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B4, THE FTARLY CONSTRUCTION PERIQD

During the early construction period a c¢lose working relationship

N .
- must be maintalned between local authorlties and thelr contracters on
. the one hand, and Construction Adwisers and the USHA Reglonal Office _
on the other. Personnel for project supervision and inspection must be

é designated or employed, and schedules for initial occupancy should be
L
f worked out at the earliest feasible moment with the zonstruction con-
; tractors.
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S4a. TFUNCTICH CF COWSTRUCTION ADVISER

Prior to the time the local authority invites bilds for the construc-
tion of a pfcject or any part thereof, the Regional Office will have des-
lgnated a representative of the USEA at the site of the project, a repre-
gsentative Mnown as the Comstruction Adviser. The exact time 2t which the
Construction Adviser is actuslly stationed a% the site will vary from proj
ect to project.

After the finael plans and specificetions for the preject have been
approved by the Regional 0ffice, all matters in connection with the pro}-
ect which involve c¢onstruction work should be taken up with or through
the Construction Adviser. The Comstruction Adviser renders advice and
suggestions to the local authority, but does not give orders to the con-
tractor,

In all matters relating to construction, the Construction Adviser is
the representative of the USTA on the site. The scope of authority of
the Construction Adviser is so defined as to permit as many decisions and
epprovals as feasible on the slte. 43 to the powers of the Comstruction
ddviser, he will have been instructed by the Regional Officer as to which
mattefs must flrst be submitted to it for consideration end approval be-
fore action thereon can be taken by the Construction Adviser himself.

In eddition to the Construction Adviser, there will be such other
representatives of the USHA, either permanently or periodically at the
sité. as the USHA may consider necessary to ohserve and review the con~
struction of the project for compliance with the provisions of the Loan

and Annual Contributions Contract between the USHA and the local suthority.
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The local authority will be advised by the Construction Adviser as to the
szope of the dutles of such additionel personnel.

While the USEA will review the plans and specificetlions and all other
documents submitted to it, and will furnish technical assistance, the re-
sponsibility fer design aend specifications and the observance of all the
requirements of the Loan and Arnusl Contributions Jontrect will, of course,
rest with the local esuthority.

The local authority should, tharoush appropriate action of ite gov-
erning body, designate the person wiao will represent it in the admianis-
tration of the comstruction contract, and should define the scope of his
authority. Such representative should be empowered to perform the fune-
tions of the local authority as required by the General Conditlons of the
Construction Contract {see Deeign Manual, pp. y, with such limita-
tions as the locel authority mey desire. Since delays in srriving at
decisions and ordering changes when they become necessary often interfere
with constructicn work and may result in claims for damages by the con-
tractor against the local authority, it 1s essential that the person dea-
ignated as the representative of the local authority be readily available
te the contractor at all times,

During the development of the project, the locel authority sheall pro-
vide and maintain coumpetent end adequate architecturel and engineering
supervision and inspection of the project. Adequate supervision wlll ne-
cessitate a sufficient force of campable architects, engineers, and con-

gtruction men to enable the local authority to supply to the contracter
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promptly any additional or chenged desizns that may be needed, and to en—
force compliance by the contractor with the provisions of the contract
(see Section B4c, p. ). 'While the USHA will have reprecentatives et
the site of the project and wiil cooperate with the local autherity in
callling to its attention any matters that it maey not consider to be In
conformity with the contrect, the USHA does not undertake the responsi-
bility for the performence of any of the duties required, under the lLoan
and Annual Contributions Contract, to he performed by the local euthority.

The General Conditions recommended by the USEA end set forth in the
Design Manval ceontemplate that the erchitect will supervise the work to
be performed under the construction contract. If the architect is not to
provide such.supervision. the local authority should designate a supervie-~

ing engineer and staff to perform this function. In this event, the

General Conditions should, of course, be modified accordingly.
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54b, SUBMITTALS REQUIRED THROUGH CONSTRUCTION ADVISER

After entering inte a construction contract, the local authority
should submit to the USHA through the Construction Adviser, before final
decision i3 made thereon by the local authority:

(1}). All matters required by the YTerms, Covenants, and
Conditlons" of the Loan and Annuel Contributlons Contract to
be submitted tc the USEA before a decision is mmde thereon by
the local suthority, ineluding any change order where the
emount involved exceeds the relevant amount flxed in the con-
struction contract.

(2). All proposed interpretations end decisions of the
local authority or the architect as to whether ltems of work
are required under the contract, the omlssion of which might
affect the cost of the project in an amount exceeding $1,000.

(3). All samples reouirsd to be submitted by the con-
tractor.

(4). 411 proposed declsions of the local authority which
might impair the rights of the USHA under the Loan and Annual
Contributions Contract, as set forth in the "Terms, Covenants,
end Conditions.”

(5). All proposed change orders or interpretations extend-
ing the time of completion of any work.

In submitting any of the matters get forth above, there should also
be submitted all related damta, such as estimates, drawings, and corre-

spondence between the loecal authority, the architect, a2nd the contractor.
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In sdditlon to the foregoning, there should be submitted by the locai
authority through the Construction Adviser (though not necessarily prier
to the actlon of the local suthority thereon):

(1). Coples of all change orders, interpretations, and de-
cisions other than those which are required to be sutmitted prior
tc the declsion thereon by the local auwthority,

(2). Coples of shop drawings after approval by the archi-
tect; and coples of approved as-built and change~order drewlngs,
showing clearly all deviastions of work as actuslly installed
from contract drawings.

(3). Copiss of all pertinent correspondence relating to
the contract between the local euthority, the architect, and
the contractor. |

(4). Copies of all complaints to the local authority by
employees of the contractor,

Construction reports, reports to the United States Department of
Labor, project data and records, and pay rolls snd affidavits relating
to the Kick-Back Statute (see Appendix B, p._ ), as required by the
. "Terms, Covenants, and Conditions™ of the Loan end Annual Contributlons
Contract, should llkewise be submitted through the Construction Adviser.

Arrangements for testing by the National Buresu of Standards of
any materials or equlpment used or to be used in connection with proj-
ects bullt with USHA ald, in order to determine if such materials con-
form to contract specifications, can also be mede through the Construc-

tion Adviser {see Design Manual, p.__ ).
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54c, PERSONNEL FOR SUPZRVISION AND TUSPECTION

As already noted, the "Terms, Covenents, and Conditions" of the
Loan and Annupl Contributions Contract require the local authority to
f"provide end maintain competent =nd adequate architectursl or engineer-
ing supervision and inspection of the Project at all times during the
development thereof.!

To ald local authoritles in determining the personnel needed for
supervision and inspection of projects during construction, the USHA
hae outllined varicus general factors to be considered., These factors
are discussed in detail in the Deslgn Mznual, pp._ ., together with
recommendations concerning the engagement and orgenization of the

supervisory and inspection staff.,
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544. SCHADULIKG INITIAL OCCUPALCY

It is of the utmost importance to meke arrengements with con-
struction contractors to complete the various portions of the project
according to a schedule which will permit orderly and efficlent 1ini-
tial occupancy of the project. In this way the tenant selection
process can be so coordinated wlth construction completlion thet the
varioua'parta of the project can be occupled immedistely upon comple-~
tion.

In general, and when deemed practiceble for projects of more than

1?0 dwglling units, it is suggested that }993%,33Ph°riti¢5 meke ar-
rangements.;ith their qonstruction contractors to cogplgte_pprtipng!
of each project for tenant occupancy in advance of the_completion of.__
ihe entire projeet. It is suggeated that, of the flrst part of any
such project, ne less than 100 dwelling units be scheduled for aceept-—
gnce and tenant occupancy. It 1s usually found preferable to accept
subsequent portions in blocke of approximetely 100 dwelling unite each.
It mey not be desirable to accept too many dwellings at any one
time or at too frequent intervels. The rate of acceptance will be af-
fected by the rate of tenant selection end leasing, and by the number
of femilies thet cen be moved in at one time without confusion. Thias
latter consideration 1s especlelly importent where disinfaﬂigpion_is 'di
part of the established procedure. For a more detalled discussion of
coordinating completion with occupency, reference should be made to
Pp._____ of the Management Manual.

The varioue portions of the project to be accepted for tenant oc-

cupancy should be s¢o scheduled thet all of the dwelling units in each
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portion are contiguous and are seperated from other parts of the proj-
ect slte by natural bourndarles such ms streets, playsrounds, or other
reagonable barriers. The construction schedule should be arranged in
such a fashion that progressive gcceptence of the various portions of
the project is made of arsas that are contiguous to the portions pre-
viously accepted. The partiaml acceptance and occupancy schedule \
should be checked carefully against the completion schedule of the
heating system, utliity distribution lines and maing, strest, walk,
and other improvements, and the delivery of ranges, refrigerators,
and other equipment. Ko Wuilding should be considered "substantislly
completed” until all equipment, utilities, walks, drives, and similar

items are in & condition which will permit tenants to occupy the new

dwellings without unressonable incﬁnvenience.
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55. ESTABLISEMENT OF THE ADMINISTRATICON FUND

Prior to the opening of a bank account for the deposit of such funds
as are made available from the Development Fund for the administration
of the project and for the deposit of project revenue, the local author-
ity should designate a bank which 1s a member of the Federal Deposit
Insurance Corporation te act as a depositary.

The bank account set up is to be known ss the "Administraetion Fund"
and is used for the general operation of the project. An Administration
Fund Agreement is to be entered into between the local autherity and the
bank concerning the account. Where more than one statutory project (as
defined in Section 8, p._____ ) is in operation, separate Administration
Fund bank accounts are to be maintained for each such project.

There should be deposited daily into the Administration Fund all
moneys received from tenants, together with all other funds received
irncluding amounts made evaileble from the Develcooment Fund for the ad-
minigtration of the project.

Similarly, there should be credited to the account all withdrawal
of funds to cover the cost of services, the purchase of materials and
supplies, and other costs incidental to the operation of the project,
including payments to the reserve fund or to any other sepajate funds
reguired to be maintained by lecal authority resolutions. (For further
discussion of the Administration Fund, reference should be made to the
more detailed treatment to be found in the Design Manual, pp .}

In this connection it should be noted that the USHA may alsoc approve

the establishment of a "Revolving Fund" in & bank account separate from
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the bank accounts under existing Administration (or Development) Fund
Agreements in order that local suthorities may meke disbureements for
expenses preoratable among several statutory projectg. Detalls concern-
ing the establishment of such Revolving Funds are likewise contained in

the Accounts Manusl, p. .
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55 (a), ITEMS ELIGIBLE FOR INCLUSION IN ADMINISTRATION COST

Under the law, the term administration cost when used with reference

to a project bullt with USHA aid means the cost of "eny or all undertak-
ings necessary for management, operation, meintenance, or financing, in
connection with [suchl . . . project, subsequent to physical completion
thereof.

Attentlon is also invited to Section 15 (5) (a) of the United States
Housing Act, which requires that nrojects receiving USHA ald be “under-
taken" in such a monner that economy will be promoted in both their ad-
ministration and construction, and to Section (2) (1) of the Act, which
requires that projects be dsveloped and administered so as to promote
economy thereln.

The USHA will therefore not be able to sounrove the inclusion of any
item in the cost of project adminietiration unless the item is necegsary
for such edministration or promotes economy therein,

Expenses of the nature specified in the following paragrephs are
eligible for inclusion in administration cost and may be paid from proj-
ect income, provided the amount of such expenses is reasonable in relation
to the size and needs of the project or projects involved, In cases where
two or more projects are under one Loan and Annousl Contributions Contract,
the cosets of administration evwecified in thls breakdown which are pro-
ratable between the several projects are to be prorated in s manner ep-
proved by the USHA,

(1). Management Exvense:

(a). Project Office Saleries. Saleries of persons en-

gaged at the project office for general management supervision;
costs of tenant selection, rental mesnszement, handling tenant
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complaints and service requests, the keeping of the Books of aAc-
count, requisitioning end purchasing of materials and supplies,
stenogrephic and clerical work, and atoreroom c¢lerical serv-
icea; and supervisory cost of operation and maintenance.

(b). GCentral Qffice Salaries. That portion of the sala-

ries and consultation fees (with the exception of legal fees)
of persons engaged at the central office which ig directly
traceable to the manegement of the project and which is ap-
proved by the USHA as prqperly chargeable to the project.

