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!!iE I.ARTJ CONSTRUC IION PE.RIOD

DuriEg the 6ar1)' coDstruction perloa a close \rorlolg relationshlp

nust be Dainteineal betlr'eeE local authorlties and. their co[tractors oD

the one hana, anal Constr.rctl.on Advtsers anal the rJSEA. Reatonal office -

on the other, Personnel for project superviEion ond. lnspection nust be

designated or eBployedl, alldl schedlules for initial occupancy shou.Lil be

Norked out at the earliest feasibl€ Dooent \rith the construction co4-
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54a. IIlllCTIoi{ CI C0i,rStlUJII0l{ ADVIS!.R

Prior to the tlEe the loaal autllority tnvites bld6 for the coDatrEc-

tion of a project or aay part theleof, the Regional off1ce vtll bave ales-

lglated. a r€presentative of the IrSEA at the site of the proJect, e reple-

Eentative kEolm as the CoDstruction Adviser. Ehe o@ct tioe at tblch the

CollstructloD Adviser is actually 6tetioDed at tbe site YriU vary froE proj-

ect to proJect.

Mter the final plans anal specificstion6 for the project have beetr

approved by the Begional oifice, all Eatters ia coDDection vlth the proJ-

ect whj.ch iEvolye constructj.on l^ork shoulal be takea up vith or through

the ooastll1ction Ad.yiser. Th,e CoEstructloa Adviser read.ers edvlce aEaL

suggestlon8 to the locsl authority, but aloes not give oralers to the coa-

tractor.

IE all Eatters relatlDg to coDstruction, the CoDstruction Adviser iE

the represeEtative of tbe USSA on the site. The scope of authorlty of

tbe Coa6truct,loD Advj.ser is so defided as to perait as Eaoy alecisioas aaal

approvalE a6 feaBMe o! the s1te. As to the po$ers of the ooE6tructioa

Aalvieer, be will bave beeE irstructeil by the Re8ional Officer a6 to $hich

esttera oust flrst be subEltted to it for coDslieratioD aEiL approvsl be-

fore actioE thereoE caa be tatsea by the OoDstructioE AaLviser hiDself.

Ia ad.d.ltloE to the Coastrrction Advlser, thele will !e sucb other

represetrtatives of the LEli , elther peroaDe!,tly or peiioallcslly at the

alte, as the USIIA oay codsialer Eecessary to ob€erve an(l revier, the coE-

Btruction of the project for coE!1i.eDce with the provlsioEr of the loatr

aDd. ln-Eua1 CoDtributloDs CoDtract betweea tbe USEA aEd tbe local authorl,ty.
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The 1ocal authoritt. wi.11 be advised by tbe Constnrction Ad.viser as to tbe

scope of the duties of such aalditioaEl personnel.

'dhi.le the USSA r,rill revlev,, the plsnE Bnd slecificatlons adl all oth€!

tlocueEts EubEitted. to it, and wllL furnish technicsl assistance, tbe re-

sponsibillty for desigE and. speeificatloEs snd tile ot6ervaBce of all tbe

requiremeEts of the loaq and AEnual Contributions ContrEct wi1I, of ooutae,

rest uitL the 1oca1 authority.

Ehe local autbollty should, throuEh appropriate action of its gov-

erning boqy, Ae6iglate the persoD who will represeDt 1t id the ad,niais-

tratton of the cotrstrucllon coEtract, and €hou1a defiEe the scole of hi6

authortty. Sucb represedtatlve shoulal be enpowereil to perfolE the fuic-

tions of the locel authorlty a6 required. by the Geoera.l CoEdltloEs of the

CoD6tructioa CoEtrac! (Eee De6igE l4anual, pp._) , l',ith 6uoh limlta-

tions as the locel autitority Day alesire. Sllce delays in arriviEg at

al6cisioEs aDal orderia8 chaages vrhen they becoEe Deeessary often iot6rfere

ldith coDstruction $ork and nay result in claiEs for alaEa8eB by the coE-

tracto! against the local authorltyr it Is esseatial thst the person aies-

igaated a6 the representative of the loca1 authority be readily available

to the cortractor et all tlDes.

Duritrg the developneDt of tbe project, the local autbortty 6b411 pro-

Yiale 6IId. Eeintain coErpetent snd adequate archl.tectursl ald eagineeriEg

superqisi.on aEd inspectlon of the proJect. Adequate supervj.sioo r,11I Be-

cesBitate a sufficlent folce of capable architects, eagineerE, and coo-

atructioa Een to eaable the local auihority to supply to the coEtractor

I

I

t
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proEPtly aDy adnittoBal or changeal deEigns that aay be Deealetl, sld to eE-

force coDpllaEce by the coEtractor luitb the provlsions of the coatract

(Eee Section 54c, p._). {hI}e the USII-A rltl bave repreEentative6 at

tbe site of the project anal vi]I cooperate vith the local authority lE

cafllng to lts attention aoy Eatters thet j.t may rot coaslder to be ltr

conforn0ity wlth the contrect, tbe US,qA does Dot uailertske tbe respoEBl-

tility for the perforBance of aEy of tbe dllrties required, uaaler the J,oaa

and AnDual Contributions Contract, to be ?erformed by the local authorlty.

lhe oeEeral oooditioEe recoEoetrtled by the USEA aBd set foltb h the

Deslga Manual conteEplate that the architect vJill sulery16e the vork to

!e perforEed uad,er the coa€truction coEirs.ct. If tbe srald.tect: ie Eot to

p!o"ld.e such supervisioD, the local authority shou-lal desigEate a Gupervla-

lDg eagineer and staff to perforr tl1ls fu.acti,oa. In tbis evetrt, the

EeEeraI CoDdlltions Bhould, of course, be aodir'ledl accoraiagly.

\
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54b. SUr llTA:,S rEqiirRED lERoUGa CoNSPUCTIoN .4DYISm.

After entelint iEto a constructlofl coDtract, the LocaL authority

shoulal EulDit to the USEA through tbe ConBtr_llctlon Advts e!, before ftn61

ileciEion Ls eaae thereon ty the local autholltyl

(r). tfrf Eatters requirea tJ' the rrleros, Covenants, a.Edl

Condlitlonsrr of the IJoaa End Anaual Contri-lutlons Contract to

te 6ub!0lttea to the USIiA befo!€ a deeisloa is Eaale theleon by

the 1ocel authority, lncluding dl]r change order ,here the

smotnt l-nvolved exceeds the relevant anount flred lII the corF

struction contlact.

(z). * Droposedl lntorpretEtlons antl dteclslonE of the

Ioca1 authority or the architect as to phether ltens of eork

are requireal uaaler th6 contract, th6 orolsslon of s'htch rot€ht

affect the cost of lho proJect in sn EncuE t eaceedlng $1,0C)0.

(3). A11 saDples r€ouh€il to be EubElttedl by the con-

trac tor.

(4). 411 proposed aleclsions of the ].oca1 authorlty Fbtch

nlght tEpair the rights of the USE-4, rDaler the l,oaD sna Anaual

Contrlbutlons oontract, &s set forth in th6 'rTerD6, Covenants,

anal Conditlon6. n

(5). !]'f propoaed chsngo ord.ers or lnt€rpretetlons entenal-

in8 the tfuoe of conpletion of arJr rsork.

In subBtttlng any of the oatters set forth above, there 6hou1d aL6o

!e subnltted elL related date, such as estlEates, drarlDgs, snd corre-

sponilence tetween the LocaL euthollty, the archltect, and the contra,cto!.

\
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ID s.ilditloD to the foregolDB, there EhouLil te subDitted by the local

authortty throu€h the Construction Adviser ( thou€h not nece6sarily prlo!

to the actloa of the local euthorlty theleon) !

(f). Coples of eII chsnge orders, in terpretat l ons, altal d€-

clsloos other ther thos6 rhlch sre requireil lo be suhlltted prtor

to the aleclslon thereon by the loca1 authority.

(2). Copie€ of shop ilrawlngs e-fter approval by the archl-

toct; aral coplos of approved a6-tuilt antl changa-ordlei dlraltlDgs,

showiEg clearly all devlatiorrs of vork as actually tnstaLled.

from contract dlrswla€€,

(g). coptes of Ei.l. pertlnent corresponaleDce relatlng to

th6 contract betFeen the Iocal author!.ty, the architect, a.nd

the contractor.

(a). Cootes of sf1 collplalnts to the locaf authortty !y

esployees of the contractor.

Constrl1ction reports, reports to the Unltea States DepertD€nt of

Labor, project dsta s-nal records, snal Da:' rol1s end afftaavit6 relettng

io the Elck-lack Statute (see Append.ir 3r I._), ," requirod by the

rfern6, Covenants, s.Ild Contlitionsn of the Loan and Annual ContrllutloDs

Contract, shoufal lLkevlse be sutDltted throuSh the ConEtruction id1,l6er.

Arr8rgeients for testlllg by the Natlonal Burear: of Stslde.rils of

arrJr daterisls or oo-ulpEent used or to be useal Ln connectlon ilth proJ-

6ctB bullt trtth lrsEq, &1a1, ln order to dletelloiDe if such oaterlals corF

forn to contr&ct speclfics.tlonE, can 6Lso be llade through th6 Construc-

tlon .6dvlser (see Deg1gr Uallu.at, p. ).

\
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54c. PIRSoNIEIL !'0R SLPERVISIOILAND IIISPDCIIOI

l,s aLreedy Eoted., the nEerEs, CovetEnts. anal Cond.ltionErr of tha

loa-E erld. AD-Dusl Coltributlons Cortract require the local authorlty to

fiplovld€ atral Ealntaln coErpeteBt aEaL attequet€ alc.hltectursl. or eDglDeer-

lDg super-viEioE ald in6p6ctio! of th6 Project st aLl times d.u!l.E8 the

dlevelopdetrt thereof . tl

lo atd. locel authoritl,e6 ttr d6terntDlDg the p€rgolneL needed for

BupervlBlon a.EdL lnspectlon of projectE durlng con€trrctiou, the USEA

ha6 outl,lnetl yarlous general factors to be considereal, [he6e fecto!6

are tlLscus6edl lD detail iE the Deslea }lenua], pp._, togethe! uith

Iecol@etriLatlon6 concerniDts the engEgeaeEt ana orgenlzation of ihe

super-v16oTy eatl inspectlon s taff,

t

\
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54d. s crrEDIrL I ]iG nilll.dt occ{JPAticY

It 1s of the utEost lnportE-oce to Eake atral8e eatE vith coE-

stluctiotr coDtlactors to coEplete the varlous portions of the project

accorillDg to a 6c-h6aluL6 which wi1] perElt ordl6rly a.Ild €fflclsnt td-

tla.]. occupa-Ecy of th6 lroject. In th16 rrs-v the tenant selecttoE

proceg€ ca! be Bo coordineted $lth constnrctioD conpl.ettoE that the

varlouE pert6 of the ?roJect ca! ba occupt€al l.@nedlately upon coepls-

tlon.

IE€eDereL, anal whetl aleoEeal precticabl€ for projectg of roore tbr.E

15odweI1t!gIDits,.iti6suggestedLt}P!'19q6.1authorities

rangeEents wlth their constructlon contractors to coEpleto portlollg

of each project for teDslt occupalcy in aalvance of tbe conpletiod of

tho 6Ettre, irr?rrot- It 16 sugg€sted, that, of the flrst pait of a.Ey

Buc.h project, tro less thau ]OO d.{eIltDA ualts be schealuleal for 6ccept-

sIlce a!d. t€treDt occupancy. It iE usua-L1y fouid. pref6rable to accept

ButsequeDt portioE6 ln block6 of approxirnately L00 d.ueIIlDE u-atts each.

It may not t€ tl66lrable to accept too Ea.Ey duelllEgs s.t a.try oEe

tr.oe or st too frequoDt intervslB, The rate of accepte-nce rlU be aJ-

fected bJ, the rate of tenart selectlon ald Leasing, aDd W the uuEbcr

of fadllies that cs! !6 Eovetl lB ot oIIe tiEe wlthout conflrsion, fhl6

latter coDsialerattou lB 66peclallla lnporta-Dt L,h6re dlsinfett&tfoo i" (1

paJt of the estabLlshed proced.ure. tr'o! a Eore detalLea dlscussion of

coordln.atln€ coEplettotr with occupslcy, r€fereEce sl]oulal te eaAe to

pP._ of the !{.anE.g€EeEt MalrusL.

The v&rlous portions of tho proJect to te eccepted for teE€nt oc-

cupancy should. be 60 scheahlLed ths-t sll of the dwelliEg units ia each

t.
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portioD ere contlguous anal are separetod froE otber parts of the pr'oJ-

ect 61t€ by naturBL tou-utlaries sucb as stleets, pley(rou-trtls I or other

reaBoDable barrlers. llhe constructloD scheduLe should. !e arraEgeA 1n

€uch a fashlon thet progresslve acceptance of the vs.rlous portloEs of

the tr)loject i6 ioedle of s.reas that are contiguous to the ?ortloas pre-

vlously accepted. I:he partlaL acceptaace and occupaJrcy 6chealule 
.

shou.Ld be cllecked carefully agaiEst the coEpletlon schedule of the

heatiEg syEteE, utllity d.istrtbutlon Ilnes antl DeinE, stre6t, ualkl

aEaL other iDploreBeDts, Ard the delivery of rs-D€es, r€frigerator6,

aad other equipEeot. Iio tul1d1Dg should be coEsldereil r! suts la-Irt is1ly

coEpleted,r urrt 11 all €qrlplent, utilltles, $,eLks, drives, a-Dd siElla,r

iteEs are itr a conalitioD uhich lril-l pemit tene.nts to occupy the IIew

cllrelIlng6 ulthout ulrea6onabLe lncoav6!leEce.

I
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55. E.qI4!TIEEtrU@
Prioi to the opeuiDe of s baEk account for the deposlt of sucb fundlE

a6 are Inaile avallable from the DevelolEeEt tr'unti for the aalninistratlon

of the project and for the deposit of proJect reeenuer the local autbor-

lty shouLd ilesignate s ta.nk $rhlch ls a nenber of the tr'eilera1 Deposit

Insura.oce Corpoiatlon to act as a deposit&ry.

The bark account set up is to be }arohn s,s the rrAdElni s tret ion tr\mdrr

ald is used for the gener&1 o?eration of the proJect. Ar ,ld.Binistratio4

truad AgreeEent is to be entereil into tetseen the local authoiity and the

bsrk corcerni!€ the account. Where nore then one stetutory project (s,E

tlefined in Sectlotr 8, !._) is iE operation, 6e?sr&te Ailministration

lund bank accouDts are to te tralntainedL for each such project.

lhere shoulil te ilepositetl daily into the AdeinistratioD Tund all

Eoneys receiveil fron tenants, togethEr vith ai1 other fuDds aeceivea

including amounis Dade avaiLable froo the DeveloDoedt fund for the Ed-

nlni stratiotr of the project.

