the householdearequired to sign consent/release forms necessary in the
recertification process.
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Any required documents or information the family is unable to provide at the time of interview
must be provided within 5 workindays from the date of the interview. thie family is unable to
obtain or supply the information within the required time frame, the family must request an
extension.

14.8.1Requirementsto Attend Reexamination Interview

All adult household membeusill berequiredto attendthe reexaminationnterviewandsignthe
Personal Declaration and Continued Occupancy Declardtithe headof households unableto
attendtheinterview,theappointmenwill becancelled.

14.8.2Household MembersTurning 18

Residents are not required to report when a family member turns 18 years of age between regular
recertifications. However, if a family member will be 18 years of age on or befdieche s e ho | d 6 s
recertificationeffectivedate,they must attend the reexaration appointment.

14.9COMMUNITY SERVICE

For families who include nonexempt individuals, HABC will determine compliance with
community service requirements. See ti@er orCommunity Service.

All families will be notified of their obligationto recertify by first classmail. Generally,
HABC sends the reexamination notification leta¢teast120 daysbeforethe scheduled
reexamination effective date.

14.10PERSONSWITH DISABILITIES

HABC and the privately owned/managed siv@#f providenoticesin anaccessible format or
mail noticesto a third party, if requested as reasonable accommodation bypersonwith
disabilities.

Personawith disabilitieswho areunableto cometo HABC's officeor the offices of the privately
owned/managed site for the reexamination may make a reasonable accomniodatiuathe
interview conductedat the person'shome, which shall be approved if it is verified that the person
has aisability that prevents him/her from going to the HABC office or the offices of the privately
owned/managed site.

Verification that the person has a disability or that the requested accommodation will address the
disability may be required if the disétyi is not obvious
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14.11VERIFICATION OF INFORMATION

All information thataffectsthe family's eligibility for continued occupan@ndthefamily's total
tenant paymentand rentwill be verified in accordance withHABC or the privately
owned/managed siteerification policies and procedures.

Whentheinformationhasbeenverified, it will beanalyzedo determine:

1 The continuedeligibility of the residentas a family or as the remainingmemberof a
family.

1 Theunitsizerequiredby thefamily.

1 Theamountof rentthefamily shouldpay.
14.12EFFECTIVE DATES: CHANGES IN THE TENANT RENT AT REGULAR
REEXAMINATION
As part of the reexamination process, HABC will make appropriate adjustments in the rent after
consultatiorwith the family and upon verification of the information.

14.12.1Resident Rent Increases

If, because o regularlyscheduledeexaminationthe residentrentincreasesa 30-day notice
will bemailedto thefamily prior to the reexaminatioeffectivedate.

If lessthan30 calendadaysareremainingbeforethe effectivedate,theresidentrentincrease
will be effectiveon thefirst day of themonthfollowing the 30-daynotice.

If therehasbeena misrepresentatioor amaterialomissionby thefamily, or if thefamily causes
a delayin the reexaminatiorprocessingthe increasen rentwill be effectiveon thescheduled
effective date.

14.12.2ResidentRent Decreases

If the family reportsa changethat resultsin a rent decreasevithin 30 calendar daysof the
regularreexamination effectivdate,the changewill be effectiveon the regular reexamination
effectivedate.

If a residentreportschangesn circumstanceshat resultin a rent decreasanore than 30
calendar days priorto the next reexamination date, the changewill betreatedasaninterim
reexaminatioreffective on the firstday of the following month that the family reportedthe
change.Theregular reexaminatioeffectivedatewill notchangeasaresultof thisaction.
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If the family causesa delayso thatthe processingf the reexaminations not completeby the
regular reexaminatioeffectivedate,any decreasén rentwill be effectiveon thefirst day of the
month following completion of the reexaminationprocessingby HABC or the privately
owned/managed site.

14.13REEXAMINATIONS FOR FAMILIES PAYING FLAT RENTS

For a family that chooses the flat rent option, HABC or the privately owned/managed site will
conduct a reexaminatior family composition at least annually and will conduct a reexamination
of family income at least once every three years.

Once a yeaHHABC or the privately owned/managed site will: (1) give each family the opportunity

to choose between the two methods for determining the amount of resident rent payable monthly
by the family; and (2) require each family to submit updated informationt abethousehold
composition. The family may choose to pay either a flat rent as determined in accordance with
HABCGO6s fl at rent <sasddeettu HABE and the privately awmned/mamaged
sites will require families to submit their choiceflait or incomebased rent in writing and will
maintain such requests in the resident file.

If the family chose a flat rent for the previous year, HABC or the privately owned/managed site
will provide the amount of incoreased rent for only the year HABC or the privately
owned/managed site conducts an income reexamination or, during the intervening years, only if
the family specifically requests income recalculation and submits updated income information.
For further information on flat rent schedules and changes, see Chapter 8: Income and Adjusted
Income.

14.13.1Flat Rent Annual Updates

In scheduling the annual ugdaHABC or the privately owned/managed site will follow the policy
used for scheduling the annual reexamination of families.

As flat rent updates will be determined annually, based on changes to fair market rents (FMR),
and resident rent updates will ocon the annual rent update anniversary, there may be times that
residents on flat rent are paying more or less than 80% of the FMR, depending on the change to
the FMR. Flat rent increases will be limited so that no family on flat rent will have aasecre

excess 085 % of thef a mi elxistidgsentamountdue to the increase in FMR.

If the family has chosen flat rent, his/her rent shall be adjusted at the next #atmeait update

or regular reexamination rather than at the point the flat rent may change. At the time of the annual
flat rent update or regular reexamination, the family will be given the choice of changing to
incomebased rent or of remaining on flat rent at the current (most recently adjusted) flat rent for
the familyébés unit.
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14.14 INTERIM REEXAMINATIONS

Family circumstancemay change between annual reexaminations. HABC policies and the polices

of the privately owned/managed sites define the types of information about changes in family
circumstances that must be reported, and under what circumstances HABC or the privately
owned/managed site will process interim reexaminations to reflect those changes. HUD
regulations also permit HABC and the privately owned/managed sites to conduct interim

reexaminations of income or family composition at any time.