(c}., Legal, Flecal, and Qther Fees. Legal fees, court

costs, fiscal agent fees, and other gimilar fees incurred in
connection with the adminrnistratior of the project,

(d). Other Manacement Expenges. GCost of office supplies,
statlionery, printing, accounting forms and books; advertising,
literature, and pamphlets; postage and expressage; communica-
tions service (including messenger service); tenant investiga-
tion reports; mrmored car service expense; and such portion of
the central office exnense (other than salaries) as is directly
traceabls a&s a menagement cost of, and approved by the USHA as
oroperly chargeable to, the project,

(2). Ovperatine Services:

(a). Janitorial Bxpenge. Cost of labor, supplies, mate-

rials and equipment required in connmection with washing and
cleaning, rubbish and garbage removal (exclusive of cost of re-

moval from site), incinerator operation (including firing and
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cleaning of incinerators), and other associated janitorial
duties (including snow removal and cleaning of wading pools),

(b). Extermination. Such portion of the cost of labor,

meterials, expendable equipment, a2nd contract costs in comnec-
tion with the work of disinfecting the househcld effects of in-
coming tenants as is not borne by such temants, If the exter-
mination work 1s performed by project empleyees, the ccst of such
leber,

Costs in connection with routine disinfecting and extermin-
ation and, if such work is performed by project employees, the
lahor cost of such employees.

{(c). BRefuse Removal. Cost of removing rubbisk and garbage

{excluding ash removal from project heating plants) from the
project site, either by project labor or by contract.

{d). Watchman Expense. Salaries and supplieas for a watch-

man or cost of watchmanls services rendered under contract. The
attentlon of local authorities 1s, however, invited to the fact
that the cost of engaging & watchman 1s generslly substantial,
Except 1ln unusuel situatlone, the USHA cennot therefore recom-
mend that a watchman he engaged.

(3}, Dwelling Utilities:

{a). Water. Cost of water (except for stores and commer-
cial spaces).

{(b). Electricitv. Costs of electric energy (except for

stores and commercial spaces).
(¢). Gag. Costs of gas service (except for stores and

commercial spaces),
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(d). Heating. Cost of opereting labor, fuel, steam purchased,
ash removal, supplies, and portable equipment required for the op-
eration of the heating system {including the routine inspection
and oiling of equipment), with the exception of such costs as are
applicable to the heating of stores and commercisl spaces.

(e). Sewsrage Charges. Sewerage charges {except for stores

and commercial spaces).

(4). Repairs, Maintenance, and Replecements:

(a). Grounds. Repeir, maintenance, snd replacement expendi-
tures, lncluding all labor, contract cost, supplies, materials, and
equlpment reouired for landscaped areas, surface areas, and weding
pools; welks and drives; end fences. Xxpenses in connectlon wilth
arsas covered with growing materiels are alsc eligible for inclu-
sion.

{b). Structure. Repalr, maintenance, and replacement ex-
penditures for roofing and sheet metal: masonry, calklng, and water-
proofing; tile settirg, lathing, snd vlastering; carpentry (in-
cluding wood and asphalt-tile floors); hardware, glazlng, and
screens; and similar sundry expenses.

(c). Painting and Decorating. Expendituree for exterior and
interior painting; labor end material for washing end cleaning
painted surfaces; plaster, plaster patching; peper hanging: floor
cleaning and finishing; end shedes and curtein rods.

(d). Plumbing and Ges System. Z=Expenditures for labor, mate-

rial, and suppllies for the repair, malntenance, and replscement of

the hot- snd cold-water system {including lines, fanks, meters,
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generators, pumps, motors, and controls); drainege and sewerage
systems; plumbing facilltles {including medicine cabinets); ges
piping, valves, and meters.

{e). Electrical System. Expenditures for labor, material,

and supnliss for the repair, msintenance, end replacement of in-

terior and exterior distribution (including yard lighting stend-

arde, interior wiring, meters and fixturee, fuses, lamps for pub-
lic speces, and cost of ingpection of the electrical system).

(f). Elevator System. Repalr, maintenance, and replacement

expense with Tespect to the elevetor system.
{2). BRangec. Exvenditurss for their repeir, maintenance,
and revlaecement.

{(h). Refrigerstors. Expenditures for their repair, mainte-

nance, and replacement.

(i). Other Eguipment. Expenditures for the repair, mainte-

nance, and replacement of the following: laundry equipment (in-
cluding hot plates, fans, unit heaters, controls, and 1lroning
boards); shop eauivment, tools, ani supplies; operating service
equipment; social, recreational, and playground equinment; office
equipment; and eundry equivment (including expenditures for the re-
pair, maintenance, and replacement of all ecuipment not covered

ebove).

(5). Other Project Administration Costs:

(e). Community Activitles. The apvlicable portlon of the
salarles of persons spending all or any portion of their time in

the actual work of formulating, guiding, and supervising social,
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recreational, educationsl, and health activities of tenants and
the cost of materiel and supplies ueed in connectlon with community
activities.

(b). Vacatlons ard Sick lLeaves. Payments of salaries and
wages to employeee on vacation or on sick leave.

(c). Collection Losses. The mortion of tenents' indebtednese
past dué¢ and determined tc be uncollectible. Delinquent accounts
are not to be consldered uncollectible until every avsilable means
and effort to make the collection have been exhausted.

(d¢). Insurance. Cost of the various typee of insurance re-
quired in connection with the edmlinletration of the project.

(&), Peymants in Lieu of Taxes. Amount paid in lien of taxes

e ——

in accordence with the provislons of the Ceooperation Agresment with
the city or other local texing bodies.

(f). Interest. Accrued interest due on outstanding Series 4
or Series B Bonds or cr Advance Loan Notes.

(g). Deprecistion. Costs included as depreciation will equal
costs of amortization.

(h). HReserves. Reserve for repair, meintenance, and replace-
ments, and reeerve for vacancy and collection losses.

{€). Alterstions and Betterments:

The term plteration and betterment heana the alteration of

grounds or structures, or the alteration, acqulsition, construction,
or installation of equipment or facilities (subseguent to physical
completion) which is necessary to achieve operating economies or to
maintain "low-rent housing" [as the latter is defined in Section 2

(1) of the Act].
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It should be noted that the term does not include "repalrs,”
"maintenance," or "replacemenis" as the latter are deflned in the
Accounts Manual, p.__ . In the above definition, grounds, struc-
tures, equipment, and facilitles refer only to those items the
repalr, malntenance, or replacement of which 1s properly chargsable
to "repalrs, meintenance, and replacements” in accordance with the
definition set forth in the Accounts Manual.

It should also bs pointed out that the term "alteration and
betterments" does not include "additions." The term addition means
the construction (subsequent to physlcal completion) of dwelling
units or other rental space outside the confines of existing sitruc-
tures, or the alteration, acguisition, construction, or installation
(subsequent to physlcal completion) of grounds, structures, esquip-
ment, or facllitles which 1s not for the purpose of achisving
operating ecoromies and which is not necessary to provide "low-rent
housing."

Additions asg defined here are, of course, not eligible items
of administration cost, the dlscussion here being given for ths
purpose of precluding confusion between "addltions" and "alter-
ations and betterments."

The cost of alterations and betterménts may be charged to ad-
ministration cost only where they are necessary to malnteiln low-
rent housing or to achieve operating economies. Opsrating
economies represent the net estimated annual saving in the other

expenses of administration. To justify charging an alteration and
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betterment to administration cost on the ground of operating
econcmies, the operating economles effected are to be substan-
tially greater than the cost of the alteration or betterment
amortized over 1ts ugeful life.

In determining whether a proposed alteratlon or betterment
is necessary to maintain "low-rent housing," the following prin-
ciples shall be the determining factors;:

(a). The Aet defines "low-rent housing" to mean "decent,
safe, and sanitery dwellings within the financisl reach of
families of low incoms, and developed and administered to promote
serviceability, efficiency, economy, and stability, end embraces
all necessary appurtenances thereto." Should the minimum stand-
ards of "low-rent .housing," as so defined, rise as time goes on,
local euthorlties mey find it necessary to effect alterations and
betterments in order to maintain their projects in accordance
with minimum current standards for low-rent housing.

(b). The development cost limitations of the Act must not
be circumvented by alterations and betterments. For example, a
project might be constructed without provision for ranges and
refrigerators in order to obtain a low development cost. The in-
stallation of such eguipment at a later date ms an expense of ad-
minigtration will be carefully scrutinized to determine whether
it will result in e failure to comply with the development cost
limitations of the Act.

In determining both the pericd during which the expense of

an alteration and betterment may be charged to administration
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cogt and the annual rate of the charge, the following principles
shall be the determining factors:

(a). The annual rate of USHA annual contributions is not to
be materislly increased by the charge. In effect, this principle
neans that the entire cost of an alteration and betterment is not
to be charged in any one year if the charge would require an in-
crease 1ln the rate of the annual contribution for that year.

(b}. The local authority may find it advisable to defer the
cost of alterations &nd betterments in certailn cases. TFor ex-
ample, the cost of an alteration and betterment having an estl-
mated useful 1life of five years may be prepald, with one-fifth
of the cost thereof being charged to administration cost annu-
ally. However, the cost of an alteration and betterment 1s
never to be deferred beyond its estimated useful life.

(¢). In no case is the expense for an alteration and better-
ment to be charged to previous years. Adherence to this principle
is essential in order to determine &t the end of each year the
emcunt of the USHA annual contributions for such year.

(d). 1In the case of elterations and betterments made to
effect operating economies, the estimated net operating ecconomles
effected theredby for each year (apart from the charge to alter-
ations end betterments) are to be substantially greater than the

ennval charge of the deferred expense to alterations and better-

ments.
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(7). Informationel Service Expenses Chargeasble to Administraetion

During the project administration period, the locel suthority
ney incur informational service expenses in connection with two main
types of aectivitles. The first type comprises the activities.pﬁggsf
sary to keep the comminity informed of the qhééctivea_ of the local
authbrit&‘s ﬁanagement program, and of current developments in_th;s
program. (Aé iﬁdicated elsewhere,.informational éervice expenses
igﬁﬁfred in connection with this type of activities do mot, of course,
include expenses mede to stimulate apnlications by prospective
tenants. Expendiltures for this purvecse are claesified as tenant
selection cost. Reference should be made in this connection to the
detesiled discussion of locaml information progrems to be found in
Section 34, p.___ .)

The second type of activities includes those which the local
authority[must underteke in ordé} to kesep 1tself info?med df current
developments in publié housiné oﬁeration gnd management. -

Extreme care must be exerclised in keeping sll informational
service expenses ag low as posaible, The USHA cennot approve the
inelusion of any informational service expense in administration
cost unless the local suthority shows that the expense wee necessary
and that the amount spent was kept to the lowest practiceble figure.

Impiicit in this principle, for example, 1s the fact that nc informe-

tional service equivment should be purchased if sevings can be
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offected by renting it. Similarly, ne services or equipment which
can be horrowed or otherwise obtalned without chargze should be rented.

The attention of locsl authorities is also invited to the neces-
sity of complying with any relevent state lews in meling expenditurss
for informational purposes. The mere fect that the USHA has deter-
mined that an expenditure is an eligible item of administraticon cost
under the United Statee Housing Act dees not, of course, authorize
a local suthority to make the expenditure if it is prohiblted by
state law.

Among the types of informational service expendltures which may
be eligible for inclusion in administration cost are the followlng:

(e). The local authority may at times find 1t necessary to have
photographs of the project, the project grounds, er of typical proj-
ect dwelling units prepared and displayed to the public. Printing
costs may also be incurred in connection with the preparation of
papphlets and leaflets designed to reach the general public and to
ecquaint it with the type of dwellings available in the project, the
policlies as to admission and tenancy, and other items of general
interest. Similarly, the USHA realizes that the locsl authority may
find it necessary to Join associations of housing authorities, and
Pay their membership fees, in order to benefit from the experlence
of other locel suthorities confronted with similar management
problems.

Reasonable expenses of character indicated may be clessified

as informationasl expenses and, where local budgets permit, are proper
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items of edministration cost. [Project adninistration cost as dis-

cussed here is not to be confused with the gensral edministrative
expenses incurred prior to the full-fledged operating stege mnd
eligible for inclusion in a project's development cost. See Sec-
tion 17h (1}, p.__ , for a discussion of the latter.]