Sl[lilarly, there should be c.ed.ited to the account a1l vitbdrav',al

of fu4ds to cover the cost of services, the purchase of Eaterlals e.ud

Bup?Iiesr and. other costs i.nclalentaL to the operatlon of the !.oject,

locludl:lg payDents to the reserve funtl or to a-Ey other eeparete funals

reo-ulred to be naintaineit ty local a.uthority resolutlo{s. (tr'or further

tliscussion of the Administration Iuna, reference shouLd be Eade to the

llore detaileal treatnent to te founat in the Design Uanual, pp_. )

In thls connection it ehoulal !e aoted thet the USI{-A loay also apDrove

the establishEent of a 'rRevolviE8 X'udrr l.n a bar)L account separate fron

,
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the ba:ak accountE unCer existing Adniristratiol (ot DevetopneEt) IuDd.

A€reeEents in ortler tbat local authorlties Eay oB-ke dl6bur6e-Eents for

ergenses proratable srong several statutory proJects. Detalis conceln-

iag the establislueDt of such Revolving Fund.s a.e llkeviEe coDteinedL iE

the Accounts }ianual , p._.

t
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cc (a). I [gMS TII

Uader the larr the tern aAroipiqllqllgljqg_q wheA u6eal vlth refelence

to a lroject lrrllt nith USEA ald ne6ng the co€t of 'rsny o! eII undertak-

lngs neces6ary fof naaagehent, operati,onr nalateEa.nce, or fina,Eciagr la

colDectioa 'dith [6uchl proJectr oubsequsDt to trDy6ica] cololletionrl

thereof.

-{ttentloa ls a16o i.nvlteal to Sectloa t5 (5) (a) of the UtrlteA State6

Eousin8 Act, vhlch requireE that ,oroJects receieing USEA altl be liunder-

takeDrr ln such a EaDner that economy wlll b6 pronotetl ltr both their ad-

nlDistration alil coEstructior, endl to SectioD (2) (1) of the Actr lrhich

requireE that projects !e aleveloDod a.nal ad$inlsterea so as to proEote

economy th6relD.

Ihe USEA $riI1 therefore trot !e able to arDrove the inclusiotr of aay

iteE iD the cost of project adminleiretioD unless the iten is peceBsary

for such atlhi ni 6t r:Lti oD o! proeotes ecoaoEy tberel!.

Xrpen66s of the aatule spocified in the folloviDg paragre.phs are

e1i8tb1e for iDcLuslon iE aalnlni6tratio! cost ond nay be pald floD proj-

ect incoloer provlded tbe srount of such eipenses ls reasonable Itr felatio!

to the size ana oeetls of the project or projects lnvolvedt. In caseE uhere

t$ro or Dore projocts afe unaler oEe LoaD aDaI Arloua1 Contributioas CoEtractr

the co6ts of ailDlnlstrati.oa BDecified. l! thlE treakdoutr $hlch alo pro-

latatle betv€eD th6 several lroJoct6 are to be prorated iD a Ee-EIIel ap-

proveil by the USEA.

( 1). Menaeenent Exoenee:

(a). Iro.iect OffLce SalarleE. Salorie6 of person6 eD-

Saged at the proj€ct office for BeDereI DADageneot 6upervisioa;

costs of teDaEt selectloB, rental DaBsgeoelt, baDdllog teneat

r420ol E 399
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conplalnts aid 6ervlce requests. the keeplng of the Book6 of Ac-

count, r6qul6itloliDg alal purchasing of EateriafB s-!.tl sutrD1ies,

Eteao8rapltlc snd clerical !{ork, aEaL €to!€roon clerica} serv-

icesi aDai Eupervisory coBt of oDeratioD End. EBIDteDatrce,

(h). Central Offlce Salari€B. That lortioE of the sala-

ries aaal coEsultatioll fee6 ('rith tbe exceptioD of IeBaI feoe)

of persons eDgageal a.t the central office lrhich 16 directly

tracesblo to the nanagee€nt of the project snal vhlch i.s ap-

provoa by tbe USEA a6 prolerly char8eable to the proJect.

(c). !CCg,!, Iiscal, andl Other tr'ee6, Legal fees, courl

cost6, fiscel agent feeE, ana otber BiDilar fees iEcurreil j.n

conn€ctloB wlth the atlDlai.stratlon of the project,

(a). Oth"" Maaesefient lrp€p6es. Cost of offlce supplies,

statioEeryr Drlntlng, accountiog forDs and books; advertj.6ingl

literature, a.Dd tr)arrphlets; postage snil expres6a€ei co[lm]nica-

tiotrs service (includiEg &essenger soreice)i t6n&nt investlga-

tioa re?ort6; arnoroa car service expeDse; 6-atl such portlon of

tbe central office EroenBe (other thaE satari€s) a6 ls dlrectly

traceable as a BaDegeDeat cost of, aEd a.pioved by tbe USIIA aE

lroperly chergeeble to, the proJect.

(2). Operatiae !9rg.Lp.9.9:

(a). Janitortal !4E!s9. cost of tebol, suD?1ies, nate-

rials aod equlpneflt required. iD conDection uith vashiDg ard

cleaDiEgr rubtrish a.!il tarbage renovaL (excluslve of cost of re-

Eloval froBl Elt€), lnclnerator operatioD (tncludiDg flrlllg and
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c1e8-Elag of lncl.nerators) | andl other associatea JEoitorieL

dutie6 (lncludiDg saow temoval aad cleeElEg of adiag poola),

(t). IxterEipatioE, Such portlon of the coEt of latorl

ldaterials, expeDilable equlprent, a.EiI contract coEt6 in coanec-

tion uith the vork of dlslnfectlng the hcuseholtl effects of ID-

codlDg teDants as is not borae by 6ucb teBaDts. If the 6xter-

DiDatioD !,ork ls perforEeal bl/ proJect eDployees, the cost of such

1abor.

Co6t6 in cofiiection $rith routlno disiEfeciiDe aDd exterroitr-

atioE anal, if such vork 1s perforDed by pioject erployees, tho

Labor cost of sucb eDployees.

(c). Refuse Ecpgfgl. cost of removiEg r-ubbisb aDtL garba€e

(excludiag ash reDoval fron project heattng pfaDts) flon the

project site, either by project lebor or by controct.

(d). lletch.Ean EIplgsg. salarles and 6uppries for a vatch-

Ban o! cost of watcllnanl e cei'vlces renaleretl under contract. The

ettentlon of local authorltles 16r hovever, invlted to tbe fact

thst the cost of etrgagi.Dg a uatchoan 16 geDeretly substantial.

Xxcept lE uausual situstloDg! the USE{. csnlot therefore recoE-

Denil that a watchEsa te eogageil.

(3). Irvellirlg UtllitieE:

(e). !Ig!gf. cost of wtter (excelt for 6tore6 ard coroD€r-

cial spaces).

(t). Itectricitv. Costs of electrlc oDergy (except for

Etores anal coEnerclel gpaces).

(c). oag. Costs of Bas service (excolt for Etores anal

connerelal staces).
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(d.). Eeetltra. Cost of operetin8 Lator, fuet, stea.6 purchased,

a6h r6Eova1. 6upp1ies, ead portable eouipEetrt requireal for the op-

eretlon of the heatlng Ey6teD ( iEc1ud.l[g the routine lnspectloD

aDd oiling of equipmoEt), vith the exceptloa of such co6t! ee are

a?lllcable to the heatlng of storos aod connerciol apece6.

(e). SgVpfCgg Charaes. Sereerage cbarges (except for storeE

anal commercial 6paEe6).

(a). Repairs, Iilaiptenaoce, 94{ Rellacerdents:

(a). Ground.s. Repair, Eeinteaa.uc6, a.Ed. rsplacoEent €rpeDdl-

turos, lncluallD8 all labor, coEtrect coBt, aupplies, Eaterial-s, aod

equltrment roquired for lanil6capeal areas, surfsce areas, a.llal vealiDg

pools; walks 6nil dlrives: a[d, foEces. Erpen6€s in condectlon wltb

aree6 covereal trith groiuiag Eaterial,s 6re a16o ell.gib1e for inclu-

6iotr.

(b). Structure. Ropa1r, Eaiotenance, antl repLaceooDt ex-

lenditures for rooflDg anat sheet neteL; nasonIJr, calkln& ena yater-

proofing; tile settlnB, Iatbih8, and Dlsstelllg; carpeatrJ (la-

c1uillllg trooil anal asphalt-tile floors); haritvale, BIazlDB, and

screeEsi aDd 61D11ar Bundry erpe[ses.

(c). patntine snal D€coratlna. Erpellalltures fo! extelior anil

il}terior paiDtiDg; labor eDd. r0aterial for vashih8 aad cloaning

lainted surface6; Dlaster, llaster patchiDg; pap6r bar€lng; floor

cle8nlDt end fttishiD8i aEtt shailes ane curtaiD rods.

(d.). Pluoliag s.aal Gas Syst€m. lrpenititures for labor, Eate-

rla:., aaJ. BupplloB for the reDelr, Ealntenance, end replaceoent of

the hot- Entl colil-vater sJrstem ( iDcludihA fiDe6, ta.nl<s, net€r6,
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generators, putrps, rtrotors, anal controlE); drain€.{le a.EaL servora€e

6ystoDs; pl,lllbiD8 facilltles ( ircIudiag Dotllcine cailn6ts)i 6aE

piplng, valve s, aEdL neters,

(e). ELCg-!-I!ge! !f,9!99. Ixpenditures for 1s.bor' natorial,

anal 6uDDlle6 for the repalr, Ileldteaaace, atrd re?loreEent of ln-

terlor aEdL oxterlor alistrlbution (Including yard lighting steltd-

ard6, interior virlng, neters anil f:ttures, fuses, Ia.Bps for pub-

IIc 6pEre6, and cost of inspectloD of th6 electlical syst€E).

(f), Elevator gxgEg. Repatr, nalDt6Da.trce, ane replacell6at

erpense with respect to the eleve.tor Bystem.

(g). Ranees. Expendituros for th6ir repalr, naintenEnce,

and replacen6nt,

(h). RglllggIllSlg. Ixpont[itures for thelr repalr, EaIDte-

nance, antl replaceEellt.

(l). Otfrer Iouip$ent, lxpeadltures fo! tho repai!, Dailrte-

nance, and replaceoont of th6 folloelttg: Laundry €quiprent (ln-

cluding hot p1ateE, fan6, uait heaters, oontrols, snal lroning

board.e); shop eoulDE)ert, tooIs, aEl 6u!pli6s; operati.ng servlce

equipnent; 6ocia.I, recreatioDal, and. plgygroutral oqliDnent i off ic€

equipDeat; anal 6unthT equiDneEt ( lEc].udiEg erponallturos for the ro-

palr, Eeinte!,a.Dc6, anil rollaceEent of all eouipdent not coveredl

above).

(S). Otfrer Pro-1ect AdeiElstration Costs:

(a). copnunitv Activittes. fbe eDplicabL€ portloD of the

6afer1e6 of per6on6 speEding all or eny portioa of their tlDe iD

tho actual york of folaluLetj.Dg, euidlllg, snd supervlsItrB socr.a},
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recreatlotral, educational, aDtL health activitios of tenants and

the cost of oaterial a.ad Bupp11e6 usoil ln conDoctlotr vitb coEDulity

act ivlt 1e6.

(b). VacatloEs eptl Sick leeve6. PqyBents of salarie6 and

vageB to eroployeas otr 
"acatlotr 

or on slck 1eave.

(c). CoU.ectloE Iros6es. The Dortlon of tensntsr lnatebtedneso

past tlue anal dleterElnetl to be uncollectIlIe. Dellnquedt eccountE

er6 trot to t€ colsidloree ulco]lectible uatil ever:y avs.i.Iatfe Doans

anil effort to Dake the collection haye been €ihe.usted.

(d). Insurance. Cost of the various tJrpes of lnsuraEc6 re-

quirea lE coD.DectioD vitb the adf,lEl6tration of the proj€ct.

(e). Iggag4C Itr !i6u 9!q leIgE: AEorrDt paltl iE li6u of taxe€

ln accortlanee vith the lrovlalons of the Coop€ratioD Agre6Dent lrith

the city or oth6r 1ocal taxi[g bodlec.

(f). Intere6t. Accrued lntere6t ilue oE outstenallng S6ries A

or Serles B SondE or oD Advanc€ !o6jr Notes,

(g) , Iepreclotiotr. Oosts lnclutted e6 alopreclation vllL equaL

coat6 of a.Eo!tisetion.

(h). Reserves. R66err€ fo! !6palr, malEtonence, aDit replaco-

Dents, and r€66rve for vacency alrd collectioE Io6Be6,

(6). .A,lterattons g4g Settermentsl

fhe terE alteratloa enal bettemetrt meaae the alteratlotr of

grounals or strltrctures, o! the alteratloE, acgul6itioa, construction,

or installatlon of eoui?Eent or facilitles (EulseoueEt to physical

conpletioD) vhlch ts n€ceBsary to achleve operating oconoBies or to

neintaln fllov-rent housingr' [aE the latter i6 tleflneil in S6c!1on 2

(1) of the Actl.
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It shou].d be noted. thE,t the ter.o does not lnc1utl6 I'rop&lrs,

lnalntenance,'r or rlreplaceDent sri a6 th€ lattEr s,r6 deflnedl In the

Accounts tr{eaual, p._, In the ebove d.efloittotr, €rorntls, struc-

tures, equipoent, anal f&cl1ltles r€f€r only to those ltens the

lelElr, tBalnt€nance I or repls.cerceBt of tcldch is prop€!1y chargoa,ble

to 'lrepalrs, lDa,lntenance, anal rollacenentgr' ln accorAstce nith the

definitlon set forth in th€ Account6 tr[anua,l.

