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Module 1

Section 811 Project Rental Assistance Program

Overview

Background

Section 811 Project Rental Assistance (PRA) Program

Authorized by the
Frank Melville
Supportive Housing
Investment Act of
2010

New option for the
Section 811
Supportive Housing
for Persons with
Disabilities Program

First awarded
through a
demonstration
programin 2012
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Overview

Section 811 Project Rental Assistance (PRA) Program

rental assistance for

Provides project-based

extremely low-income
persons with disabilities
with optional long term

live independently

Creates the opportunity for
persons with disabilities to

Made possible through a
partnership between the
Texas Department of
Housing and Community
Affairs (TDHCA), the Texas
Health and Human Services

The partnership makes
integrated affordable
housing possible with

Commission (HHSC), and support .servi_ces.fpr persons
services the Department of Flamily with disabilities
and Protective Services
(DFPS)
Overview

People with

disabilities
People with exiting, or having People with YOL;tﬁuTtr;d\Ax?#ng

disabilities living exited, an serious mental o elees -
N . . disabilities exiting
in institutions Intermediate Care illness

Facility (ICF) or
Nursing Facility

foster care
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Overview

Who is eligible within the Target Populations?

Extremely low-income
households whose
incomes are the
greater of the Federal
Poverty Level or the
30% income limits
calculated by HUD

Each eligible
household must
have a qualified
member of the

Target Population

at least 18 years of

age and under the
age of 62

Disabled
household
member must be
eligible for
services and a
member of one of
the program’s
Target Populations

Individuals must
be referred to the
program by a
Qualified Referral
Agent

Overview

Program:

Service Providers play a critical role in the Section 811 Program. There
are two main objectives that Service Providers do in the Section 811

1. Referral Agents are responsible for conducting or coordinating all pre-
tenancy activities, i.e., those activities that take place before a tenant
moves into their new home.

2. Section 811 Service Coordinators are responsible for administering
services to individuals participating in the program once they have
moved into a Section 811 unit.
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Overview

Who are the Referral Agents and Service Coordinators?

Managed Care Organization (MCO)

¢ Residents in nursing facilities
® Persons with serious mental illnesses

Local Intellectual and Developmental Disability Authority (LIDDA)

* Residents in intermediate care facility for individuals with an intellectual disability
or related condition

Local Mental Health Authority or Local Behavioral Authority

* Persons with serious mental illnesses

Texas Department of Family and Protective Services (DFPS)

e Youth or young adults aging out of foster care

Overview

Referral Agents conduct outreach to Target Populations
and make referrals to TDHCA for the development of the
participant’s choice

TDHCA as the Point-of-Contact (POC) verifies that all
documentation has been gathered and refers the
participant to the development when there is a vacancy

Owner conducts tenant screening, verifies income
eligibility and executes HUD Model Lease with the
participant

TDHCA provides rental assistance payments on behalf of
the Section 811 PRA tenant

10
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Module 2

Getting Started

11

Current Statistics for the 811 Program

Currently, the Section 811 program has
»632 households housed,

>with an average tenant portion of rent of $161,
»the 1% RAC was effective May 1, 2016, and
»the 15t tenant moved in September 22, 2016 and is still housed!

12
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The Participation Agreement (PA)

The PA is the The PA commits a

contractual agreement development to

between the participate in the
Department and the Section 811 PRA

Owner program

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS
BN

SECTION 811 PROJECT RENTAL ASSISTANCE PROGRAM
OWNER PARTICIPATION AGREEMENT

This Section 811 Project Rental Assistance Program Owner Participation Agreement (1
“Agreement”) is entered mln on this day of 20___. by and between

(“Owner”) and the Texas Department of

Outlines number of

Contract term for a
committed units

30-year period

Creates the obligation Creates the obligation
to provide a notice to to meet HUD
TDHCA of vacancies requirements

Houstng and Commusity .-\ﬂ]:ls a public and official agency of the State of Texas (“TDHCA"
the “Partes™) for in the TDHCA Section $11 Project Rental

applicants of the following TDHCA Multifamily Housing Direct Loan Program Application(s)
hat were successfully awasded Direct Loan funds and/or a Competitive Housing Tax Credits
(HIC™) to satisfy the requirements of 10 TAC §119 (c) (6) or 10 TAC §13.6(6) utilizing the

Eligible Multifamily Property as the approved development to provide Section 811 PRA
Program units:

Application | Program: Direct | Proposed Development Name

Number of
Number | Loan Funds or Section 811
Competitive PRA Program
HIC Units

Total Section 811 PRA Program Units

Each applicant for each application referenced above must provide the mininium number
of Section 811 PRA Program ugts for each of their respective developments, The muninun
‘number of Section $11 PRA Program units is generally 10 (ten) and is further specified in the
Qualified Allocation Plan. However, the mnimmum numhﬂ «can be affected by the Integrated
‘Housing Rule in 10 TAC 1.15 and one of the following depending upon the cycle year: 10 TAC
§10.2014(16) for the 2017 cyele or 10 TAC §11 9((‘[6) for the 2018 HTC and 10 TAC §13.6(6)
for 2018 multifamily direct loans.

he

)

Assistance (“PRA") Program with regards 10 housing units on that certain nulifamyly rental
‘howsing consisting of a total of units known as (“Eligible
‘Multifamily Property’) sitaated on real property located ia the Cify of - County of
, State of Texas.

‘The Parties enter into this Agreement in conjunction with the commitments made by the

13

The Rental Assistance Contract (RAC)

20-Year Term

Structured
into two parts

EXNIDIL 8 O the Cooperative Agresment
Part | of the
Rental Assistance Contract

Section 811 Project Rental Assistance (PRA Dermo)
[t

TR P Tt e

This Rertad Assistance Contct (RACHis enseres irto by and betieen

(Grartee), and

_ (Project Name)
Authoriy. Section 811 of
.C. 8013, a8 amenced by e Frark Mewile S

G Actol 1
s invesames A%t of 2010, Pub. L No. 111-374 e
RUSE I8, er 50

Deparment.
smarvstrate. an reguaory reaerements

Decent Safs 3nd Santary Asssted Urits §om e Owner

11

Scope of Contract.
) Eftective Date of Convact

Essalven avm

et March 31 dune 33, Septambar .o Dacamter 3133 Sopreved by UG T TR Facar Vour T B st shal

e e 12 o i o0 i . Howeve. i B Pl Yoot ot ecfoc s o poriod
1e of o Conrac nd 1300 0 e e i o e Frcl Y whch ot et 12 o ahes e

Clncis cte. e v sl Yoo e1€0008 12 MO, [ MAREU L Bt 1o 335527Ce Eayme

ezt 11(6) =

——

beginey wih e

6) Maximam Annust Contract Commitment
Baprmants uner tha Cortract 38 davtfiod n Esnbt |

escrpnion iy, county, siate and 210 code, biock and it
imEer (1 i, 13 8y e SISAER necesSay 13 A Sengnate 1 Sovered T

) Statementof S

(1) Services snd Mainenance:

@) Eovoment
Page ot 16

14
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The Rental Assistance Contract (RAC)

Part One

Number of 811 Units

Bedroom Sizes

Maximum Annual Contract Amount

Contract Rent, Utility Allowances and Gross Rent

Affirmative Fair Housing Marketing Plan

Extended Use Agreement

HUD Model Lease

LD DL

Program Guidelines

- J|J Jl ] J] |

15

The Rental Assistance Contract (RAC)

Part Two

Owner/Property Manager Responsibilities

Rental Assistance Payments

Utility Allowances

Vacancy Payments

Rent Adjustments

L L L

Termination of Tenancy

— | —J — ] | |

16
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Extended Use Agreement

OME Approval

Exhibit 10 of the Cooperative Agreement

30-Year Term

Recorded with the
county records in
which the
development is
located

Executed with the
RAC

USE AGREEMENT
For Projects Assisted Under the Section 811 Project Rental Assistance
Demonstation Program

This Agreement entered into this ____ day of » 20__ by and between
(herein calicd “Owner) and the
(berein called “Grantee")

Witnessed:

WHEREAS, HUD is directed. pursuant to Section 811 of the Cranston-
Gonzalez National Affordable Housing Act (NAHA). as amended by the Frank
Melville Supportive Housing Investment Act of 2010, Public Law 111 - 374, to

establish the Section §11 Project Rental Assistance Demonstration Program (“PRA
Demo™ to provide rental assistance to persons with disabilities at eligible multifamily
projects; and

WHEREAS, in wmxdrnllwl of the Grantee promise to provide HUD funding to
Owner, for the property known located in
Gty Siare)more parmeularty Gesebed I the RAC or
012 separate development legal description attached as an Exhibit 1o the Use
Agreement, in accordance with HUD requiements related to the PRA Demo, or any
successor prograny, Owner agrees fo implement this Use Agreement

NOW THEREFORE. the parties agree as follows:

Owner, for itself, its successors and assigns, covenants with the Grantee that the Owner
will opesate a predetermined mumber of Assisted Units in the Owner's project in
accordance with the Section 811 Project Rental Assistance Demonstration Program.
Rental Assistance Contract (RAC). HUD PRA Demo requ iremecks, ncioding but ot
Linuted to any applicable HUD
for not less than the thirty (30) years from the menmeu.,xpm mes. Accordagly
this Use Agreement shall remaun in effect until [insent

1 form HUD-92238-PRA (03/2014)

17
Special Claims for Vacancy: During Lease-Up
Available for each assisted unit that is not leased as of
the effective date of the Rental Assistance Contract (RAC)
Payment not to exceed 80% of the contract rent for up
to 60 days of vacancy
=
Owner MUST
¢ Make attempts to fill the vacancy
¢ Not reject any eligible applicant except for good cause
18
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Special Claims for Vacancy: After Lease-Up

Payment not to exceed 80% of the contract rent for up to
60 days of vacancy

Certify that the vacancy was not caused by the owner
violating the lease, the RAC or any applicable law

Owner MUST

¢ Notify TDHCA of the vacancy
¢ Make attempts to fill the vacancy
¢ Not reject any eligible applicant except for good cause

19

Pause at Zero Tenants Notification

In between the Participation Agreement and execution of the RAC, some
developments may have received a “Pause at Zero Tenants Notification”
from the Department.

* At the issuance of this notification there were no Section 811 tenants
housed and no expectation of housing any Section 811 tenants.

* This notification does not mean that the property is OUT of the Section
811 program; however, it is a PAUSE and gives the owner permission to
lease those units to the general public.

* The Department reserves the right to enter into a RAC at any time and
will notify the development via CMTS.

20

6/24/2022

10



List of Re-Opened Properties

The map of properties that have been reopened in Harris County and Tarrant
County can be found online at https://www.tdhca.state.tx.us/section-811-
pra/participating-properties.htm.

Home Contact About Calendar Press Employment

Texas Department of Housing

and Community Affairs Site Search [co

Programs v | Support & Services v

Home » SECTION 811 PRA » Participating Properties

Participating Properties

Announcements Participating Property Map

Section 811 PRA Participating Property Map

Click the link above to see the full list of properties that are participating in the Section 811
PRA Program by making units available to eligible households.

Section 811 PRA Main

State of Texas Real Choice
Systems Grant

Contact List

Participating Properties

D m Elisihility Critarin

21

HUD’s Secure Systems

Owners participating in the 811 Program need access to the
following sub-systems located with in HUD’s Secure Systems

) Tenant
Active Integrated Rental Enterprise
Partners Multifamily .
Performance Access Assistance Income
Svstem Exchange Certification | Verification
y : & System System (EIV)
(APPS) (iIMAX) (TRACS)

22
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Active Partners Performance System (APPS)

APPS

p
Ensures that companies and
individuals participating in
HUD’s multifamily housing
programs have been vetted
and approved by HUD
N

-

First sub-system a new
owner must access to
become a business partner
with HUD

Must be completed to
obtain access to the other
required sub-systems

23

Integrated Multifamily Access Exchange (iMAX)

IMAX

Owners use to transmit
tenant certifications
(HUD 50059/50059A)

Monthly HAP Request
(HUD Form 52670)

24
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Tenant Rental Assistance Certification System (TRACS)

TRACS

Transmission by the
owner to the state agency
contractor Blueprint
Housing Solutions

Displays compliant
tenant and voucher
information

Transmission to HUD

25

Tenant Rental Assistance Certification System (TRACS)

For additional information on the TRACS system, please contact:

Ann Hittner, Director
Blueprint Housing Solutions
1124 S. IH 35, Austin, Texas 78704
Office: (512) 767-7686
Email: annh@shccnet.org

26
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Enterprise Income Verification System (EIV)

- N

Provides owners with
access to specific types of
income verifications

- N
Monthly Social Security
and Supplemental Security

EIV

Income from the Social
Security Administration

e N\
Monthly employer new
hires reported from

National Directory of New
Hires (NDNH)

Quarterly wage and quarterly
unemployment data from
Health and Human Services

27

Enterprise Income Verification System

Module 3

28

6/24/2022
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Enterprise Income Verification System

EIV <

e Web-based application which
provides owners with employment,
wage, unemployment compensation
and Social Security benefit
information for tenants participating
in HUD's assisted housing programs

e Automated tool to assist with
identifying potential improper
payments

29

Enterprise Income Verification System Data

National

Directory of
New Hires ~

(NDNH)

Social Security
Administration <
(SSA)

N

* New hires
e Quarterly wages
e Quarterly unemployment compensation

e Social Security (SS)

e Supplemental Security Income (SSI)
e Dual entitlement

* Medicare premium

e Disability status

30

6/24/2022
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Enterprise Income Verification System

-

o

EIV cannot be used to verify

income for tenants that do not

participate in the Section 811
program, such as Housing Tax
Credit, HOME and BOND
programs.