Theregular reexaminatioeffectivedatewill notchangeasaresultof an interim reexamination.

HABC will verify all income and expense information for the household member for whom the
change is reported. Additionally, when a household reports removal of a household member,
HABC will verify that the household member has vacated the unit. Income/expense changes for
other household members are not required to be reviewed or verified during interim
recertifications.

Required InterinReporting

Families are required teeport the changesutlined below HABC will process an interimment
changewhen any of the following occur:

T Zeroor minimalincome family receives monetary or noronetary income

1 Family with only temporary or sporadic income receives monetary o/muoetary
income

1 Change in family composition

HABC will process an interim reexamination at the start amtl & Earnedncome Disregard
period See Earned Income Disregard policies.

If a household reports a change that it was not required to make whichswltlin an increase in

rent, HABC will place the information in the file; however, HABC will not process an interim
increase in rent. There is one exception to this policy where FSS families are concerned. Upon
request from a family participating in tl@mily SeltSufficiency Program (FSS), if the family
reports an increase in income between regular recertifications and requests an interim
recertification, HABC will process the interim recertification so that the family can take advantage
of the escrowdeposit feature of the FSS program. The family will also experience an increase in
rent as a result of the increase in income.

Optional Interim Reporting

Families may report the changes outlined belblABC will process an interiment changevhen
any of the following occur:

1 Decrease in income
71 Increase in allowable expenses
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14.15STANDARD FOR TIMELY REPORTING

The standard for timely reporting is within #@rking daysfrom the date of the change. This
standard applies to required and optiomgdarting. For example, if a resident loses his job on
April 1% timely reporting of the job loss will be i@orking daysfrom April 15 See the policies
on effective dates of interim rent changes when reporting is or is not timely.

If the changeis not reportedwithin the requiredtime period, or if the family fails to provide
signaturescertificationsor documentation withinhe required time framet will be considered
untimelyreporting.

14.16METHOD OF INTERIM REPORTING

Families argequired to submit interim changes in writing. Generallyhied of household and
the person requesting the changél be required to attend an interview for an interim
reexamination

Based on the type of change reported, HABC or the privately owaedfjed site will determine

the documentation the family will be required to subriy information,document osignature

thatis neededrom the familyto verify the changemustbe providedwithin 5 working daysfrom

the date HABC or the privately owned/managed site made the regbestime frame may be
extended by HABC or the privately owned/managed site for good cause. HABC and the privately
owned/managed sites will accept required documentation by md#xbglectronic mail (email)

or in person.

HABC or the privately owned/managed sitety conductthe interim reexaminatiorby mail asa
reasonablaccommodation wherequested.SeeChapter 2Fair Housing and Equal Opportunity).

14.17DECREASESIN INCOME & INCREASES IN ALLOWANCE/DEDUCTIONS

Between regular reexaminations, residents negprta decrease imncomeand otherchanges,
suchasanincreasen allowances odeductionghatwould reducethe amountof the total tenant
paymentwithin 10 working daysof when the changeoccurs.Any information, documentor
signatureneeded fronthe family that isneededo verify the changemustbe providedwithin 5
working daydrom the date of the HABC request.

HABC or the privately owned/managed sitdl procesgherentadjustmentunlessHABC or the

privately owned/managed sitenfirmsthatthe decreasen incomewill lastlessthan30 calendar
days.
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14.18INCREASES IN INCOME

Generally, familiegpayingincomebased andlat rentsare not requiredto reportincreasesn
incomeor assets between regular reexaminatidd8BC and the privately owned/managed sites
will not procesgentadjustmentsesultingfrom these increases incomeuntil the nextregularly
scheduleadeexamination, except in certazases as described in this ACOP.

14.19CHANGES IN FAMILY COMPOSITION

Families must report all changesin householdcompositionto HABC or the privately
owned/managed site within Morking daysfrom the date of the chang8uch changes
includeadditionsdueto birth, adoptionand courtawarded custodyThe family mustobtain
approvalirom HABC or the privatelyowned/managed sifgior to all otheradditionsto the
household. The change in family composition must be submitted in writing.

Following receipt of a family's request for addition of a household member, HABC or the privately
owned/managed site wilbaduct a preadmission screening, including the criminal history report,

of the proposed new membeHABC or the privately owned/managed site will not allow the
addition of a new family or household member unless the individual meets the applicable
screeimg criteria and documentation requirements as described in Chapter 4: Eligibility for
Admission. Only new members approved BV ABC or the privately owned/managed site

be added to the household.

HABC and the privately owned/managed sites will cartdan interim reexamination for all
changes in family and household composition that occur between regular reexaminations and
annual updates. Theadof householdhall provideHABC or the privately owned/managed site

with all income documentatiorfor the new householdmember. HABC or the privately
owned/managed siteill processan increase irentwhenthehouseholdize increasedueto the
additionof a new family membewith earned or unearned income.

If a household receives public assistance benefits and reports any change in family composition
between reexaminations, HABC or the privately owned/managed site wilrifg the public
assistance benefit and recalculateome and rent using the new benefit amount. Income
attributable to new members being added to the household will be evaluated and may result in a
recalculation of the rent.
Additions to the household subject tapplicable screening:

1 Any person 18 oolder the resident proposes to add toltase.

1 Residenis awardedcustodyof a child who is 14 orwlder.

1 Children who are 14 and older are added through a kinshigoarggement.
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1 Residentdesiresto add a new family memberto the lease,a live-in aide, or afoster
child(ren.

1 A unitis occupiedby a remainingfamily member(sunderage18 (not an emancipated
minor) andan adultwho wasnota membetrof the original householdequestpermission
to takeoverasthe headof household.