(b). Travel may also prove necessary in connection with proj-
ect administration. {[The statement made in Section 17h (2}, p.__
wlth regard to travel costs eligitle for inclusion in development
cost ig likewlise applicable to travel performed in connection with
pro jJect administration and eligibdle for inclusion in project admin-
istration cost. )

Local authorities should bear in mind the frct thet economy in
the administration of projects built with USHA aid is of peramount
importance. Xach dollar spent for informatione) service must find
its justification in increased efficiency in project administration.
The USHA will therefore contimue to make a careful scrutiny of all
informational service items and cannot, under the Act, approve any
expenses for informatlonal service vhich are not necessary to achleve
the maxinum economy consistent with efficient project administration.
Experience has indicated, for example, thet it will not ordinarily
be necessary for the local authority to establish a full-time Jjob
for informational service woerk during the project sdministration

period.
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Pending further cexperience in connection with informational serv-
lce expendltures during the adwinistration period, the USHA cannot
ordinarily approve informationel service expenses beyond the follow-
ing limits: membership fees may not be in excess of fifty cente per
year per dwelling unit; over-all informational expenditures must not
be in excess of one dollar per year per dwelllng unit. It should be
added that on the larger local programs, the USHA wlll not generally
approve expencges up to such limits. On the other hand, in case of
the smaller local programs, expenditures for such purposes up to the

iipits specified mey be permitted.
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56. MANACEMENT REQUIREMENTS

A varlety of management considerations arise during the develop-
ment peroid of low-rent public nousing projects. The proposed Manages
ment Resolution (discussed in Sectiom 470, P-_____ i see also pﬁ.
of the Management Manual), which will normally have been submitied to
the Regional Office prior to the awerd of the construction zontract,

mist be approved and adopted. Personnel for initial tenant selsction _

end renting must be engmged for the projects nearing completion.
Femilies apparently eligidle as tenants must be adequately informed

about the new projects. And various other steps preparatory to tenant

selection and actual occupancy must be taken.
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56a. THE MANAGEMENT RESCLUTION

The actual Mansmgement Resolution for the First Budget Period
should be gubmitted at least seven montha before the first building
is scheduled to be onened for occupancy. The resoclution should
normally be approved by the Regional Office six months before this
date in order to permit the preparation of operating manuals, the se-
lection and training of staff (see the following Section 56b), and an
intensive informationsl program prior to the gstart of tensnt selec-
tion. The latter should begin no later than three to four months be-
fore initial occupancy (see Section 57). Management Resolutions for
subsequent anmual budget periods must be submitted to the Reglonal Of-
fice at least three months before the beginning of such budget perlods
(see Section Alb, p.___ ).

The followingz items {(eech of which is discussed in detail in the
Management Manual) must be covered by the Mansgement Resolution:

(1). BRentnls and Statutory Rental Values. The charge

for shelter rent plus utilities and the statutory rental
value ostgblished for each size and type of dwelling unit
raat be such ss to bring the dwellinge within the finan-
ciel teach of the low-incoms families to be rehoused in
the proJect. The discussion of "graded rents" in the Man-
agement Manuel, pp-__, is perticulaerly relevant in this
connectlon. The allowable consumption of utillties to be
provided for ir shelter rent plus utilities must also dbe
determined for each size of unit. The charges or credits
{if any) to be made for use im excess or below the smounts
included must also be specified.
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(2). Income Limits Tor Admission. Income limits for

admission to the project shall be specified.

(3). Income Limits After Admiesion. Income limits for

contimied occupaney after admission shall be prescribed.

(4). Family Meke-Up. Occupency of a dwelling in a
project shall be limited to a nstural fanily or to = cohe-
sive famlly sgroup.

(). Citigenship. Under the law, annual contributions
cannot be paid by the USHA under any contract dated April
168, 1941, or thereafter unless the local-guthority has adopted
regulations prohibiting as & tenant of the project involved
any pergon not & cltizen of the United States. The term
tenant in this connection means the person who signs the
lease and 1s responsidle for the rent. (A further discussion
of this citizenship requirement is to be found in the Manage-
ment Manual, p. __ .)

(e). Net Income. The net income of a femily applying
for admission to, or residing in a project, means the agsre-
gate income, in whatever form received, of all members of
such family, less allowable deductions as specified.

(7). Occupancy Stenderds. To avold overcrowding and

waste, cccupancy standsrds must be esteblished for admlsslon
end to determine eliglbility after admission. This may in-
clude a table of maximum and minizum occupancy limits and a
etatement defining maximum occupancy permitted in rooms of
various siges; the maximum age at which a child may occupy

the parents' bedroom; the age at which separate sleeping
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roome are to be provided for children for opposite sexes; and
limitations on the use of the living room for sleeping purposes.

(8). Substandard Housing Conditions. Admission shall

be confined to families living under substandard housing con-
ditlons, that is, in quarters which sre unssfe, insanitary,
overcrowded, or detrimental to morals. Substandard housing
condlticns must be clearly defined in terms of local hous-
ing conditions.

(9). Tenant Selection. There shall be no discrimination

in the selection of families for admisslon to housing projects.

(10). Tenant Relations. Controlling policles regarding

tenant relations must be embodied in the Mansgzement Resolutilon.

(11). Tenant Maintenance. The Mansgement Resolution

should include a provision that work which is appropriate to
asslgn to tenants in connection with interior and exterlor
spaces and equipment involving operating services, dwelling
utilities, and repairs, maintenance, and replacements shell
be performed by tenants. However, no work which requires
the services of a skilled mechanic shall be so masigned.

(12). Manner of Operation. Projects shall be operated

in an efficlent manner for the purpose of providing decent,
safe, sanitary, and uncongested dwelling accommodstliong within
the finenclsl reach of families of low income and in such e
manner as to promote serviceagbility, efficiency, sconomy, and

stabllity. Projects shall not be operated for profit.
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The locel authority should include in lts management
program resolution a stsatement as to which enployees, if
any, are to be required to live in the projects end the
rents to be charged (see Section 59b).

(13). Illegal Use. WNeither the project nor any vart
of it shall be ueed for any purpose which is 1llegal or
extra hazerdous on account of fire, explosions, or any other
risks.

(14). Accounting Procedurs. The accounting procedure

shell be 1n accordance with instructions prescribed by the
USHA and set forth in detall 1n the Accounte Manual.

(15). Management Records and Reports. Management rec-

ords and reports, other than those of a finsncial and ac-
counting nature, shall be prepared and filed ir accordance
with the provisions preserided in the Menagement Manual.

Zstablishing eligibllity to rernt a dwelling requires
the flling of & formal gpplicztion, interviews, and the as-
sembling and verification of such informetion as may be nec-
essary to insure comnlisnce with all legal requirements egnd
local policiee of admission. The econcmic circumstences of
each epplicant femily should be cerefully studied to estab-
lish the faect that the family has the ability to pay the
prqject rent and that decent housing 1s not to be provided
at the sacrifice of other essentials such as food, medical
care, and the like.

Additional requirements mgy be specified by the loecsal
suthority provided that they do not serve to circumvent the

objectives of the Act, and provided sufficient eligible
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famllles can be found to complete occupancy of the project.
A definite method of selecting tenants from the pool of ell-
glble families must be established by the local guthorlty.

In selecting tenants who meet the specified eligibility
requirements, speclal requirements (such as acceptance of
only families with children)} may be made by the locel author-
ity provided sufilcient eliglble families can be found to
complete occupancy of the project.

(1&). Purcheses and Contracts. The manner of purches-

ing end contracting for materials, supplies, and services
other than personal services must be prescribed.

(1?). Prevailing Waszes. Under terms of the Houslng Act

(see Section 5l of this volume, p.____), prevailing wages

mest be paid for all employees on the operation and maintenance
staff and for building trsdes employees not on the normel
staff. (For recommendations concerning the selection and
trairing of operation and melntenance personnel, reference
should be made to the Management Manusal, pp.____ ).

{18). Dwelling Lease. The form of dwelling lease must

he specified. The dwelling lesse ghall contaln, among other
matters, provisions regarding the determination of eliglbility
of tenant familles after admission.

(19). Maintenance of Structures and Equipment. The stand-

ards to be followed in the maintensnce of structures and equip-
ment must be prescribed.
(20). Insurance. The types and amounts of insurance

must be prescribed (see Section 50, p. ).
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(21). Budgeting Costs of Repairs, Meintenance, and Re-

placements. The manner of budgeting costs of repalrs, mainte-
nance, and replacements must be set forth.

(22). Reserves for Vacancies and Collection Lospes. The

manner of establishing reserves for vacsncies and collection
losses must be prescribed.

(23). Bstimate of Average Annusl Income and Expense. A

Statement of Estimated Annual Income and Expense (Form USHA-853)
must be prepared, and the project operated within the limita-
tions of that estimate. The minimum fessible annual cost for
a project 1n subetantisl compliance with the standards set
forth can be determiped by referring to the "Annual Administra-
tion Expense Control," which serves as a yardstick by which
USHA measures the proposals of local suthorities {sece Manage-
ment Manual, pp._ ). A total cost proposed which exceeds
that set up by using the "Annusl Administration Expense Con-
trol" willl be approved only when accompanied by a thorough
Justification.

In budgeting the cost of dwelling utilities, reference
should be made to the "Utility Cost Control," slso contalned
in the Management Mamual (pp.____ ). In no event will average
annual costs exceedlng those set forth in the Management Reso-
lution, approved prior to the award of the main comstruction
contract, be gpproved for subsequent Managzement Resolutions un-
less the local suthority can show that conditions beyond control

have caused such incregsed costs.
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(24). Operating Budget. 4n Operating Budget (Form USHA-

B48) for the budget period covered by the resolution must be
‘ drawn up.
(25)., Pindings. The local authority must meke a find-
ing %o the eifect that operation of the project 1n accordence
with the provisions of the resclutlion wil) meet the require-

ments of all aspplicable laws and contracts.
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56b, PERSONNEL FOR INITIAL TENANT SELECTION AND RENTING

Careful staff selection and thorough Job training are indlspensable
to obtain satisfactory results in tenant selection. The necegsary exper-
ience and educational qualifications of staff members will very according
to the duties to be performed and the degree of responsibllity to be as-
sumed by each, The number will be dependent upon the gilze of the project
and the length of time sllotted to tonant selection activities, A
smaller etaff employed for a longer period is preferable to a larger staff
for a shorter period., This facilitates securing more competent personnel
and makes better staff training possible, thus promoting office effi-
ciency at a minimum of expense.

The processes of application taking, home visiting, and other steps
in verification of epparently eligible applicationa require skill in the
interview method and in the assembling of pertinent family data, The
final selection of tenants necessitates & carefu} review of the circum-
stances of each applicant femily based on these facts, Not only ie 1t
essentlal to ascertain that the family quelifies for acceptance according
to all established policies of admisslon, but it is alsc necessary to
determine if any of the social and economic problems presented may affect
eliglbility,

To evaluate such factors without bias or prejudice, and to know
which agencies or individuals 1p the community to consult for reliable
sdvice prior to making finasl decisions concerning eligibility, require

the services of profegsionally qualified personnel skilled in the
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techniques and practices of family welfare work, Therefore, the staff
selected to perform these functions must possess training and experience
in fields which call for the use of similar technigues end judgments, in-
cluding previous experience in diresct contact with familles of low income
and a thorough knowledge and understanding of their economic, social, and

racial backgrounds and cheracteristics.

The supervigsor of tepant selection ghould be a progressive person of
recognized professional standing, In the case of slum clearancs, involv-
ing outright projects, it is highly desirable that the person engaged to
act in a supervisory capacity in tenant selection should have been iden-
tified with or in close touch with relocation activities (see the Manage-
ment Manual, p._ ), If the supervigor appointed has had no previous
experience in actual tenant selection work,lit is advantageous to make
arrangementes for this staff member to secure special training, and to ob-
serve and if possible to actually participate for a period in tenant ese-
lection for another USHA sided project before assuming active responsi-
bility for these duties,

It is recommended that wherever practiceble the supervisor of tenant
selection be employed in a permanent capacity from the outset, either on
the mroject management staff or on the staff of the local housing author-
ity, depending upon the number of projects involived and the local admin-
igtrative setup. Thue problems of tenant turnover, periodic review of the
eligibility of tenante for continued occupancy, and related activities

vhich are an integral pert of project management will have the benefit of
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the contimuing services of the staff member originally charged with the
reaponsibility of inltial tenant selecticn.

If the scope of these activities does not warrant the full-time serv-
lces of one pereon, responeibility for community relations may also be
delegated to the same person, provided the staff member selected possessea
the requisite qualifications to handle both phasss of work,

There are many advanteges also in engaging other permanent manage-
ment gteff members and having them participate in initial tenant selection
before assuming their regular duties., In outright glum-clearance projectis,
1t 1s degireble to utilize employees for tenant selectlon, if qualified,
who have had the beneflt of previous participation in relocation, The
services of all professional and clerical personnel *temporarily engaged
for initial tenant selection should be confined to these specific activl-
ties and never confused with the regular functions of project management,

Ags a further guide to local authorities in selecting and tralning
personnel for initial tenant selection and renting, the Management Manual
(ppe___ ) outlines in detall suggested staff requirements and functions;
minimun qualifications for tenant selection personnel, both professional

and clerical; sources of qualified personnel; and staff training.
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57. INFORMING PROSPECTIVE TENANTS

Interpreting the housing program to low-income families who may be
unawvare of thelr opportunities to secure better housing is a concrete task
which every local authority must face and plan for in edvance. This le
particularly true when & local authority's firet project is being devel-
oped. Tenant selection cennct be efflciently performed unless all those
eligible fof tenaﬁ;& ;fé_p;9perly informed apd encouraged to apply. Thé
degree of succeas of this phase of the progras will depend largely upon
the efforts made and the methods used to gain these objectives. {(Ae 1n-
dicated in Section 17f, p._, the cost of tenant selection literature
and other expenses relating to the stimulation of applications and the
selection of initial +tenents are chargeable to project development cost
as pre-occupancy expenses rather then as informational service expenses.)