~

_/

EIV cannot be accessed prior to a
HUD-9887 and HUD-9887A
having been signed by all persons
18 years and older.

31

Enterprise Income Verification System

Staff Conducting
Certifications

Who Needs Access to EIV?

Need HUD Secure System
Access

Owner approval letter for
EIV access

Coordinator Authorization
Access (CAAF) and User
Authorization Access (UAAF)

Sign EIV Rules of Behavior

Complete Annual Security
Training “Cyber Awareness
Challenge”

S

L
n

o QO

= 0

© O

g 8‘ Must sign the EIV Rules of
S -

3o Behavior

> O

g g Complete Annual Security

O '— Training “Cyber Awareness

< 0O ”

S C Challenge

« 5

T ©

i)

(Y]

32
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Enterprise Income Verification System

EIV Coordinators EIV Users are
are certified certified initially
initially and and bi-annually

annually thereafter thereafter
Without the
certification
EIV access is
terminated

33

EIV Policy and Procedures

-

Owners must
develop written
policies and

procedures for EIV

/

o

Written Polices
and Procedures
MUST include

¢ Ensure consistent actions when discrepancies are
found

e Ensure residents are treated in a fair and consistent
manner

e Document how and when EIV is used and processed

¢ How EIV data in the report is used

¢ When the report is completed and reviewed
e How the household’s information is protected
¢ How data is secured

34

6/24/2022
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EIV Policy and Procedures Review

* 10 TAC §8.6(f)(2) states, “Upon the execution of a RAC, the Owner must
submit a copy of the property’s EIV Policies and Procedures to the
Department for review. If deficiencies are identified, the Owner will be
required to correct and resubmit to the Department until all
deficiencies have been properly corrected.”

* EIV Policies and Procedures must be submitted for Department review
anytime an update or change is made.

* Owners must submit EIV Policies to 811linfo@tdhca.state.tx.us.

35

EIV Policy and Security Practices

Security
Practices

EIV
Reports

A4

e Technical Safeguards
e Administrative Safeguards
e Physical Safeguards

e How often the reports are run
at the development

* Must meet the HUD minimum,
but could be more often

36
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EIV Policy and Security Practices

Valid User ID

and Password

Technical
Safeguards

Ensure only
those individuals

Complete
Security who have a need
to use the EIV
Awareness
. system to
Training perform their

annually job function

have access

37

EIV Policy and Security Practices

Establishes authorized
users, how to handle
security breaches and
the destruction of
EIV data

Administrative

Safeguards
Posting of bulletins and
flyers to communicate to Periodic review of
staff the sensitivity of EIV EIV manuals and
data and how this data instructions

should be handled

38
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EIV Policy and Security Practices

Storing and transmitting of EIV
data — electronically stored data
must be in a restricted access
location and tenants’ full SSN
must not be included in electronic
communications

Physical
Safeguards

Computer security — such
as password protected
screensavers and locking
computer when leaving
workspace

Hardcopy EIV
data should

not be left
unattended

39

EIV Reports

/
e Summary

* Income
e Income Discrepancy
e New Hires

Income Reports <

N
/‘
e Existing Tenant Search
e Multiple Subsidy

Verification < * Failed EIV Pre-Screening

Reports ) o
¢ Failed Verification
* Deceased Tenant
.
Additional * No Income Reported on 50059
Income Reports * No Income Reported by HHS or SSA

40
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Summary Report

e ™
Must include the date the report was run
o _/
(" ™
Must be in the tenant file
- J
4 ™
Completed at Annual Recertification and Interim
Certifications
N\ )

41

Summary Report

Summary of household
information from the current
TRACS certification

EXEMPT:

e Tenants who were 62 years of
age or older and whose initial
determination of eligibility was
begun before January 31, 2010

¢ Children under 6 and foster
children

42
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Summary Report

e Match the Social Security Administration database )
¢ Do not have to continue to print report unless there is a change in household composition
Verified | o Must run until all members show “Verified” )
¢ Does not match the Social Security Administration database )
¢ Review and resolve discrepant identifiers of tenant
Failed | e Correspondence or documentation received to resolve the status )
~
¢ Personal identifiers have not yet been sent to SSA for validation or validation is in process by SSA
Not * Must check the Failed SSA Identity Test report monthly
Verified Y,
o SSA’s records indicate the person is deceased h
¢ Review and resolve discrepant identifiers of tenant
Deceased | o Correspondence or documentation received to resolve the status )
43
Income Report
( Must include the date the report was run
( Must be in the tenant file
New Admissions Current Tenants
¢ Within ninety (90) days after ¢ Annual Recertification
transmission of the move-in to TRACS e Interim Certifications
* Review to confirm/validate the e Any other time period outlined within
income reported by the household. the Owner’s EIV Written Policies and
* Resolve any discrepancies within Procedures
thirty (30) days of the date of the
report

44

6/24/2022
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Income Report

Provides employment and
income reported by Health
and Human Services and
SSA for each household
member that passes the SSA
identity test.

Identifies tenants who may
not have reported complete
and accurate income
information or may be
receiving multiple subsidies.

45

Income Report

4 R
Does not include other income such as TANF, pensions,
child support

. /
a I
Owners must NOT use the quarterly income reported to
calculate the tenant’s income

- /
~
Owners MUST use the Income Report as verification of
the tenant’s Social Security benefits to calculate the
tenant’s income
- J

46
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Income Report

-
) e EIV Income Report
No Dispute of EIV e Current acceptable tenant provided
Information documentation
Y e Third-party verification from the source
-~
. e EIV Income Report
DlSpUted EIV ¢ Third-Party verification from the source
Information
\_
/
] ¢ EIV Income Report
Tenant-reported income |e current, acceptable, tenant-provided
“Not Verified” documentation
¢ Third-party verification from the source

\-

47

Income Report

Recertifications processed January,
February, March and April

Use the SSA Deterr’nl.ne the Request
. tenant’s income )
benefit award ) third-party
by applying the e
letter that verification
) COLA to the )
includes the e directly from
current verified
COLA : SSA
benefit amount

48
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Income Discrepancy Report

4 N
Must include the date the report was run
& J
p
Must be in the Tenant File
-
4 R
Completed at Annual Recertification and Interim Certifications
& J
4 R
MUST print the report at the same time the Income Report is
printed
N\ J

49

Income Discrepancy Report

Identifies households where
there is a difference of $2,400, or
more, annually, in the wages,
unemployment compensations
and/or Social Security benefit
income reported.

The report identifies tenants
whose income may have been
under or over reported.

Other income the household
receives (TANF benefits,
pensions, child support, etc...)
may be reported in annual
income in TRACS but is not used
for the discrepancy analysis in
the EIV system.

Review and resolve any
discrepancies with the family at
the time of recertification or
within 30 days of the report date.

The file must be documented to
resolve the discrepancy
regardless of whether the
discrepancy is valid or invalid.

50
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Income Discrepancy Report

Example 1: Valid discrepancy

The EIV Income Discrepancy Report shows the tenant had Reported Annual Wages and Benefits during the
period of income used for the discrepancy analysis. However, there are no Projected Annual Wages or
Benefits reported on the form HUD-50059. The owner must investigate this to determine if the tenant did not
report his/her income at the time of recertification. If the tenant did not report his/her income, this would be a
valid discrepancy. The owner must obtain third party verification of the tenant’'s income, process corrected
form HUD-50059(s) to include any unreported or underreported income, notify tenant of funds due and their
obligation to reimburse the owner, collect funds due from tenant and/or enter into a repayment agreement
and reimburse HUD for funds collected from the tenant less the amount retained for pursuing collection. If
not a valid discrepancy, the owner will document the file with the results of the investigation supporting this
determination.

Projected Annual Wages and Benefits from Form HUD-50059: $0

Period Of Income for Discrepancy Analysis 06/01/2008 - 05/31/2009
(Discrepancy Anaysis _____Actusls __Annualized Last Quarter |
Reported Annual Wages and Benefits from EIV Data: $22,018.70 $19,518.57
Amount of Annual Income Discrepancy: ($22,018.70) ($19,518.57)
Amount of Monthly Income Discrepancy: ($1,834.89) ($1,626.55)
Percentage of Income Discrepancy: (100%) (100%)

HUD 4350.3 Rev-1
9-11(C)(3)

51

Income Discrepancy Report

Example 3: Invalid discrepancy

The EIV Income Discrepancy Report shows that the tenant had Reported Annual Wages and Benefits during
the period of income used for the discrepancy analysis. However, there are no Reported Annual Wages or
Benefits on the form HUD-50059 for the same period of time. The form HUD-50059 used in the discrepancy
analysis was the tenant's move-in form HUD-50059. The owner must investigate this discrepancy to
determine if the tenant accurately reported his/her income at the time of move-in. If verification is received
that the tenant was not working at the time of move-in and the wages reported on the EIV Income Report
were earned prior to move-in, this would be an invalid discrepancy. No action is required of the owner
except to document the tenant's file of the findings as a result of the investigation.

Projected Annual Wages and Benefits from Form HUD-50059: $0

Period Of Income for Discrepancy Analysis 08/01/2008 - 05/31/2009

Discrepancy Analysis Actuals Annualized Last Quarter
Reported Annual Wages and Benefits from EIV Data: $10,341.38 $7,507.72

Amount of Annual Income Discrepancy: ($10,341.38) ($7,507.72)

Amount of Monthly iIncome Discrepancy: ($861.78) ($625.64)

Percentage of Income Discrepancy: (100%) (100%)

HUD 4350.3 Rev-1
9-11(C)(3)

52
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No Income Reported on 50059

. ~
Must include the date the report was run
\ J/
' <N
Owners are not required to retain copies of this report

> <
This is a tool for owners to use to identify tenants who pass the
identity match against SSA but have zero income represented in

TRACS system
\ J/
’ \
Owners must use this report only as identified and described in their
policies and procedures

53

No Income Reported by HHS or SSA

Must include the date the report was run

Y

policies and procedures

Owners must use this report only as identified and described in their

e .
This is a tool for owners to use to identify tenants who pass the SSA
identity test but no employment or income information was received
L from the match against either the SSA or NDNH records
N

Owners are not required to retain copies of this report

54
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6/24/2022

New Hires Report

4 I

Must include the date the report was run

A
N\

Must be in the master file (binder)

Completed at least quarterly

Y4
-

. . P A
All correspondence with the tenant, third-party verifications and
New Hires Detail Report for the tenant must be maintained in the
tenant file

55

New Hires Report

4 N\
Identifies tenants who have been reported as starting new jobs within

the last six months

A /
4 N\
Contact the tenant regarding the new employment reported
- /
p
No Dispute of EIV |e Request verification of employment
Information * Process the interim certification
\
Disputed EIV e Obtain third-party verification from
Information the employer
\

28



Existing Tenant Search

s N
Must include the date the report was run
. J
Ve I
Must be in the tenant file
. J
7 N
Completed at the time of application
(only EIV report used prior to move-in)
> <
All correspondence with the tenant and any contact with PHA,
owner or management agent to be maintained in the tenant file
- J

57

Existing Tenant Search

Identifies applicants applying for
assisted housing that may be
receiving rental assistance at the
time of application at another
Multifamily Housing or Public
and Indian Housing location

Processed for each applicant and
applicant household member,
including live-in aides and minors

Discuss with the applicant if the
report identifies assistance at
another location

Gives the owner the opportunity
to coordinate move-out and
move-in dates with the other

PHA or owner

58
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Multiple Subsidy Report

Must include the date the report was run

Must be in the master file (binder)

Completed at least quarterly

All documentation of action taken and the Multiple Subsidy Detail Report for

the tenant must be maintained in the tenant file

59

Multiple Subsidy Report

Provide tenant opportunity
to explain any
circumstances relative to
their being assisted at
another location

Follow-up with respective

PHA or owner to confirm

tenant is being assisted at
another location

Document any contacts
made or information
obtained to determine if
household members are
receiving multiple subsidies

60
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Failed EIV Pre-Screening Report

Must include the date the report is run

A\ J
s N
Must be in the master file (binder)

\§ J
4 N\

Completed at least monthly

-
p

AN

All documentation to verify discrepant personal identifiers must be maintained

in the tenant file
N J
Ve N

All discrepancies need to be corrected within thirty (30) days of the report

61

Failed EIV Pre-Screening Report

|dentifies tenants who have missing or invalid
personal identifiers

e The report will include those persons who are exempt from the
SSN disclosure — the report should be noted.