Additions to the household notsubjectto screening:

1 Children born to a familynember.

1 Children for whom couriwarded custody is provided, if the child is under the age of 14;
and

1 Legal adoptions of minors.

14.19.1New Family Members Not Requiring Prior Approval

The addition of a family member as a resulbioth, adoption, or cowdwarded custody does not
requireprior approval from HABC or the privately owned/managed site; however, the family is
required to notify HABC or the privately owned/managed site of the addition withivoiking
daysof the occurence.

14.19.2New Family Members Requiring Approval

The family must inform HABC or the privately owned/managed site and obtain approval from
HABC or the privately owned/managed site for additional family members, other than additions
due to birth, adoptiorgnd courtawarded custody, before the new member occupies the unit. Only
new members approved by HABC or the privately owned/managed site will be added to the
household.

HABC or the privately owned/managed sik@ll not approvethe addition of family members
other than by birth, adoption, courtawardedcustody,or marriage/interdependent relationship
where the occupancystandardswould require a larger size unit, except as a reasonable
accommodation. Exceptions will beviewed,and determinations made oraseby-casebasis.

Residents who fail to notify HABC or the privately owned/managed sites of additions to the
household, or who permit persons to jtie household without undergoing screening, are in

violation of the lease. Such persons are considered to be unauthorized occupants by HABC or the
privately owned/managed sites and the entire household will be subject to eviction.

14.19.3Departure of a Family or Household Member
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If a family or household member ceases to reside in the unit, the family must inform HABC or the
privately owned/managed site within 1@orking daysof the occurrence. This notification
requirement includes removal of a lireaide, foster child, or fost adult. The household must
complete a certification of removal and provide verification of the removal, i.e. new address for
the household member being removed, death certificate etc

Theseindividuals maynot be added back to the lease amdist apply as a new applicanfor
placemenbn theHABC public housingvaiting list.

14.19.4Change in Family Size & Transfer

HABC will initiate aunit transfer, ifheededinderthe OccupancyGuidelinesfor additiongto the
family in thefollowing cases:

9 Addition of a minor who is a memberof the family who hadbeenliving
elsewhere.

1 Addition of alive-in aide approved by HABC or the privately owned/managed
site.

1 Addition dueto birth, adoptionor courtawardeccustody.

If a change due to birth, adoption, ceawarded custody, or need for a liveaide requires a
larger size unit due to overcrowding, the resident will be placed on the appropriate transfer
waiting list for the larger unit and transferred to an appraoglyiatized unit when the resident
reaches the top of the waiting list and an appropriately sized unit becomes available.

Transfers due to ovdrousing or undehousing conditions caused by the addition or removal of
household members will be handledarcordance with Chapter 10: Transferi&ol

14.20ZERO INCOME , MINIMAL INCOME & TEMPORARY & SPORADIC INCOME
14.20.1Zero Income, Minimal Income & Temporary/Sporadic Income Adults

A zeroincomeadult is one who does not receive any income, contributions and/oitberef
his/her own behalf or on behalf of another individual in the household.

A temporary or sporadic income adult is an adult who reports only temporary or sporadic income
Temporary and sporadic income is excluded from the calculation of annual income.

Zeroincomeadultsandadultsreporting only temporary/sporadic incoraee requiredto report
monetary and/ornonmonetarychangesn incomeor benefitsbetweenregular reexaminations.
HABC will process an increase in rent when a zero incomainimal incomeadult reports

an increase in inconmm benefits between regular reexaminations as well as process an increase
in rent when an adult reporting only temporary or sporadic incomertee@n increase in
income or benefits between regular reexaminations.
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Onceincomébenefitsarereceived andeported by an adultith zeroand/or aradultreporting only
temporary/sporadic income subsequent increases in incdbenefits between regular
reexaminations do not need to be reported until the next regular reexamination.

14.20.2Zero Income, Minimal Income & Temporary/Sporadic Income Household

A zero incomeor temporary/sporadic incomwousehold is one where no household member
recaves any income, contributions and/or benefits on his/her own behalf or on behalfledranot
individual in the household or the only income received by the entire household is
temporary/sporadic income.

A minimal income household is one where the grossianhousehold income #2,400 or less
per year

Households that report zeimmcome minimal or temporary/sporadic incommay be required to

provide information regarding their means of basic subsistence, such as food, utilities,
transportation, etc.ff he f ami | y &6 st & pf anevlingoéne, dABE thay make
inquiry as to the nature of the familyds acce

See the policiesn verification of zero incomeaminimal incomeor temporary/sporadic income
households.

HABC will run an EIV income report onezxo inmmeand minimal incoméouseholds as well as
households reporting onlyemporary/sporadic incomevery 180 days and take action for
unreported income. Regular reexaminatiare conducted anally for zero incomend minima
incomehouseholdsrad households reporting onigmporary/sporadic income

14.20.3Interim Reexamination i Other
If at the time of regular reexamination, tenrpnbvided documents were used on a provisional
basis due to the lack of thimhrty verification, ad thirdparty verification becomes available,
HABC will conduct an interim reexamination if the difference in income is greater than
$2,400/year.
HABC may conduct an interim reexamination at any time in order to correct an error in a
previous reexaminain, or to investigate a tenant fraud complaint.

14.21EFFECTIVE DATES : CHANGES IN RENT AT INTERIM REEXAMINATIONS

HABC will process reexaminations after the family request or family notification of changes in
income, expense, deductions andiousehold composition.
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14.22EFFECTIVE DATES: CHANGES IN RENT AND RESIDENT CAUSED DELAYS
IN PROCESSING REEXAMINATIONS

An increase in renhecause o reexaminationyill generally be effective on the first of the month
foll owing 30 calthefadippr daysd notice to

A decrease in retitecause od reexamination will generally be effective on the first of the month
following the month in which the change was reported.

If a family fails to report a change within the required tinagnes offails to provide all required
information within the reaired time frames, the increas@l be applied retroactivelyo the date

it would have been effective had the information been provided on a timely basis. The family
will be responsible for any underpaid rent and may be offered a repayment agreement in
accordance with the policies in this ACOP or be resggito make a lump sum payment.