In addition to being part of the generel pupblic interested in the
broad aspects of public housing, low-income groups are potentlal customere
mere directly concerned than any other group with questions of eligibll-
1ty, menagement policies, and benefits to be derived from residence in the
new development.

While the two tasks, informing the public of the broad aspects of the
bousing progrem {discussed in Section 34, p._____) and informing prospec-—
tive tenants on matters relating to tenancy, are interrelated and should
proceed concurrently, the efforts designed for the latter purpose consti-
tute a special and distinct phase of the information program and should

receive special attention in planning and execution, This planning should
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be done so ag to secure as many qualified applicants as possible. Seleé—
tion from among & limited number of applications carries the danger of in-
cluding as tenante families too close to the borderline between publlc and
private housing efforte. Only the consideration of applications from all
low-income families 18 consistent with good temant selection, with geod
public relations, and with the fundementel responsibilities of the local
authority,

Perhaps the firgt prerequisite in public relations at this stage le
that local suthority members and thelr staffs be well informed. While
specific answers to all questione may not be avaellable for some time and
while all staff members cannot perform a complete informational service,
they should be sufficleatly well informed so &s to avold turning inquirere
eway unsatisfied or misinformed. The same consideration applies to fore-
men &nd watchmen on the comstruction Job, All of these persons ehould be
able to supply information on requirements for admlseion to the new proJj-
ect, how and where to file applications, and the like. They should be
able to answer general questlions and to refer to the proper sources those
seeking more specific informeticn, Moreover, wherever possible they shoulé
assume responsibility for taking the pemes and addresses of those who 1n-
quire., (For & further discusesion of registration, see the Management
Manual, p .}

The attention of local authoritles ie invited to the fact that de-
talled suggestions and assistance in meeting informational problems, par-
ticularly in demling with those that arlee during the tenant eelection

Period, are available through Regional O0ffices upon request, USHA
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recommendations on informational matters, as on other scores, are based
upon the common and cumulative experience of leocal authorities already
having foced similar probleme, &nd can thus help other euthorities save
both money and effort in r;aching effective solutions,

In this connectlon, YPublic¢ Relatlona of Local Housing Authoritlesh

(Chicago, July 1939), a committee Teport of the National Association of

Housing Officlals, is also recommended.
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57a. COORDINATION WITH OTHER PUBLIC RELATIONS ACTIVITIES

While the porimary purpose of the generel informationel functlon dis-
cussed in Section 34 1s to insure the widest possible understanding of
the housing program as a whole, 1ts effectiveness can be increased 1f 1its
potentialities for reaching lom-income femilies are utllized.

Emphasis should be placed upon reaching low-lncome famllles wherever
poesible, Informational exhibits, movies, and slides should be shown at
places frequented by low-pald workers and thelr familles. General in-
formational literature, when suitable, should be easily avallable to
these families. The participation of low-income families in ground-
breaking ceremonles, dedications, and the showing of demonstration units
is likewlse desirable.

Higher income families, on the other hand, have professional or
other contacts wlth potential tenants, Wherever possible in general in-
formational activities, they should be reminded of their responsibililty
for interpreting the program and for properly referring apparently eli-
gible families. For this same reason, when specific information regard-
lng rents, lncome limits, occcupancy standards, and the like is directed
to potential applicants, 1t should be made available to others ln the
commnity as well.

If care has been taken during the early stages of planning and con-
struction to utilize all opportunities to develop understanding among
low-income families, fewer difficulties wlll be encountered when tenanti
selection is inauwgurated. In planning the more intensive informational
work required in connection with tenant selection, a number of special
conslderations should be borne in mindd

142001 H 426






[ —

{1). VNewspeper publicity does not necessarily reach most low-income
families simply because newspapers may not be read by these famllles with
any regularity.

(2). Winning the lnterest and confidence of those families who will
occupy the project is a special probdlem in eddition to the responsibllity
for promoting an understanding of the program as a wholé among ell groups
in the commnlty.

T (3). Emphasis on the social welfare aspects of the program should
not be carried over into efforts to inform potentiel tenants. Low-1income
families are prospective consumers of housing and should be approached
and trested ms are consumers of any other fype of commodity:l

(4). Prospective tenants are likely to be reasdily influenced by
nisinformation reaching them through neighbors and fellow workers very
early in the development stage. Bellef 1n the walldlty of rumors may
deter them from making application,

(5). Low-income femilies may be apprehensive of interviews and
verificationa, A sense of insecurlty may have arisen from perlods of
unemployment, sickness, or other hardchips during which umusual demands
wers made upon limited resources. Such familles may be apprehensive
about "government" landlords and ebout rent-collection policiles.

(6). long struggles "io meke ends meet" and the frustration of
efforts to establish adequate homes may cause low-income familles to
doubt the actual avallabllity of attractive new low-rent dwelllngs.

(7). If they live near the project during construction, pro-

spective tenants may be lmpressed by the numerous slgne forbldding
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trespassing and may, over a period of months, become accustomed to stay-
ing away from the very locatlon to which they wlll later be encouraged
to come.

i (8). If uninformed about plans for landscaping and unable to
visualize the completed project, prospective tenents may recall only
the unsightliness of the construction stage and may be entirely unaware
of the attractiveness of the completed site.

(9}. 1If the project is to be sltuated in a once undesirable nelgh-
borhood, low-income groups may not be aware of the changes to be antici-
pated due to the new housing development,

(10). Leaflets and information designed specifically to reach low-
income families should be written in simple, non-technical lenguage and
directed toward a personal and convincing appesl.

In general, there are five approaches to low-income familles:
through the general campaign discussed in this Section 57a; through 1n-
dividuals, groups, and agencles in higher income breckets who assume re-
sponsibility for interpretation and referral; through orgenizations end
agencles among low-1income groups; through direct contacts in person, in
writing, and by other means, with apparently eligible familles lmown
through surveys, records of relocatlen activities, and reglstrations;
and finally, through the tenant application and central cffices, the
project slte 1tself, and demonstration units,

All of these avenues, whilch are discussed in some detail 1ln the
following subsections, should be glven full consideration by the local
authority if an effective Jjob is to be done in informing prospective

tenants,
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57b. TIMIVG AWD EMPHASIS I¥ IYFORMING PROSPECTIVE TENANTS

As has been indicated, informing prospective tenants and securing
their participation in any lceal housglng program should begin at the pro-
gram's inception. It 1s obvious, however, that concrete information
conceraing nolicies of admiseion cannot be released until rents have
been definitely fixed and all standards of eligibility definitely for-
milated and spproved. Thua, the early setting of rents and early ap-
proval of eligibility requirements are prerequisites to satisfactory
tenant selection., Just as soon as formal applications for admission
¢an be received, carefully planned informaticnal material should be re-
leased end other appropriate steps taken to stimulate applicatioﬁs.

Information designed to stimulate applications, whatever the in-
formaticnal mediums used, should streas factors that are of major con-
cern to potential tenants, such as:

(1). The address of the application office and the hours
during which applications may be filed.

(2). The rent range, guoted in such a way as to indicate
plainly what items other than shelter are included. {Experience
has shown that attempts to quote rents in detail have falled be-
cause of the fact that determination of the rent to be paid by
an individval family can be made only on the basis of an individ-
ual interview in which income, size of family, and ages, sexes,
and relationsnips of the members are clearly ascertained. Quota-

tion of rent range only is therefore considered desirable except

in newspaper stories designed specifically to explain the entire

rent structure,)
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(3). The top income limits (see preceding paragreph).

(4). Occupancy limits for each size dwelling unit.

(5). Specific eligibility requirements for admission, includ-
ing loecal as well as legal policies, and preferential considera-
tions and restrictions, 1f any, clearly and simply stated.

(6). Advantages offered by the project: wholesome neighbor-
hood, community facilitiee, modern conveniencesg, and the like.

(7). Special welcome to and advantages for children.

In preparing written material and also in all contacts with pro-
spective tenants, it is well to remember that while the facts presented
nast be specific, information that is too detailed may tend to be con~
fusinpg.

In connection with planning informationel programs, strict atten-
tion should be paid to any restrictions in the market as set up in the
market analysis {see Section 10, p._____). If the market for a partlc—!
ular proJect is restrlcted because of socioloé¥ca1. réeial. natlonallty.\ Q‘
or rellgloua pecullarities, 1nform1ticn should be designed either to \

reach 5p301al groups whose applications can be considered or to avoid 1
reaching groups that are not to be included. \
All Informational activities should alm to encourage eligible fam-
ilies to apply for admigsion, not to discourage applications. Emphasis
on the number of applications already received should therefore not be
featured when additional applications are being sought. Moreover, it is
essential to avoid terms like "substandard housing," "slums," and "slum-

dwellers," which may be offensive to applicants. In addition, terms

acceptable in professicnal conversations but unfamiliar to the lay person
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should be replaced by shorter and more customery words. For example,

the term "rental office" 1s probably more desirable than "tenant selection
office.f The word "verification™ is more desirable {and truer to fact)
than "investigation." "Wages" and "pay" are more familiar than the term
"income." Finally, it is important tc emphasize that fair consideration
will be given all applications and that answers will always be given ell
ingquiries.

There are many mediums through which eligible families can be reached
during the tenant epplication period: printed materials, posters, news-
paper releases and special supplements, redio broadcasts, exhlblts,
speaking engagements, movies, demonstration units, branch applicaticn of-
fices, and the like. All of these may not prove equally effective in
every community, and there may be other possibilities better suited to
stimulating applications under particular local conditions that have not
been consgidered here, but which should not be overlocked locally. The
tenant selection supervisor will be likely to have some such suggestions
based on local customs or conditions.

As a check on the effectiveness of the various methods utilized, it
is of utmost importance to maintain a gystematic record of the steps
taken locelly and the results secured. This may be accomplished by hav-
ing the receptionist in the tenant selection office or interviewers who
take applications obtain from each applicant family its source or sources
of informaticn comcerning the project, together with an indication as to
which stimulus finally led to filing of the application.

A further check on the effectiveness of the campaign can be estab-

lished by the use of a map of the community on which addresses of
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applicants are spotted so as to indicete at a glance what sections of
substandard housing are failing to produce applicants. At the same time
the tenant selection staff and other empleoyees of the local authority
should assume responsibility for escertaining reactions throughout the
community to the developing program.

Such checks will not only have definite value for continuous local
use in planning informational work, but by thls means experience gained
in one community can be passed on to housing authorities in other local-
itles undertaking similar work.

Tc coordinate all activities into one organized campaign, as well
as to maintain a check on the accuracy of the information diaseminated
and %o insure proper emphasis in such information, it is desirable to
have all written materiel desling with the technical aspects of tenant
selection clear through cne appropriate channel.

For the utmost effectiveness, close cooperation between informe-
tional personnel and tenant selection supervisors should obtain, since
supervisors can advige on ways of appealing to low-income families, and
since it 1s they who are responsible for a good job of tenant selection
(of which informing potential tenants is only a part).

While the timing of the campaign will naturally be fitted into the
general informatiocnal program and into the development of the project,
it 1s well to recognize the special interest and news value inherent in
certain special events and to plan in relation to these. Events of this
type include:

(1). Appointment of procject manager and/or tenant selection

Eupervisor,
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(2).

Approval of the Management Resclution and announcement

of rents and income limita.

(3).
(4).
(5).
(6).
(7).
(8).
(9).

Appointment of advisory committees.
Opening of the rental office,
Taking of the first applicatiocn,
Opening of the demoastration unit.
Signing of the first leases.
Moving of the first tenants.

First general activities of tenants {especlally where

the avallability of units is spread over a perioed or where tenant

selection is, for any reason, delayed).

While 1t cannot be enticipated that families will be able to deter-

nine their own eliglbility, careful consideration of 211 of these factors

will result in an increase in the number of applications or inquiries

from eligible families, and will nrovide a better basis for explanation

to those families who caanot qualify. It will facilitate the entire

process of tenant selection, greatly reduce the costs involved, and

echieve sound public relations by preventing general misconceptions and

nigunderstandings with respect to tenant selection policies.
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57c. COOPERATION OF OTHER LOCAL AGENCIES

Vhile the local aunthority must lead the commumty in reaching low-
income femilies whose housing situations require consideration, 1t cannoct
do the job by itself. 1Instead, it must expect and rely upon the coopera-
tion of varioug other agencies and organizations which have access in any
vway to low-inceome families in the community.

As soon as applicetions can be accepted, contacts should be estab-
lished with representatives of agencies that are in constant touch with
families living in arcas of substandard housing, as well as with orgoniza-
tions and individuals widely representative of potential applicants, with
the expectation that they will assume a full msasure of responsibility for
referring potential applicants to the tenant selection office. This task
will be considerably easier if a solid groundwork of educaticn and informa-
tion has been tuilt up with such agencies in the course of the projectls
development. Thege should include community and neighborhood centers,
Tamily welfare and child care agencies, clinic and health centers, churches
and schoolsg, Work Projects Adninistration community service projects, and
other agencies operating in neighborhoods of substandard housing, They
should also include labor unions, employers, and fraternal organizations,
as well as racial and nationality orgsnizations representing any particular
groups being considered for tenancy.