Identifies tenants who need to disclose a SSN

e If tenant’s information was corrected at the time of
recertification, but EIV has not yet been updated — the report
should be noted.

62

6/24/2022

31



Failed EIV Pre-Screening Report

Contact tenant to Correct TRACS data

Check accuracy of confirm and verify within 30 days of
data entry discrepant the date of the
personal identifiers report

63

Failed Verification Report (Failed SSA Identity Test)

Must include the date the report was run

Must be in the master file (binder)

Completed at least monthly

e B
All documentation to verify discrepant personal identifiers must be maintained
in the tenant file

64
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Failed Verification Report (Failed SSA Identity Test)

~
ldentifies tenants whose personal
identifiers do not match the SSA
database

N %

e|f tenant’s information was corrected at the
time of recertification, but EIV has not yet
been updated — the report should be noted

Failed Verification Report (Failed SSA Identity Test)

m N

Contact tenant to Correct TRACS data
Check accuracy of confirm and verify within 30 days of
data entry discrepant the date of the
personal identifiers report

6/24/2022
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Deceased Tenants Report

e N
Must include the date the report was run
- J
4 ™
Must be in the master file (binder)

N\ J/
e N
Completed at least quarterly
N Y,
e ~
All documentation received for the tenant must be maintained in the tenant file

-

J

67

Deceased Tenants Report

Identifies tenants
reported by SSA as being
deceased

If the owner/manager has
taken action to remove
deceased member but

EIV report does not
reflect — the report must
be noted

Confirm, in writing, with
the head of household,
next of kin or contact
person/entity provided by
the tenant to determine if
the person is deceased

Any discrepant data in
TRACS must be updated
within 30 days from the

date of the report

Encourage tenant to
contact SSA if SSA’s data is
incorrect

68
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Deceased Tenants Report

~

e Update family

|f deceased, composition, income
and allowances on the

within 30 days | 50059 (interim

from date of recertification)
e If single member

report... household, process
move out using 50059-A

o

69

Deceased Tenants Report

Example 1: Mr. Jones was listed on the Deceased Tenants Report dated
December 14, 2009, with a deceased date of November 20, 2009. On
December 1, 2009, the owner confirmed that Mr. Jones was actually alive
and advised Mr. Jones to visit his local SSA office to have the error
corrected. SSA corrected the emror on December 20, 2009. When HUD
conducted computer matching with SSA on January 6, 2010, HUD
obtained new SSA data which indicated that Mr. Jones was not
deceased. The Deceased Tenants Report was updated on the weekend
of January 8, 2010. When the owner accessed the Deceased Tenants
Report on January 11, 2010, Mr. Jones was no longer on the report.

HUD 4350.3 Rev-1

9-12(D)(2)

70
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Deceased Tenants Report

Example 2: Mr. Williams was listed on the Deceased Tenants Report
dated December 14, 2009, with a deceased date of June 10, 2009. On
January 6, 2010, the owner confirmed that Mr. Williams was deceased.
The owner then completed and submitted the move-out on form HUD-
50059-A on January 7, 2010. The Deceased Tenants Report was
updated on the weekend of January 8, 2010. When the owner accessed
the Deceased Tenants Report on January 11, 2010, Mr. Williams was no
longer on the report.

HUD 4350.3 Rev-1
9-12(D)(2)

71

Retention of EIV Reports

p
Once the retention period has expired, owners must dispose of the datain a

manner that will prevent any unauthorized access to personal information
-

|

Term of the tenancy | The IncomeReport

e Summary Report (showing status as verified)

p I us th ree (3) yea rs ¢ Income Discrepancy Report(s)

¢ Existing Tenant Search

9 (Te hant Fl I e Re pO rtS) « Any supporting documentation

-~

¢ New Hires Report

Th ree (3) ye ars ¢ |dentity Verification Reports

e Multiple Subsidy Report

( M d Ste r Fl I e Re pO rtS) « Deceased Tenants Report

o
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Timeline for EIV Reports

& @Q/&Q
SR Q P <« ¢
C N~ O < & . Summary Report Y
’DQQ,\O(Q Q\bv QQ?Q/ Q.\\c_, @o\\z ¥ e?o‘ \0\_6‘\(‘(;\0’6\'\0 Income Report & N
AN Q . & Income Discrepancy| €
Q ? 3 pancy
B | { Existing 1 ‘4——\/—»90 days | Sl Report
Tenant g
Search
July5, 2019 Ul 152019 July 29,2019  October 27,2019 July 29, 2020
January 1, 2020
g Failed EIV Pre-screening > Failed EIV Pre-screening +3  Failed EIV Pre-screening
S Report = Report u:so Report
=
Failed Verification Report Failed Verification Report <3[ Failed Verification Report
(Failed SSA Identity Test) (Failed SSA Identity Test) (Failed SSA Identity Test)
> New Hires Report = New Hires Report > New Hires Report (TJ New Hires Report
g Multiple Subsidy Report 2— Multiple Subsidy Report 3 Multiple Subsidy Report g Multiple Subsidy Report
% Deceased Tenants Deceased Tenants Deceased Tenants ‘0 Deceased Tenants
= Report Report Report O Report
73
EIV Notice

Owners may not suspend, terminate, reduce, or make a final denial of
any financial assistance or payment under a federal benefit program
against an individual, or take other adverse actions against such
individual, as a result of information produced by the EIV system
without properly verifying the information and notifying the tenant in
writing, within 30 days, of any adverse findings, same as other
information and findings related to eligibility factors.

74
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Module 4

Eligibility and Adjusted Income

75

The Process

Referral Agents outreach to Target Populations and
make referrals to TDHCA for the properties of the
participant’s choice

<

TDHCA as the Point-of-Contact (POC) verifies that
all documentation has been gathered and refers the
participant to the property when there is a vacancy

Owner conducts tenant screening, verifies income
eligibility and executes HUD Model Lease with the
participant

TDHCA provides rental assistance payments on
behalf of the Section 811 PRA tenant

76
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The Process

Screen (the application process)

T

Determine Household Size

JL

Document Income, Assets, Deductions and Student )
Eligibility
JL

N

J

Annualize Income

L

N

Complete HUD-50059

77

The Application Process

Owner will receive from TDHCA:

. HUD-92006
Section 811 HUD-9887 and P
) Supplement to Verification of
Project Rental o A HUD 9887A P ) .
) Application for Verification of Verification of Social Security
Assistance s Consent and
Federally Disability Age Number
Program ) Release . .
2 Assisted . (if applicable)
Application Documentation
Households

HUD-27061-H
Race and
Ethnic Data
Reporting Form

78
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Updating Forms From TDHCA

_
Forms that e Section 811 Project Rental Assistance
do not need Program Application
to been e Verification of Disability; HUD Form
updated < 90102
within 120 )
days of J HUD-2_7061-H; Race and Ethnic Data
move-In Reporting Form
-
e
Forms that e HUD-92006; Supplement to
must be Application for Federally Assisted
updated ) Housing
within 120 e HUD 9887/9887-A; Consent and
days of Release Documentation
move-In * Verification of Age and Social Security
-

79

The Application Process

[ Development shall complete: }

Self Certification . Screening for
. Screening for
of Disposed Deductions Drug Abuse and
Assets Criminal Activity

Development
Application

80
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Determine Household Size

Who counts as a household member?

Head of Household

Spouse or Co-Head
(other adults)

Dependents

¢ Unborn Children

e Children in joint custody

e Children away at school

e Children in the process
of adoption

e Children temporarily
absent due to
placement in foster care

Foster Adults and
Foster Children

81

Whose Income Counts

Earned Other Income
Members Income (including income from assets)
Head Yes Yes
Spouse Yes Yes
Co-Head Yes Yes
Other Adult Yes Yes
Dependents (child Under 18) No Yes
Full-time Student over 18 Yes Yes
Foster Adult Yes Yes
Foster Children (under 18) No Yes
Non-Members Earned ~ Other Income
Income (including income from assets)
Live-in Aide No No

82
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Whose Income Counts

Full-Time Students (18 Years or Older)

Count $480 Verif
$. Cannot be y .
of their Student Verify
the Head, | Must be a .
earned Status with Earned
. Spouse or | Dependent .
income per Educational | Income
Co-Head .
year Institution

83

Whose Income Counts

Permanently Confined Household Member

Member residing in a
Nursing Home or
Hospital

Applicant’s discretion
to include as a member
or exclude as a member

of the applicant group

84
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Whose Income Counts

Foster Children and Foster Adults

Payments received for the care of foster children or foster adults

are not counted. This rule only applies to payments made through
official foster care relationships with local welfare agencies.

Earned Other Income
Members Income (including income from assets)
Foster Adult Yes Yes
Foster Children (under 18) No Yes

85

Whose Income Counts

Live-In Aides

Verification of the
need for the live-in
aide must be
obtained

A relative may be
considered as a live-
in aide

Confidential
medical information
should not be
sought

An adult child is not
eligible to move-in
to a unit after initial
occupancy unless
they are performing
the functions of a
live-in aide

86
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Whose Income Counts

Live-in Aide’s income is EXCLUDED if ALL

the following apply:
) Would not be considered
Resides with the Essential to the care and Not obligated for the a household member
h hold b well-being of the financial support of the except to provide the
ousehold member household member household member necessary supportive
services
/
87
Document Income and Assets
{ Three acceptable verification methods J
Third-Party First-Hand Oral
4 4 N 4 R\

Sent directly by a third-
party source
(Mail, Fax, Email,
Internet)

Not hand carried by the
Applicant

Hand Carried by the
Applicant

- J

s N
Paystubs, Social Security
Award Letters, Bank
Statements, Divorce

Decrees

Used for Clarifying

N

(" Should include: date and
time, person contacted,
information reported and
signature of person
\__collecting information )

88
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Documenting Income and Assets with EIV

Example 1: EIV shows that John is working at Jack’s
Restaurant and John agrees that he is working there.
John has brought in his four most current, consecutive
check stubs. The owner must use the EIV Income Report
as third party verification that John is employed at Jack's
Restaurant and use the gross pay shown on the check
stubs provided by the tenant for determining John's
annual income. John is paid weekly.

Check stubs  gross pay 1) $120; 2) $145; 3) $125; 4)
$130 total gross pay = $520

$520 / 4 = $130 average gross pay per week

$130 x 52 weeks = $6,760 gross annual income

HUD 4350.3 Rev-1
5-5(A)(3)(a)(2)

Do not use the quarterly
wage income reported on
the EIV Income Report for

calculating the tenant’s

annual income from
employment.

89

Documenting Income and Assets with EIV

Example: The Income Report shows that Joe Smith is
receiving gross social security benefits of $980.40 per
month. Joe agrees that this is the amount he is receiving.
The owner will use the Income Report as third-party
verification that Joe is receiving social security benefits
and for calculating Joe's annual income.

$980.40 x 12 months = $11,764.80 (rounded to $11,765)
gross annual income.

HUD 4350.3 Rev-1
5-5(A)(3)(c)

If the tenant agrees with
the Social Security benefit
information on the EIV
Income Report, the owner
must use the EIV Income
Report as third party
verification in lieu of the
Award Letter.

90

6/24/2022

45



Documenting Income and Assets with EIV

If the tenant disputes the
employment and income
information in EIV, the owner
MUST obtain third-party
verification from the source.