If the change is not reported timely, HABC or the privately owned/managed site will not
retroactively apply the rent decrease. In this ctierent decrease will be ettive on the first

day of the month following e completion of the reexamination processing by HABC or the
privately owned/managed site.

In cases where, through no fault of the resident, the change cannot be verified until after the date
the change wdd have become effective, the change will be made retroactively.

14.23DELAYS IN PROCESSING REEXAMINATION SCAUSED BY HABC OR THE
PRIVATELY OWNED/MANAGED SITES

If HABC or the privately owned/managed site causes the delay in the timely processing of the
reexamination: (1) in the case of a rent increase, the effective date will be the first of the month
following 30 cal endar;and &ywshé caseoof a rent dedrease,tthee r e
overpaymenby the family will be calculatedretroactivelyto the date it should have been
effective,andthefamily will becreditedfor the amount.

14.240THER INTERIM REPORTING ISSUES

Any changeseportedby resident®therthanthoselistedin this sectionwill benotedin thefile
by thestaff person butill notbeprocessethetweernregularlyscheduleadeexaminations.

14.25ERRORS IN RENT CALCULATION
If HABC or the privately owned/managed site makes a calculation error at admission or during

regular or interim reexaminations, an interim reexamination will be conducted to correct the
error. The family will not be charged retroactively for any incréasent. However, if the
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family was underpaying rent, HABC or the privately owned/managed site will increase the
rent to the correct amount effective on the f
to the family. HABC or the privately owneda naged si te wi | | credit t
for rent that was overpaid due to error by HABC or the privately owned/managed site.

14.26 ABSENCE FROM THE UNIT
"Absence’a n d i aneatbatnd family membelis residingin theunit.
To determinaf thefamily is absenfrom theunit, HABC or the privately owned/managed site will
1 Conducthomeuvisits.
1 Write lettersto thefamily attheunit; and/or
9 Call and/or write the emergencygntact.
Familiesmustnotify HABC or the privately owned/managed gitehey aregoing to be absent
from the unit for morethanfifteen consecutivealendardays. A personwith a disability may
requestanextensiorof timeasa reasonable accommodation.
14.26.1Permanently AbsentHousehold Member
Any membeiof thehouseholdvill be considereghermanenthabsenif s/heis awayfrom the unit
for 6 consecutivenonths or moreexceptas otherwiseprovidedin this Chapter. A household
member who is permanently absent wiltbe moved from the | eawlk and t
no longerbe counted.
Anyone who is removed from the lease magply to HABC for public housing in order to be
housed by HABC or in a privately owned/managed site.

14.26.2Temporarily Absent Household Memter

Generally, an individual who is or is expected to be absent from the assisted unit for less than 6
consecutive months per calendar year is consideredorarily absent.

HABC and theprivately owned/managed sitedl computeall applicable incomef ever family
membemwho is on the lease, includinghosewho aretemporarilyabsent.

14.26.3Absence of an Entire Family

Families are required to notify HABC or the privately owned/managed site in accordance with
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the leasebefore they move out of a unit and give HABC or the privately managed site
informationaboutanyfamily absencérom theunit.

If the entire family is absentfrom the unit, without permission from HABC or the privately
owned/managed site fomorethan30 consecutive calenddays,.theunitwill beconsideredo be
vacantandHABC or the privately owned/managed site watminatetenancy.

In casesvherethefamily hasmoved oubf theunit, HABC or the privately owned/managed site
will terminatetenancyin accordance witlthe appropriate leaserminationproceduresontained
in thisPolicy.

As a reasonableaccommodation foa personwith a disability, HABC or the privately managed
site mayapprovean extension. During the periodof absencepayment ofthe rent and other
chargesnustremaincurrent.

14.26.4AbsenceDueto Medical Reasons

If anyfamily member leavethe householdo enterafacility suchasa hospital,a nursinghome,
or a rehabilitation centeHABC or the privately owned/managed sitél consult withareliable
gualifiedsourceasto the likelihoodandtimingoft h e f a mi | rgturrmttihebeeficalian
indicates thathe family memberwill be living in a nursing home permanentlythe family
memberwill be consideredpermanently absentlf the verification indicates that the family
member will return in less than 6 consecutimenths,the family memberwill be considered
temporarily absengislong asrent andotherchargesemaincurrent.

If the personwho is determinedo be permanently abseid the solememberof the household,
assistancwiill beterminatedn accordanc&ith Absenceof EntireFamily.
14.26.5AbsenceDueto Incarceration
Any membeiof thehouseholdvill be consideregermanenthabsenif he/'sheis incarceratedor
30 consecutivealendar days for drugelatedor othercriminal activity.
14.26.6Absence Due To Foste€Care
If the family includesa child or childrentemporarily absenfrom the homedueto placement in
fostercare,HABC will determinefrom the appropriateagencywhenthe child/childrenwill be
returnedo thehome.
If thetime is to be greaterthan180 consecutive calendar dalysm the dateof removal ofthe
child(ren), the familymay be requiredto moveto a smallersizeunit. If all childrenareremoved

from thehome permanentlyhe unit sizewill bereducedn accordancevith HABC's occupancy
guidelines.
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14.26.7Parent/Legal Guardian Absent from the Unit

When neither a parent nor a legal guardian remains in the household and the appropriate agency
has determined that another adult is to be brought into the assisted unit to care for the children for
an indefinite period: (1) within 30 calendar days, theppsed caretaker must provide
documentation to HABC or the privately owned/managed site that s/he is seeking custody or legal
guardianship of the children; (2) within Wbrking daysof receiving the documentation, HABC

or the privately owned/managed sitédl\screen the proposed caretaker; and (3) if the proposed
caretaker passes the screening, HABC or the privately owned/managed site will enter into a lease
with the proposed caretaker. If the proposed caretaker does not provide the required
documentatioror does not pass the screening, HABC or the privately owned/managed site will
take action to gain possession of the unit.