Past experience of local housing authorities in obtalning the coopera-
tion of other local agencies during the tenant selection period indicates

the following noteworthy points:
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(1). Community organizations working in conjunctim with social wel-
fare organizations among low-income groups have recognized the value of
assisting in the dissemination of information about public housing proj-
ects and the methods of applyinsg for ocecupancy.

(2). Social welfare agencies of all kinds, both public and private,
are in the habiit of using their direct contacts with low-income fanilies
to asslst them in securing adequate low-rent shelter. Many of these
agencies, in addition to reaching relief fanmilies, reach hundreds of low-
income fanilies not on relief rolls who will undoubtedly be eliglble as
tenants.

{3). Churches, through their ministers, organizations, and individ-
ual workers, know the situations of nmember families and have referred many
eligible applicants.

(4). Grade and high school principals and teachers in public and
parcchial schools have not only assisted through educational lectures,
studies, and classroom projects, but have also apnroved the display of
posters and the distribution of tenant application leaflets to students.
The names of individual families about whose home condlticns they have
knowledge have also been supplied. Parcnt-Teacher Associations have like-
wise been of gssistance.

(6). Leaders of WPA workers! service classes are engeged in actual
discussion of housing problems and the like. They, as well as leaders of
recreatlon and famlly life educztion projects, are constantly in touch
with femilies in need of housing, as are officials, foremen, and gupervi-

sors of other WPA and NYA projects.
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(1). Community organizations working in conjunctim with social wel-
fare organizations among low-income groups have recognized the value of
assisting in the dissemination of information about public housing proj-
ects and the methods of applying for occupancy.

{2). Social welfare agencies of all kinds, both public and private,
are in the aabit of using their direct contacts with low-income fanilies
to assist them in securing adeguate low-rent shelter. Many of these
agencies, in addition to reaching relief fanilies, reach dmndreds of low-
income families not ona relief rolls who will undoubtedly be eligible as
tenants.

(3), Churches, through their ministers, organizations, and individ-
ual workers, know the situabtions of menber families and have referred nany
eligible applicants.

(4). Grade and high school principals and teachers in public and
parochial schools have not only agsleted through educational lectures,
studies, and classroom projects, put have also apnroved the display of
rosters and the dlstribution of tenant application leaflets to students.
The names of individual familieg about whose home conditions they have
knowledge have also been supplied. Parent-Teacher Associations have like-
wise been of assistance.

(6). Leaders of WPA workers! service clagses are engeged in actual
discussion of housing problems and the like. They, as well as leaders of
recreation and family life education projects, are constantly in touch
with families in need of housing, as are officials, foremen, and supervi-

gors of other WEA and NYA projocts.
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{(6). Iabor unions, through their offieials, special committees, shop
chairmen, and stewards, are willirng and able to explain the public housing
progran and to correct false rumors gbout 1it.

(7). Fraterggl socicties; especially those representing the larger
{Egiq} and nationality groups in the community, have officlals or commit-
tees that have been glad to help answer inqﬁiries.and to encourage app114
cationg from their membership.

{8). Persomnel and employment divisions of factories and other busi-
ness establishments employing larze mmbers of low—income workers have been
found to be genulnely interested in the housing problems of their employ-
ees. (ooperation has been obtained in posting informational material, 1n
distributing it among employees, and in securing the names of those who
may qualify for admission from the point of view of income.

{9). The momberships of business, professional, and civiec clubs,
sometimes regarded as removed from the low-income zroup, include many
employers of potential tenants. ZEven in general informaticnal talks, such
groups should be reminded of their opportunities to refer apparently eli-
£ible employees Lo the proper loeal authority channels,

{10). YWherever special committecs on teonant sclection have been
appointed to sorve in an advisory capaclty in the establishmont of tonant
gselectlion policies (see the Management Manual, p.ﬁ__). gsuch committees can
be of material aid in stimulating applications from eligible families.
Thus, wheraver feasible 1n connection with the preparation and distribution
of informational materials and particularly during the initial tenant se-
lection period, the advice of advisory committees on tenant selection

should be sought.
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(11). Well established citizens' housing groups can likewise be of
much asslstance during the pericd of initial tenant selection. Such or-
ganizations usually have a wide representation of other groups in the
community, and can therefore function as effectlve mediums for the distri-
bution of announcements eoncerning eligibility requirements and the like.
Moreover, the tenant selection periocd affords a special stimulus to the
formulation of such groups, where they are not already in existence.

As has been said, the cooperation of all of these organisations and
agencies is cssential to an adequate program of tenart selection and must

be secured as scon as application taking begins.
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574. THE USE OF PRINTED MATERIALS

Printed materials relating to tenant selection should be ready for
digtribution as soon 2e final rent schedules are approved. Local
authorities should not hesltate to enlist editorilal and other assistance
throuzh Reglonal Offices at this stage of progrem develepment. As in
the case of other local publications (see Sectien 34), easlly adapted
sample or dummy publications will be made available upon Tequest.

BExperience has shown three types of publications, aside from regls-
tration post cards (see Management Manual, p. )}, to be effectlive
during the tenant selection period. ILocal authoritles are urged to glve
careful conslderation to the particular merits and uses of each of the
three types, and to recognize the importance of using materials famillar
to local low-income groups in meeting problems peculiar to thelr own com-
minities. Local authorities are also reminded that each type of publi-
catlon may lend 1tself to a different distribution.

{1). Leaflets. In the initiel tenant selection period a detailed
leaflet 1s usually essential. Such a publication should be prepared
primarily for distridution to agencles and organizations discussed in
Section 55¢c (3), to prospective tenants who have already visited project
offices and demonstration units, and to potential tenants sufficiently
well informed to be interested in more detailed information.

Many attractive leaflets have besn prepared in sizes renging from
7" x 8" to 9" x 6", but those with a folded elze of about 8" x 33" are
more convenient for malling. The method of distribution planned will, of

course, be a determining factor in declslons on aize.
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Single-fold leaflets of four pages are more easily handled than the
two-fold, six-page form used by many local authorities. With care, the
points to be made can ordinarily be covered in four rather than six pages.
Two-dirsctional folds should be avoided because the text beneath the top
fold may be completely overlooked.

Two-~ and thres-celor printing jobs, while attractive, are not suffl-
ciently more effective than certain less expenslve publications to justify
the extra expense involved.

If, in the dictates of economy, a cholce must be made between rela-
tively expensive paper and relatively expensive typography, the latter is
recommended. The paper to De used should be selected with an eye to
economy and the quality of reproductions, as well as for 1ts effect on
low-income families. The relatively lnexpensive super-calend®red paper

used in this manual, as well as in the USHA news weekly, Public Housing,

is recommended in this connection, If such a paper is chosen, hali-
tones to be used should not be finer than & screen of 120, the type used
hers.
The contents of this type of leaflet should include:
(a). The range of the rents [see Section 55c¢ (2)] and what
they include, Where rents are due weekly, they should be given
on a weekly basis,
(b). Who 1s eligible, including family size end weekly and
annuel lncome limits for each dwllling type.
(e). When and where to apply, including hours and, if neces-
sary, dlrections as to how to get there.
(d). Groups to whom preference will be given, if any, such
as former gite residents.
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(e). Citizenship requirements (see Management Manual,

P._____) in localities where groups of noncitizens might other-

wise apply.

(f). TRestrictions, if any, such as those regarding peried
of residence in the community, source of income, and the like.
(g). Other information - or questions and answers - on

renta, community fecilitles, tenant selectlion and management

policles, and information descriptive of the project as a whole.

I1lustrations may be used to advantage in this type of leaflet.
Photographs of the new project, of interiors (particularly those showing
kitchen and bathroom equipment), end of people rehoused are recommended.
To the 1ll-housed such pictures may speak louder than words. Illustra-
tions (including before-and-after plctures that tell a story) are es-
Pecially desirable in leaflets to be dlstributed to forelgn language
groups that are not too familiar with Epglish. They are alsc valuable
in leaflets prepared in languages other than English.

I1lustrations of the type developed by plctorial statistics are not
recomnended because they are generally unfamiliar to low-lncome groups.
Where attempts have been made to indicate occupancy standards in this
way, the results have geldom been enlightening to the families concerned.
Line drawlngs are better than pictorial statistics. Project archltects
can often be enlisted for such sketches.

Experience hag shown that floor plans are not easily read by the

layman. Isometric sketches, particularly when heavy black is used on the
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floors, ars somewhat more understandable than the ordinary treatment. As
a Tule, however, floor plans ehould be avolded.

Simplicity and clarity should never be sacrificed to unwarranted
details in tenant selection literature. For example, listing the local
authority membershlp and staff is of no immediate concern to prospective
tenante. In other than general housing literature, wherever space is at
a premlum or greater effect can be achleved wlthout overcrowding the text,
such names are generally best omitted.

The statement "All information given in applications will be treated
in confidence" is good. Inclusion of the stetement "If you have questions
that are not answered in this leaflet, someone at the rental office will
gladly answer them for you" is also recommended.

(2). Handbills. Experience has shown that in many communities the
detalled leaflet descrlbed in the preceding subsection does not suffi-
clently interest all families in the low-income group. A simple handbill
in the form more familiar to such families is frequently needed tc supple-
ment the leaflet.

The trend 1s toward inexpeneive colored handbills, such as those
used by grocery stores. A good slze is 9" x 6", Inexpensive colored
newsprint should be used. The contents should ineclude:

{a). The rent renge (see Section 57b) and what the rents in-
clude. In those instances where rents are dus weekly, the

flgures guoted should be on a weekly basis.

(b). ¥Who 1s eligible, in brief.
(¢). When and where to apply, ineluding hours and, where

necegsary, brlef directlons as to how to get there.
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It is unwise to use line drawings or photogrephs, or to attempt to
cover more than these three points in the handbill, Simplicity of content
and lay-~out should be the keynote,

(3). Flyers. In most instances, as tenant selection progresses, meg
ments of the low-lncome group are found to be stlll inaccessible, so far
as informational materisls are concerned, To reach these familiee : many
locel authorities have, in the next effort, discarded attempts to explain
eligibility requirements and tensant selection policies and have designed
flyers aimed solely at arresting attention, at catching interest, at caus-
ing people to stop and want to make further inguiry. Where this type of
flyer has been used, it is usually designed to appesl through the sugges-
tion of some single factor, such as: "durry! We have a Home For You."
"Are Your Children Safe? "Do You Want a Decent Lome?"

Flyers are usually designed to meet particular local problems. They
ere usually directed toward arresting attention and nothing more. Distri.-
bution of material of this kind should be extremely discriminate, however,
g0 that obviously ineligible familiss will not be led to apply. |

As already noted, eech of the three types of printed materials dis-
cussed here has a particular use and merlt, and lends itself tc a differ-
ent kind of distribution. Combinations of the three or additions to them

are entirely possible and should be considered by each local authority.

General recommendstions. The following suggestions and recommende-

ticne are appliceble to all types of tenant selection literature.
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(1). The printer's type used should not be smeller than 10
peint, since this size type looks more familiar to the groups to be
reached. (This 1s a sample of 10-point type.)} Roman lightface and
roman boldface type in famillar styles are good.

(2). Mineographed handbills and leaflets have been effective

only in those instances where they were well laid out and run off,
Careful line drawings can enhance their appearance, But poor himeo—
graphing can defeat the purpose of any leaflet, however expertly de-
signed. In addition, mimeographing is generally cheaper than print-—
ing only when small guantities of a publication are desired. Where
quantities of 5,000 or more are necessary, printing is ordinarily ae
cheap, if not cheaper.

(3), It is wise to have rent figures, when included, promi-
nently displayed either in beoldface or large size type. Maximum in-
come limits given on bhoth an annual and a weekly basis are more ef-
fective than giving either alone. However, here again 1t must be
remembered that since the determination of income limits involves a
variety of factors, information om this score is meaningful only when
presented in generel terms,

(4). Hours during which applications will be received at the
tenant selection office should always be given, It is alsc fre-
quently desirable to include the phrase "Where necessary, appoint-
ments at other hours may be arranged." The inclusion of the tenant
selection office's telephone number may save prospective applicants
a great deal of time and effort. Care should be taken, however, to
encourage those who phone to call in person if the family is con-

celvably eligible.
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(5). In some instances, it may be felt that a new public hous—
ing project needs no further identification as to location and manage-
ment. As a rule, however, it is better to anticipate unfamiliarity
with a project's name and purpose among the group to be reached., Thu
it is recommended that in every tenant selection publication the proj
ect address be included in smaller type, along with the name of the
local guthority and some guch credit line as Y"Assisted by the United
States Housing Authority.”