It should. also b6 polnted out that th€ tern rral,to!6tion and

betterm€Dts[ does not incl-udle !'ad.alltlon6.I' Th6 terD aitalitlon Dears

the coa6t!'uctlon (sulsequent to lhystcs,l completlon) of dE€l1ing

urlits or othBr rental gpace outBid6 th€ confioes of oxisting struc-

ture6, o! the alters,tlon, s,cqulsition, construction, or lnstsllatlon
(subsequent to lhyslcal coopLetlon) of grounds, str-ucturos, equllF

neEt, or facllitles lhich ls !q! for th6 p])rpose of s,chioyint

oPratin8 econodles and Ehl ch ls not necessary to provl iL6 lr1of,-r.ent

housing.rr

Addittons a6 alofined h6re are, of coulse, not ellglble lteBs

of atLalnistratlon cost, th6 tll.scussion lter€ tFiEg given for th6

prrpose of precluillng coEfusion betr€en ,raald.ltlons" sntl 'ralter-
ations and totterBeDts.'r

?he cost of alteratloDs a.nd betternonts msir be cha,rg€al to ad.-

EinlstTatioD cost only rh6re they ele necessary to roElnte,ln 1olv-

rent houElng or to achiev€ o!€ra,tlDg econonles. OporatlnB

econooles tepresent the Det ostlDated s.nnual savlng in the other

exlens€s of adelnlstratlon. 1o Justlfy chargin8 aD alteretloD ana
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betterrent to adninistration cost on th6 grounA of op€ratlng

ecoDoEles, the operating econohles eff€cted aro to be subst&n-

tial1y gr€ater thsr the cost of th€ alteletlon or bottenoent

a&ortized ov€r 1ts u6e ful life.

In dlete!'oining rh€ther a. proposed[ alteratlon or better:mant

is l1ecessary to Eaintala !rIor-rent houslng,rr the follol?lng prin-

ciples sha11 h6 the aelerElnlng factors:

("). me Act d.eflnes irlofl-reDt housing to E6an rralecBDb,

safe, anil santtary auel11ng6 nithin th€ financial reach of

f8nilios of lor 1ncoD6, and d€volo?eal aJnd adEinister6al to lro!]ote

serviceablllty, efficiency, econoEy, ana st6bi1lty, aDd erobraces

all necessary al4rultenances thereto.rr should the Ellninu.trl starlal-

ard6 of !r1o{-r6nt,houElng,lr as so aleflnedl, 1166 as tlloe goe6 on,

local authorlties Eay flnd tt n6cessary to €ff€ct Blteratiotrs anil

bettetEents in order to naintain thelr projectB ln accorals.nce

vlth ElnfuuD culrent staoda.rds for 1of,-rent bouslng.

(b). The alevelopmont cost llnitationE of the Act lrust not

be circr$ventedl ty alterations €.nd better.floDts. lor €Enp1e, a

proJect Digbt be construct6al rlthout provlBlon for rEnges anal

r€frlgera.tors in oraler to obtaln a 1or ilevelotroeEt cost. The in-

stallBtion of such equltr 06nt at a later tls,te as an expens€ of ad-

mlnistration rdIl b6 care flrlly 6crutinl26a to iletermine r*r6thei

it w111 rBsult ln a fallure to coloDly with the develo!tr€nt cost

llDltat loDs of the Act.

In detertlnlng toth the !€aiod aurlrlg rhtch the erpeDse of

an eltere.tlon aod t€tterDent Eay be chargod to aalllalstratlon
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co6t and th6 alaus,f rate of the charge, the foUorltrt priEciples

shall bo th€ d-eterDining factors:

(s.). th€ s,nnr]a1 rate of LEEA annual contrlbutlons ls not to

be Bat€r'ially increaseA by th6 chatg6. In effect, this principl€

Illeens that th6 entire cost of an &lterstion aEaL betterro€lt i6 not

to be cbar8edl ln sn}. one yea.r tf the cbarge {ou1a requlre ao ln-

clease ltl the rate of the a,nnu.al contribution for that yesr.

(b). The LocaL a'lthortty llEy ftnd. it adlvlsable to defer the

cost of alteratlons anal b6tt6rBeots ln certaln cases. Ior ex-

3.8p1€, the cost of an altors,tlon and tettorDeEt hs,vlDg an estl-

DateA usel\rL 1Lf€ of flve years Dry be prepald,, yrltb ono-ftfth

of the cost thereof teiEg chErted to ad-oinistration cost anau-

4,11y. I{owever, the cost of an alteratloa a4a[ betterDeEt 16

nevor to be aof€rrod. beyontt tt6 estlBsted us€ful- Ilfe.
(c). In no case ls the Brpense for an sltelatlon ard }€tter-

Deat to be chargodl to preylou.s y€ars. AdlhereDce to this priDcitr)le

ls ess€ntlal in ordler to detelEine &t the 6ndl of eacb yea.r the

e.aor.lrlt of the USIiA annilaL contrltutions for such ye6r.

(a). fn tin cas6 of a1t€ratlon6 anal !€tteirnelts Eade to

effect o!€retlng econoDlos, the estlEE'teal n6t opratlng econoDles

effoct,€al tbereby for €ach ye6r ( apart froD the chsrge to alter-
ations aod }ettenoent6) &re to b6 sutsta[ttally Br6eter tbsn the

annual ch€'rte of the aleferrod expense to s,lterations Bnd better-

llents.\
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Infornatlonal Sorvl nses Chareeable to Adrinistra tlnD

Duriq the project ailnlnlstration perloil, the loce1 authority

mqy Lncur lnfordatlorral service expenses 1n connectlon relth tvo ltaln

tmes of s-ctiyltles. The first type com,Drises the s.ctivities nece'.s-

sary to keep the cormunity inforEed of the objcctives of the lo-cs.L

authorityrs nenagernent progro.fi, and of current developB€nts In this

prografi. (As ind.lcsted e]sevhere, lnfoEratiotu L servico expe[ses

lDcurred In connecticn rylth thls type of actlvities do Dot, of course,

lncluae erpenses mede to stlmuLate appllcations by prospectiv6

tenalts. Expendltures for this pl]lpose are cla6slfied as tehsat

selection cost. Reference Bhould be nade itr thls conrection to the

tletell€tl d.iscusslon of local lnfofiration progrsrns to be found iE

SectloD 34, p._.)

The second tme of activitier: includes those \yhlch the loc&I

!entauthorlty Eust undert8}e in ortler to k6e, lt6e1f inforned of cu!

tlevelopBents 1I1 public housing operatlon anal nana8ement.

IxtreBe cere rnust be exerclsed 1n keeping s,11 Infor$atlot].al

servlce 6:(penses as lo\r as possible. [he USEA cs-nno t approve the

lncluslon of any lnforo&tlonal servlce expense in adrlnlstratloD

cost unless the 1ocal authorl ty shows that the erpense ras necessary

end that the anount 6pent I!&s kept to the lovost practlcal}e fig.ure.

IDpliclt in thi6 princiDle, for exalple, ls the fact that no iDfoEra-

tionel 6ervlce equlpEent shoulal be trurchased lf savlngs cen t€
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€ffected ty renting It. Slroilar1y, no setvlces or equipnent Tvhl cb

cen be to!ro!,ea[ or othenvi€e obtslnetl \vithout charge sho\ d te rentetl.

?he atteation of locsl autlolities is also lnvitetl to the neces-

sity of conplyin€! vith alry relevant state lslvs ln Daking expendltures

for lnJorEatlonal purposes, Tb6 roere fact that the USILA. has deter-

Ein6d. ths.t an e-ieentil tur6 is an ellgible lted of aiLni.nisttatlon cost

untier th6 United Sts.te6 Eousin6 .A,ct tloes not, of course, authorlze

a local euthorlttr to Eake the erpendll ture lf it is prohlttted ty

6tate lar1.

.qno rE the types of infolDs.tloraf servlce expeadl tures nhlch EaJ

be eli.glbIe for incl,rsion 1n adnlnlstiatlon cost sle the foLlodhgl

(a). fUe local euthority may at tines find tt necessary to beve

photographs of the project, the proJect €rounds, or of typlcal proJ-

ect t[$e11ing units preparedl anal illsplayed to the public. Printing

costs nsy also be locurred in connectlon vith the prepa,ratlo! of

palopblets e.nd leaflets aleslsDeal to reach th6 general public anil to

acquaint lt rrith th€ type of dv€Lltngs aveiloble tn the project, the

po]lcl€s as to adrissloD entl tensncy, end other itenB of teneral

interest. Similarly, the USAA reaIlz66 tlut the local authorlty n6y

flnd it neccEssry to Join assoclatlonB of bouslng authoritles, anil

pay their EeDbershlp fees, in ortler to beneflt froE the experlence

of other Iocs,l authoritles confronted elth siml1tr !anagehent

probl6Ds.

Reasonable exponses of characier indicatetl esy b6 classlfietl

as lnforrational exp€nses anal, vhere loce1 bud€ots per.lrli, are proper
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i. teDrs of ednlDlstration cost. LProJ ect atLninistration cost &s dlls-

cussed here is not to te confLlsea vlth ths gen€ral adllbi8tratlve

expenses incurreal prior to the full-fledgea operatlng stag6 enal

eflgible for inclusion j.n e proj€ctts develoDEen! cost. See Sec-

, tfou I?h (1), p,-, for a ali6cusslon of the latter. ]
(t). travet Elqy also Drove necessary in connectlon with proJ-

ect athinistration, [fhe statement naile ln Section I?h (2), p._,

vith rogartl to travel costs ellBitle for incluslon ln developBent

cost is llke$ise app1lcat16 to ttuvel pelfolEed. 1n connection \r1th

proJect adLninl6tration enA 6li€;1b1e for lncluslon 1n proJect aalJrin-

1s tratl on coot. ]
Local authorities shoul-d bes.r itr nihd the fect that ecoaoqy lh

.tho ad-oinistration of proJects built lvith USEA aid is of Darenoirnt

IErportance. Each do1ler spent for infomatl.onaL Bervlc€ ru6t f1Etl

its ju6tificatlon 1n inc):eased. efflclencJ 1n projsct adrlnistratiorl.

?he USEA w111 therefore contiDue to hake e cFrreful scrutlDy of all
lrforflational sgrvlce ltens &nil cannot, \rrder the Act, approve aqy

erPenses fot inforlletlona] service \"hich a!'6 not necessary to achieve

the lrlexiinun econory conslstent vith efflctent proJect s,tlnlnlstratlon.

Experience h.as lndlcs.ted, for exa-Erple, that it \y111 not ordlna.lly

be necessary for the local authority to establl6h a full-tlEe Jot

for inforDational servlc6 Eork duxi ng the ploject s.al.nlnlstration

perlod.
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Pendir\q further cxperleuc6 in connection vlth Informatloaal serr-

lcs 6r+enillture6 durl ng the adDlnistrstion perioil, the USHA cannot

ordi.arily approve Informatiou&1 servlce expenses beyonil the follotv-

lng Ltmitsr DeEbershlp fees rnay not be in excess of flfty cents p€r

year pet dlvellln€ uDlt: ovcr-e].1 lnformetlonal erpenditur6s muBt not

b€ ln exce6s of one tlollsr pe! yeAr per dwelllEg unit. It sbouLd te

added that on the lerger local progreos, the USEA v111 ltot generally

approvo expenses llp to eucL limlts. 0n the other h€,ntl, in cas€ of

the snaller 10ca1 prograhs, expeEdltures for such purposes up to the

ltelts speclfled. lrqy he permitted.,
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56. MA\AGE{ryE mqUmXm{IS

A varietl, of tuh.gemeDt coEsialeratiors arlse aluliEg the alevelop-

aeEt peroial of Loh-rent putlic housing projects. fne proposed. :4aaa8*

EeEt lesolutioo (discussetl iD SectioE 47i, p-_ ; see also irp!_

of tbe Msna€eEent l,lanual), qhj.c-h !riL1 norEal.V heve leeE subEii Led. to

tLe Aegional office prlor to the akErd. of the constructlon rontract'

lust be approvea and aaopted. Pe rsonnel for initial teDs.-It selecti oa

.ld IeI'r-,t!4_S Egst etrgE€eii for the projects Eearing conpletion.-

Xsloilles apparentl-a elirSi'.Ie as tenants Eust be adleqratel], inforretl

about the nev projects. And various other steps prelaratol'y to teDa.nt

selection anC actual occupancy ,ust be tai<eD,
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56a. tEri MAII.AOAGM RESOIUIIoN

[he actual lienaseDent Resol',ttion fo! the IirBt Budt€t Perlod

should. be gubnitted. et least seven DoEths hefore the first brildiDB

ls scheduled to !e o?eDed. fo! occupslcy. Ih6 rosolutlon BhouLal

Eornaily be approved by the Le8iohal offic6 six ooEthE lefole thls

dlate iu order to pernit the preparatiotr of operatlng niaDuals, th6 3e-

lectloE alld traiulog of st6Jf (se€ the fol-Lo\riag Sectloa o6t), aDd aD

lnieasive lnforBational program prior to the start of teD-$1t selec-

tioE. Ehe latter shouLd lo8ln !o Iatet than three to four oonths !e-

fore lnltla.L occupalcy (seo Sectioa 5?). Managenent Re6o1utlon6 for

sutBequelt eanual tnralget period.s Enrst be subaittedl to the R€gtonaf Of-

fic6 at les-st three Donths before the be8innl!€ of Eudl budget petlods

( see 56ctlo! 61t, p._).

Ibe foLlowiD€ ttens (each of whlch is tliscuBseal tn detall ia the

Ma.EageDeDt !,ie.oua-]') nust be co\rereal by the l,lala€e4eEt Resolutlon!

(t). Repta]'s and. Stetutory R€ntal valu6s, fhe charg€

for Ehelter rent plus util.itie6 antl th6 statutory r€nts.L

v8Lue €statllshedl for 6ach size Ald t;pe of dvel1lIlg utrit

rdust te Buch as to briEg the dwe1llbg6 withiE the finBn-

cia-]. reae}I of the lol'Flncone faellies to De r€housetl ln

the proJoct. t}Ie tllscusEion of rrgreded. rentsrr in the Mar-

egeoeDt lvLqlual, pp._, is psrticularly rolel/a.Et in tblE

conaectloB. {he allowable consurEptioD of utilltles to }e

plovialetl for Ia sh€1ter lent pLus utillties oust a-18o be

deter-olnod for each slze of unit. fAe cha!'g6s or credllts

(tf any) to be oad.e for use lE excess or lelow the sxouatg

lBcludeal Eu6t a160 be 6pectftea,
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(z). Iacone Llbits r'or Adpl6slon. Incoee ltElto fo!

ad-oissioE to the project sheLL be sp€cified..

(3). Income Ltralts After .{drisslon. IDcoDe 3.1!n1ts for

contlauea occupaBcy efter s.d!isslon Bha-Il b6 prescrlted.