HABC or the privately owned/managed site may obtain periodic updates from social services staff
or the attorney representing the dnén regarding the status of the action to obtain custody or
legal guardianship.

The caretaker will be allowed to remain in the unit as a visitor until he or she signs the lease or is
determined to ineligible.

14.26.8Absent Students

Full-time studentswho arel7 and older andittend school away from the homebut live with
the family during school recesses may, at the family's choice, be considereteeaithararily or
permanentlyabsent.

1 If the family decides that the membsmpermanently absenticomeof thatmember
will not beincludedin total householdncome,the memberwill not be includedon
the lease,andthe membermwill not beincludedfor determinatiorof unitsize. College
students whavere part of the family but who now live away from home duringhe
schoolyearandarenot considerednembers othe householdmay visit for up to 90
daysperyearwithout beingconsiderech memberof the household. Students under
the age of 17 who attend school away from home will nadnsidered permanently
absent.

Full-time studentsvho attendschoolaway fromthe homeandlive with thefamily during school
recesswill beconsideredemporarilyabsenfrom thehousehold.
14.26.9Minors in the Unit on a Temporary Basis

In ajoint custodyarrangement, ithe minor is in the householdessthan90 calendardaysper
year, the minorwill be an eligible visitor and not a family member.If both parentsreside in
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federally assisted housingnly oneparentwill be ableto claim the child for deductions andor
determinatiorfor theoccupancystandards. For situations where the minor lives with the parent
for more than 90 calendar days, see Joint Custody of Dependents.

14.27MILITARY FAMILIES T ABSENCE FROM THE UNIT & CONTINUED
OCCUPANCY

If a household membés temporarilyabsenaind in the nilitary, all military payandallowances
(except hazardouwtuty pay whenexposedo hostilefire andany otherexceptiongo military pay
HUD maydefine)arecountedasincome.

On acaseby-casebasis, HABC and the privately owned/managed sites will make reasonable
exceptions with respect to program requirements for active duty military families, to the extent
HABC can do so while responsibly administering the PH program.

Exceptions willbegraned at HABCG6s sole discretion and mu
for Operations or his/her designee.

Exceptions may include, but are not limited to:

T Al owing a guardian who meets HABCO6s or
screening criteria to ave into the assisted unit on a temporary basis to care for any
dependents that the military person leaves in the unit. Income of the guardian
temporarily living in the unit solely for this purpose is not to be counted in determining
family income andent

1 Where a member of the family has been called into active duty, allowing the assisted
tenancy and dwelling lease to remain in effect for up to 9 consecutive months even
though all members of the family are temporarily absent from the assisted

1 Until the member of the family called into active duty returns, allowing forehamge
reexamination and then completing the interim reexamination within 30 calendar days
after the military family member returns.

14.28GUESTS

HABC will reasonably accommodageresident'svernightguests for @ombined totaperiod of

up totwenty-one (21) nightsn any fifty-two (52) weeksperiod If HABC agrees to extend the

time, HABC may impose such additional conditions as are reasofablee t er m figuest 0
a person temporarily staying in the Dwelling Unit with the consent of the resident or other
member of the household who has express or implied authority to so consent on behalf of the
resident. An Aover ni gpendsthanglst in the Dnvellng dnit.a gue st

Absenceof evidenceof anyotheraddressvill be consideredverificationthattheguestis an
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unauthorizedhouseholdnember
HABC will consider:
1 Statementfrom neighborsand/orHABC staff
1 Vehiclelicenseplateverification
1 PostOffice records
1 Driver'slicenseverification
1 Law enforcementeports
1 Creditreports

Use of the unit addressasthe g u e surrénsresidenceor any purposeshallbe construedas
permanentesidence.

The burdenof proof that the individual is a guestrestson the family. In the absenceof such
proof, the individual will be consideredan unauthorizedbccupantand HABC or the privately
owned/managed site wikrminatethefamily'slease.

If an individual other than keaseholder is representing to an outside agency that they are residing
inther e s i dret,nhepersonwill be considered annauthorized occupant.

Residents are nailowed to have boardeasdlodgerslive with them.

14.29REMAINING MEMBER OF RESIDENT FAMILY - RETENTION OF UNIT

Resident families who separate while being assisted under the federally assisted program will be
assessed on a casgcase basis to determine which family members remain assisted under the
program. The policy pertaining to raming members is as follows:

1 Tobeconsideredheremaining member dheresidenfamily, thepersormusthavebeen
previouslyapprovedy HABC or the privately owned/managed seliving in theunit.

1 A live-in aide, bydefinition, is not a memberof the family andwill not be considerech
remainingmemberof thefamily.

1 The head of household, the-kead or the remaining family member of the household who
has custody of any minor children will retain the federally assisted unit.

HABC ACOP:Draft Date 726-19 14-19



1 In cases where the head of household antleaml of household have a joint custody
arrangement for minor children, the original head of household will retain the federally
assisted unit.

1 In cases where the head of household dies, leaving minor childrengthdiead of
household will be subject to all eligibility and admission requirements of HABC or the
privately owned/managed sites. If the new head of household is a current resident of
HABC or of a privately owned/managed site, the receiving developméndéongen the
resident to determine if s/he is in good standing.

91 In cases where there are two adultheads of household with no minor children, the
original head of household will retain the federally assisted unit.

1 In cases where a noelated adult &s been added to the household, the original head of
household will retain the federally assisted unit.

1 In the event that the head of household dies, a remaining adult household member may
become head of household if that adult was on the lease and atleether program
eligibility and continued occupancy requirements.

1 Exceptions to the fAremaining family member
the privately owned/managed site ooaseby-casebasis.

1 If a separation is the result of a dree or separation under a settlement or judicial decree,
HABC or the privately managed site will follow any court determination regarding which
family members will retain the federally assisted unit.