(6). As already indicated, in any informational work directed
toward prospective tenants, it is better to refer to "families living
in bad housing" than to speak of "slumdwellers" or "families living
under substandard housing conditions." No one wants to be called
a slumdweller, or to be made unnecessarily conscious of the poor
quality of his quarters. Moreover, definitions of "substandard hous-
ing" in leaflets of this sort are generally more confusing then en~
lightening to the reader and are therefore better omitted. Where
questions and answers are used in supplemental leaflets, however, 1t

is possible to indicate the sort of defects that may fall within the

local authority's definition of "esubstandard housing."

Digtribution. Tenant selection literature should be prepared in suf-

ficient quantities to permit widespread distribution among apparently el-
igible families, The suggested means of distribution may be summarized
as follows:
(1). By mail, to those who registered before application taking
started, tc former site cccupants, to those apparently eligible ac~

cording to local surveys, and the like.
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(2). At the central office of the local authority, end through
construction and rental o¢ffices on the project, branch tenant sslec-
tion offices, and demonstration units.

(3). Through public and private social agencies that are in con-
tact with eligible families, such ae family welfare societies, vislt-

ing nurses, and WPA cffilces. Lol ( b//’
))ALCf
!

(4). Through labor, freternal, national,, neighborhood, and othex
organizations having low-~income families amoné their memberships.

{5). Through churches in low-~income neighborhoods.

(8), Through schools, so that children can take them home to
their parents., This methcd has been unusually successful in some
comminities,

(7). At libraries, settlement houses, community centers, recre-
ation buildings, and meeting places of WPA community servlice projectes,

{(8). Through city departments having low-peid employees and
serving low-income groups.

(9)3 Through employers, including factories, department stores,
and office buildings.

(10). Through neighborhood groceries, movies, barber shops, and
the like,

(11). Through door-to-~door distribution in areas of substandard
housing, This can generally be accomplished through some neighbor-
hood corganization.

It is highly desirable that handbills or leaflets accompany posters
whenever used (see below), since pesters cannot normally cover ell the
points it is advisable to cover in informing prospective tenants. It is
also always essential that tenant mpplication publications be available

at informational meetings (see Section 57i).

142001 H 445






57¢. USING POSTERS TQ IixFORM PROSPFECTIVE TENANTS

Posters have been used to good advantage in locelities whers their
linitations have been recognized. (As in the case of flyers, posters
ordinarily cannot contain adequate information on admission require-
ments.) Skillful handling of interviews with persons who cannot qual-
ify is required to eliminate the danger of misunderstanding which might
ctherwise become a problem. The extre time and effort devoted to ex—
plaining admlesslon reouirements in the tenant selection office, however,
caen appropriately be regarded as still another oonortunity to establish
good public relations.

Posters should be as widely distributed es possible, particularly
in substandard housing areas. They can be placed in store windows, on
school and library bulletin boerds, in post offices, at entrances to
factorles and other places of work, in union meeting halls, welfare
agencies, cllnicse, and in neighborhood stores and shops.

Tenant application handbills or leaflets giving full information
should be avallable wherever posters are displayed. In one locality
effective dieplays of posters and leaflete were made at counters where
gas and electric bille are paid. In another community placardes pre-
rered end displeyed on street care helped stimulate spplications.

The following lsy—outs will prove helpful in deelgning such post-
ers., Any of the four lay-outs can be interpreted ir type by local
printers or by Work Projects Administration or National Youth Adminis-
tration art projects. The printers! typee shown are standard styles

end if not available can be closely simulated. The lay-outs may be
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altered t¢ suit variations in copy or size, and they may be reproduced
by printing, offset, silk screen, or hand painting in one or more colors.
The shaded areas are suggestions for color separstion.

The sizes suggested are 11" x 14" or 14" x 22", either of which
mey be cut without waste from standard showcard stock.

Recently both WPA and NYA ar{ projects have developed posters and
signe for e number of local suthorities. In almost all localities it
is possible to secure through the local or atate offices of these ad-
ministrations materials of thig type designed by competent artiste,

8lmply for the cost of the materials used.
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57f, NEWSPAPER RELEASES AND SPECIAL SUPPLEMENLS AS INFORMATION MEDIUMS

The establighment of & close working relationship with the local
press will serve the twofold purpose of creating an informed and. sympa-
thetic knowledge of the local housing program and providing a meane of
disseminating specific information concerning eligibility requirements
(see Section 34d p. ). Experience has shown, however, that many low-
income families, especially certain raclal or nationallty zroups, may not
necessarily read newspapers regularly and may therefore miss releases of
this kind, In order toc reach as wide an andience as possible in this /
respect, the releases made sghould aleo be directed tc foreign languagg,fuu;qj
and labor papers, and to various neighborhood publications such as thoge
of church groups, fraternal and other organlzatlons, and local shoppling
news sgheets,

The types of stories particularly sulted for release during thie
period are suggested in Section 57b, Sample news releases available in
manual form through USHA Reglonal Offices will be of particular wvalue to
local authorities at thls time., Giving these stories to the local press
by calling reportera in for a conference, hewever, 1s generally more ef-
fective than lssulng them in a more routine manner, The number of apnli-
catlons already received should not be emphasized in press releases, slnce
this might tend to discourage further applicatiens, A4s already suggested,
the use of such worde as "slumdwellers" gnd "slum famllies" also dis-
courages applicants and should be avolded, The recommendﬁtions made with
regard to other 1tems to be included or excluded in tenant application

publications {eee Section 57e)} are likewlse applicable to news stories.
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The tenant application period often provides excellent material for
feature stories, Among the poselble gngles are human interesi stories
about the first family to qualify for adwlssion, and storiees about ths
first families to move in, Visgits to projects by schoel children or other
groups might be described., The work of committees and organizations set-
ting up demonstratione in inexpensive home furnighlings aleo comprises
excellent feature material,

In this connection one caution must be gtressed, It should be rec-
ognized that feature stories involving individual low-income famllies
involve many dangers, Local authorities have reported instances in which
families have resented being photographed or written up, ard other in-
stances where families have bullt up distorted ideas of their own impor-
tance because of publicity given them -- distortion which in certain
instances has created difficult relationships in comnection with rent
collections and other conditions of tenancy, TFeature ptories of this
kind should therefore be used with the utmost care,

The important thing is to keep an eye open for incidents and subjects
of feature interest and to culvivate the same attitude on the part of
local reporters. ioreover, the best features can usually be obtalned by
giving the necessary assistance to reporters and feature writers, rather
than through prepared releases.

In some communlties locgl newspapers have published special supple-
ments at the time of project openinga. Such supplements can be helpful
not only in explaining the objectives of the program but also in stimu-
lating the right kind of applications if care is taken to include in them

some features dealing with low-income familles as well as materlal of

gpeclal interest to them,
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In addition to interviews with local officlals and housing personnel,
special newspaper supplements should 1lnclude lnterviews with applicant
families and representatives of the low-~income group., Along with accounts
of the aoclal asdvantages of low-rent public houslng to the community,
there should be included descriptions of the advantages to the individual
tenants in terms that are at once intelligible and inoffensive to them,

A suggeation from the local authority will often be all that le
noeeded to cause a local newspaper to issue such a supplement. The pnossi-
bllity of mecuring advertisements from the concerns engaged in bullding
the project and in supplyingz the materials and equipment makes the idea
especlally appealing to many papers. Advertisements of furniture and
home~finance companles are preferably not included in such supplements,
since tenants should be protected from commitments through installment
buying which might decrease their abllity to pay rents.

Great care should be exercised in the display of advertlsing for
supplements to make certalrn that there is no indication that the local
authority is endorsing this or that product or firm. Apparent endorse-
ment may cause reactlon on the part of other businessmen who assume that
favoritiem is being shown, or on the part of tenante who belleve that
trade with particular firms is being recommended.

Work should start on speclal supplements long before the actual time
of publicatien, Several weeks are usually regquired to plan and prepare
the the varlious articles and features, Local authorities should work
closely with those in charge of such supplements in order toc assure ac-

curacy and balance.
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Samples of worthwhile supplements are available from the Regional
Offices, together with comments as to which aspects of the treatment are
partlcularly gooa and as to what phases, if any, have not been adequately
treated.

The questlon of the need for and the advisablllty of pald advertlalng
during the initlal tenant selection periocd cannot be answered categori-
cally for all local authorities, although 1t is safe to say that where all
the other informational mediums discussed here have been utilized, paid
advertising is unnecesgsary. Where the use of paid advertieing 1s being
congldered, its cost and community reaction to it, as well as the general
inadequacy of newspaper publicity where low-income famllies are con-
cerned, mast all be carefully welghed before a decision as to 1is use 1s

reached,
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57g. RADIQ AS A MEANS OF INFORMING PROSPECTIVE TENANTS

Radio broadcasts are another velueble and popular means of reaching
prospective tenante. In most communities local radic stations will make
free time available for programs explaining tenant gelection, Such pro-
grems may be prepared nolt only as monologues but also in question-end-
angwer form, The program willbe livelier and generally more acceptable
to the radio statlon —- if the dialogue 1s carried on by a representative
of the local authority, on the one hand, and by a person taking the part
of an eligible applicant, on the other., When such dbroadcasts are ar-
ranged they should be publicized through the local press and by posters
and special announcements in neighborhood churches, communlty centers, and
the like. Announcements of special speakers prominent in the community
should likewige bhe publicized in aedvance,

While arranged programs ere veluasble, many local suthorities have
found that spot anncuncements, included in regular broadcasts of local
news and advertising and repeated frequently, are more easily arranged and

produce more applicants. Both should be used wherever practicable.
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57h. HOUSING EXHIBITS

There are many types of exhibits that can be useful during the tenant
selection period, including architects' drawings, modele, and plans;
photographs of the project at various stages of construction; and the
general USHA exhibit (see Section 34e, 1. ).

Exhibits can be located in store windows, schools, churches, unloen
halls, and the like, Whenever possible, a supply of tenant application
leaflets should be made available nearby. When placing exhibite, if their
mein purpose is {o interest motential tenants. cere should be taken to see
that the location is one available to low-income families and customarily
frequented by them. Care should also be exercisped to make all exhibits

neat, attractive, and dignified.
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57L SCHIDULING SPEAKING INGAGEMENTS

Speeches are an important phase qf informational activities which
should be given early attentlion. They may well completely occupy one
etaff member for a pericd of time, 1f adequate and qualified volunteer
service cannot be secured, Short talks should be given wherever low-in-
come familles customarily congregate 1n connection wilth employment or for
recreational or other purposes, When such talks are made, the informatlon
glven should be as clearly and simply presented as that recommended for
all types of written releases, and ample time should be allowed for gques-
tions and discussion. Although members of the local authorities and their
staffs often do the bulk of such spsaking themselves, members of tenant
selection advisory committees and other interested citizens are usually
willing to assist in this work, TFor projects to be occupled by particuler
nationality or racial groups, speeches should be made to these groups by
their own representatives wherever practicable.

When appearing before other than low-income groups, speakers should
emphasige their listeners! opportunity to interpret the public housing
program to potential tenants whom they may know as employees, patlents,

clients, or in other relations.
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573. THE USE OF MOVIES AND SLIDES

The tenant selection period is a good time to glve showings of the
USHA movie, "Housing in OQur Time," and of any local movies, both in local
movie houses and before school assemblies and meetings of local organizé-
tiona. The showing of such movies should be prefaced with or followed by
an snpnouncement covering requirements for admiseion 2nd information ag to
when and where applicetions should be filed., The cooperation of managers
of moving picture houses in or near arems of substandard housing, in par-
ticular, should be enlisted wherever possible to permit slide announce-
ments or brief talks from the screen, as well as the dlsplay of posters,

exhiblts, and leaflets.
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S7k. DEMONSTRATION UNITS

Demonstration units, which are undertaken primarily t¢ help future
tenants furnish their homes comfortably end attractively without unduly
heavy expenditures for new furniture, provide good materiel for news
stories, For detalled sugzgestions concerning demonstration unlts, see

the Management Manual, p, .
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571. ESTABLISHIAG BRAICH AFPLICATION CFFICES

Where the main epplicetion office at the project or elsewhere is not
readlly accessible to all parts of the community, or where low-lncome
farilles are accustomed to confine themselves to particular nelghborhoods
or areas, it may be advigable to conslder establishing branch offices in
nelghverhoods of substandard houses or in places where considerable num-
bers of low-income people work or meet. The practical difficulties of
such a plan, such as the impossibility of cleering through the varigus
files in the main application office, must be considered btut can probably
be eliminated if sufficlent thought is given in advance to planning,

In instances where the settling up of branch offices on an extensive
scale 18 not feasible, consideration should be glven to opening one or two
temporary headquarters at focal points, perhaps confining application tak-
ing or the making of sppointments to certain hours of the day or evening,
or to certaln daya of the week,

When the location of the project office is such that neither of these
plans is necessary, it may stlll be advisable to station representatives
of the tenant eelection office or well trained volunteers at various places

where low-income familles gather, to give information and answer questione,
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57m., OTHER MBEANS OF INFORMING PROSPECTIVE TENANTS

As poon as application taking beglne, letters should, of course, be
sent to all former site cccupants and to families whose registrations are
on file, Such letters may also be sent to occupants of substandard houa-
ing ans revealed by local surveys. A form letter may be used for this
purposse, accompanied by 5ppropriate tenant selection literature to en-
courege applications from apparently eligible families and to discourage
applications from those who cennot qualify,

Famllies whose applications are classified as apparently eligible
should be reminded of the possibility of referring friends and neighbors.
Pirst tenants should likewise be requested to tell their friends and
former neighbors, since they have experienced in a concrete way the value
of the new dwellings,

In this connectlon, in ceses where applicatione have been slow or
where parts of a vroject have been completed after other parts were oc-
cupled, some local authorities have cooperated with initial tenant groups
in erranging "at homes" to which friends and former neighbors were in-
vited, families probably qualified though slow to apply for admission,

Local muthorities are divided on the question cof house-to-house can-
vassing for the purpose of explaining the program and of encouraging
families to maeke application, As is the case in other matters of policy,
the decleion as to the wisdom of this plan must rest, to e large degree,
on local situations. Such canvassing hes been successfully used in some
communities; 1n others 1t has been consistently avoided, It is recommendec
that the plan be carefully considered before it is either discarded or

adopted,
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In many commnities, settlements, schools, colleges, and WPA dia-
‘cusslon groups have designed courses or discueslon around public housing,
thereby helping to create an awareness of the housing problem, which in
turn helps to increase applications.