(+). f'erarfy Make-qp. occupancy of a dweutng in a

project 6he11 b€ llnlted to A D"e.turaL f&nily or to a cohe-

sive fsrolly 6roup,

(5). Cltizenship. UDaLer the lafl, a.EausL coatrlbutloD.s

cennot be paid b:: the USEA under l|,Ily contrect datod .Aprll

18, 194L, or theree.fter unless the locaL'suthorlty has adopted

reguLatlons prohiblting as a ienant of the proJect involged

sry per6oD Dot a cltizen of the United Sta.teB. fhe terE

telurt Lh thi6 corLlectloa Eee.Ds the perBotr who 6idDs the

Lee€e sral is respoDsj.'ole for the rent, (A further diequsoioD

of this citizenEhip 
"equ1!'erneDt 

i.s to be four.d ia the }taDage-

oert Maarra.l, p._, )

y applying

for ailolssioE to, or resldlng in a project, nesJrs the ag8fe-

gate'incone, ln wha,tever folt received, of s.l-1 neDberE of

6uch fa-oily, Ie€s a1lowsb1e d.eductlons ar speclfletl.

(Z). Occrrp.ocy Stelalard.s. Io ayolal overcrorriliEg slal

!rast6, ocorpancy 6ta!d€.r,is aust be establisheaL for ad.Els8loE

aIlal to tletelliE€ eliglbility efter ad.fli6sion. fhiB ley 1!-

clude s, table of raxiEu.B a,nal EiDisuE occupaDcy LiEits s.aa a

stateEent definlag mariou.E occrlpa-acy perEitteal IE rood6 of

various size6; th€ DsxiDuo age et lrh1ch a ci,i1d llqy occr4)y

the paroatsl bodlrooo; the a€€ at r,hlch €eparate sleepiDg

(6). I{et IncoDe. Ihe net lnco:oe of a feEll
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roolug are to be provid.€d for chil-d.ren for oFposi.te 6exe6; aatl

IiEltatloDs oE the u€6 of the llvind ?ooE fo! sleq)lDg purpoB€6.

(8). Substaj1d6.rd, Eouslng CoEdltion6. Ad-ol6s1ol1 shail

be coBJlned. to fanilies livlng unaler oubEtsndard. housing con-

d.itloos, that i.E, in querterB uhlch ere u!6€Jer 1a6o-nltary,

oeercrotaletl, or detrlnentejl to Eor6].s. Substa.nds,rd houslig

coaalltloDs Dust be clearly defined. 1tr terEs of local hous-

lng conditioEs.

(9). telant S€lectioE. Eheie 6hatl be no discri.Blnatlon

ia the selectiotr of fa.oilies fcr ailxissloD to housi.ng proJects.

(IO). Iene]rt aelatloEs. CoDtroLllD€ polici€s regaraling

teD€nt lelatiorls nust !e eolodied ia th€ MallageEont ResolutloE.

(u). retunt llalntena.Ece. Ihe Mare€eDetrt Ee6olutioD

8hould. lnclude a ?rot/iEloo that vork rrhlch i6 appropriate to

assiCE to teEa-trt s in coltltection with iEterlor alltl etterlor

Bpaces EAaL equipEent hvoLviDc opers$lng s6rvlceE, iluelliDg

utiLltl,e6, a-nd relairs, dsinteEs-Ece, ana[ replacenedts sha-].l

!e p€rforraedl by tenaDts. Bo$eri'er, no work uhic.h requires

the selvlces of & skilled Dechanic 6haLl te Eo aEsigneaL,

(12). l{a-ruxer of oDeration. Pro jects shal.l be operatetl

in a.n efficl€nt ma.nE€r for the purpose of providli1g alecetlt,

EaJe, sdtitary, and uncongested d\eelliBg accoEnodetloEs withln

the fiEalciaL r6ach of fs.EilieB of 1or./ iEcone a.EiL in 6udr e

tt!a,n[e! as to proDote gervlceablllty, efflciencyr oconony, endl

6tebt1lty. !!oJectB shell aot be operetecl for proflt.
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fbe locel authorlty BhouLd lnclude ln Its nanqgeD€Et

prograE resoLutioo e Et6teEent as to vhich eEployeeo, if

aAy, ere to bo requireal to llve 1E the proJect8 s.Bd tbe

r6Et€ to be clarteA (s€e SectloE 59b).

(13). IlleesL UEe. Nellhei the proJect Eor atry part

of lt Bhall !6 us6tl fo! aay pueose khich iB ilLogal or

ertra ha?aldous on accoutrt of f1re, erplosions, or Ery other

!IBks.

(1+). 4qcjfgIEE Procedure. Eh€ accountine procetlure

sha-ll. be ia accord-anco $rith instructions pregcrlbed ty the

USEA ard set forth lE d.etail 1!1 the AccouatE Ma!ua]..

(15), ICJ4CS4gEL !.ecoraL6 s!d. !e!glLg. I"lanageEeEt rec-

oral6 e-EiL reportB, other tbs-E those of a fia€rcisI endl s.c-

couttiag llature, Bhal.l be prspEred and fiIed. ia accoriLalce

r{1th the provisions prescrib6d, iE the Ms-uageEeEt F€.rNs-L.

Establishiag ellgibility to reEi e dlreIllDg requires

the fl1iDd of E folla.L appllcatioD, lnterwleys, s.EaL the as-

s€ob1lDg sl1al veriiicatlon of suoh lDJorEs.tio! aB Day be Eec-

essEry to lasure coDpl,ielce $ith aII legBL requlreneEts 6-nal

loc6L pollcies of 6.al'rlssloD. The econonic cilcuE6te.Eces of

eec.h eppllceat faeily Ehould be ce-r€fl.rlly studled to esteb-

Ilsh tbe fact thet the fa.Elly has the abifity to pay tho

project reat aril tbat alecellt houEing ls Dot to be proviCed

at the sacriflce of ot-ber esseEtials such as food, eeClcsiL

care, dil the like.

Add.itioEeL requirenelt€ roa"w b6 Epeclflod. bJr th8 ]ocal

authorlty lrovlded. that th6y do not 6efio to circurvert the

obJectlveB of thB .Act, sntl provldeaL sufflcieEt e1161b1€
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fa-Ei1les can be found to colrleto occups.Ecy of the project.

A d.6flnit6 roethoA of selectln8 tenantE froo the pool of €11-

glbl€ fanrilies Dust be e6teb1lshed, by the Iocsl authorlty.

IE Eelecting teaants !,,ho Eeet the specified eligibiltty
lequireDents, 6pecla-I. requiaenents (such as &cceptarice of

oDIy fa&ili€s rdith chLtdren) neJ b6 Eetle ty the local autho!-

ity provld€d Bufflcient el1glb1e farliltes cs.n be fourlal to

conplete occllpancy of tbe proJoct.

(16), Purchases end contracto. lbe Esraer of purclaE-

llg sntL contracttng for Eaterial.s, suptr)lles, ard services

other than l)6rsona} gervlceg aust te pre€cribetl.

(]?). PreyaiLlne :Iqg!!, Ulder terns of th€ Eousing Act

(see SectioE 5I o! thi6 volune, p,_), prevaillDg wageB

ldu6t be peld for all- eDployees oE the opelatiotr ald naltrteas.nce

staJf and for luildlEg trsdeg eEployee6 not on the troreE:L

staff. (tror recoBneDals(tlons cotrcerDlDg the selectlon anal

traiaiDg of operation s,ad malnteEance persoDle}, r€ference

shouLd be Eade to the F,€-na€eDent llaJlual, pp,_).
(18). D\{euing !-eg99. ?lr" folE of dwelLitrg lease oust

b€ 6pecifled.. lhe duelllng l€a6e rhal1 contaln, elong other

&ett€16, provlslons regarding the detelEinetlon of eIigtblllty
of touant faDiltes aJter adrission.

(I9). Matateuanee of Stnrctures antl OqulpEeEt. Ih€ stand-

ards to b€ folLowed in the nalnteaance or' stluctures dd oquip-

Eent nust b€ pre6cribed.

(20). rnsuraace. Ehe tl,pes andl s.EouDt € of j.n6ure-nce

DuEt be pr66crlbeal ( Bee Sectloll 50, p._) .
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(21). Budeetlne co6ts of Repairs, Meiatepa.pce, anal Re-

placeDeats. Ebe Ea],ner of bud.aetlDa costs of rE)alt's. oai[te-

ttaDc€. sEaL replacemeDts must b€ set forth.

(22). Reservee for vacancies anil coll6ctlon !os66s. Tb6

Darure! of esto.bLlshr.ng reEerves for vaca.Ecle6 and. coLLoctioE

loB6es must be pleBcribed..

(23). lstlBA.te of Averaee AunrsL lpcoEe a. I ErpeEse. A

StataEeat of Estiraateal AEtr€I IEcoDe ald lxpense (IorD USEA-853)

Eust be lrepared, atrd the proJect op€rated lJ1thitr the lltstta-

tion6 of that estiDate. [tre nltliEluE fea6itle aJEu€L co6t for

a proJect in subEtertlal coEpltarce wlth th6 6ta-ailaras 6et

forth can bo d.€terEl.Eed !y referriD€ to the rrA.nN€l Ad-dalstra-

tioa Exlehse Control,t whlch serves a6 a yardEtlck by t,hicb

USUA Eeasur€s the lroposals of IocaL euthorlties (see }ra-Eage-

DeEt Ma.nue.I, pp._) . A tota] cost ploposed. uhich exceeds

that set up by u8ing th€ rrAbDu€l 4d[itrlstlatloD lrp6Ese Con-

troLrr rdlt te approvea only whea accohpa.Eiedl by a thorough

Justlfica.tion.

In tud.goting the cost of dw€IlLng utj.litles, refereacc

shoula !e 6ade to the truttlity Cost Control, eLEo coEte.lEedl

ln the Mala€eDeDt l{eaual (pp._). In Do eyeDt witl averag€

aDnua-L costs €xceeillDg those set forth in tbe Ma.DagerdeEt Eeso-

lution, approvedl prior to the araral of the Eeitr coDstructi.oa

contract, be approv€d. for EubsequoEt Ms.aage[eat R66olutlorr8 !.I1-

1€€s the Ioca1 authority ca! 6how that coDditlons beyolldl corltrol

heve cauBedl such ltrcreBseal coste.
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(24). 0peratil1g Budget. An Opera.tj.D8 BudAet (lotu USEA-

848) for th6 t^dtet perlod. covered by the resolutlotr Eust be

drawE up,

(ZS). f'faaiaee. the local authority hust neke a flrd-

iag to the effect that op€ration of the project lD accollalaDce

vltb the proylsloas of the resolutlon $iII Eeet the requlre-

nents of eI1 eppllcablG lalrs andL contracts.

142001 E 419



56}. PERSONNEIJ lOR INITIAI TENANT SXIEC{ION AXD RINTING

Cereful EteJf EelectioD end thorough Job trainiEg are iDdlspetrsable

to obtaiE 6atisfectory reBults iD tenant eelectloD. The aecossaly erper-

le4co e.Dtl edlucational quatiflcatiols of Btaff EeDters ldllL vary accoralag

to the tLuties to Ie pelfolDeil aaal the ae8le€ of roBpoBEibllity to !e a6-

BuDeaL by each. [he lu.nter v1]1 be aep€ndetrt upoD the gLEg of the project

a.Dd the fgEElI 9! !!89 allotted to tsaalt selectlon activitles. A

Eioauer 6taff employed, for a Longer period 1s Preferatle to a l8rger staff

for a 6horter period. ThIB facilitat€s securlng Eor6 conpetetrt persotrnel

and Ij4kes better staff trailLE8 posBilIe. thus pronotln€ office effl-
ciency at a oialEuro of oxDense.

Ihe lrocesses of applicetion takingr boroe visitiag, aral otber steps

ln verificstloD of appareDtly eli8lUe appltcatlons requlr6 6k111 in th€

iEtorviev Dethoal and iE the asseDbfin8 of pertiDelt faDlly aat&. fhe

final 661ection of t6ne.Dt€ tracessita.tes a careful revi6w of th6 clrcum-

stanc66 of each appllcatt f6nily bs.sed. on th€s€ facts, Not otlly 16 tt

esso4tlal to ascertaltr that the fsnl1y qualifles for acceptance according

to a]l eBts.bllsheal poLicies of adDls6lon, but it t6 a}60 n€cesBary to

aletermiDe if eDy of the soclal onal economic pro}leE6 ?reEented tnay effect

61iAIt11tty.

To evaluate such fectors wlthout bias or prejudlcer anaL to knou

l,hich agencleE or indirlaualE ln th6 coEnuniiy to coDsuft for reliable

aalvi.ce plior to DAkiEg fiDal deci6ions codcernlng eligtbility, require

th€ service6 of profeesionelly quaLlfl6d. personnel sktlled in the
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tech.oiques atrd Drectj.ce6 of faEily rrelfare vork. llhereforer the 6ts.ff

sefected to perforE these functiols rEust posse6s traiElrlg ana 6xperieaco

in flelds ,,vhicb call for the uBe of slElila! tech-liquos sntl Jualgaent6, lD-

clud.i4g prevlous erperieDce ia tlirect co:ltect lrith faEllles of lov iacone

aIld a thotough kno\,eIed.ge snal und.er6tald.ing of thelr ecoEohic, oocielt a.od

racla} background6 a.nal charact 6rl st 1cs.

The supervisor of teDant selection should be a progres6ive persoa of

recogaizeil professloEal Etenalilg. IE the case of sLo.E clearancer iEvolv-

lDg outright projects, It Is hiahly dleslrable that tbe per6oa eoga€edl to

act ln a supervisory capacity in tellant Belection shou]d haye ]eeD id.eE-

tifi6d. vith or ln closo touch with relocation activities (6ee the llaas€e-

Eent Manual, p._). If the superyiEor appolnteC has had no prevlous

grperience in aotual tonant selection roik, it is aa"altageou6 to Eake

arrangen€DtE for this 6taff nember to secure special trai[i.ng' aail to ob-

serve anil if possible to ectualLy paiticlpate for a perioal 1E tenaEt s€-

lection for another USFA aiiloal proJect beforo assuDing active respoEsi-

bllity for these tLutie6,

It 16 recoE4etrited thst !,herover gractlcatle the supelvigor of tona.Dt

selection te enployed Itr a pernanent cepaclty fron the outEetr 61ther otr

the Eoject rnEnageneDt staff or on the 6taff of tbe Local houslng auttrof-

ity, depending upoa the nu.ober of projects involveil atra th€ local adlia-

istrative 6etup. !Ihu6 probleos of tenaDt tuuoY6r' perioalic r6vlex, of the

eIigitlllty of teDarts for contioueal occupancy' sntl reLateal act1l,itieE

vhicb are an htegrel paxt of proJoct 4s-lagement wl]l have the teaefit of
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the cortiauing Eervic6€ of the staff deEler orj.gilally charged. reith ths

!eEponsilility of lnitial tetrent 6electioD.