1 Inorder for a minor to continue to receive assistascremaining family member, HABC
or the privately owned/managed site has to verify that the court awarded emancipated
minor status to the minor or that the appropriate agency has arranged for another adult to
be brought into the unit to care for theldfrien) for an indefinite period of time. The adult
must meet the HABC screening criteria or the screening criteria of the privately
owned/managed site unless the adult is already a resident of HABC or a privately
owned/managed site, in which case thdtadust be a resident in good standing.

14.30CHANGES IN UNIT SIZE

Changes in family or household composition may make it appropriate to consider transferring the
family to comply with occupancy standards. HABC or the privately owned/managed site may use
the results of the regular or interim reexamination to require the family to move to an appropriate
size unit. See Chapter 10: Transfer Policy.

HABC or the privately owned/managed s#teall grantexceptionsdrom the occupancystandards

if the family requestsand HABC or the privately owned/managed sdetermineghat the
exceptionsarejustified accordingo this policy. See Chapter 6: Occuparfsiandards.
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HABC or the privately owned/managed sit#l notassigralargerbedroonsizedueto additions
of family memberotherthan by birthadoptionmarriageor courtawardedcustody.

HABC or the privately owned/managed sitél considerthesizeandnumber of bedroomshen
anexceptions requested.

When a changein the circumstancesn a residentfamily results in eligibility foranotherunit
size, thdamily will beplacedon theappropriatdransferwaitinglist.
14.31 CONTINUED ASSISTANCE FOR "MIXED" FAMILIES

Under the Noncitizens Rule, "mixed" families deanilies that include at least one citizen or
eligible immigrant and any number of ineligible members.

If a mixed family does not qualify for continued assistance, the member(s) that caused the family
to be ineligible for continued assistance may movéh@familymay choose prorated assistance.
14.32APPLYING UTILITY ALLOWANCES AT REEXAMINATION

Revised utility allowance schedules for residents who pay utilities directly to the utility company

will be applied to a familyds r enttheallovanae! at i
is adopted
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CHAPTER 15: LEASE TERMINATI ONS

15.1INTRODUCTION

This chapter presents the policies that govern voluntary termination of the lease by the family and

the mandatory and voluntary termination of the lease by HABC and the privately owned/managed
sites. Either party to the dwelling lease agreetmay terminate the lease in accordance with the

terms of the lease. When the family moves ftotm e  f putnlic hoysing unitthe familyloses

its rental assistance. Families living in other federally assisted housing located in the privately
ownedmanaged sites may lose their assistance, depending on the circumstances of their move
out . Therefore, there are additional safegual
housing. Li kewise, there amtkefedenaflyaspistedhalisngt o p 1
programs. HABC and the privately owned/manages sites have the authority to terminate the lease
because of the familybés failure to comply wit|
of the terms of the leasand for other good cause. HUD regulations also specify when termination

of the lease is mandatory by HABC and the privately owned/managed sites.

15.2TERMINATION BY RESIDENT

The family may terminate the leasepnpvidingHABC or the privately owned/managsite with

30 calendad a ypéios noticeat any time, for any reasoas indicatedn the lease.Such notice

mu s t be in writing and delivered to otthee prop
privately owned/managed sibe sent by pregpaid firstclass mail, properly addressed. The notice

of lease termination must be signed by the headw$éhold, spouse, or-twad. When a family

must give |l ess than 30 daysdé notice due to ci
the privately owned/managed sit its discretion, may waive ti89-day notice requirement.

Residents must providéABC with seventytwo (72) advance notice of their actual maxed date

so that HABC can ensure that the unit is safely secured.

15.3MANDATORY TERMINATION

HUD requires mandatory termination of the lease for certain actions or inactionsfaimihe
Conditions for mandatory termination include the reasons listed in sections 14.3.1 through 14.3.8
below.

15.3.1Failure to Provide Consent

HABC or the privately owned/managed sidl terminate the lease if any family member fails to
sign and submitray consent form s/he is required to sign for any reexamination.
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15.3.2Failure to Document Citizenship
HABC or the privately owned/managed sit@l terminate the lease if:

1 A family fails to submit required documentation within the required timeframe concerning
any family member 6s dtatus.i zenshi p or i mmigra

T A family submits evidence of citizenship and eligible immigration status in a timely
manner, but United Staté&3itizenship and Immigration Services (USCIS) primary and
secondary verification does not verify eligible immigration status of the family, resulting
in no eligible family members; or

1 A family member, as determined by HABC or a privately owned/manaded s
knowingly permitted another individual who is not eligible for assistance to reside (on a
permanent basis) in the unit. The mandatory termination does not apply to ineligible
noncitizendisted on the lease resulting in proration of assistance.

15.3.3Failure to Disclose and Document Social Security Numbers

HABC or the privately owned/managed sitél terminate assistance if a participant family fails
to disclose the complete and accurate social security numbers of each household member and the
documentation necessary to verify each social security number.

HABC or the privately owned/managed site | | defer the familydos ter
family with the opportunity to comply with the requirement for a period not to exceed 90 calendar

days from the date HAB®r the privately owned/managed sdetermined the family to be
noncompliant for circumstances beyond the par
limited to, delayed processing of the social security number applidayidhe Social Security
Administration, natural disaster, fire, death in the family, or other emergency.

1534Fai l ure to Accept HABCOs Offer of a Lease
HABC or the privately owned/managed sitél terminate the lease if the family fails to accept
HABCobGosr t he pri vat el y offerwhaeleahde mevisian goead existing leades
provided HABCor the privately owned/managed dit@s done the following:
1 Therevision is on a form adopted by HABC or the privately owned/manageeésdaing
to requirements for notice to residents and resident organizations and their opportunity to

presentcomments.

1 HABC or the privately owned/managed di@s made a written notice of the offer of the
revision at least 60 calendar days before the lease nevssscheduled to take effect and
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1 HABC or the privately owned/managed dites specified in the offer a reasonable time
limit within that period for acceptance by the family.