91

Annualize Income

Full-Time Hourly e Wage x 2080 hours }
Weekly e Wage x 52 pay periods \
Bi-Weekl .
paid evlery othe:'lweek * Wage X 26 pay perlods 1
Semi-Monthl :
pai:T\Allitl::oan;ozth * Wage x 24 pay perIOdS 1
Monthly e Wage x 12 pay periods \

92
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Annualize Income

Verification can include a
certification stating amount
received

Voluntary
Support

Divorce Decree

Court
Ordered

Verification can

. k—— Court Order
include:

Attorney General
Verification

%

Including court
ordered
amounts

93

Annualize Income

Do not include
court ordered child
support if...

Applicant certifies payments not
being received

Verification of no payments
received

Verification of reasonable legal
actions taken to collect amounts
due

94
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Annualize Income

The SSI payment a
tenant receives or the
~ facility receives on
L behalf of the tenant )

Include in Annual
Income

Plus all other income
the tenant receives

) from sources other than
Income received by a ss|

resident of an \

intermediate care
facility The personal allowance

of an individual residing
~ in the Intermediate Care
Facility

Exclude in Annual -
Income

If the owner is unable to
J determine the actual
amount of personal
allowance, use $30

95

Students

* Student Eligibility must be determined at move-in, initial or annual
recertification, including at the time of any interim recertification, if the
household member is enrolled as a student (part-time or full-time), at
an institution of higher education

* Student Eligibility is applicable to persons under the age of 24 years old
that are applying or living at the development, who are head, spouse,
co-head, other adult and live separate from their parents or legal
guardian

* Students who are dependents in the household, living with their
parents in an 811 unit, are not restricted by the criteria on the following
slide

96
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Students

* An individual student must meet ALL the following criteria to
be eligible:

* Must be of legal contract age under state law

* Must have established a household separate from parents or legal
guardians for at least one year prior to the application for occupancy
OR must meet the U.S. Department of Education definition of an
independent student

* Must NOT be claimed as a dependent by parents or legal guardians
on their Tax Return

* Must obtain a certification of the amount of financial assistance that
will be provided by parents, signed by the individual providing the
support

* This certification is required even if no assistance will be provided

97

Students
e ™
U.S. Department of Education’s definition of an Independent Student
requires the individual to meet one or more of the following criteria:
S
e N N
Be at least 24 years old by Be an orphan or a ward of the court
December 315t of the anytime since 13 years of age, or an
current year emancipated minor
(S J J
) Homel
Serving on Have legal OMeless
. Be a graduate or self-
active duty of dependents fessional ied .
US. Armed other than or professiona Marrie supporting at
. student risk of being
L Forces spouse ) homeless

98
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Students

* Please note, the previous slide reflects student rules and
exceptions for the 811 Program.

* The household still has to meet other student exceptions under the
Housing Tax Credit, BOND, HOME, and TCAP-RF programes.

* For example, an 811 applicant that is a college student applies

for a low-income unit at a Housing Tax Credit (HTC)
development.

* The owner or agent must screen the household to ensure they meet
the student requirements under both the 811 and HTC programs.
The tenant file must include documentation of student eligibility and
the exceptions met, if applicable.

99

Student Income

/ Any financial \

assistance (in e If the person is over the

excess of the age of 23 with
amount of tuition dependent children

and any other e If the person is living
required fees and with their parents who
charges) is are applying for, or

. . receiving, Section 8
considered income

rental assistance
K except ... /

100
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What is considered Financial Assistance

All financial assistance under the Work Stud
Higher Education Act of 1965 ¥

{ O

Grants Financial aid packages

[l Il
Y

O
Scholarshis All financial assistance from an
P institution of higher education

O O

All financial assistance from

6/24/2022

Educational Entitlements .
prlvate sources
101
Income Limits
After determining family income, the owner
must compare the family’s annual income to
the appropriate income limit
f"‘g‘”‘i% Texas Department of Housing Contact  Aboul  Calencar  Press  Employment
and Community Affairs Site Search >
I’* ‘% Site Search GO
A/ 3] w202 S Board
Help for Texans  ***"'*" - uilders Communities & Nonprofits
Housing Stability Services
> Colonia Initiatives ’
Community Affairs » [ —
Homeownership Programs » Main
Single Family Programs *| My Choice Texas Home
Homeless Programs *| My First Texas Home
Texas Housing Trust Fund »| Texas Mortgage Credit Certificate Program
Multifamily Programs » TSHEP Fv{:;ydr“
Pl Texas Eviction Diversion Program (TEDP'
'xﬂ‘:;x;::‘(“;}gw:::mh -' Texas Emergency Rental Assistance Program (TERAP)
S amd O Housing Choice Voucher Section 8
. ol 3 ‘,ﬁw.b',,,f.’. TDHCA launches
* water assistanc Te
102

Hours: M-F 8-5 except for Lons Incarnd Tacang &
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Income Limits

Program Eligibility Criteria

1. Disability The applicant household must include at least one person with a disability
and who is 18 years of age or older and less than 62 years of age at the time of
admission into the property; and the person with a disability must be part of one or
more of the target populations noted below:

o Persons with disabilities exiting institutions (e.g., nursing facilities and
Intermediate Care Facilities for Individuals with Intellectual Disabilities or
Related Conditions [ICF/IID]), who are eligible to receive long-term services
and supports through a HHSC (formerly DADS) waiver or STAR+PLUS;

o Persons with serious mental illness who receive services through HHSC
(formerly DSHS); and

o Youth or young adults with disabilities exiting DFPS foster care

t be below the Extremely Low Income (ELI)

Section 811 PRA Program Income Limits
MSA
Austin-Round Rock-San Marcos

Iperson | 2person | 3person | dpersom | Sperson

Bastrop Cou

29,800 33,100 | 35,750

Caldwell County

800 33,100 | 35,750

Hays County

,800 33,100 | 35,750

Travis County

,800 33,100 | 35,750

Williamson Count

800 33,100 | 35,750

Brownsville-

‘Cameron County

14,350 | 18,310 [ 23,030 [ 27,750 [ 32,470

Corpus Christi

Nueces County

16,300 | 18,600 | 23,030 | 27,750 | 32,470

16,300 | 18,600 | 23,030 | 27,750 | 32,470

San Patricio Count
Dallas-Fort Woﬂl-»\ﬁ‘!!n

Collin County 20,450 3,400 26,300 29,200 | 32,470
Dallas County 20,450 400 26,300 29,200 | 32,470 |
Denton County 20,450 400 | 26,300 | 29,200 | 32,47
Ellis County 20,450 400 | 26,300 | 29,200 | 32,47
Hunt County 20,450 400 | 26,300 | 29,200 | 32,47
Johnson County 19,000 00 24,400 27,750 | 32,47
Kaufman County 20,450 400 26,300 29,200 | 32,47
Parker County 19,000 701 4,400 27,750 | 32,47
Rockwall County 20,450 40 6,300 | 29,200 | 32,47
“Tarrant County 19,000 701 4,400 | 27,750 | 32,470 |
Wise Count 17,500 | 20,001 ,030 27,750 | 32,47
EI Paso MSA
El Paso County [ 14,350 | 18,310 | 23,030 | 27,750 | 32,470
Hudspeth Count | 14,350 | 18,310 | 23,030 | 27,750 | 32,470
Houston-The W Land

Austin County 250 | 20,850 23,450 7,750 | 32,470
Brazoria County ,500 5,700 | 28,900 2,100 | 34,700
Chambers County 650 01 50 7,750 | 32,470 |
Fort Bend County 650 301 950 7,750 | 32,470 |
Galveston County ,650 .30 950 7,750 | 32,470 |
Harris County 650 0 950 7,750 | 32,470 |
Liberty County 650 0 ,950 7,750 | 32,470

18,650 | 21,300 950 27,750 | 32,470

Montgomery County

18,650 | 21,300 23,950 27,750 | 32,470

14,350 | 18,310 [ 23,030 [ 27,750 | 32,470

Atascosa County

14,500 | 18,310 | 23,030 [ 27,750 | 32,470

103
Adjusted Income
Gross Income is used to determine income
eligibility for any assisted unit
Adjusted Income is gross annual income less
deductions to determine rent
104
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Adjusted Income: TTP versus TR

/
e Total Tenant Payment
TTP e Tenant Rent + Utility
Allowance
-
/
e Tenant Rent (Tenant’s
TR Portion)
e TTP - Utility Allowance
\ 105

Adjusted Income

Dependent
3 deductions can
assist any household ——— Child Care
member
Disability
5 types of deductions
Elderly or
2 deductions only for Disabled
elderly (62) or
disabled household Unreimbursed
Medical
106
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Screening for Deductions

TEXAS DEPARTMENT OF HOUSING AND COMMUNITY AFFAIRS

SUPPLEMENT TO THE INTAKE APPLICATION
TOHCA Tenant adusted amount of
subsidy assistance your housshold may be sligible for. Adusied income is also used to delermine the required tenant paid rent of 3
income

e The household must be screened
NovESwher .
e — for deductions.

orunder’ OJNO [J YES, for whom?

]
O NO DI YES, whe?

TDHCA has a Supplement to the
Intake Application available on the
website.

cabold mambes to woek? (] NO [ YES, who?
ost? (1O (] YES, who?

Developments may develop and
utilize their own version of
screening tool.

Estmated Amsual Gty Cas Suppart

cy andor Individual for any of these costs? [ NO [ YES, who?
| N0 [ YES. explain?

i

107

Adjusted Income: Dependent Deduction

* Dependent Deduction of $480 per eligible dependent in the household

* Dependents are defined as household members who are not head,
spouse, co-head and are:
* Under 18 years of age
* A person with disabilities at any age
* A full-time student, 18 years of age or older
To qualify for the deduction, verification of disability or student status is required

* A foster child, foster adult, unborn child, a child that has not joined the
household yet, or dependent of a live-in aide will never qualify for the
deduction

* A household does not have to have legal custody of a dependent to
receive the deduction; however, the dependent must live in the unit

108
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Adjusted Income: Dependent Deduction

* Full-time student status is defined by the institution of higher

education, with a degree or certificate program, where the student is
enrolled

* A household may not receive a double dependent deduction for one
member

* For example, a 19 year old, disabled, full-time student would not be eligible for
two dependent deductions
* If one household shares custody of a child and both live in assisted
housing, only one household can claim the dependent deduction

* If there is a dispute about who gets to claim the dependent deduction, refer to
available documents such as copies of court orders or IRS Tax Returns showing

which parent/legal guardian has claimed, or has the right to claim, the child for
tax purposes

109

Learning Point

The Mendoza household is comprised of five persons. Alfred and Maria
reside in the unit with their three (3) dependent children; Josh is 13,
Nathan is 9 and Sophie is 3. Is the Mendoza household eligible for a
dependent deduction? If yes, how much?

110
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Learning Point

The Hearn household is comprised of Mark who is disabled, his wife
Christy and their 19 year old daughter Sydney. Is the Hearn household
eligible for a dependent deduction? If yes, how much?

111

Adjusted Income: Child Care Deduction

* The Child Care Deduction is available for anticipated expenses to any
household paying for child care. The deduction is available to all children
under the age of 13 living in the unit (including foster children) when child
care enables a family member to...

* Work
* Look for work
* Go to school (academic or vocational)

* The household has to evidence that there is no adult family member
capable of providing care during the hours care is needed

* Child care expenses cannot be reimbursed by an outside agency or
individual

* Child care expenses deducted must be reasonable

112
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Adjusted Income: Child Care Deduction

* Child care expenses are not paid to someone living in the unit

* Child care expenses cannot exceed the work income generated by the
household member during the period in which care is provided

* The child care expenses are not restricted when seeking employment or
attending school

* To document anticipated child care expenses, the household must:

* |dentify the child(ren) who will be cared for

* ldentify the family member who is enabled to work, look for work, and/or go to school
because of the child care

* Evidence that no other adult household member in the unit is available to care for the child
* |dentify the child care provider
* Provide documentation of cost

113

Learning Point

Jessica Smith works as a receptionist Monday through Friday for 40 hours
per week earning $11.50 an hour. Jessica’s 10 year old daughter, Patty,
attends the YMCA program after school from 3pm to 6pm each day
during the school year. Jessica pays the YMCA $7.00 an hour for the care
of her daughter. She receives no reimbursement for her child care
expenses. Jessica daughter spends the summer’s with her grandparents
and Jessica does not have any child care expenses during the summer. s
the Smith household eligible for a child care deduction?

114
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Learning Point

How much is the child care deduction for Jessica’s household?