There are numerous devices which can be ueed by local authorities
fully alert to the importance of the problem. For instance, one lecal
authorlty stapled to employer's reference forms going ocut of 1ts offices
a 2" x 4% glip on which was printed in red: "Do You Know of Any Other
Family Whose Housing Situation Is Bad? We Will Be Glad to Conslder Addi-

tional Applications at our Office at % To remind

as many people as possible of their reesponsibillity for referring families
whose housing needs are known to them, thie or a similar device might be
used in connection with most of the mail leaving the local authority
aofflce.

Still other means of informing prospective tenants may be developed
locally, The assistance and advice of USHA representatives are available

in thie connection upon request, as previously indicated,
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57n. IMPORTANCE OF THE RENTAL QOFFICE

Thus fer, ways and means of encouraging votential tenants to come
to the application office have been discussed. The office to which they
come and the project site require special consideration in relation to
encouraging potential tenants to apply.

As has bheen indicated, during the tenant selection stage of any
local housing program low-income familles become prospective consumers
of housing and must be regarded as are consumers of any other type of
commodity. At this stage in the program the rental office becomes, in
effect, a sales office endeavoring, through education and the understand-
ing of values, to "sell" adequate housinz accommodations to a clearly
defined market in which there 1s & varying amount of resistance arising
from factors elready discussed. In eddition, during this period of pro-
gram development the local authority begine to set examples of its man-
sgement policies and to demonstrate the menner in which it expects %o
serve its customers, as well as the manner in whiech it expects its cue-
tomere to receive that service.

These factors suggest the parsmcunt importance of cleanliness, neat-
ness, dignity, and accessibility in the set-up of the rental and manege~
ment office, in the displey of demonstration units, and so far is con-
sistent with the currently developing construction, in the care of the
project site,

The location of the rental office must be obvious to anyone ap-
proeching the project. When construction is nearing completion, it is
possible to redesign the well placed project signs which were erected

in comformity with the requirements of the loan contract. These should
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be suoplemented with signe giving further directions and leading tc the
very deoor of the rental office. The latter should be plainly designated
with & slgn reading ¥Cpen," tPlease come in,* or the likc. The slze and
design of the signe and the type'of lettering used are most impertant.
Fenned, pencliled, or crayoned signe should not be employed.

While no construction job in progress can be made to look like the
finished work, the local authority should see that approaches to the of-

fices and demonstration unlts are safe and free from hazards. Coopera-

tion of the centractors can undoubtedly be enlisted in this respect.

It is as important to have the rental office itself neat and at-
tractive as it is to have it c¢lean. With the use of thought, care, and
imaginetion rather than any appreclable additional expenditures, it is
possible to provide for comfort in the waiting room, to have well ar-
ranged posters, site plans, disvlays, and pilctures on the walls, and to
produce a feeling of businessllke ease in the office as a whaole.

These factore are of the utmost importence in encoureging potential
tenants to submit applications. Most local authorities have already
reaslized that the whole philosophy of good public housing mansgement is
oxpressed in the truly adeauate rental office, end that failure to ex-
press it there not only affects the number of applications and the gen-
eral public relatione program but aleo, te & large degree, the manage-

ment-tenant relationshlp after occupancy.
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58. PERMANENT FINANCING

As has been pointed out (see Section 20 and 21, pp. and .
respectively), local authorities must ralse at lemst 10 percent of the
development cost of thelr projects from sources other than the USHA,
This is usually done through the sale of their Series A Bonds., For
practical reasons it 1s impossible for local authorities to have advance
loan notes cutstanding after thelr Series A Bonds have been issued, and
i1t 1s therefore necessary for them to issue their Serles B Bonds in ex-
chenge for advance loan notes at the same time their Series A Bonds are
issued,

Since the USHA cannot advance more than 90 percent of the develop-
ment cost of a project, local authorities must sell their Series A Bonds
pricr to the time they have expended 90 percent of the development cost.
There ere many reasons which make it desirable for local asuthorities to
postpone selling thelr bonds before they approach the point where the
project is 90 percent completed. For one thing, i1t permits the local
eathority to take advantage of short-term financing by the sale of thelr
temporary loan notes, resulting in large savings in carrying charges
during the development period. For enother, it permits the local au-
thority to sell its bonds at a time when there is greater cersainty as
to what the actusl development cost will be, which eliminates the risk
of selling an excesslve amount of bonds., Finelly, 1t improves the in-
vestment quality of the local authorityl!s bonds, since all risks in-

herent in a construction loan are practically eliminated by this time,
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Steps should therefore be taken toward the selling of the locel
authority's bonds when it has expended approximately 75 percent of the
- development cost of the project, so that the bonds oan be sold and de-
livered when 1t has expended approximately 90 percent of the develop—
ment cost of the project,

Before permanent flnanclng is undertalken, the USHA will aid the
local euthority to the extent of preparing sll forms necessary in this
connection, I% should be noted that it is the policy of the USHA that
all local authority bonds sold to others than the USHA be sold to the
bidder bldding the lowest net intefest cost after due edvertisement for
the recelpt of competitive bids. Since prospective purchasers of local
authority bonds invarlably request proposed operating statements, this
vill include a Statement of Estimated Average Annual Income and Expense,
prepared on the basls of the approved Management Resolution, for distri-

bution by the leccal authority.
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59. OTHEZ MAVAGEMENT COWSIDERATIQNS

Various other coansiderations relating to the management of
low-rent housing projects arise during tlie last stagee of construc-
tion. "The‘following subsections review two of the most lmportant of

these considerations.
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5%a. _EINAL STEPS PRPARATORY TQ TEZNANT SELZCTION

The Management Manual (pp. )} outlines in cansideradle de-
tail other suggested procedures for initisl tenant selection. In-
cluded are detailed suggestions covering steps to be talten from the
stage of formasl application taking to the stege of actusl selection
of individusl families from a pool of eligible and approved appll-
cants.

To facilitate tenant selection and renting, specimen forms and
instructions for their use, as well as suggested office procedures,
are included. Most of the forms includea are suitable for repro—
duction and actual use as designed. The suggested size of the
forms 1s noted on each.

In preparing the recommendations, previous methods of tenant
gelection for low-rent housing projects were carefully analyzed.

It is believed that the best features of past experience are now
embodied.

Inasmuch as the current recommendatioms of the Management Manual
depart in some respects from past methods, attention is called to
the followlng major points!

(1). The procedure is geared to the terms of the United States
Housing Act of 1937, which places responsibillty for tenant selec-
tlon locally, and which restricts tenancy in low-rent housing proj-
ects to families in the lowest income group living under housing con-
ditions definitely detrimental to safety, heslth, and morals.

(2). The processes of verification of eligibility are clarified
to insure compliance with the Act and also to emccomplish a somewhat
different emphasis in verification, which increased importance
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attached to pertinent family data obtainable from pudlic or private
social agencles to vhich applicent familles may be lmown, and with
less importence attached to the use of commercisl credit reports.

Revision has likewise been made in the type and number of rec-
ommended forms for recording information amssembled st different
stages in tenent selection, with separate forms for the filing of an
application, the home vlgit repert, and the summary report of veri-
fied data, to take the place of a single complex form intended to
serve all purposes. This prevents statenents made in the original
application from being obscured by new or revised entries at later
dates. It also permits final review of epplications for approval
from summarles limited to verified findings covering 211 eligibllity
requirements.

(3). A major revision in the method of rating and scoring fac-
tors of eligibility is recommended. This limits scoring to the item
of housing only, based on a locally developed scorlng system. zligi-
bility with respect to cther factors is to be determined directly
from the facte assembled in the process of verification, with {inpal
selection of gpproved applicants, preferably from a pool of eligibdle
and approved applications, being made according to an order of pref-
erence established locally. Soundly applied, this method 1s be-
lieved to be a thoroughly reliable basis for the finsl selectlon of
tenants and has also the advantage of being readily explained to the
public at large.

(4). &n early start in formal application taking is emphasized

88 a means of building up an epproved pool of mpplications. This
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insures that the families selected are those in greastest need, and
entirely eliminates priority in filing mpplications as a basic factor
of r»reference.

(5). The entire procedure is predicated upon the use of quali-
fied professional personnel for teking spplications, as well as for
all steps in verification end final review snd recommendstlons with
respect to ellgibilisy (see Section 5@b). This recognizes the major
significance of the initial application interview, formerly consid-
ered primarily as a clericel function in tenant selection.

dhile the detailed recommendations of the Management Manusl are
intended primarily for use by prefessionael staff members in deeling
with the specialized aspects of tenant selection, it 1ls believed that
they elso merit careful review by those officlals of housing author-
ities responsible for the policy making snd sdministrative aspects

of the management progrem, including initial occupancy of a preject.
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&9b. CCUPANCY OF DWELLINGS BY PRQJECT EMPLOYELS

In order to promote efficiency and econonmy, local euthorities may
find it necessary to regquire certain of their employees to live in the
project. This may be necessary in order that an employee may be imme-
diptely aveilable in the event of emerzencies, or beceuse the duties at-
tached to the position require the attendance of the emnloyee at irregular
intervels of at unusual hours. A dwelling unit occupied by an employee
who is required to live in the project will be considersd as & necessary
apnpurtenarce to the project similar in nature to the project office,
rather than a "dwelling® as that term is used in the Housing Act.

Becsuse each such case reduces the gbility of the local authority
to rehouse the greatest nossidle number of low-income families, the num-
ber of dwellings occupied by project employees should ve kept to an ab-
solute minimum. In general it is belleved that not more than one out of
each 200 dwelling units should be cccupied by such_project employees and
their families.

The rent (shelter rent nlus utilities) charged to the employee should
be determined by the local authority at an amount which it deems equiteble,
taking into consideration tue amount which would have been peid by the
employee for rent and utilities had he not been required to Jive in the
project. In no event, however, should less than the scheduled rent be
chorged.

The manner of accounting for charges to project employees in excess

of the scheduled rent is set forth in the Accounts Menusl, p.
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It should bte noted that the USHA policy regerding project employees

who are required by local authorities to live in projects built with USHA
- aid has no reference whatsoever to other vproject employees whe may apply
for dwellings, who may be found eligible in all respeects, and who mey be

admitted to the project on the seme basis as other low-income families.
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59¢. TENANT SZLECTIQYN, PEWTING, AWD LEASIIG

As & project, or the first section of a vroject, nears completion,
a fina) selection of temants must be made from the pool of approved snpli-
cants built up as the result of initial tenant selection activities. The
various bases on ~hich final selection can be made are discussed in de-
tail in the Management Manuel, p._ . Also included in the Management
Menual are recommendetions with respect to office procedures in connection
with renting and leasing, aleng with suggested procedures for handling
rejected spplications, the selection of dwelling units, the signing of

dwelling leases, moving assignments, and preparation of tenant hardbooks.
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60. WINDING UP CORSTEUCTIQN

Before making final payment tc any contractor employed in connection
with a project built with USHA ald, the local authority must furnish the
USHA a Certificate of Completion (s=ee pp. , Design Menual) with
respect to the contract in question, and must obtain from the contractor
a Certificate of Releagse, Both of thess documents should be drawn up
along the lines of specimen forms available from the USHA.