15.3.5Methamphetamine Conviction

HABC or the privately owned/managed siél immediately terminate the lease if HAB® the
privately owned/managed siletermines that any household member has ever been convicted of
the manufacture or production of methamphetamine on the premigseeddlly assistedousing.

15.3.6Lifetime Registered Sex Offenders

Should HABC or the privately owned/managed siéscover that a member of an assisted
household was subject to a lifetime registration requirement at admission and was erroneously
admitted ater June 25, 2001, HABG®r the privately owned/managed sitgll immediately
terminate assistance for the household member.

In this situation, HABQor the privately owned/managed sitél offer the family the opportunity

to remove the ineligible family ember from the household. If the family is unwilling to remove
that individual from the household, HAB@ the privately owned/managed swdl terminate
assistance for the household

15.3.7Noncompliance with Community Service Requirements

HABC and the prately owned/managed sites will review compliance with the community
service requirement in conjunction with the regular reexamination schedule.

15.3.8Death ofthe Head of Household in a Single Member Household

HABC or the privately owned/managed sl terminate assistance for a deceased single member
household. HABQr the privately owned/managed sitél list the end of participation date as
the date on which the family or designee of
signed a vacateotice; or the date the public housing lease was terminated; or the date 4#{ABC
the privately owned/managed siégally regained possession of the unit, whichever occurs first.

To permit a presumed next of kin to obtain belongings of a deceasecsident left in the

dwelling unit, such person must present valigicture identification and must: (1) be listed

on the residentds emergency contact form; (2)
of competent jurisdiction; or (3) present a notaized statement, in the form approved by

HABC, certifying under penalties of perjury that he/she has the sole right to claim possession

of the items.

15.4ADDITIONAL AUTHORIZED REASONS FOR TERMINATION
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HABC or the privately owned/managed diias the discratn to terminate the lease when and if
HABC or the privately owned/managed siletermines that the resident, a member of the
residentds household or guest, or any other
of the following activities:

1 Engaging in drugelated criminal activity on or off theremises

1 lllegally using a drug or a pattern of illegal use of a drug that interferes with the health,
safety or right to peaceful enjoyment of the premises by atsdents

1 Any criminal activty that threatens the health, safety, or right to peaceful enjoyment of the
premises by other residents or by persons residing in the immediate vicinity of the
premises

91 Abuse or pattern of abuse of alcohol that threatens the health, safieghtdo peaceful
enjoyment of the premises by other resideRBEC will considetheuseof alcoholto bea
patternif thereis more tharoneincidentduringthe previous12 months)

1 Furnishing false or misleading information concerning illegal drug use, alcohol abuse, or
rehabilitation of illegal drug users or alcoladiusers

1 Incidents of actual or threatened domestic violence, dating violence, sexual assault, or
stalking (such incidents may not be construed as serious or repeated violations of the lease
by thecrimevictim or threatened victim of such violence or stalking);

1 Fleeing to avoid, or harboring someone fleeing, prosecution, or custody or confinement
after conviction, for a crime, or attempt to commit a crime, that is a felony under the laws
of the place from which the individual flees or violating a condition of gioh or parole
imposed under federal or stddev;

1 Any member of the household, durihgh e h o ucsireeht puble diausing tenancy,
becoming subject to a registration requirement under a state sex offender registration

program

9 Discovery of facts afir admission to the program that would have made the resident
ineligible;

1 Discovery ofmaterially false statements or fraud by the resident in connection with an
application for assistance or with a reexamination of income,;

1 Failure to furnish such inforation and certifications regarding family composition and
income as may be necessary for HABICfor the privately owned/managed sibtemake
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determinations with respect to rent, eligibility, and the appropriateness of the dwelling unit
size

1 Failure to tansfer to an appropriate size dwelling unit based on family composition, upon
appropriate notice by HAB@r the privately owned/managed gshat such a dwelling unit
is available

1 Failure to transfer out of a wheelchair accessible unit after it hasde¢emmined that no
one in the household needs the features of the wheelchair accessible unit upon appropriate
notice by HABC or the privately owned/managed siteat another dwelling unit is
available

1 Failure to permit access to the unit by HABCthe privately owned/managed safter
proper advance notification for the purpose of performing routine inspections and
maintenance, for making improvements or repairs, or to show the dwelling unit for re
leasing, or without advance notice if there is reasonable cause to believe that an emergency
exists. A written statement specifying the purpose HbA B C éos the privately
owned/ man amgredelivesed to thé it at ledstty-eight (48)hoursbefore such
entry shall be considered reasonable advantécation

1 Failure to inform HABCor the privately owned/managed sakthe birth, adoption or
courtawarded custody of a child within Wbrking daysof theevent

1 Failure to abide by the provs i ons of HA®& @ prvately evwtnedfmanaged y
Si t e@olcy, pet

1 Repeated late payment of rent or ottlesirges

1 If the family has breached the terms of a repayment agreement entered into withoHABC
the privately owned/managesde

1 Violation of a federal, state, or local law that imposes obligations in connection with the
occupancy or use of the premises (inclusive of failure to appear and provide all required
information during the rexamination unless the resident can show thiatréato provide
the information was due t ocomrofir cumstances

1 Engaging in or threatening violent or abusive behavior toward HAB@e privately
owned/managed siteersonnel gbusive or violent behaviancludes verbal as webls
physical abuse or violence; use of racial epithets, or other language, written or oral, that is
customarily used to intimidate may be considered abusive or violent behbxéatening
refers to oral or written threats or physical gestures that concatenintent to abuse or
commit violence);

1 Resident causedamage
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1 Failing to move out of a unit to allow the rehabilitation of the unit; and
1 Failing to move out of a unit when the move is for health and safety reasons.

In addition, HABCor the privatef owned/managed siteay terminate the lease for other grounds

that constitute serious or repeated violations of material terms of the lease or for other good cause.
What constitutes serious or repeated lease violations, and other good cause, is basked upo
content of HABCpPpsi vat el yleasewln theddevelapmengoétide tesmst e 6 s
of the lease, HABC anithe privately owned/managed sited consider the requirements imposed

by state and local landloftgnant law, as well as HUD relgtions, federal statutes, and MTW

policies.