* Step 1: Determine Jessica’s annual income

2080 $23,920

NS ]
> < hours S gross
7\ annually income

* Step 2: Determine what Jessica’s earned income is while Patty attends after-school care

N S5daysa N 3 hoursa 4 37 weeks
A week o day N ayear

$6,382.50
earned
income

L]

115

Learning Point

* Step 3: Determine the after-school child care expenses for Patty

$7.00 /

2
an hour | < \§

3 hours

5daysa 4
< a day

week

$3,885
total
expense

* Step 4: Determine that Patty’s after-school child care expenses do not exceed
Jessica’s earned income generated during the period in which care is provided

$6,382.50 Jessica’s earned income

$3,885 total after-school child care expense

Child care does not exceed employment
income

116
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Adjusted Income: Disability Deduction

* Disability Assistance Expense Deduction is available for unreimbursed,
anticipated costs for attendant care and/or an auxiliary apparatus.

* The care or apparatus enables a household member, 18 years or older,
including the disabled member to work

* The amount claimed is the difference in total expenses for attendant
care and/or auxiliary apparatus that exceeds 3% of annual income and
earned income of the adult household member enabled to work by the
attendant care or auxiliary apparatus

* If the disability assistance enables more than one household member to
be employed, the allowance cannot exceed the combined income of
both

117

Adjusted Income: Disability Deduction

* Auxiliary apparatus includes items that are directly related to permitting
the disabled person or other family member to work

* Includes items such as, but not limited to, the following:
* Wheelchairs, ramps, adaptations to vehicles (one-time allowances);

* Cost of maintenance and upkeep of an auxiliary apparatus (i.e. veterinarian and
food costs of service animal)
* Attendant care includes, but is not limited to, reasonable expenses for home

medical care, nursing services, interpreters for hearing impaired persons and
readers for persons with visual impairments

118
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Learning Point

* L.J. is an individual with disabilities that works full-time and has an
annual income of $24,800. He requires a motorized wheelchair and
special transportation to get to his job. The eligible disability expense is
$8,500 for his transportation to and from his job. Is L.J. eligible for a
disability expense deduction? If yes, how much?

* Step 1: Determine 3% of L.J.’s annual income

$24,800

3%

S744 is
calculation 3% of L.J.s

factor

annual

income income

119

Learning point

* Step 2: Determine L.Js eligible disability deduction

$8,500 $744 $7,756
disability [ ] 3% of I allowable
income ] deduction

expense

* Step 3: Ensure L.Js allowable deduction does not exceed his annual
income

$7,756 is
less than

S24, 800
annual income

120
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Adjusted Income: Elderly or Disabled Deduction

* Elderly or Disabled Deduction is a one-time $400 deduction

* The deduction is available to a household if the head, spouse, or co-
head (or the sole member) is at least 62 years of age or older, oris a
person with disabilities

* A household is entitled to only one $S400 deduction regardless of how
many household members qualify as elderly or disabled

121

Learning Point

Ted is 29 years old and a person with disabilities. Is Ted eligible for the
elderly or disabled deduction? If yes, how much?

Carolyn is 62 and lives with her husband, Jeff, who is 35 and disabled. Is
the household eligible for the elderly or disabled deduction? If yes, how
much?
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Adjusted Income: Medical Expense Deduction

* Medical Expense Deduction is the portion of total medical expenses that exceeds
3% of annual income and is only permitted for households in which the head,
spouse, or co-head is elderly or disabled

* If the household is eligible, include the unreimbursed anticipated medical
expenses of ALL household members (including non-elderly, foster adults or
children)

* Medical expenses include medically necessary apparatus, services and medications

* Include ongoing expenses paid in the past 12 months to project the upcoming
year’s expenses

* Ongoing payments toward existing, unpaid medical bills are eligible for inclusion
for the upcoming year
* NOTE: Must only include the amount of payments to be made, not the total balance due

123

Adjusted Income: Medical Expense Deduction

* Examples of eligible medical expenses include, but are not limited to:
* Services of doctors and healthcare professionals
* Services of healthcare facilities
* Medical insurance premiums or cost of an HMO
* Prescription/Nonprescription medicines that have been prescribed by a physician
* Dental expenses
* Eyeglasses
* Hearing aids

124
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Learning Point

* David Martinez is 31 years old and disabled. David is married to Ursula
and their total combined gross annual income is $14,256, with a total of
$2,000 of anticipated eligible medical expenses for the household. Is the
Martinez household eligible for a medical expense deduction? If yes,

how much?

125
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Learning point

* Step 1: Determine 3% of the Martinez household’s annual income

$427.68 is
3% of
annual
income

$14,256 NS 3%

annual calculation
income

$2,000 $427.68 ] $1,572.32
medical [ ] 3% of medical
expense income L] deduction

The Martinez household is eligible for a medical expense deduction of
$1,572.32 126
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Adjusted Income: Medical Expense Deduction

* If the household is eligible for both medical and disability assistance
expense deductions, the following must be considered:
* Ensure that the household’s 3% of income test is applied only one time
* The disability assistance expense deduction must be calculated before the
medical expense deduction is determined
* The disability assistance expense deduction is limited by the amount earned by

the person enabled to work
* Expenses cannot be included in both categories (no double-dipping)

127
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Learning Point

* L.J has a disability expense deduction of $7,756. In addition, L.J. also
has medical expenses in the amount of $1,500 that are not reimbursed
by insurance. Since L.J.’s disability expense have already been
calculated, which is required to be determined first, then the medical is

just added.

$9,256

$7,756 $1,500
disability # medical E— total
deduction expenses L deduction

128
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Learning Point

Example — Special Calculation for Families Who Are Eligible
for Disability Assistance and Medical Expense Deductions I n th e event th att h e
The following is basic information on the family: h 0 u Se h o | dls |n |t|a |

Head (retired/disabled)—SS/pension income $16,000

_‘l‘_:pouse (employed)—employment income + $4.000 3% Ca |C u Iat | o n d oes
otal Annual Income $20,000
Total disability assistance expenses $500 n Ot exce ed th e
Total medical expenses $1,000 . . .
Step 1: Determine if the disability assistance expenses d |Sa bl I Ity aSSISta n Ce
exceed 3% of the family’s total annual income. . h
Total disability assistance expenses $500 eX pe n SeS, t e
Minus 3% of total I -$600 1 0]
inu of total annual income - remalnder Of the 3%)
)
No portion of the disability expenses exceeds 3% H H
of the annual income; therefore, the disability WI I | be a p pl Ied
assistance deduction is $0 . .
Step 2: Calculate if the medical expenses exceed the d U rl n g th e m Ed | Ca I
balance of 3% of the family’s total annual income. .
Total medical expenses $1,000 eXpense dEd UCtIOﬂ
Minus the balance of 3% of total annual income -$100 .
Allowable medical expenses deduction $900 Ca |Cu |at|0 n *
HUD 4350.3 Rev-1
5-10 (E)

129

Calculating Rent from Adjusted Income

Equals
Adjusted
Monthly
Income

Minus
allowable
deductions

Total gross
annual
income

Divided by
12 months

* The total tenant payment (TTP) is the greater of the following:
* 30% of monthly adjusted income
* 10% of monthly gross income
* Welfare rent (not applicable in Texas)
* The owner’s or service bureau’s software calculates the tenant’s portion
of rent

* The 811 program does not have a minimum tenant rent requirement
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Learning Point

The Guzman household’s gross annual income is $12,550 and their
adjusted income after deductions is $ 10,220. To determine the TTP, two
calculations must be performed:

$10,220 / 12 months = $851.67 X 30% = $255.50

O ] AN

$12,550 / 12 months = $1,045.83 X 10% = $104.58

] Monthly ]
I:l ‘ income ‘ \:l ‘

The TTP (rent including Utility Allowance) in this
scenario is $256 monthly -

Adjusted
Monthly
income

Adjusted
annual
income

Gross
annual
income

A4
N/

NN

Complete the HUD-50059

Cortification of Complance  U.S. Depanment of Housing ' 2zt
Urban Developmant

Ownar's
with HUD's Tenant Eligibility of Compliance  U. S. Department of Housing
and Rent Procedures. Development

Owner's
with HUD's Tonart El igibility
and Rent Procedures

The owner’s or service bureau’s software
calculates rent based on the appropriate
formulas and produces a printed copy of
the HUD-50059 to be executed by the
owner or agent and the household

I
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Module 5

Lease, Lease Addenda,
Deposits, and Fees

133

Lease Requirements and HUD Documents

811 HUD Model Move-in Inspection House Rules
Lease
Pet Rules Live-in Aide “ ”
Addendum EBIV &hYou
: : rochure
(if applicable) (if applicable)

Resident Rights How Your Rent is

and .
o epens Determined Fact
Responsibilities
Sheet
Brochure

134
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811 HUD Model Lease

OB Approval Mo, 9030808
. 0230020,

811 Project Rental Azsistance Lease

No Modifications

HOUSING FOR PERSONS WITH DISABILITIES

NS

Signed by all adult household members

NS

811 Lease supersedes leases for other funding

NS

811 households should only execute the 811 HUD Model Lease

NS

month terms

Initial lease must be one year — The lease will automatically renew for successive one-

Pag1of10

form HUD-S2236-PRA (023014,

135
Annual Recertification Initial Notice
P P
Recertification Notice i e i
Exhibit 7-1: Annual Recertification Inftial Notice
Iniial Notice [
(Tenant's Name) (Dt
(Address)
Dear
15, 10, or 8—in of! el
lease beng used for the tenan] of your kease, he US.
bl =
'cd o ('. Qcoupancy
e i et
M H A o o
Annual Recertification it
.. . “Cooperabon condon Yourmust report e
Initial Notice okeomdksed i apbti 47w b ot
i
-
e
Sgrature of e Head of Famiy Dae
Sagratire of s Date
and corpletng ond - Ths
Tt . e
o e b e tenart
3 T
S
136
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Move-In/Move-Out Inspection Form HUD-90106

o)

Move-Out

Owner and tenant must jointly
inspect the unit

O

TDHCA offers a waiver form for
this requirement

L

If cleaning or repairs required, the

owner must indicate on the form

a date (within 30 days) the work
will be completed

U

Owner and tenant must both sign
and date the form

U

Tenant has five (5) days to report
any additional deficiencies

oum reeren

[

Appendix 5: Mave-inMove Out Inspection Form
Compeny name;
Company azaess

Owner should encourage

R T | T

- tenants to accompany

them on the inspection

creates

Must have the
statement that the
unit is in decent,
safe and sanitary
condition if the

development

form.

their own

137

House Rules

Must be related to the safety, care, and cleanliness of the
building or the safety and comfort of the tenants

Example — Possible Topics for House Rules

f the building: Guest rules, locks and lost
keys, access to the front door, and security systems.

Cleanliness of the building: Trash disposal, littering, hallway

obstructions, and lobby rules.

security.

Safety and comfort of tenants: Noise levels, fire safety, and

Must be reasonable

Reasonable House Rules

HUD 4350.3 Rev-1
6-9(B)(1)(a)

Unreasonable House Rules

Requesting that all visitors sign in when entering
the building.

Not allowing a visitor in a tenant’s apartment during
nighttime.

Not allowing smoking in the common areas of the
building.

Asking tenants to turn sound equipment low after
a certain time at night.

Asking tenants to turn the lights off after a certain

House Rules

Thme el md rgulscions e st othe Lot They 0 cabihd o bap f2ocn e welkbmg md
safuey of the proparty for all Residents  AD R % expecsd © sbide by these rules and
rogalisons. Vislation of thase rales comstitutes i o o L Agvement 22d will be dealt with
ey

Office Tolophoos
Corporse Office
Exsacgaacy

PAYMENT CF RENI. ot pymcs o bo e 5 rjct fSce, oyt ot b e
£l and 7eat & dao o3 or befors the Gt day of sach month. Paymeat may be made be pervonal check,

Owners must give tenants a
30-day written notice prior
to implementing new
House Rules

ey coespamy(s) ® have v ly pee s the
Owaar's Sae 1 sveid discemsection ofthe sality sarvice (3ot avaibble atall proparsies). Rasidests will
be charged. 21 por the acmual uality bill received. 1o Teisbwe o Owser for wility senvice paid BY e
Owmar on theis babalf By signing thase Howio Rales, the Residect s acknowledgiog that my smeunt
balled by ths Ownar for usility sacvice paid oa their bebalfwil bo dis azd payabls by e Residsat within
3 days of receipt of the \-.: Is addision, the Resideat barsty ackaowledges Bat the service mast be
F sabold's accosat upoa receipt of azy charge fom &e Owaer for 2 utlity

o Rtdants bebal o s & e Rocdenes s dmiag noaacy. Fadwe
o maiotin ughty wevice by e Bouiebold & considecsd fo be Fouads fr mination of the Lexie
Apuaziz

CURFEW: Mazagemseat resecves the right i set 3 cufonr 3¢ the property 2ad 10 Limit time cusdooms
ceming sd going 1o vabicier. nundry facilites sad dumprnns No loitwing or congroptiag ofrwideat
= ot oo the peoperty s permed. AL vislrors sheuld bo repanad ' Maagesest o secunty (5
spplicable). Curfow  the proseat time bogas ot §00 pm. for mumers and 1100 pam. for sl The

time at night.