If the scope of th6ae actiTltles does not tvsrra.nt the ful1-tiE€ s6rv-

lccs of one percon, re6po[sibi]lty for coEnu]tty relatioDs Dsy also be

alel66ateal to tbe saDe pelsoD, prorided the Etaff Eeroler s€Iectedl po66e6aoa

the lequisite qualificatloEs to handte both phasos of rork,

There are Eaay advaatages also la eEga€iDt other perDaneat Dena€e-

EeDt Eteff DeDbera and havlng theE particlpste in lnitial teEalt 6el6ctloa

before assuming their reguler iluties, In outrlght ELuB-clearatrce projectr,

lt lB iLeElratle to utllir6 eqployees for tensnt s6l-ection, if qualtfled.l

g,ho bave hs.d. the beDeflt of preyious larti.cipation 1n relocatloE. Iho

services of all prof6sBloDaI and clerical perEoDDeI l-egp.9!g!]-U eDCa€ed

for iDitial tenalt 6electloD should be confiDetl to these specific activl-

ti6s anal Eever cotrfus€d nith the regJlar functiotrs of project Dallageloetlt.

AB e fu-rther guide to locaL authoritie6 ln seleciing s-oil trelaiag

persollael for initlal tonani selection alal rentin8, the MaEageEetrt Maflual

(op.-) out1ltre6 ln iletall suggeBted. 6taff requireneatB aodl fuEctloaE:

ir141[u-@ queliflcatioDs for tenaat s6leetioD pe!EoEaef, both profosstoEal

aDdL cI6!ica1: ooulceB of qualifted perEonneli and etaff traialaE.

t
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57. IITOXMING PEOSPECTIVE IXNANTS

IDterpretlEg the houEing prograE to Lov-incooe faEI11e6 stro loay be

u.Eatiare of tbelr opportunities to secure betier housilg 16 a coocreta ta6k

whlch every local suthorlty !ru6 t face entl plaE for iE adlvaDce. Ihls 16

particulally true v{heE a locaL authorityl6 firBt proJect ls }eiDB dlevel-

oped.. IeDalt selectioE ca}1ao t Xe efftci€Dt1y perforded unless aI1 those

eLigl!1e for tenaicy ale ploperly iDforEed aEil eDcourageil to apply. Ibe

deglee of success of this lhase of ihe progr&! $1111 d.ep€ad. largek upoE

the efforts oade and the Eethods useA to Bain these objectives. (As iE-

d.lcatetl in SectioE I?f, p._, the cost of tetraEt selectioD ]lteratute

aDd other expenses relating to the stiEulatioD of applicatioEs allal the

6election of iEj.tla1 tena4ts are chargeable to project dlevelopEeBt cost

as lre-occupatrcy expenses rather thaB as lnforuetio[al setvice elpeEsos. )

I[ ad,ditioD to being palt of the general puolic lEtelested iE the

bload asp€ctE of ?ub1ic bouslag, lori-lDcoBe groups are potetrtLal custoBero

[lore ilj.leotly concernetl than aay otber group vlth questions of €]i8tbl,l-

Ityr l0a.na.getsent policles, atral benefits to be dlerivetl fro,Rr resiaeoce ia the

Eew d.eYeloProent.

tfl1ile tbe tvo tasks, lnfonoiag the public of the lroatl aspectE of the

housing prograE (d.lscussed. iE Sectlod 34, p._) anal lnforoitr8 pro6pec-

tiye tenantB on Eatte?s releting to teaaacy, are lnterielated. aEd Ehouldl

proceeal coDcurreEtly, the efforts desigEed for the latter Pulpoi,e co!!8tl-

tute a speciaL adil d.lstlnct phase of the itrforEation protrae anal sbould[

receirre 6pecial att,eEtion ld llarmtEg and execution. ThlB plaDnidg Bhould
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be doEe so aE to secure a6 Eany qDallfied s.pplica.Dts es poE8ible. Selec-

tlor froa aBong e linltedl Eurober of applicatioll6 oarries the daEger of h-

cludiE8 as te[aEtB fsroilles too close to the bordlerllEe betweeB ]rubIlc aDa[

prlvate houElDg effortB. Oaly the coE6ialeratloE of aplligatioDs floD aIl

LorElncoae faDilleB ls coEsistent r',i th good teEsDt seleotio!, wlth Bood

pullic reletioEs, aDd k,1th the fu.ld,aoental respotrsibllitieB of the 1ocal

authorlty.

lerbaps the first prerequislte ltr trub1io relatlons at this staEe 16

thai locaL authority oeElerB 6Dtl thelr Bteffs be well inforued., flhlle

6peclfi.c aE6\'ers to all questlon8 day aot be aya,llabfe for soDe tioe saal

l{hlle all staff Eeoters caE:rot perforo a cooplete lDfo]matioDal servlce,

tbey €hould be suJficletrtly welf Lafomed. so as to a7old. tumlDg taqulrorB

aeay u.Bsatisfled or Disinforoetl. fbe €a.Ioe coBsltlelatloB alplie€ to fore.

oell anal hE tclroeD oD tbe coBstructloa Job. AIt of these persoEs 6hou1d ]e

abfe to 8upply i.DfoloatioD oa requlreoents for adlols6loa to th€ Eev proJ-

oct, bou 6Ed. $bere to file 4ppllcatloDs, eBd. tbo 11k6. lhey shou,].d be

able to aDsne! genelel questloEB aDd to refel to tbe proper 6ources those

seeklEg oore sI)ecifl,c laforDatloD. Moreover, rherever posBlble tbey Ehould

aaEues resPoasj.biltty for tEklD€ lhe BsDe6 aDC addre6se6 of tho6e uho lE-

qulre. (Ior a further dlscus6loD of reglstretioD, Eee the Maoa8sDest

I.{anual, p , )

Ehe atteatioa of local &uthoritles is invited to the fect tbst d,e-

talleal sugg66tloas a.EaL asslstaEce in Deeting iDforEatlonel probleDs, I)er-

tlcularly tE deallag vrlth those tbat arlse (Iurin8 the teDaEt oelectLoa

Period, are available throuSh Regloaal Offlces r.rpon tequegt. IrSE
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recoBneDalatloEs oD infortrati.onal oatters, as on other Bcoregr afe taBedl

uPoE th€ cooBon aDd cuoulative ea:perience of focal authoritieB alreetly

baviag faced. sioilar probleDs, aEd can thus help otber autborllleB aa?e

botb Eoney a.DdL effort in reactriBg effeclive 6olulion6.

Ia this coDaectlotr, uPublic RelatloDs of lJocaL Eousiag Authoiltlesrl

(Chtcago, July 1939)r e coEElttee report of the NatioDs,l AssoclatloE of

Eousttrg offlclals, is elso lecoo.EeEaleal.
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5?a. CoomINAIIoN //IIE ogl{m PUBLIC REIATIoNS ACTMIIES

trhile the lrlIoaiy purpose of the generel lnforEationsL functlon alls-

orssed in Sectioa 34 ls to lnsure the lridest possible understanallng of

the houslng progra.lr as a whole, its effectiveness can be lncreas€al If ltg

potertlalttles for reachlng 1ov-l.ncoEe faEilles are ut1li.zed.

fuphast6 should be placedl upon reaching 10*lnco4e fanllles therever

posslble. Infordatlonal exhibit6, novles, anal slldles should be shotn at

places frequented by LoE-Dald Eorkets and thelr fa.$l11es. Generel lo-

fo!'Datlona} l.lterahrie, when suitable, shouldl Ie easlly avsllalle to

ths€e f6.E11les. The pErttclpation of lova- lncoBe fs.tDllies in grountl-

breaklng cereEonle6, aealcetions, and the sho$int of il@onstratlon units

ls llkewlse dle6lrable.

Elgher incoEe faEl1les, on the other hard, h.ave professlonaL of,

other contacts t7lth !otentiaL tensnts. tlhereve. posslble 1n geDela1 lF

forBational actlvitles, they should be reDlndeal of thelr responslbillty

for lnterpretin8 the progras andl for properly referring spparently ell-
gtbf6 feintlles. 8or thi6 saDe reason, lvhen specl.flc inforDetlo[ regatdl-

1!g rents, lncone llrtts, occupency standarals, end the 11ke lE directod

to potential appLlcants, lt Ehould te EAde s,vallabIe to othels i.n th€

coo.Erunlty as we11,

If care has been takerl alur lng the early stages of pla]lnlng snal co!}_

struction to utiLlze aU opportunttl66 to aleyelop rnalerst€rd.lnt aEon8

low-incoEe fa.El11les, ferver d.tfficufties qll1 !e orcountereil $h6n tenart

sefectlon is tneugurated.. In pla-nlllng the Dore lntenslve infornational

Fork requireal lD connectlon rith tenalt selectlon, a nulbe! of speclal

con6ldleretions ahoulal be borne in Dlndl4
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(L). ttenspaper publlctty dooB Dot necessarily reach Eost l,oi-lncolle

fa.Ellle5 6lnp1y becauBe nelespaperE hay not be reaa by these fa.nlllos ttth

aay regularity.

(z), trtnnLng th€ lnterest snd confialence of those fsn111es vho w111.

occupy the proJect is a speclal ploblem ta addltlon to the respolEtttllty

for proDotln€ an undlerstardlng of the progrs.D a6 a ltho1e enong al1 groups

1n the coErdualty.

| (e). u,puasrs on the soclal trelfsre a6Pects of the prograi shotla

not be carrieal ovor lnto efforts to lnforD potentlal tenant€. I,o -lncoDe

fetltllo€ ale prosgective consuEers of houBlng ard should be aDproech€d

and treated &s &re consuners of sny othcr type of conEodlty.l

(4). Prospectlve tensnts are 1tke1y to te readlly influoncetl by

Dlslnfornatlon reachlne th€D thro\rgh nelEhbore ancl feLfow nork€rs very

early in the al€volopEent state. le1lef tn the 'r"altdlty of ruroors Day

deter thero ItoE Eal<ln8 appllcation,

(5). Io*-lacoroe fsDilles nay be appr eben6lye of lntervletes sEd

v€rificatioas. A 6onso of lnsecurlty Dey have atisen froE perloas of

ureDployEent, Blclsressr or other hard6hips durin8 Eblch ulusual tl€msncls

Fer6 Eade upon llDltedl resourcea. Such fantlles nay be apprehensive

ebout rr governEetttrr landlords snd ebout rejlt-collectio! po1lcles.

(e). foug 6tllr€g1es rrto nake ends ueetrr eldl the frustratlon of

efforta to gstablt6h eiloquate ]roEes Eay cau6 e loR-incone fs.DtlleB to

d.oubt the actus,l avatlablllty of attractive neic Io!,-lent dtrelltag6.

(?). If they 1lv6 n6sr the proJ€ct dturln8 coDstructlon, pro-

gl)ectlve tenants Eay be lDpro6sed ty the nuEerous slgn6 forbtdd.tD€
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trespesslng aoa nsyr over a per'ioa of Eonthsr lecoDe accustorded to 6taI-

lng af,ay froE the very LocatloD to irhlch they wI11 later be encouraged

to cone,

(8). If unlhjorDeti about pl.sn6 for Landlscapine ardl unatle to

vlsual,lze the con?16tea proJect, prospectlye ten6nts nay rec&I1 oEly

the wtslghttiness of the constructlon €tsge sllal Eay be entlr€Iy unawa.r€

of th6 attracti?eless of the coEpLeted slte.

(9). If the proJect lB to be sltuatod la a once unde6irable helglF

Iorhoodl, Ior0-lncone groups EsJ not be avare of the chElrgoE to te sDtlcl-

pated alue to th€ rlev bousing dtevelopneEt.

(10). leaflets anal turforDatlon desigred speciflcalfy to r€ech lotL,

lncoEoe faDlllos 6hou1d, be lrrltten in slDp1e, non-techrlcaL lengua8o a,nd

d.r.!ected. loEstd a porEonaf andl convinclng appeel,

In gen€ral, th6re are flyo approache6 to lor-lncoDe fe-ol1r.es!

tbrouAh the g€neral calrpalgn dll. scuss otl tn thl6 Sectio! 57a; through tD-

dLvlduals, eroups, snd s€encles in higher lncoEe brs.ckets who as€r,Ile re-

sponslltltty for lnterDretatloD and. leferrsl; through organizatlons slrdl

ag6ncies aDong 1or-!.ncoEe groups; through d1fect contects lE perso!, lB

erittng, snd by oth€r n€aos, pttll apparen tly ellgtble faeill€6 l(Ilota

through Eufveys, recorals of Telocatlon actlvltles, andl reel6tlations;

aJId flnalIy, through the tenant BppllcatioE anal centraf offlce6, the

proJect Elte 1t6eu, ard aleloonstratlon unltB.

A1I of these avenu€s, lrhlch are dli6cus6€dl ln soEo aletall ln the

follorlng subsectiono, Ehoulal be glven fuu conBlaleratlon by tle local

euthorlty lf en effectlve Job ts to be aone In lDforEtng pro6pectlYe

t enr.Bts.
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57b. TIM]IG $M EMPILASIS I]T I:TO9]"iI}IG PROSPECT]TX fINAMS

As has been lnd.lcated, inforoi.n8 prospectlve tenEnts anal securlng

their ?articipation in eDy Locel housing progran should begin et the pro-

gra.Elr6 inception. It Is obvious, horvever, that concrete inforBation

concerning ,olicies of adrisslon cenaot be relea6eal untl1 rents have

teen tlefinitely flxed snd at1 s tandarals of ellglbility definltely for-

Eulateil anil e.pproved.. [hus, the early setLin8 of rents and early aIF

ltoval of eL1gibll1ty requlrenents are Drerequjsites to satlsfactory

tenant selectlon. Just as soon as formal appllcations for ad-@ission

caD be receisedl, cErefully pls.naed i.nformati.ral Dateriaf should be re-

Ieasea 3!d other apllopriate steps taken to stlmulate apllicatlons.

lnforoation designea to stlnulate elplications, vhateyer the ln-

formati..rnal netliuos u,reil, shouLd 6tress factors that ar€ of major con-

cern to potential tenants. 6uch as:

(I). The aaldress of the a?nlication office a-Dd the hours

during !,rhl ch appllcations fiey be fi1ed,

(2). The rert range, quoteil in such a !,'ay as to lndicate

plalnly vhat items other than sheltei are included. (Ixperience

ha,s shonm that attempts to quote rents in d€tail have falled be-

caE6e of the fact that aleterfilnation of the rent to be paid by

an inClvialual fanlly ca! be oaale only on the tasis of an indivld-

ua1 intervler, ln which incorl]e, size of faoll;tr, anil ages, s€xes,

and relationEhirs of the Eeobers ere cfearly ascertained. Qlro ta-

tion of lent range on1)/ is therefore consialereal desirable except

in nekspaper stories designetl speclficalty to explsin the efiti.e

reDt Btructure. )
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(3). lhe top lrcome 1lEits (see precedinE: paie€raph).