15.4.1Family Absence from Unit

It is reasonable that the family may be absent from the public housing unit or the privately
owned/managed unit for brief periods. Absence in this context means that no member of the family
is residing in the unit. The family must supply any informatiocestification requested by HABC

or the privately owned/managed diteverify that the family is living in the unit, or explaining the
family absence from the unit, including any information or certification requested by HABC or
the privately owned/managd siteon the reasons for the family absences. The family must
cooperate with HABQ@r the privately owned/managed dibe this purpose.

If a family is absent from the federally subsidized unit for more than 30 consecutive calendar days,
and the familydoes not adequately verify that they are living in the unit; HABEhe privately
owned/managed siteill terminate the lease.

If the family appears to have vacated the unit without giving proper notice, HABE privately
owned/managed sitwill follow state and local landlortenant law pertaining to abandonment
before taking possession of the unit.

15.4.20ver-Income Families

See policies on ovancome families in the chapter &eexamination and Continued Occupancy.

15.4.3 Failure to Make Paymerts at the Time and in the Amount Due Under the Lease

If HABC or the privately owned/managed sitatains 4 judgments against a resident for failure to

pay rent in a precedintP-monthperiod, HABCor the privately owned/managed sit@y ask the

Court, wha filing the fifth failure to pay rent complaint for authorization to deny the resident the
opportunity to keep occupancy of the unit, even if the resident pays the past due rent, and proceed
with eviction. This process is known as Foreclosing the RigRedemption. Prior to foreclosing

a resident éds r i gorthegrivately avided/managedsiid attetdpitB llect

the rent due and owing through home visits, rent conferences, correspondence and offers of Tenant
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Readiness Training.

15.4.4Procedural Non-Compliance

Three instances of procedural rympliance may result in lease terminatigh.non-compliance
violation occursvhenthe residentfails to observea procedureor requirementf HABC or the
privately owned/managed sjtbut does not misrepresent anaterial fact, and there is no
retroactive renbwedby the family.

15.5TERMINATING ASSISTANCE OF A VAWA OFFENDER

VAWA provides that incidents of actual or threatened domestic violence, dating vicdderaoe)
assaulbr stalking may not be construed either as serious or repeated violations of the lease by the
victim of such violence or as good cause for terminating the tenancy or occupancy rights of the
victim of such violence.

Although VAWA provides termination prettion for victims of domestic violence, dating
violence, sexual assault dodstalking, it does not provide protection for offenders. HABC may
exercise its explicit authority to fAevict, re
residentor lawful occupant of the housing and who engages in criminal activity directly relating

to domestic violence, dating violence, sexual assault, or stalking against an affiliated individual or
other individual without evicting, removing, terminating assise to, or otherwise penalizing a
victim of such criminal activity who is also

This authority supersedes any local, state, or other federal law to the contrary. However, if HABC
chooses to exercise this aotity, HABC will follow any procedures prescribed by HUD or by
applicable local, state, or federal law regarding termination of assistance

When the actions of a resident or other famil.y
assistance andnother family member claims that the actions involve criminal acts of physical
violence against family members or others, HABC will request that the victim submit the required
certification and supporting documentation in accordance with the statedatimeeflf the

certification and supporting documentation are submitted within the required timeframe, or any
approved extension period, HABC will terminat e
not provide the certification and supporting do@ntation, as required, HABC will proceed with
termination of the familyds assistance.

If HABC can demonstrate an actual and imminent threat to other residents or those employed at
or providing service to the pimaed dABC will bygasst he r
the standard process and proceed with the i mm

For VAWA requirements and the policies pertaining to notification, documentation, and

confidentiality, see chapters on Fair Housing aqddt Opportunity as well as on Transfer Policy
in this ACOP.
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15.5.1Limits on VAWA Protections

While VAWA prohibits HABC and the privately owned/managed sifesm using domestic
violence, dating violence, sexual assault, or stalking as the cause for a tiermanaeviction

action against a resident of federally subsidized housing who is the victim of the abuse, the
protections it provides are not absolute. Specifically, VAWA does not limit the otherwise available
authority of HABCor the privately owned/magad sitdo terminate assistance to or evict a victim

for lease violations not premised on an act of domestic violence, dating violence, sexual assault,
or stalking provided that HAB®r the privately owned/managed sitees not subject the victim

to a moe demanding standard than the standard to which it holds other residents.

HUD regulations authorize HABGr the privately owned/managed siteo t er mi nat e t he
assistance when a victim poses an acetaatmis and i
that could be taken to reduce or eliminate th

15.6 ALTERNATIVES TO TERMINATION OF TENANCY

Upon consideration of alternatives to termination of tenancy and factors surrounding the violation,
HABC or the privately owned/managed site may, on a-bgssse basis, choose not to terminate

the | ease subject to appr otorslorthe persbhAl&Qriated bp e p u t
a privately owned/managed site to give such approvals.

15.6.1Exclusion of Culpable Household Member

As an alternative to termination of the lease for criminal activity or alcohol abuse, ldAB®@
privately owned/managed siteay consider exclusion of the culpable household member as
documented in a memorandum of understanding. Such an alternatibe naad for any other
reason where such a solution appears viable in accordance with the policies of dHAIBEC
privately owned/managed site

As a condition of the familyés continued occu
culpable househd member has vacated the unit and will not be permitted to visit or to stay as a
guest in the assisted unit. The family must

current address upon request by HA&Ghe privately owned/managed site

15.6.2Payment of Family Debts

If a family owes amounts to HABGr the privately owned/managed sigad there are no other
lease violations, as a condition of continued occupancy, HéBiGe privately owned/managed
site may require the family to pay the full anmduor to enter into a payment agreement. See
Chapter 19: Program Integrity for additional policies on payment agreements.
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