Asking all children under the age of 12 to be
accompanied by an adult resident when using
building facilities.

Asking all children under the age of 12 to be
accompanied by an adult resident at all times in the
building.

HUD 4350.3 Rev-1
Figure 6-6
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House Rules Review

* 10 TAC 8.6(j)(4) states, “Upon the execution of the RAC, an Owner is
required to submit a copy of the Development Policies (House Rules) to
the Department for review.” Furthermore, “The Owner is required to
send a copy of amendments to the House Rules to the Department
before implementing changes.”

* House Rules must be submitted for Department review anytime an
update or change is made.

* Owners must submit House Rules to 811linfo@tdhca.state.tx.us.

139
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Pet Rules

Pet Rules

J

at owner’s
discretion

Pets are allowed

If pets are
allowed the
owner must

create Pet Rules

Does not apply
to assistance
animals

Included as an
addendum to
the lease

4 I

Maximum Pet
Deposit must not
exceed $300. Pet

Rules must
provide for an
initial deposit of
S50 and gradual
payments not to
exceed $10 per
month

140
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Live-in Aide Addendum

Establishes that a live-in aide is not eligible to
remain in the unit once the tenant is no longer
living in the unit

-

\

Gives the owner the right to evict a live-in aide
who violates any of the House Rules

AN

141

EIV & You Brochure

Information for applicants and
tenants about HUD’s EIV system
and how they may be impacted

by the use of the data

Copy must be provided to
applicants and tenants at
move-in and annually at

recertification

Vs Uend g i oDt ()
 of Housing - Ofice of Muliamdy Houseng Programs |
L What s EIV? ‘They wil fso be atie Io determine f you.

+ Useda fase socl securty rumber

] ,
ﬁ«u\ enploymentand e KON s 0t o okl e
J é
43 44 rental assitance programs. Thes
24 fomation 2sssts HUD 1 makag
RH“P sure e nght benetts o' P nght Is my consent required to get
| RENTAL HOUSING INTEGRITY INPROVENENT PROJECT oo information about me from EIV?

i i i ¥es. Whe you sign rm HUD S66T, Nokce and
‘What income is st

¢ in EIV and where does it come HUD-S88T-A, ApplcanlsTTenani’s Consent b e
from? Redease of Inrmalon you € Vg your cansént
for HUD and e propety e o manager

¥ ¥
enployment angio come 2 elermie your

asssace. Vo akse:
105901 consent o iy Fe sl 1 o el
o asistance orleminabon o asssied ousing

" Socil Searty(SS) beneks

benells.

mm';‘s‘"“ WL Who has access to the EIV

information?

+ Unempigymen
+ Newhe (W4)
Crly youang Bose paties sted cn e onsent ke
HUD-SB8T i you st sign e access o e

rformatien in EN pertaning o you

‘What is the information in EIV
used for?

The N sysem provoes D owes 0t What are my responsibilities?

manager of e prEpesty WhEre you Ve Wit your
s

Asatenant youmst

e y
‘oo whe you recestfy o coninued restal
astance

melmuegbenyag  Es o
3

0 Costy 1o e cwner of marager han contacng "‘;’ S ERN S
n
Responsanites trochure.

managersrequred b gre o
youeryyear _—

ey

Y
NV sysiem 1 deemios i your
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Resident Rights and Responsibilities

-

o

Briefly lists some of the most
important rights and
responsibilities for the tenant
to get the most out of their
home

~

Copy must be provided to

applicants and tenants at

move-in and annually at
recertification

/
~

g
%
.
, #

RESIDENT RIGHTS
& RESPONSIBILITIES

4 Does not replace the )
Departmentls Tenant Rights and OFFICE OF MULTIFAMILY HOUSING PROGRAMS
L Resources Guide ) e i ey e e e Py e
143
How Your Rent is Determined Brochure
FACT SHEET | e
For HUD ASSISTED RESIDENTS . xxm;mm=Pmlw
Section 202/162 — Project Assistance .
. . . Contract (PAC
Guide to inform the residents of seton 01 Pl Rt
the responsibilities and rights o SO
. ] . “HOW YOUR RENT IS ol o
regarding income disclosure and DETERMINED e
verification S

Presented to the applicant at the

time of application

This Fact Shoet is a general guide to inform the
Ownar/Management Agents (OA) and HUD-
asststed residents of the responsiblittes and rights
regarding income disclosure and verification.

Why Determining Income and Rent
Correctly is Important

Depastet of Housing and Urban Developawat studies

show that muaay resident famlies pay incomrect reat. The

e causes of this problem are

o Under-reporting of income by resident fanmilies, and

OAs not granting exclusions and deductions fo
which resdent fanalies are entied

OAs smd residents all have & resposibility in ensuring
that the correct rent is paid.

045’ Responsibilities:
Obeas accurate wcome wformation

Income Determinations.

A faanly’s anticipued gross ncome determines ot ocly
eliabality for assistance, but akio determunes the rect 2
fammily will pay and the subsidy required. The

subject o exclus

the famuly will receive during the next twelve (12)
‘months, is used to deternune the fansly’s ret

What is Annual Income?
Gross Income — Income Exclusions = Ansual Income
What is Adjusted Income?

Amnal Income — Deductions = Adjusted Income

Determining Tenant Rent
The rent a famaly will pay is e highest of the following
amotnts
o 30% of the fanily’s moathly adjusred income
o 10% of the fanly’s mouthly income.
* Welfare seat o welfare paymeot fom apeacy
10 assast fanaly i paying housng costs

Note: An owner may adost an spplicant to the PAC

144
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Collecting a Security Deposit

Collect at the
time of initial
lease execution

If deposit for the
other funding is
less than the TTP,
use the lesser of
the two.

Security Must be
Deposrt refundable

A /" The GREATER of ///
one month of
TTP or $50
145
Other Fees

Allowable Fees

Damage due to neglect;
1) current tenant has 30 days to pay after receipt of bill.

2) Damages at move-out can be deducted from Security Deposit.

Lock-out calls or providing extra keys

Reasonable court filing, attorney and legal fees
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Other Fees

Disallowable Fees

Application Fees

Late Rent

Fees for returned checks or insufficient funds

Fees for bad behavior

Pet Rent

147

Damage Funds

During or after tenancy, the
Department can pay up to
$3,000 for unit damage that
are the result of a tenant’s
abuse or negligence that are
above and beyond normal
wear and tear. These funds
can only be applied for once
for each Section 811 tenant.

Normal Wear and Tear on the Unit
(Examples of Ineligible Expenses)

Tenant Damage to the Unit
(Examples of Eligible Expenses)

« Fading, peeling, or cracked paint

# Slightly torn or faded wallpaper

« Small chips in plaster

» Nail holes, pin holes, or cracks in wall

» Door sticking from humidity

+ Cracked window pane from faulty
foundation or building settling

+ Floors needing coat of varnish

» Carpet faded or worn thin from walking
» Loose grouting and bathroom tiles

* Worn enamel in fixtures

* Rusty shower rod

» Partially clogged sinks caused by aging pipes
« Routine replacement of appliances,
carpeting, and/or fixtures

* Gaping holes in walls or plaster

+ Drawings, crayon markings, or wallpaper

that owner did not approve

+ Chipped or gouged wood floors

* Doors ripped off hinges

+ Broken windows

* Missing fixtures or other supplied items

* Holes in ceiling from removed fixtures

* Holes, stains, or burns in carpet

+ Chipped and broken enamel in bathtubs and
sinks

« Inoperable plumbing

* Excessive damage to appliances, carpeting,

and/or fixtures that warrant their replacement

outside the normal schedule of replacement.
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Module 6

Recertification, Interim Certifications,
Unit Transfers and Gross Rent Changes

149

Annual Recertification

Owners should not assume
that a family’s circumstances
or family composition is the
same as the last year.

Owners should compare the
new information provided to
the previous information in
the file.

Owners should look for
changes in household
composition, income and
asset sources for all
members.

Owners must follow-up on
any discrepancy found.

Changes in income or family
composition can affect the
amount of assistance a
tenant is eligible to receive
and, therefore, the amount
the tenant pays for rent.
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120-Day Annual Recertification Notification

Monthly Recertification Report pulled 120 days before an
anniversary month:

* Example: April Annual Recertification Due

* Report pulled in January to list residents that have a recertification due in
April.

* Report details residents names, move in dates, birth dates, Referral
Agent Names and Email addresses

* Email submitted to all Referral Agents listed in the report notifying them
of the residents they have with an annual recertification due.

* Email includes the reason for the email and a handout with a file
checklist and a handout detailing how Section 811 resident’s rent is
determined.

* Emails not only provide useful information to Referral Agents, but
Referral Agents provide us with updated information for their clients.

151

Annual Recertification

Owners must conduct a recertification of family income and composition at
least annually

forms. Tenants must be provided the HUD Fact Sheet and the “EIV and You”

Tenants must sign consent forms (HUD-9887/9887A) and asset declaration
brochure.

and awarded Social Security benefits. It must not be used to calculate the

Owners must use the EIV Income Report as verification of employment
employment income. It must be used to calculate Social Security Income.

Owners must obtain verification for the following items:

¢ Annual income from wages and unemployment

¢ Other income sources not reporting to the EIV System (child support, pensions, etc...)
¢ The value of family assets

¢ Expenses related to allowable deductions

Owners analyze household income and then recompute the tenant’s
rent and assistance payments, if applicable, based on the information
gathered

152
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Annual Recertification

The Recertification Process

Provide First
Reminder Notice to E > EIV Income and
Verification Reports

tenant

Provide the tenant

with the Initial
Notice for next <
year’s annual A

recertification

Obtain the signature

on the HUD 50059

Obtain and review :
N

Schedule a . -
e N Verify family income,
recertification \
. . . > | assets and allowable
interview with .
deductions
tenant

I3

for all adult
household members

(Rent increases require a

Notify the tenant of

any changes in the
TTP /Jj

30-day notice)

Enter all data for
calculation of the
tenant rent and
assistance payment

153

Annual Recertification

Recertification Interview

Explain the types of

information that
household members are
required to provide during
the recertification process

Explain how the
information will be used
and maintained

Explain the verification
process

Explain the importance of
complete and accurate
information

Explain the consequences
of false or incomplete
information

154
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Annual Recertification

Recertification Notice Due Dates

Notice

Date the Notice Is Due to
the Tenant

Sample Timeline

Assumes a December 1
Recertification Anniversary
Date

Initial Notice for
Upcoming Recertification

At initial lease signing
and at every annual
recertification thereafter.
(Obtain tenant signature
acknowledging receipt.)

The initial notice should have
been signed by the tenant at
the previous year's
certification/recertification date,
December 1.

First Reminder Notice

120 days prior to the
tenant’s recertification
anniversary date.

The first reminder notice
should be sent out by August
1.

Second Reminder Notice
(/f no response to First
Notice.)

At least 90 days prior to
the tenant’s recertification
anniversary date.

The second reminder notice
should be sent out by
September 1.

Third Reminder Notice (/f
no response to Second
Notice.)

At least 60 days prior to
the tenant’s recertification
anniversary date.

The third reminder notice
should be sent out no later
than October 1.

HUD 4350-3 Rev-1
Figure 7-4

155

Annual Recertification

7/25.

9.

e Recertification anniversary date is 9/1.

Example — Timely Recertification of a Tenant

e Owner sends tenant First Reminder Notice on 5/1.
e Owner sends tenant Second Reminder Notice on 6/1.
e Tenant reports for recertification interview on 6/25.

* Owner completes processing of recertification and
provides 30-day notice of rent increase to the tenant on

e Assistance payment, TTP, and tenant rent change on

HUD 4350-3 Rev-1
7-8(B)

Recertification should be completed by the recertification anniversary date, including providing the
resident with a 30-day notice of any increases in TTP

156
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Annual Recertification

Example — Timely Tenant Response, But Delayed

Verification Processing
* Recertification anniversary date is 9/1.

¢ Owner sends out all notices in compliance with the
requirements on 5/1, 6/1 and 7/1.