(4). occupancy linrlts fo! each slze dt{e1llng unit.

(5). speclflc elieibillty requi.ecents for adl lssion, inclual-

ing loca1 as well as 1eeal !o1icies, snd preferential consitlera-

tions and restxictlons, if aly, cI€ar1y sna slEpLy stated.

(6). tdvantages offerea by the projectr yrholesone nej.ghto r-

hood., comuElty facllitles, nodern conveniences, and the like.

(?). SI,€clal welcone to anal advartageE for chlldren.

In preparlDg vrritten naterlal and also ln all contacts with pro-

spective tenants, it Is vell to reneEter that vbile the facts ?resented

must be specific, inforDatioD that Is too detailed Eay tentl to te con-

fuslng.

In col)nection vlth lle.nning infoEoetions.l Drografis, strict atten-

tion should be !aid. to 6rly restrictions ir1 the market as set u? in the
I

narket a.Da1ys1s (see Section 10, p._). If the merket for a partic- I

ular project l6 resiricted beca[se of 
"o"fofogi"rl , racfal, nationafitV,\

Io! relitioud peculiarltles, inforEation 6hou1d be desiened either to I

reach speciel groups vhose aDpllcations can be consldereal or to avoial

reaching groups that are not to b€ lllcluiled. i

Al1 lnfomaticnal actlvtties should aln to encouraee e1ieible fa,trl-

ilies to apply for adiission, not to ali6courage applications. hphasis

on the au.nber of appllcations already received shoulal therefore not be

featuretL vhen ad.alj.tlonal appllcetions are beinB soup,ht, Moreoyer, it is

€ssentiaL to avoitl tems 1lke rrsubstandartl houslng,tr rrsluns,r and trsluln-

dlvellers,rr uhich oay be offensive to alplicants. In aaltlition, terms

acceptable j.tr professlonal coneersation6 but unfarnillar to the lay Person
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should, be re?1aced by ghorter and Eore custonary vords. Ior erajaple,

the terD lrrental officerr ls plolabLy laore aleslrable thar rrtenaat selectiotr

offi.ce.rr llhe wortl rlyerificatlollf, Is more deslrable (and truer to fect)

than rrlnvestigatlon. tr tr1tage€n add ,pqyu are Eore fs-Di11ar thsn the teno

incone.[ tr'lD.B11y, tt ls lnportallt to e6lhaslze that fair consialelatj.on

*i11 be tiven all applicatj.ons and that an6t{ers \rIlI al}reys be Siven all

lnqulri es.

There are E€lly medluns through ,,/hl ch eligible faDllies can be reachetl

aluring the tenant epplicet,lon perioil: printeal Eaterlal.s, Postersr nevB-

paper releases enal speclal sulpleEents, raaio broadcasts, eihltlts'

spee.Ling engageBellts, Eovj.e6, aleoonstration unlts, branch applicatlon of-

fices, ana tbe llke, AIt of these Dey not proye equally effective in

every connl1oity, anal there nay be other possibillties better sulteal to

stimulating applicatiors untler particular local coEilitlons that have not

been considereal here, but whlch shoultl not be oierlookeal locally. [be

tetrant selectlon Eupervieor uill'be likely to ha1re soEe sucb sugll€stioBs

beseal oa locs'l custona or conditlons.

As a check on the effectiveness of the various nethotls utilized, it

ls of utDosi iBrortarce to naintain a systeEatic recoril of tb€ steps

tal(en 1ocaIly and the results secured. llhis Eay be accoDplisheil Xy bsv-

ing the rece?tionist in the tenant selection offlce or intervielrers v,ho

take applicationg obiain fron eech aDplicant fanlly its source or aourcea

of inforB&tion concerning the project, together vlth Bn indj,cation as to

vhich stinulus fiaally 1ed to fil1EE of the aDplicetion.

A further check on the effeciiveaess of th€ ca.apaign call be esta]-

1i6hed. by the use of a aap of the coE[nlnlty on yhlch atLdresses of
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applicants are spotteal so as to inillcate at a glance vhat

substanilaral housing are feiling to produce appllcants. At

sections of

the tenart selection slaff a-ntL other emDloyees of the 1oc&l

the seme tloe

authori ty

should asslrne responslbility for ascertaining reaction6 tb.oughout the

comounity to the tleveloplng progran.

Such checks wl11 tot only have dcfinite value for continuous local

u6e in plannlng inforDational eork, but by thls oeans exlFrience Sai4etl

4a one connunity can be passed on to lousing authorities 1n other loca1-

i t j. es unalertal<j.ng sloila! r,\'ork.

To coordinat€ all activltles into one organized. canpelgn, as welL

as to oaintaLn a check on the accuracy of the inforns.tion digseminated

and to llrsure Proper eDphesis in such infofloation, it is alesireble to

have all 1,/ri.tten deterial aoEling \,Ith the technical as.Decl,s of tenant

selection clear through one approprlate channef.

tr'or the utmost effectiveness, close coo?eration betveen inforrE-

tional personnel 6nd tenont selectj.oE suDervisors should obtain, Blnce

supervisors csn aAvlse on \sJs of appealiDg to lolFincome fa$ilies, EniI

6ince it 1s they vho are regDonslble for a good job of tens-nt selection

(of which inforEing potentiol tenants is only a ?art).

Wh11e the tining of the cs.Epatgn v111 naturally be fitted into the

general info.Eational progr€-a and into tbe developDent of the ?roiect,

it is uel} to recognlze the special interest anil oevs value idrerent in

certain special events a.nd to pLan ln relation to these. lvents of this

type include:

(I). Appointnent of project natra8er anal/or teEailt selection

Eupervisor.
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(2). Approve-I of the Msn&gemert Resolution arltl sniounceoeEt

of reDts aDd incone limits.

(3). Appointnent of advisory comDittees.

(4). Openine of the rental offlce,

(S). fafcftre of the first application,

(O). openrne of the deuoastiatlon ilnlt.

(7). SiCning of the first leases.

(8). Uovine of the first t,enants,

(9). Xi16t general activiti€s of te[ants (especlaf]y lrheie

the avatlaltlity of units is spread over a periotl or vbere tenant

selection 1s, for eny reaEon, tielsJeA).

lvhi1e it csnrot be anticllated tbat fa-oilies wiU be 3.b1e to deter_

Dlne thelr ovtr eligtbillty, careful consideratioD of all of these factors

r,111 result in an increas€ in the number of atrllics.tions or lnqulrles

froE eligltle fani1les, and uiII rrlovide a better basis for expl€nation

to those fa.Ej.Ij.es vho ca:1not qualif.',/. It \.,,i11 facilltate the entire

process of tenant selectionr greatfy reduce the costs involved, a-oa

achieve sounil public relations by preve4ting Beneral misconceptions a-na

nl sunilersts!.alj-ngs wlth respect to tenant selection policle6.
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5?c. CooPElATIoIi 0l oTEE{ IOC.A.I AGEi{CIIS

Uhile the loca1 authority nust leaal tbe comnu;d.ty in reachl\g 1ow-

income fanilies who6e houslng sltuations require conslalora,tionr 1t connot

do the jot I:"r itseu. Instez.C., it nust eilect a.nd rely upotr the cocpera-

tloi of vaJious oihei a€encies s,t!d orga"lizatl,ons i?hiclt ha,ve access ltr arJr

lrsy to fo$r-j.nccEe families in the conmulity.

As sootl as applicatlons ca.t1 te acce?ted, contacts shou].l be estat_

lished with represertativcs of agerlcics that a-1'c In co[sts]1t t ouch r,Ilth

farrrilies livlng in alcas of substanilard housir6, as wcII as \.rith orgariza-

tioEs and iniividuals lriaLefX reFesenta,tlve of Iotcntial applicants, t\rith

thc expectation that th€y wifl assu&e a ftrlI rxoasure of responsibiliiy fo!

]]eferring potential appllcant s to the teiar1t selectiod office, Thls task

1rl.11 be co$sialerab\y ei.sier if a solid. grouldrirod< of educatioa anA lEfor:la-

tion llas been built up with such agencies ln tbe course of the projectls

development. Ehese shou-l.d Lnclude comDunity and neighbolhooal centers,

f8.Ei 1,, velfare and child cale aEencies, clidc and health centers, churcheE

aDiL schools, Work Projects Adnini.stratloo corfrunity service projects, sJI'l

other a€eicles operatl!€ in neighbolhooals of substal1deJd housilg, They

shoulal also includ.e ]ator ultolrB, enpLoyers, anal fraternal organizatlo[s,

a€ wefl as raclaL andl nationaltty orga[izations relresentlng aDy particuls-l.

Sroups being consld.erod for tena4cJ..

Past erDerieDce of 1oca1 housing authorltleG il! obtalnhg the coopera-

tLon of other loca,I a€encies duriBg lhe tenant aeLection perioal indlcs.tes

the followlng noteworthy lolnts:

142001 E 4U



(1). Connunity crganizations l,lod.il€ in coqiunctid \.Iith soclal vel-

fare organizatlols among 1ow-lncone groups have recoglizeal the value of

s.ssisting iD the d.isseaiEation of i.nfo)sation about lut1ic housin6 ?roj-

ects anal tho nethoals of applyins for occupancTt

(a). Socirf welfale E€encies of afl kinds, both putllc and plivate,

are in the halit of usin€i their direct coDtects l/ith 1olr-incoee fanilies

to asElst th@ in securing aalequate Iow-rent sllelte!. Mary of these

aeeDcies, ia adalition to reachiDg reliei fa.iilies, reach hulrilrcds of low-

income fa.Eril-les not or relicf ?o1Is nho uilL undoubtedly be eligtble as

t eDart s.

(3). Churches, throu€h thelr ni:listers, orgaaiza,tlons, aid tndtaid.-

ual uorkers, know the situations of lralter fa..iilles and ha?e relerreal naAy

eligi}le applicanl6.

(4). Craae and high schooi Irribcipals anil teacherg iD prblic and

parochial schools have not only assisted through eilucational lcci\rles,

stutlles, and cfassrooE projects, tut hai'e also altrlo]real the display of

postcrs and the d.l.stribution oi teDa.'1t apllication leafLots to students.

Ihe nEmes of individtal farnilies about wLos6 bome conilltiohs they have

knowleagc l.avc a,16o teen sulpIlea. Ps.rcnt-Toachcr Associatloll.s bavc ltke-

wise teen of assista.Dce.

(5). kaaurs of i[PA ri/orkersr serdce classes are €nge€ea ir actual

discussion of housiD€ protlems ane the like. they, as i{e11 as lead.ers of

recreation and famtly life ed.ucatiol1 plojects, are coDstantfy in touch

with fa&i1ies In oeetl of housing, as are officials, for@e!, anal superyi-

sorE of other lrEA and litrIA projects.
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(1). coB.nunity organlsations lrrorl.ing in coqJuEcti@ vlith social !reI-

fare cr€a.nizations anong lo\"I-incone groups harJe recosnj.zed the valuo of

asslstlng 1n the iLi6serninatloE of llforEation about !u]lic Lousinc p!oi-

ects and. tho nethod.s of alpfyibs for occulElLtl,

(2), So"l"t welfale s8oncies of 4,11 kind.s, both putlic and private'

are in the nabit of usinEi tlleir allreci coEtacts uith 1ou-incose fa.nilies

to assist thql ln securing edeqr.rs.t e lou-rent s\eIter. l,{aqy of tlrcse

agencies, in addition to reachixg relieI fa:rilies, reacb h]ljilretls of Io$-

incorile fa.Irilles not oa rolicf ro1ls lrho wil-l- r,naoulted.ly be eligible e,s

t enants,

(3). Churctres, through their ninisters, organizatiolrs, and indivld_

ual uorkers, blrov the siluaiions of rirenber fanilies erd have referreal Ear\y

cligible ap!licarts,

(4). Grade and high schocl princlpals airil teachers in public ald

palochial schools have not only asslsted thlough eCucational lecturos,

stualies, anA cfassroon projccts, bui ha?e also ap.,roveal the d.isplay of

lostcrs and the alstritution oJ tenant application loaflots to sfiraents,

Ehe na.Bes of ind.intdual fanlfies alout \rhose hone conilltions they have

knowle<[go hs.vc also been supplied. Parett-Beacher trssociatlo:1s havo like-

wise been of asslstance.

(S). Le"a"r" of li?A Lorkerst ser-dce clagses are en€sgetl ln actual

tliscusslon of bouslDg probleEs anC the Iike. Ihey, as veLl as leaders of

recreation anri f8n]l1y l-ife oAucation projects, ale constartly il1 touch

vith faroilies iD need of housiD8, as a?e officials, forsteE, aDtL supervi-

sors of othe! Itr?A and NyA lrojocts.
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(6). Iabor unions, thro!€h thqlr offlcial.s, special co[)nittees, shoP

chairrnen, ard ste$rarals, arc willixg a[d. .ftfe to exp].ein the Iru]lic houslns

progmB a.nal to coriect false !Ll,:ors about it.

(?). Irate ral sociotiesi eslecial\v thos.e rellesenting ihe lar&e!

racial a.nd. natlon.ellty grouls in the connunity, bavc officlals or coDnlt-

tees that heve been glad to help ansver lnqutries and to encoura€e ap!11-

catlons froE their roenbershlp.

(8). ?ersoD1el and en?lolDlent divisio[s of factories a-id othe! busl-

ness establlsheents caploying lar5e umbers of Iow-lncone rvorkers bavo ieon

found. to tre genuinoLl' intorestetl in tbe housing probleEs of their eEIrloy-

ees. Cooperatlon has been obtaineal in Iostin8 infomatioial roaterial, lD

aistributlng it aDong erlploJ.ees, and in securi::€ the na.sres of thoso who

nqy qualify for ailmission from the polnt of view of incoroe.

(9). Ihe DcEbcrships of business, professional, and civic c1uts,

soEetime6 reBarded as rcmovcd fron tbe lo\,r-inconc group, incluae nany

eElllolcrs of pote:ltial tcna]lts. Xvcn In gcrcral infonnatlonal talks, such

groups shoulil be reni*Led of thei.r opFoxtrullties to refer apiurent\y e11-

gible elnplol'ees to the lropcr IocaI authorlty channels.