Upon USHA request, as provided in the "Terms, Covenants, and Condi-
tions" of the Loan and Annual Contributions Contract (see Apoendix C,

P. _____), the local authority will not make final payments to any con-
tractor until after recommendations of the USHA have been recelved as to
any construction items which should be corrected.

When the USHA is satisfied that substantially the entire statutory
project is ready for occupancy, a written Occupancy Notice will promptly
be given both the local authority and the fiscel agent by the Regional

.)

Office. (For definition of e "statutory nmroject" see Section 8, p.

As soon as the local authority is satisfied that the development of
the project has been vroperly completed and that the costs of development
have been paid in full, a certificate to this effect (see Accounts Manual,
Pe.____ ) should be furnished both the USHA and the fiscal agent by the
local authority. For details as to the cplnion which must accompany thls
certificate, reference should be made to the "Terms, Covenants, and

Conditions" of the Ioan and Anmual Contributions Contract.
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Whenever the USHA is gatisfied that the required statements have been
gubmitted in setisfactory form and ere correct, and that there are no de-
fects or lnadequacies in structure or equipment which should be remedlsd
an & part of the development of the project, a written notice to this
effect, known as the Physical Comnletion Notice, will be given both the
local authority and the fiscal agent., This notice will serve as conclu-
sive evidence of the USHA's determination that the local authority has
observed and fulfilled all of its covenants and agreements sel forth im
the Loan and Annual Contritutions Contract relative to the development of
the project.

As scon as practicable after giving the Physical Completion Notice,
the USHA will alsc give written notice to the local authority and the
fiscal agent showing the Actual Development Cost of the project, as de-

termined by the USEHA,
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61, OFERATION

Yherever feasible, projects built with USHA aid will have had sec-
tions of dwelling units opened for occupancy long before Occupancy or
Physlcal Completion Notices are given by the USHA. Local authorities
should make every effort to attain full-fledged, 100-percent occupancy as
immediately as possible after all dwelling units become available,

The Design and Menagemsnt Maouamls contain detailed instructions as
to alterations and betterments and as to budgeting coste of operating
services, dwelling utilities costs, and repaeirs, maintenance, and replace-
ments,

For a discussion ¢f ingurance coverages required during project oper-

ation, see Section 50, vm, .
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6la. OPERATING REPORTS REQUIRED

Detailed recommendaticns are contalred in the Management Manual
(pp.__ ) to gulde local authorities ln the preparation and submission
of Management Reports on project operation,

These reports bave several functions. First, they make currently
available to the USHA the information which it needs to fulfill its dutles
under the United States Fousing Act and to assist leocal authorlties in
the execution of their Management Programs. Second, they present, in a
readily avallable form, the informaticn which the members c¢f a local aun-
thoritiy need for their review of management actlvities, Finally, the
reports make available to the employees of a local authority conqerned
with managemént. particularly those actirg in supervisory capaclties, the
information which they need to evaluate thelr own work as well as the
work of their subordinates,

There follows a list of all the management reports which are required
and the time these reports are to Tte submitted, Coples of all report
forms, together with instructions for precaring them, are included in
either the Management Manual or the Manual of Accounts. Local authori-
ties will be furnished with an inltial supply of report forms unon request
to Reglonal Offices.

The number of coples specified for each report to be submitted is
the number to be furnished the USHA, The numter of copies of each report
to be prepared ghould be determined in accordance with how many ceples

the local authority desires to retain for its own use.
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(1}). Pinancial Reports. All necessary informatlon on

financial reports is 1ncluded 1n the Manual of Aeccounts, which
should be carefully reviewed by local authorities at this stage.

(2). DReports on Applications (Form USHA-841) and on Leasing

and Occupancy (Form USHA-840). These reports are to be submitted

veekly in triplicate until 97 percent of the units in the project
are occupled &y tenants, and, thereafter, monthly in triplicate.

(3). Reports on Project Temsnts (Porm USHA-41). These re-

ports are to be submitted monthly as required in accordance with
the attached inptructions. Only one copy of each report is

necegsary.

(4). BEReport on Premises Vacated (Form USHA-836)., This
report 1s to be submitted monthly, OCnly one copy is necessary.

(5). Report on Community Activities, Services, and ¥acili-

ties (Form USHA-839). This report is to be submitted quarterly
in triplicate for the quarters ending February 28, May 31,

fngust 31, and November 30, (This report is to be submitted for
quarters different from those established for quarterly financial
reports in order to spread the clerical work involved, and because
many coemmunlty activities tend tec divide naturally according to
the four seasons, )

(6). Cperation and Maintenance Monthly Report (Form

USHA-837). This report is to be submitted monthly in triplicate.

(7). Distribution of Labor lionthly Report (Form USHA-838).

This report is to be submltted monthly in trinlicate.
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(8)., FEeport on Management Problems (Form USHa-391),

This report is to be pubmitted in tripliceie as required.

&1 reports due (including financlal reports), other than reporte on
applications and on leasing and ogcupancy, should bte placed in one envelope
and forwarded by the local authority to the appropriate USHA Regional
Office by not leter thanlthe fifteenth day followling the end of the month
(or last month of the quarter) covered by the reports.

Reports on applicatlons and on leaslng and occupancy should be
handled in the same manner as other reports after 97 percent of the unita
are occupied, Prior to the time 97 percent of the units are occupied,
the reports are to be sernt to the anvropriate Pegionel Office sc as to be
received not later than Tuesday of the week following that covered by the
reports. Where tenant gelection for several projecis in one city is being
conducted from a central office, the locsl autherity may submlt one report
on applications to cover ell projects, and individual reports on leasing

and cccupancy for each project,
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59b. THT MAVAGEMINT PROCRAM FOR RICURRAIT PTRIODS

It is conteaplated that each local authority will make a comprehen-
sive review ennunlly of its policies and procedures end resuliing expenses
of administration for each project. During such regular annual review,
all policies and procedures should be examined critically in the light of
increasing experience,

It is expected that modificetions can be made which will maintain
rents at levels appropriate to the current rent-paying ability of low-ln-
come families epnd, a% the same time, &chieve essential standards with
greater economies in project administration so that annual coatributions
may be lowered progressively.

The procedure for the preparation, submission, s2pproval, and adoption
of the Mapagement Progrem for each regular annual Budget Period (see Man~
agement Menual, pp. ) 1s as follows:

(1). At lemst three months before the start of the next Budget
Period the locel authority will submit four copies of 1ts proposed Manage-
ment Resolution for such period tc the appropriate Regiomal Qfflce. This
proposed Management Resolution will not have been adopted by the locel
euthority but will merely have been approved for submission to the USHA.

(2). Within a month after recelpt, the USHA will notify the local
authority either that the proposed Management Resolutlon meets with the
epproval of the USHA or that it will meet with USHA approval if modified
in a specified manner.

(3). After receipt of USHA unqualified or conditional approvel, the

local authorlty, after consideration of neceesary medificetions and after
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any relevant discussions with the USHA, wlll adont the resolution which
then establishes the Management Program for tite followlng Budget Period.
(4)., After mdoption of the resolution in a form satisfactory to the
USHA, the local authority will tremsmit four copies to the Regional Offlce
of the USEA, together with four certified copies of (or extracts from) the

minutes of the meeting et which the resolution wes adopted.
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6lc. FIELD REVIZW OF HANAGEMENT PROGRAM EXECUTION

At the conveniance of each local sutherity, arrangements will be
made during the first and subseguent Budget Periods for USHA menagement
gdvisers, suditors, an& staff specialists to review project adminlistra-
tion in the field. The extent and the nature of such field review will
be kept te the absolute minimum necessary to essure the regular pasyment
of annual caontributions. Ir general, guch field review will merve to
supplement the review of perledic reporte to be made by local author-
ities in aecordance with insfructions contained in the Management Manual
(seo also Section 6la).

Subsequent to the first Budget Period and exceot where such re-
ports indiéate the need for more freguent vigits, the field review will
normally be mads during the three-month interval immediately preceding

each successive annue) Budget Pericd.
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62, QPERATION OF PWA HOUSIKG DIVISTON PR0JACTS

Detalled recommendatlons and reouirements concerning the operetion
of PWA Housing Division projects transferred to the USHA by Executive
Order in 1937 and subsequently leased by local autherities, are con-
teined in the Manasgement Mamual (pp.__ ) and in the Accounts Manual
(pp.____). Coplies of the financial 2nd menagement reports required to
be filed with the USHA are included, along with instructions as to their

preparation and submission.
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APPENDIX A.
THE URITED STATES ROUSING ACT COF 1937, AS AMENDED

(to be reprinted in full)
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APPENRDIX B.

LABOR LAWS PERTAINIKG TQ UShA PROGRAK

Wages

Hours

Workmen's Compensation
Intimidation

{to be reprinted in full)
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APPENDIY C.
PART TWO OF THE CONTRACT FOR LOAY AND ARNUAL
CONTRIBUTIOQIS: "TER’S, COVZNAWTS, AWD CCHDITIONSM

(to be reprinted in full)
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APPENDIAL D

LIST OF USHA FORMS GENERALLY USED BY LOCAL AUTHORITIES

FORM
NUMBER TITLE
*USHA-41 Report on Project Tenants

USHA-48 Weekly Pay Roll (leased PVA projecta)

USHA-104 Monthly Zlectricsl Cornsumption Report

USHA-150 Income & Ixpense - Budget Control State-
ment (leased PUA projects)

USHA-213 Analysis of Expenditures & Budget Control
Statement

USHA-214 Certiflcate of Purposes

USEA-349 Real Bstate Settlement Record

USHA-376 Y¥otice of Intent to Vecate

USHA-3764 Advice of Intent to Vacate

*USHA~391 Report on Management Froblems

USHA-402 Requisition for Advance Loan (regular requi-
sition)

USHA-402A Requisition for Advance Loan (used for tem-
porary financing)

USBA-402B Requisltion for Payment of Prineipal on Pur-
chase of Temporary Serles B Houaing Author-
1ty Bonds (used for permanent financing)

USHA-402B-~1 Requisltion for Payment of Accrued Intereet
on Purchase of Temporsry Serles B Housing
Authority Bonde (used for permanent financ-
ing)

USHA-424 Land Appraisal Report

USHA-424 irchitect's Contrect (With Supervision)

USHA-427 Architect's Contract (Without Supervision)

USHA-440 Breakdown of Attorney's Fees and Legal Ex-
penses in Support of Requlsition for Loan

USHA-444 Report of Eliminpation of Unsafe or Insani-
tary Dwellings.

142001 H 484






FORM

142001 H

NUMBER TITLE

USHA-460 Insurance Information

" USBa-Bl1 Beport of Accident

USHA-512 Development Cost Budgzet

USEA-518 Report on Raclal Zmployment

USHA-533 Land Appraisal Record

USHA-538 Weekly Report of Lesnd Acquisition

USHA-614 Finel Estimate of Total Development Cost
USHA-619 Computation of Totsl Developmert Costs
USHA-AZ1 Income & Expense - Budget Control Statement
USBA-AB5 Appraiser’s Record

USHA-R73 Data on Local Public Housing Agency
USHA-674 Mimutes of Contract Award Meeting

USHA-825 Informetlonal Zxpense Budget

USHA-827 Locel Bullding Costs Survey Heport

*USHA~B36 Notice of Premises Vacated

*USBA-837 Operation & Maintenance Monthly Report

*USHA-B38 Distribution of Labor Monthly Report

*JSHA-B39 Comrmanity Activities, Services, and Pacllities

*USHA-840 Leasing & Occupancy Report

*USEA~841 Report on Applications

USHA~B53 Statement of Estimated Average Annual Income

and Expense
USHA-882 Cortificate Relating to Local Contributions Re-
celved
USHA~882A Computaetion of Local Contributlons Received
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FORM

NUMBER TITLS
USHA-883 Resolution Restrlecting Tenancy to Cltizens
USEA-885 Stetement as to Local Contributions
USHA-921 Monthly Report of Capltel Borrowings, Depoalts,

and Belances in Development Fund.

USBA forms will generally be furnished locel authorities, as
needed, by the Reglonal Offices. With respect to certain forms (",
however, 1t should be noted that Hegionsl Offlces will furnish
quantitlies sufficient for three months' operation only. 4ll of these
particular forms (see below) are stocked by the Government Printing
Office and may be purchased by local authoritles as needed for pe-
riods béyonﬂ the initial three months. As an slternative, local an-
thorities are, of course, free to have these forms printed locally,
if they so desire.

Where any of these items are ordered from the Government Frint-
ing Office, local suthorities should submit their requests directly,
in writing, enclosing a check in an amount equal to the cost of the

forms ordered, Ddased on the following prices:

USHA Form 41 $0.35 per 100
USHA Forms 391 .30 per 100
USHA Form - 836 .35 per 100
USHA Form 837 «35 per 100
USHA Form 838 .40 per 100
USHA Form 839 1.50 per 100 sets (three sheets each)
USHA Form 840 .30 per 100
USHA Form 6841 .30 per 100
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