* Tenant responds on 7/8.

¢ Owner completes processing on 8/3.

s Assistance payment changes on 9”/
¢ Rentincrease is effective on 10/1.

HUD 4350-3 Rev-1

7-8(C)

Owner will take a loss in the change of
rent for one month

Tenant MUST be given a 30-day notice
of rent increase

The owner sends out the notices as required - The tenant responds as required;
however, the recertification is delayed by the verification process.

157

Annual Recertification

Example — Tenant Delays Recertification Process
* Recertification anniversary date is 9/1.

* Owner provides all three recertification reminder notices
per HUD requirements.

* Tenant reports for recertification interview on 8/28.

* Owner finishes processing recertification and notifies the
tenant on 9/20.

* New assistance payment, TTP, and tenant rent are
retroactive to 9/1.

* The owner does not provide the tenant with a 30-day rent —]
increase notice.

|

Notice requires tenant to respond prior to
the 10t day of the 11t month.

The third notice fulfills the
/ requirement for a 30-day notice of

HUD 4350-3 Rev-1
7-8(D)(2)

rent increase

The owner sends out notices — The tenant responds to recertification request
after cutoff date, but before the recertification anniversary date.
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Annual Recertification

Example — Tenant Out of Compliance in 202 or 811
PRAC Project

s Recertification anniversary date is 9/1.

s Owner provides all three recertification notices per HUD :
requirements. / For 811 tenants, you do not begin

e Tenant does not respond to notices. Eviction process is — | EVI(.ItIOI? process,_ you start the
initiated. Rent is raised to the greater of operating rent or termination of assistance process

30% of income until eviction completed.

* Tenant responds 9/10. Eviction process stopped.

s Owner completes processing of income certification on

&0 / The tenant’s recertification date

* New rent TTP/tenant rent effective 10/1 (rent based on — | changes. The tenant’s recertification is
30% of income reinstated). processed as an initial certification
HUD 4350-3 Rev-1
7-8(D)(3)

The owner sends out notices — The tenant responds after
recertification anniversary date.

159

Annual Recertification

Streamlined Certification of Fixed Income under Fixing America’s
Surface Transportation (FAST) Act of 2016

%

Allows owners to conduct full income

Interim Rule recertification for families with 90% or more of
effecté\é)elg/larch their income from fixed-income sources every

three years instead of annually

Does not eliminate the requirement to conduct
annual recertifications for every household each
year

Applies to households = All
Family members

160
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Annual Recertification

/

Social Security, Supplemental
Security Income, Supplemental
Disability Insurance

~

Annuities or other retirement
benefit programs

FAST Act

o

Fixed income
t defined as... J

Federal, State, Local or Private
Pension Plans

Any other source of income
subject to adjustment by a
verifiable COLA

/

161

Annual Recertification

Initial Move-In

Second and Third
Year of occupancy|

Fourth Year of
occupancy

~
e Complete annual income determination
/
¢ Obtain from the household a certification that their fixed income sources have not changed h
¢ Obtain an under 5K or Disposed of Asset Certification
¢ Adjust the household’s income by the applicable COLA
e EIV required
g J
~
e Complete a full annual recertification
* Begin the three year cycle again
/

162
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Interim Certifications

Interim Certifications are triggered when the following occurs:

{A family member moves out

Adult children are not
eligible to move-in to
an 811 unit after initial
occupancy, unless they
are performing the
functions of a live-in

A family proposes to move-in a new
household member

An adult member of the family who
was unemployed obtains employment

m

The family’s income increases by $200
or more per month

163

Interim Certification

A tenant may request an interim certification for the following
changes:

Decrease in income

Increase in allowable deductions

Other changes which would affect the
family’s annual adjusted income

164
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Interim Certification

Interims are NOT required if:

The decrease was caused by and verified as a deliberate action of
the tenant to avoid paying rent

The decrease will last less than one month

The increase in the household’s income is below $200

165

Interim Certification

Delaying an Interim Certification

Tenant pays current
rent until interim is
completed

Must not evict for
nonpayment of rent

Example - Delaying an Interim Recertification

A tenant, Bob Jenkins, reports to the owner that he was
laid off from his job last week. The owner verifies that Bob
lost his job and has filed for unemployment benefits. The
processing of his application for unemployment benefits
has not yet been completed. The owner may wait until the
processing of the unemployment claim has been
completed.

HUD 4350-3 Rev-1
7-11

166
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Interim Certification
The Interim Certification Process

Interview tenant to

obtain information . e | Obtain required EIV
| Obtain verifications p
on the reported reports

changes

Analyze household
income

who submits to and obtain

Submit to Blueprint, ;j Complete a 50059 jj
HUD via TRACS signatures

167

Interim Certification

Tenant fails to report a change

Inform tenant the

EIV New Hire report . . R
indicates tenant > Notify the tenant ) Give 10 calendar .rent may be ra_lseq
days to respond if 10-day deadline is
employment

not met

Tenant responds in Tenant does NOT respond
10 days within 10 days
J1 1

Tenant to pay rent of the

Follow Interim
designation of the layered

Certification Process

program
Implement any rent When tenant responds and
changes interim is processed the

owner must reduce rent

168
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Interim Certifications

Tenant complies with interim certification requirements:

Rent Increases Rent Decreases

Change inrent is
Supply tenant effective the first | ® Example: first
with 30-day

of the month
of the month after a loss of

employment

notice of

) after the date of
increase

action

Effective date is

the first of the 30-day notice
month after the NOT required

30-day period

Interim Certifications

Tenant fails to comply with interim reporting requirements and
owner initiates the interim certification:

Rent Increases Rent Decreases

Implemented
retroapctively tothe |° Example: first Implemented

first of the month of the month effective the first rent
following the date of after a gain of period following
o ovzlhng t('e ateo employment completion of the
e action

interim certification

170
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Unit Transfers

Owners must transfer as a result of a
change in family size or composition and
the current unit is no longer the
appropriate size.

<

Owners are obligated to transfer tenants to
different units as a reasonable
accommodation to a household member’s
disability.

The recertification
anniversary date
does not change if
a tenant transfers
from one unit to

= another unit at the
Owners must develop additional unit same property.
transfer policies to address tenant transfer
requests beyond those needed for family
size or a reasonable accommodation.
_

Security Deposits can either be transferred
to the new unit or refunded and a new
deposit required.

171

Gross Rent Changes

Gross Rent changes occur due to changes in rent and/or Utility Allowances (UA)

Reflected on the Rent Schedule provide by TDHCA

NS

Must be implemented on the effective date of the Rent Schedule

A 30-day notice is required if the tenant rent increases or the UA reimbursement
decreases.

N/

A 50059 reflecting any change in the tenant rent, utility reimbursement, total tenant
payment or assistance payment must be completed

Must be presented to the tenant, but only needs to be signed by the tenant if there is
an increase in tenant rent or decrease in utility allowance reimbursement

172
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Approved Rent Schedule

Rent Schedule
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Module 7

10 TAC Monitoring Regulations

174
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10 TAC Chapter 8

§8.1 Purpose

§8.2 Definitions

§8.3 Participation
as a Proposed
Development

§8.4 Qualification
Requirements for
Existing
Developments

§8.5 Disposition of
Conflicts with
other Department
Rules

§8.6 Program
Regulations and
Requirements

175

§10.608 Record Keeping Requirements

Maintained for
the term of
tenancy

Plus three (3)
years

I

Section
811
tenant
records

After the
retention period
— All EIV data
MUST be
destroyed

176
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Notification Requirements

Notification Requirements

Prior to the date the
current occupant will
vacate a unit owed to the

811 program

3 calendar days

of an 811

applicant denial

Three (3) days prior to the
issuance of a Notice to
Vacate

Or in the event that the
resident vacates without

notice — once the unit is
discovered to be vacant

Notify the
Department staff

Provide a copy of the
written denial notice
provided to the applicant

177

Written Policies and Procedures

The policies and procedures detailed below are applicable only to the HUD Section 811 Project Rental
Assistance Program (811 Program). All other policies and procedures adopted by the development will also
apply to Eligible Applicants (applicants) and participating Eligible Tenants in the 811 Program unless they
directly contradict with the following policies, which will supersede.

T

Social Security
Number
Requirements

/

T

Income Limits

L

Application
Procedures

 Security Deposits

* Occupancy Standards

* Unit Transfer Policies

e Fair Housing
Requirements

* Opening and Closing of
wait lists

 Student Eligibility

* VAWA

e

Rejections and
Appeals

/

T

Additional
Deposits

/
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§10.612 Tenant File Requirements

SECTION 811 PROJECT RENTAL ASSISTANCE PROGRAM APPLICATION

TDHCA Point of Contact:
Mosica McCardy  mosica mecarby@ulies swe 1
Tasiractions for ompltiog appcation

Referrai Agent: Pi
o pian 2 e 11
REFERRAL ACENT INFORMATION
Contact informarion for the Referral Agent.

Befernal Agent Name
Agency.

formation beiow. Inciude information for ail persons
dicared.

i
Phage No: Exma

APPLICANT CONSENT TO REL'L\SE INFORMATION
an Applicast o the Section 811 Project

Progam, | abuczs he Reermal Apemt omed e 0

ﬁ

b Section 811 Project
Al

¥ Rental Assistance

i Program Application

Was any Household member 6 or older as of Jamuary 31. 2010, rmdu,whm-ss\ ‘and whose instial
] Yes I No

SECTION 20278, SECTION 202
PAC, SECTION 202 PRAC,
AND SECTION 811 PRAC

Verification of

Disability

Eoceraiaang Commasioner

DX 6-B: SAMPLE VERIFICATION OF DISABILITY WHEN ELIGIBILITY FOR ADMISSION
OR QUALIFICATION FOR CERTAIN INCOME DEDUCTIONS IS BASED ON DISABILITY

FOR USE WITH SECTIO

TO:  (Namse 20 address of i party
whois beiag requested to verify

AND SEC I[o\ .911 PRAC

PAC. Section 202 PRAC,

FROM: (Name of individual

requesting the information.
title name of

Verification of disability
HUD 90102

THUD] HUD'

determining this person’s eligibality or level of bepefits.

ety all e

" to1be listed at the

Weask your the following

top of the page. Your

application for assistunce. Enclosed 1 a self-addressed. stanped eavelope for this purpose. The
applicantenant has conseated o this release of information as shown above

INFORMATION BEING REQUESTED

For each numbered item below, murk an X in the applicable box that accurately deseribes the person

datermuination of eligibilify was prot to Jamsary 31, 30107 listed 3bove
1 yes, who and where?
Impertant lll“Mlol Former Milieary Service: Member:. Womes and mea whe served in azy branch of e Umined
Sums An inchding Army, Navy, us.-..-s Cor Guaed Reserves o Nasoms Guard whn‘Ls addsions]
oyl
& Jr— i
T www alixa s s vecsar 8l g Zqeal Howizg Opparain
179
2 i I i
§10.612 Tenant File Requirements
+ Venty esiden nc
Bouse Riles ot pesens e e o e
T o nacs 1o whsch ey sre emnted
Thasa rules md regulaticas w9 a part oftha Leasa. They e sstabiished o balp imsere e wall-baing nd FACT SHEET $ Aciely alaki Tinssl Resl
safiey of e propany for all Residests A Residsats ams sxpoctsd © sbide by Sese rales and For HUD ASSISTED RESIDENTS P emen s copy of e sroent s
segulasions. Vielation of tate reles comstruses violatica of e Lasse Agrsamest 1nd will be deale with o Rocaloutte st when changenin fusily
Shruch Section 202/162 - Project Assistance e ot e e s
Contract (PAC) ar reported by 200 more per
. N Do noemasen n O pebcs s et
?&.:»hm SO;III:H.IOZ S(l‘l llfrn'je:'l"Alh:lal " Nty i ot o
orparate Offica: ssistance Contract ) nmmtmmmnmmmmcm
N Residents’ Responsibilities:
PAYMENT CF RENT. Rant paymeats s to be rusde a the project offics. Prymaat st be mads in = Prousde aceurse Cunaly compositon ifortion
L and reat i G 00 or badors the fin duy of each month. Paymast may bo zade be pencaal chack, “HOW YOUR RENT IS 2 Rapent sl Incesme;
canbiar's chack or memey ondar. No cadh s sccupted. Paymest ofrent after the 5 duy o ftbe month three DETERMINED * S Srew Do et il vk
times witia 3 tix-oash pariod comstiums “contianed la% payment” 3ad may be cause for evicien. e + Repon change n ey compsition 0t come
Ly s
= ezs “ . . ”
i e s
- I How Your Rent is Determined
5 House Rules b
Fact Sheet
u Y
sz e v -
et pays directly” 2 cutined 2 the HUD Model Lesie, pangeagh 7). Ia sceapied sit. o
uclitios must remaia oa #t all tmes. Lack of electic andior gas vervice comtitutes 3 bealh barad aad is Vot e el Incamat:
conudared 1o be pounds for tarmuaatica ofthe Leass. ‘Why Determining Income and Rent Gross Iacome - Income Exchusons = Anmual acome
Correctly is Important
This propesty may bave a3 agreemest with the utlify cempany(s)  bave service ssteasssially ,m.s. Whatis Adjusted incomeT
woer's 2220 o svoid discommection of the sty tarvice (aot avaibble atall properter). Exrmnt o g sl U Dot e
shorw that guay ressdent Dambes pay mconectrent The Asmual Income - Deductons = Aspsted lncome
[=refomteys Frrr o
Villod by the O fur ity sarvice piid ca thei babalfwill be due 2 peyable by the Racidct witiia s Usderarp Tenant Rent
30 days of rceipt of tho bill Ln addidon. the Resideat bereby ackacwlodges that the service mast be + OAs oot asnag exchiicas 1nd dedctions o S
irnmmadiataly restered 1 the bousebold s account upsa receipt ofazy charge o the Ouner for 2 neliey which csideat Salcs ave casitied Moo Ry S o B SO0
bill paid by the Owaes on the Resident's bebalf for secvice @ the Resadon's usit during soancy. Fadwo P ——
o maiataia udliy wcvice by te bosiebold & coniidend © b Gowds fx tecmination of e Lese it e conect et pd .
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o Fovs D o
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§10.612 Tenant File Requirements