(10). i{hcrevcr special coEnittecs on t crrart sclection havc been

aplointea to scrvc ln an advisoty calacity i:1 thc cstab]isl1mc]lt of tonant

selectlon lolicles (see the Mala€enent llanual, p,_), such codnittees can

te of m&ter1al ai.d i11 stL]ruLati!6- applications froro eLigitLe feJlilies,

fhus' wherover feasible tn coBnection \,rith the pre?alation ErA d.istributlon

of infornatloral Eaterial6 atld psrticu].arIy during the inltial t enart se-

lectlolr period., the &dvicc of ad'risor-y comDlttees on ienant sclection

should Ie solght.

142001 E +36



(11), 
',{etI establishcd. citizensr hoirslng groups can likek,iso be of

Duch asslstsnce durirS the perlod of inltlaL t enant selection. Such oF

gal}izatlorls us1]41\y bave a ,xial€ representatlon of other groups in the

coBdnitJ:, a.nd ca.n thelefore f!-nctlon as effectlve nedl.r.ns for tLe distri-

tution of arurounc@ents conccrnin6 eligililitlr rcquir@ents ard the ILko.

Moreove!, thc tenant sclectlon pcriod. afforals a sp.clal st tEu.fus to thl

foroul-a,t l on of such groups, where thry are not already in existence.

As has been said, the cooleration of a1f of these organirations anal

ageDcies lE cssentiaL to aa ad.eq'ra,te I)r:o6ral! of teralt selection ana d.Lst

be secured as soon as atr&licatioh ialcina be€i:ls.
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57d.. IEE 1 T OT MINTED IIATERTALS

PriDtedl Da,terlals r€lating to teDAnt Eolectlon should b6 r€s{Y for

dlstrlbution s,s aoon es flnaL reat Echedules Bro aplrovetl. Iocal

authorlties shouftl Dot hesltato to 6n11st ealltorial a,nd othe! asElBtallce

througb Reglonel Offtces at thls sta€6 of ProgrED dleYelopEent. As in

th€ case of oiher loceL tr ]blication6 (60€ s€ctlon 34), eastly adEpted

saop16 or duony publLcations trt]l !e nad6 eyalfalI€ upon request.

EqErience bas shofir three types of pulllcs,tlons, asltle froD regls-

tratlon post cerds (seo Us-.}og€Ilent Manuo,L, ), to be effecttve

durLn8 the tenant sglecllon perloal, Iocal authorltios ar€ urg€il to give

carefuI consLiloratioD to th6 partlcuLs,r Eerlts and uses of each of the

three types, andl to recognlze the lDportaaco of uslng nateriaLs fa.Di llar

to local 1ov-incoEe grouls ln eeetlng prob16lrs p€cuIle.r to thelr oEn co6-

Dr.ulittes. Locs,I authorlile6 ar€ also reEintlgd that oach tyl)€ of putlt-

catlon nay 16nd. ltse1f to a, different ill6tributlon.

(1). Leaflets. In the lnitiaL tenant s€lection perlod o d€tal16d

lBaf1et ls usually essent,lal. Such a prblics.tion shouLd b€ prepared.

priDarlly for allstribution to ag€ncies anal organizatlon6 aliscussed ia

section 55c (3), to proepecttve tenants obo have alreaqr/ vlslteal project

offices a.nd ileEonstratlon ulIts, aDd to poteDtlal tenants sufflcieBtly

welf inforDeal to Ie interested ln nore detalleal lnfomoation.

Msny attractlve Le&fLots have t€€n preparedl ln 6izes rai€lng froB

7n x 5n to 9 x 6n, but those with s folaed Blze of alout 8rr x a|" are

Dore convoolent for Ds,l1ln6. The nothod of cllstrlbution plann€it rlt]I, of

coutse, t6 a, tl,otelDlning fector in alocl6lons oo slzo.
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Slntle-fo1d loafl€ts of four pages ar€ Elor€ easiLy hanAled than the

tEo-foldl, six-pa€€ fonn useaL !y h€ny ]ocs.l authorities. I{lth care, the

points to be trla.il€ can ordlnarlty t€ coverod ln four rather tb.an s1- pagos'

Iwo-illr6ctiona1 fo1d.s shouLd. be avoided becau6e the toxt b€neeth the top

fofd. ns,y be co,lplotoly overlooked.

T!,yo- anil thres-coIor prlntirg jots, wh116 s,ttractive, are not suffl-

ciently nore effectlve ths,n c€rtaln less €xpenslve publLcatlonE to ju8ttfy

the ertre erpenBe involvea.

If, to the dllctates of econohy, a cholce Eust te da,tte bet{een reL8,-

tively exp€n6lve !e!6a a]1al r6lat1vely expenslvs typography, the lstt€r 16

recoDnondod. fhe pap€r to b€ usetl shouJa t6 solected trlth an eye to

econoDy and the quallty of r€productlons, ss ,€11 s.6 for lts effect on

1or-lncolle fanilios. Th€ r€I&tlvely lnexpenslvo super-calendared paper

usetl In thls EanoEl, as f,oII es ln th€ USHA new6 r,r€ek1y, Public Eouslne,

1s reconroendeal 1n th16 connectlon. If such a psper is cho66n, llaIf-

tones to be usea shoulal not b6 flner thsn a scroen of 120, the t,'pe usedl

here.

The contents of thls type of leaflet shoulal incluale:

(a). rire ran8€ of the rents [se6 sectlon 55c (2)] alld wlrat

they lncluale. Vh6re ronts are ilue Ee€k1y, thBy Ghould be Biven

on a, r€6kly ta61s,

(t). mo ts ellgtbI€, includ.ing fsloily size antt floekLy and

annr]al lncoBe l1oits for each dvo11lng t].pe.

(c). {hen aIIA rh6re to app1y, inc]ud.tBg hours antl, if nec€s-

sary, dlrectlons as to hor to get there.

(d), croups to whoE preferonce w11.1 te gtven, lf s,ny, such

ag forEor 6lte resldents.
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(e). cittzenshtp requlreDents (see Mana€€EoDt Manual,

p.-) tn 1ocs.Illie6 where groups of noncltlzens r018ht otbe"-

vlse epp1y.

(f) . Restrictions, lf sny, slrch s.s thoss regald1ag p€rlodl

of r€sldence ln tb€ conrounlty, so'urce of lncoDe, antl the IlLe.

(g) , other lnforDatlon - or questions BndL ansrers - on

rents, coEmr]Illty ferilltles, teDEnt selectlon aral Eana€eEent

policles, afld lnforBa.tlorl ile6cri?t1ve of tha proJect as a ithole.

Il1u6trat1on6 roay !€ useii to aAvalta€e in thls tyIE of 1eaf1et.

Photographs of tho Der proJ6ct, of lnterlors (?articu.farly those shotln8

kitchen an([ bathrooD equilment), and of people r€houseal are recoEto€Ddeal.

To the lll-hous€d. such pictures Ea.y 6peak louder tha.n rords. Illustrs,-

tions (tncludlng t€fore-end.-aftor plctures th.s.t te11 a story) s,re es-

pecially deslratle ln Leaflets to b€ dLstribut€d to forelgn la.aguage

Bloups thet a.re not too fa.Dillar rith EDgltsh. They are also valuable

in leaflets prela,real ln la,nguIlgeE otber thaa 5ngl.16b.

Illustratlons of th€ type dev€1oletl by plctolt&I statistics are not

r€coDmenaleal because thoy ere g6nerB11y uEfamtlla! to 1ox-lncoDe groups.

ll}Iele attenpts have boen Eade to lndicate occupBncy stanalarals ln thls

qay, the resu]ts bave selaloE been onllghtenlng to the fa.Eilies concernedl.

line dravlngs a,re bette! than pictorlal statlstics. ProJect erchltocts

cEn often t€ enllsteal for such sketches.

lrperlence bas shom that floor plans are not easlly read by th€

layoan. Iso[letrlc sletches, patticufarl-y dren heavy black i6 useal on the
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floors, are solneehat nor€ undlerEtaldabLe then the ortilnary tt€atmeat. As

a rd-le, hovov6r, floor plan6 6hor]].d be ovolded.

slnpUclty &nd clarlty shoufdl never te 6Bcrificeal to tn{'arlantea

aletalls ln teDa,lrt selectlon literatrre. Eor exadple, Listtng tho 1oce1

authority oeDb€rshlp entt staff 1s of no lBEoallatB concern to prospective

t6naDt6, In other thsn general houslne llterature, ,her€vsr s?ace 1s at

a preD1ull or greete! eff€ct cs.n t€ achleveal wlthout overcrotallng the text,

such nstre6 are geaera]ly be6t oDltteal.

The EtatoDent rrAII inforEatlon glven ln appllcations rtII te tt€ated

in conflaloncerr is good, Inclusion of th€ statenent flIf you bav6 que6ttons

that are not ansreroal ln thls leaflet, EoE€one at the rental offtce rtll
gladlly an6E€r theo for you'r ls a16o lecoEmeBtled,

(z). ga:ratlrrs. rrp€rience has shorn ibat iB Dany coDeu.'ri tle s the

detalIea leaflet alescrlb€ti ln the ?recedlIng Bubgectlon do6s not 6uffl-

clerltly lnterest alL fsnlIie6 In the Lor-lncone gloup. A 6lDp1e hsndbtl1

lr! the fott! oore fa&l1ls,r to Buch fanllleB ls flequently aeed€al to supple-

Eent the 1eafl6t.

Ihe treDd. Ls torEral lnerl)6nslv6 colored hentl.bil.16, such a6 tho6e

usetl by grocery stores, A goodl slze ls 9 x 6 . lnertr)enslva color€d

Eer6print should be used. Tho contents shoulal iEcluile:

(a). fne rent ,enge (see Sectlon 5?b) and,rhst the reDts In-

clud.e. In those lnstances where rents ere d!€ Egekly, th6

figurGs quoted shoultl !e on a ri€okly basls.

(b). fho ls ellsible, in brl.ef.

(c). WUun andl {hsre to spply, lncludllEg hous a,nal, r}rere

necelraery. brlef illroctlons a6 to hof, to get there.
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It i6 utrvlse to u6e }ine theviaes or photogre-phE, or to atteD?t to

cover rBore theD the6e three polDte iD the haaC.blll. Sirlltcity of colteEt

aDaL leJ-out shouldl be th6 keyDote,

(3). l'Ivers. In Dost iastaaces, as teEant selection progre66o6, B€g'

nents of th€ lorr-lncoDe grou! ere found to be st11l inaccesslble, so far

as iDforEatiohal raterlel6 ere concerDea. Io reach these fa-ol1ie6 Da!\y

local authoritieo have, in the nert effort, d.iscaraleaL atteqpts to et+IaiD

eligilility requireBents 6nal teD4Et sefection pollcies and llave il6signetl

flyers aioetl Eo1ely et arresting ettetrtlon, at catchin8 iEterest, a.t caus-

itlg people to sto? anal vant to me.ke further inquj.ry. Where this tl4)e of

fLyer has beetr used., It i6 usually tlesltnetl tc eppeBl throu€h the sugg€e-

tion of soee slngle factor, such as: fdurryl l{e have a EoDe tr'or You.rl

n.A!e Your Chilalr€n Sefe?'r rDo Yo,l Waxt a Decent liome?rl

Elyers are usuelly desieled to neet perticulsr local problems. lbey

are usually dilecteal t,owa,ril arresting ettention aDd nothiEg Eore. Dl6tr1-

bution of nateri.aL of thiB kind. should be extrenely dlEcriEiiate, bowever,

.o that obviously lneLlgibLe faDili€s riI1 not be 16d to app1y.

As alreadly noteal, 6s.ch of the three types of lrinteal natelia1s dls-

cugseal here haB e partlculsr use ana merlt, anal lends itself to e aliff€r-

eDt kinal of alistributloD. CoEblEatiotrs of the three or adtLitions to tlteD

are entlrely possibLe anil Bhoulal be consiaereal by each loca1 authorlty.

Gefleral recoEaeralatioa6. The following guggestlons anal recoEE6Eila-

tioas are a!!1lcab1e to all !,'pe6 of tenant Eelection llteratulo.
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(f). me printerrs tlT)e u6ed. Ghou1tl not be sxoaller than 10

poiDt, slnce this size t],T€ looks Eore fs.Eiliar to the eroups to t6

reechedl. (This 18 a s&q)le of 1o-loint tpe.) Rooan llghtfece a!d.

roEan boldface tyle in fanlliar styles are good.

(z). MiEeo phed. hAndbllls and leaflets hsve beeD effecrive

only in those inEtancos where they vere well laitl out anil run off.

Careful 11ne alravings cafl enhance tl]elr appearance. But poor frlDects

graphing can defeat the purpose of any 1eafIet, hovrever erpertly de-

signea. 1tr addition, Eimeo6ra?hlng is generally cheaper than pritrt-

ing only l,rhen sna1l cuentities of a publication are desired. lvhere

quantlties of 5,000 or inore are necesaary, prlntiog is ord.iharily a6

cheap, if not cheaper.

(3) , It is !,riBe to have rent figur€s, i{hen lEcludeal, proEl-

nently displ-ayed elth€r' in boltlface or large size t,?s. Maxlnlllr ln-

coEe llmits given on both an annual and a rdeekly basis are more ef-

fective then giving either alone. ilo\rever, here again It nust be

reDenbered that since the deternination of iDcorde linits lnvolves e

varlety of factors, inforBatlon on this score is neanlngful only vheD

preserte(I in general terDs.

(4). tlours during which applications vill be recelveal at bho

tenant selection offlce should always te given. It is also fre-

quently d€si.rable to include the phrase l{here necessary, appoint-

nents at other hour6 hay te arrangedl.r' the lncluslon of the teDant

6electlon office's telephone number Eay save prospective apPlicantE

a greet deal of tlEe and effort. Care shoulal be telen, however, to

encourage those who phone to cefl in persotr if the fs.Dily le con-

ceivauy eligibLe.
142001 E 443



(5) . In eoloe iastaEce6, it rosJ be felt that a new public hous-

1ng proJect Eeedls no furth€r iaentiflcatlon as to loce.tion eDa EaDage

Dent. As a ru1e, houever, it is better to anticilate unfa.Diliarity

r,rith a projectts aame anal puipose anone th6 group to be reached. thu

it ls leconnendeal th.at in 9y9.ry tenant 6electloE publicetion the lroj
ect edtlrees be lDcludedl In snelle! type, along with the Da-ee of the

1ocel authority anii. soEe euch cretlit line as rrAssisteal by the UEIted.