RESIDENT RIGHTS
& RESPONSIBILITIES

Resident Rights and
Responsibilities

LS. Departmet of Housing 8 Uron

e SO
ffe of Housng - Offce of iy Housing Frogams (87

Whatis EIV? ‘They Wil 0 be atie b geermine f you

« Used atals socalseeurty e
- eome

@RHIIP == i ==

st e i e go o e it Is my consent required fo get
persans” information about me from EIV?
e s 5 ‘Consent for e Release o omatn,and fom
InEIV and where does it come HUDS88TA Aplcanerants Consent s e
from? Reeaseof omaton you e gy yor et
forHUD and e propery wner o manager
5 Yor e
i | ctasstoce o emaon ot s tseg
“« ” "
EIV and You” Brochure
corsest bm
fess e
used for? FE=ET
The 1 sysemprovees he cuner ander ‘What are my responsibilities?
managesof e pogerty whese you e wh your
s yumst
E [
e
honest.
b Tenrts Rts 4
Yo e scrcedrecy ot vsfcaten ?;ue
EN system b detemine f you mana s RQERI O gYe 0 %
youerey e

+ onecly eporedyur come:
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§10.612 Tenant File Requirements
e
Appendix 5: Move-inMove-Out Inspection Form
[Company rame] D —-—:m-l-:::::_
L —d
Propeny Resigent
Agarment No. |LI1F.&I |lh-e-h |
SECTION 811 PROJECT RENTAL ASSISTANCE PROGRAM
WAIVER OF RIGHT TO BE PRESINT DURING MOVE.IN INSPECTION
bl Move-in MOt — & 2 PRA_406 (3) Review: Duris Exhibic 5§ of dhe
Secrion 811 Proj i ian Program Ci ive Agreement, Fligikis
ez angang | Fammilios may waive the ngkt to the Mave-iz Inspection.
—— 1, (Print Hoad of Eousakold Numa) | bareby wite sy right 1o the
Morverin Inspectios for Usit Number: __ located & the property dvicrived balow.
Move-In/Move-Out TDHCA Section 811
Inspection Form Waiver of Move-In
Inspection
— ] | e
( } * | ;t;:mmmmnmmawﬁhm;mmdhlmsu
et nesy
This faem & 3 § PRA406 (B). The Ovee shall
mmmmalmmmmmswmmhnmmm
hm-ws}wwmu.m?&muwm
] L
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§10.612 Tenant File Requirements

Verification of Age

Verification of Social Security Number

Screening for Drug Abuse and Other Criminal Activity

183

§10.612 Tenant File Requirements

ou Conws # 25020581

Supplement to
Application for
Federally Assisted
Housing
HUD 92006

o of Aditnaal Contact Fesom o

Gl Phoae

shia 10 ety

184
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§10.612 Tenant File Requirements

303 R

A R
Recertification Notice BesamOmh—" o S
e——— Exhibit 7-2: **Sample Annual Recertification
First Reminder Notice
Exhibit 71: Annual Recertification Initial Notice
Vs [iobescs i s feessane cnmra
(Tenart's Name) (Date) Exhibit 7-3: Sample Annual Recertification
(Address) Dear Second Reminder Notice.
: P e
A el recerification & an Intervid Cpcoming (hadrese) =
As 10, or 4—inde: Paragragh [15, 10, or 34
f) of your ease, e US. mbe"g[mvkh
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SR
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Clerk. ele.) and supply year. (The et ) wil conduct ‘Occupancy e, etz )
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t  Manager, Oucupancy Cledk, el ‘contact (Resident Manage] at e reviow your roome s
Aoshied ey AR AR o o st fausn 1 i sy
=
annual red
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ificati ore All oth licabl
Annual Recertification o] other applicable -
e nget |
contract
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Dereeer -
winen you
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[
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e v e e 47
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§10.612 Tenant File Requirements
Race and E\hn!c Data U.S Department of Housing OMB Approval No. 2502-0204
Reporting F and Urban Development (Exp. 0830/2017)
Office of Wousin U'S. Department of Housing and Urban Development
TOHEA 811 Program TasemoD1201 21 Gowt 7 . Aven, TX THTD
P Ko o Fregny
TOHCA Secton 811 FRA Demenstration
N TGS Rovet Ty of A wancn o Frogram T
Document Package for
kot Applicant's/Tenant's Consent
et to the
Ethoic Categories® one
Release Of Informaf aesicansrenant "+ Consent o the
" . Relasie o nerma
ispanic or Latioo et kot
e e B i pov e e
e
Racial Categories’ Al that
Soriy

Race and Ethnic Data
Reporting Form
b HUD 27061-H

|
o

Signature Date
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This Package contains the following

1.HUD.S887IA

HUD 9887 and HUD 9887-A

Each Boasabeld must rcive 3 copy of e
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§10.612 Tenant File Requirements

Owner’s Certification of
Compliance with HUD’s
| |Tenant Eligibility and Rent| [
] Procedures H
’ HUD 50059 i

811 Project Rental
Assistance Lease
HUD 92336-PRA

187

§10.613 Lease Requirements

After OMB approval of the HUD Form

91067 VAWA lease addendum, all 811

PRA households must have a valid and
executed VAWA lease addendum.

VAWA HUD Forms 5380 and 5382 are
required to be provided at the time of
admission, denial and notification of
eviction or termination of assistance.

188
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§10.614 Utility Allowances

Rent Schedule =
Low Rent Housing e —

The Oaks
Part A — Aparimert Paves

ﬁ)n an annual basis, the Departmenﬁ

will provide the owner with a property-
specific rent schedule containing the
approved Utility Allowance. The
allowance listed on the rent schedule
only applies the 811 PRA units, not the
entire building, and is the only
allowance approved for use on 811 PRA

K units. /

kT

[——

189
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§10.624 Compliance Requirements for Developments with 811 Units

> Monitored at least once every three (3) years

> Monitoring for all State Compliance Requirements (10 TAC)

> Monitoring for all Federal Compliance Requirements (4350.3)

Monitoring for all requirements outlined within the
development’s Rental Assistance Agreement (RAC)

190
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Module 8

Compliance Monitoring

191

Notification of Compliance Review

Notification for the Section 811 Program will be uploaded into CMTS at
the same time as the Notification for the other programs.

Documentation to complete the monitoring review must be submitted via the TDHCA
811 Serv-U HTTP System (system). This is the same system used to exchange previous
documents with the Department’s Section 811 program staff. To Login, enter the
username issued by the Department’s Section 811 program staff and the password. If
you do not know your password, select recover password to create a new password.
Once you have logged into your account, upload the monitoring documentation
requested to the subfolder Monitoring Documents and the file documents to the
subfolder Files, within the folder XXXX_Development Name_Year.

192
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Uploading Required documents

Logging into the TDHCA HRC Serv-U HTTPs System
To log into the TDHCA HRC Serv-U HTTPs System, go to the following website (https://hrc-
files.tdhca.state tx.us/) and enter your username in the Login ID box and your password into the
Password box. Click the Login button to log into the system. See Figure 3—1.

TEXAS DEPARTMENT OF
HOUSING & COMMUNITY AFFAIRS

g Homes. Strongthoning Communtsos

Texas Department of Housing & Community Affairs

Login ID:
Password:
Language:  English -
Remember me Logen

23 Recover Password

You are accessing a Texas Depanment of Housing and Community AfTairs

information system. Unauthorized use is prohibited, and usage may be

subject 1o security testing and monitoring. Misuse of this system is subject to

criminal prosecution. Users of this system should have no expectation of
privacy except as otherwise provided by applicable privacy laws

TDHCA See Poscies

193
. .
Uploading Required Documents
Name : Date modified Type Size
CMTS=_Development_Year 8/20/2019 9:59 AM File folder
Name Date modified Type Size

Corrective Action 5/16/201911:06 AM  File folder

Files 8/13, File folder

Monitoring Documents T2/ File folder
194
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Uploading Required Documents

Uploading all application documents, including all attachments
Once you have logged into your account, you can view any information that has been uploaded to your
account. To upload an ajdocument, click the Upload button located at the bottom left of the screen.

Ovectores 0 Fles & Sce 0XD

htps//hec-fes.tdhea state trus/ Web Chent/ListDu hems

195

Documentation Due

If the Development is currently not housing or currently not in the process of housing an 811
household, please respond via CMTS attachment system (this will be the ONLY 811 documentation
uploaded via CMTS):
1. Written response to this notification identifying no current 811 household.
2. Written response to this notification identifying any 811 applications currently in process with
a projected move in after the above due date.

196
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Documentation Due

811 Checklist

ion

EIV Policy that includes security practices

List of all staff that has access to EIV data/811 tenant files

[Owner approval letter for EIV access for the coordinators

[Original and Current EIV Coordinator Authorization Access Form (CAAF)

[Original and Current EIV User Authorization Access form (UAAF)

Rules of Behavior for any staff that has access to EIV data

Certificate of completion for the Cyber Awareness Training for any staff that has access to EIV_data

EIV Master Binder Reports

New Hire Summary Report(s)

Multiple Subsidy Report(s)

Failed EIV Pre-Screening Report(s]

Failed Verification Report(s)

Deceased Tenant Report(s)

No Income Reported on 50059 (if applicable)

No Income Reported by HHS or SSA (if applicable)

EIV Master Binder Reports should include ALL Reports run within the last 12 months

General Documentation

TDHCA approved Rent Schedule(s)

Current House Rules (all pages)

Release Unit Request form with approval or email from TDHCA ing_units

htion to
mpliance
curity

s

197
Notification of Compliance Review
During the layered program’s
Onsite Review — the monitor will
ensure that the 811 Tenant Files
are properly stored in a locked
enclosure.
198
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Notification of Compliance Review

*®

EQUAL HOUSING
OPPORTUNITY

‘We Do Business in Accordance With the Federal Fair
Housing Law

(The Far Housmg Amendments N of 1985)

It is illegal to Discriminate A
Because of Race, Color, R
Handicap, Familial Status,

In the sale or rental of housing or .
residential lots

[ ] I.u adwmnng the sale or rental |

HUD’s 11 x 14 Fair Housing Poster in
both English and Spanish is displayed
where applications are accepted 3

U. 5. Department of Housing and Urban Development

N
EEUU. r

EQUAL HOUSING
QPPORTUNITY
IGUALDAD DE OPORTUNIDADES
ENLA VIVIENDA
negocios cumplen la ley federal
d en la vivienda
Equitad en b vivienda da 1985)

contra ninguna persona a
l color, religion, sexo,
h familiar u origen nacional

B En la provision de servicios
de comredores de bienes

1aices
con

tndas M Enla tasacion de viviendas

pnda M Las tacticas de mtinudacion

B In the financing of housing [ | (Blockbusting) también son
ilegales
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State of Texas Section 811 Service Area: 2016
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