Statea ilouslng Authori ty,rr

(6). Ae alrea,qy indics.ted, In any inforraational uork alirectea

tot arai. prospective tenontE, it ls }etter to refer to rrfanilies Lialne

in bad. housindr than to 6!ee]d of rrslundltrellers'r or 'rfa.oili.es livlDg

unaler substantlard. housing coadlitlons.rr lio one Hants to Ie calleal

a shlrilueller, or to t6 inaale unnecessarily conscious of the poor

quality of his qua.ters. ivloreover, tlefiai.tlcns of rr 6ub s ts,nd4ral 'hou8-

ingrr In leaflets of this sort are generally nore confusing theD en-

liahteniag to the reader and are therefole better omltteal. ',[her€

questi.ons anal an6trer6 are useal in suprLeEental leaflets, holr€vel, 1t

16 lossible to ind.lcate the S9I!_9ll_q9&9jg that Day feII withln the

locaL euthorityr s defitrltlon of rr 6ubEtanalaral housiDg.'i

t ributi o TenEnt selection literat,fe shoultl be prepared in 8uf-

ficient quantitie6 to permit v,iiles?reaal alistributlon a.Eong aplaretrtly e1-

igitle faldilies. Ihe suggested Eea!.s of alistrlbution ray be gulEarlzetl

aE follo$6 !

(1). 3y Eai1, to those uho regi6teretl befor€ a?plicatiotr tsllne

stalted, to fofioer site occupants, to those alIlareEtly eligible &c-

cortling to Local surveys, and. the 1ike.
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(2). At tbe ceDtral offtce of the Local authority, ead thro h

conBtructioo aDtl reDtel offlceB on the Project, trarch teneDt 8616c-

tiou offlceB, enal ttenonEtrstion unit6.

(3), [hrough public end lrlvate social agencieB that ar6 in coa-

tact l,lth e1lglb1e fartlies, such as fanil.y vlelfare societieB, viElt-

ing nurBes, anal hP.f offlc€B.

(4). Ihrough 1alor, fraternal, nstioEal,, neighborhootl, anil other
t

organi Eations haying low-lncorDe fsoilles among their roe,ltershiPs.

(5). through chulche6 ln lovr-lDcone Delghtorhoods,

(6) , Ihrough schools, 60 that chilalren can take theE hoDe to

thei! parents. Ihis method has becn unusually succeBsful 1n soxoe

connou.oities,

(7). At libraries, s€ttlement hcuses, coDnunlty centers, rect6-

ation }uildings, aDd Eeetlng places of llPA cotrrilrnlty servlce ptoJects.

(8). Through clty alepartments h.EriDg lovr*paid elployees ahtl

s€rvlag Lou-incone g?oup6.

(9), Though oDployers, lnclutllng factories, departnent store6,

aDd office buildiEgs,

(10). Through Eeighlolhood groceries, mcyies, barber shops, ard

the 1lke.

(U). Ihroueh aloor-to-iloor distrlbutlon in areas of substenalardl

housin8. This carl generafly be accooplisheil through so[le nelghlor-

hood. organizotion.

1t 1s hiEhLy d.e6iratl6 that handlills or leaflets accoEpar\y posters

rrheneve! useil (see telou), siDc€ posters caDnot trornally cover e]1 the

pointE Lt is sdvisable to cover in inforning prospectiye tenaDt6. It ls

al3o alvays e6sential thet teaant appLlcatlon publicatlons be avalIatle

et lnforEatloE.al oeetiogs (see Sectio[ 5?1).
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5?e. llglIq ?oS3ERS 10 IiiIoxM PRoS?rCTIux IINAIITS

PoEter6 have tee! us€tl to Bood adva.ntege ltr loca].i.tles rhere th6ir

lirnltations ba?6 t6en recoglizeal. (As ill the cese of flyers, posterB

oldllrarl\y ca-nnot contaitr adequEte inforbation on adrl6610rl reoulre-

Eeats,) Sklllfut haDdLing of lntervieiis ,lth p€rsoEs rrho cannot quel-

ify ls requlretl to eIl$inate the ilaDg€r of Di Eu.nAer6tantllng vhich nlght

othen/iEe becone e ?rotIen. !h€ extra tlEe etrd effort ilevoted to 6r-

plaitriEg atLrl6Blon reoui.reEeats In the tenant Belectlon office, horreyer,

cen ePpropriat€ly be regaraled a6 still anothe. o.Dortunity to estet]1sh

good ?ublic relotlons.

Posters shoulal be as l{lil€Ly d,istributed es gossltlo, partlcularly

lD oubstanalartl bouslDg areas. Tbey ca-D be placeC in 6tore winiLous, oE

achool ead Ilbrary tulletin boarals, in post offices, et €ntrances to

factorles anil other places of work, i.n unlon meetiEg ha11s, welfare

a€oncies, cllaics, aDd irl Eolgh]orhootl stoles slal 6hopa.

Ienart ap?IlcatioE h6nd.b111s or leeflets Blvilg full lnfol,ration

EhouIaL be evalleble vherever poBters are dlsplqyod.. In one 1oc&lity

effectlve d.isplqyE of postgrs a.Ddt 1eef1etB ry€le [lade at cou-nters yhere

gaa antt eloctrlc blll,s ere pa1d.. In anothor coEroutrl.ty plscarats pr€-

pareal anaL dlspLqyed. orr Gtreet care helpeal BtlEulate alDticetiol16,

Ih€ folloylng Isy-out6 vl.L1 Drove holpful iE d.€61gll1ng such po6t-

€r8t .Any of the fou! l4y-out6 cao te lnterpreteal ia tJrpo by local

prltrte16 or by Work Projects AtLDlnistration or National youth AdDiDls-

tletlor srt proJect6, [he prlnterEt tJ.pes shown are steDdartl style6

ard if Dot atlaIlel}e caD be closely siEulatetl. Ihe lay-outs Eay bo
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altereal to suit varia.tj.ons in copy oi size, a.DCL th6y nsy be rellodlucsit

by prtntlng, offset, silk Ecreen, or hanal palnting in one or more color6.

The 6had6il areaa aro slrggestion6 for color sepalatlon,

The sires sugge6teal are lIIr i 14 or l4fl x 22rr, eiiher of lrbtch

EsJ te cut elthout lvaste frcn stanalard 6hovcara stock.

ReceDtly bcth fl?A and IYA ert proj6ct6 havE tlevelopeal Doste!6 Eld

sitnB for a rllrllber of 1oca1 authorities. In efroo st aII locaLlties lt

i3 poesille to secure through the local. or 6tqte offices of th6se etl-

Einlstratlons material6 of thlB type desigaod. by co[l?otent artist.,

oinply for the cost of the materials u6otl.
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NBf,SPIFER NTIETSXS AlO *rC IAI slJPrlxuEtl'ls AS IN}.OxlrArIoN MXotlruS

lhe establl6hDeD! of a clos€ ,olkiDg rolatloEBhtp rlth the Iocaf

press rilt Berv6 the trofoLd purpoge of croatlng a,E lDforned anal syBp&

thetic loorl-etlge of the 1ocal. housl'lg plo8raD and proridllng a DesnB of

dl666ElDatlag BDeclflc lDfornstlon concoralng 61191!l11ty requlremeDis

( 6ee Section 3ad p._). ExporleEce haE Ehof,D, hotever, that EE'Dy lot-

lncode fse1116s, especiBlly certaiD rsciel or Datlonallty tsroups, Eay tlot

Deces6Brlly read nerspapers regularly sral Eay therefore EiEs releeseg of 
I
I

thle klnd.. ID ortler to reach aE tride sn auallenc€ aE posslble Ln th15 !
respect, the leleases Daae 6houIA alEo te dlrectedl to foreign 7eryIraget 

^.a.41
ard labor papers, aEd to varlous aeightorhood publlcatlors sudh a,B thoEe

of church g?oups, fraternal anil other orgsnlzsttoDg, ard Ioca1 shopplag

Iler6 Eheets,

the types of storles particularl-y sulted for release dur'lng thig

perloa are Euggest,etl in Section 57t. Ss.Eple neta releaseB aveilable l!

EaEual ?orD through USH'II Reglonal offlces wll-I b€ of partlculer vsLue to

1oca1 euthorltleo ot thts tln6. clvlog these storleE to the loca1 pr€ls

by calling leport6la 1n foa a confelence, borever, ls geEerally Eore ef-

fective than lesulng t,h€D ln a Dore routlne Bann€r. llhe EuDbea of spoll-

catlons alreailtr recelved shoultl Eot be eEphaglzoil lD Dress releasee, slnce

thls Eight tend to tllscour8ge further sppllcetlong. AE already sxgg€stod'

the use of such rord6 es slu.otlrellers sDiL rr s1!-rn0 fa.nlllesrr alBo alls-

c oureg€ appl lcant s and 6houl.d te 6vo1al€d.. The recoEhenilatl on s Eaale fi1th

reE€rtl to other lt6ms to be lDcludleal or exclutled ln tenart applicatioD

publlcations (see Sectlon 57e) are llkertse Eppllcatle to ners Btorle6.
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Ih6 tenaDt appllcatlon perioal often provldes excellent oB.terlal for

feature 6tories. i$otrg the poEsltle augleB ale huDBn lnterest Etories

about the ftrEt feDily to quallfy for edrslssloE, EnaL storles about tha

flrst feDllles to Eove ln. Vlsits to proJects ty school chllaben or other

Eroup E roi8ht Ie alescrited. [he rork of coomittees eDd orgarlzatlons set-

tlng up tlenoD6tratlonB 1n inetpenslve hoo6 furEishiDg6 also cotrprises

excelleDt feature Daterlal.

In tbis coEnection one cautlon Eush be 6tres6ed. It Bhoulil te rec-

ognizeal that feeture storie6 lnvolvlng ind.lviduel lox-lDcome faDllles

iEvolve natry dangers. Local authorlties have reported la6tances lD whlch

fanllies have reaentedl belng photogrBphed or written up. aEd other id-

stances where feEl].les have bullt up dlgtorteal ldeas of their own iEpor-

tance because of publtcity glven tholo -- dlBtortloD rhich ln certalD

lnstaDces has cresteal dlfflcuLt reletlon6hlp6 ln coDnectlon rlth rent

coLlections and other condltlons of teDancy. tr'eature storle€ of thls

klnd should therefore be used. f,1th the utnogt care.

The lnportant thlng ls to keep an eye ope! for 1lcident6 a.nal subjects

of feature interest erd. to culllvate bh€ san€ attilual€ on the Dart of

locaf reporiets. iuoreover:, the begt features can usually be obtalned by

giving the nec€sgery a6sistance to reporter6 a.rd feature wrlterBr rather

thar through preps.red relees€6.

In so&e connunlties 10c€.1 nerqspapers hav6 publlshed speclat supple-

nents at the tln€ of proJect oI)enlngs. Such aupplements cen te holpful

not oDIy in e*plalnlng the objectlve€ of th€ prograD lut also ln stiDu-

lating the rtght ktnd. of apDllcation6 if care ls taken to lnclutle in th6E

sone fes,tures desltDg wtth loF-incoEe faellles as reI1 as material of

speclaL lntereBt to theD,
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IE adall tlon to lnterviers f,tth 1ocal officlals aDaL houslng porsonnel,

speclBl aerspaper EuppIeEeEts shouLd lDcluAe lntervlets ttth appllcs.ut

faEl116s antl re?reEeDiatlye6 of the lor-iDcooe Iroup. .&1oDg rith s.ccoutlt6

of th€ aocla1 aavantagea of lof,-reut pubLlc houstEg to ihe cooDuDlty,

thele Bhoulal te lnclutleil aescrlptlons of the atlvantages to the llalyld.ua^I

tenant8 ln terE6 that are Bt oDce tntelltgtble anil inoffenslve to theD.

A 6ugge6tlon froD the loca] authority ri1I oft€n be 811 t!1Bt 16

E€oAeiI to csuse e locaf nenspaper to lssue such a €uppleoeDt. Th€ po66l-

bttlty of Eecurlng adve!tiseEeDts from the coDcera6 eEgag€d tn bulldldg

the proJect and 1n su?plying the naterials antl equipEent nsl<e€ the ldes

eelec1a1Iy eppealtnt to Eany papeis. AalvertlBetrents of furDltur'€ anal

hoDe-flnaflce coEpaniea ar6 preferslLy Dot lnclualed ln such suppleDents,

slnce tenants should be protected frolo con$ltnents through lnstallDeDt

bu}{ng ,hLch Dlght decr:ease thetr' ablllty to pay rents.

oreat care 6bould be exerclsed in the dlsplay of ailvertlslng for

suppleEents to rds](6 certaln tl]at there 16 ro ildlcatlon that the 1oca1

authorlty i6 eaaolslng thts or ihat proauct or flrD. ipperoat eaalorse-

Dent Eay cause reactlon on the pari of other lusin€ssne! xho essuDe that

favorltiBio ls belng shorn, or on the oart of tenentB xho beIle!'e that

tradlo f,lth particular firEB 16 belng recoErnendlea,

llork 6houltl 6tart on Bpeclal sulpleEeEts long before th€ actual tID€

of putllcatloE, Several reek6 are usually requlred to plan andl prepare

the the varloug &rticles andl featr.rreE. trocal authorl.tles Bhoultl rork

clo6ely Elth those ln charge of such supplerdents ln ord6r to a6aure &c-

cur4cy a,nd balance.
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Sseple s of ror:ththtle supplenents are ayailatle froB the Xegional

Offlces, together f,lth coD-E6Dts as to rhlch aspects of the treatloent ar€

lartlcula,rly gooil aDd as to ,hat phsses' If a,Dy' have Bot teen atlequate].y

treatedL.

The questlon of the n6€d for s,nal the sdvlsablllty of peld. aAv€ltltllg

duri ng the lDltlel teDant selectlon pellod caaaot be aEstrel6dl catoSorl-

caI1y for a'11 loca1 6uthorltie6, al though lt is Bafe to ssy that trhere all

the other lnforEatlonal Eedl\nos iliscussed here have beeD utlllz€d. pald

etlvertislng 1s uDneces6sry. 'llhere the u6e of psid advertlslng 1B betng

con6lalered, lts cost and coEmunlt,y roactlon to it, ee nslt a6 the generel

Inadequacy of netssoaper publlclty rhere 1ole-incoEe faol1lea e!6 cou-

cerned, Eu6t all be carefully relgheal before a abcision as to lts u6e 16

reacheal.
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57e. R.4.DI0 illi A TEANS 0E I ING PROSPE CTIYE TBI{ANTS

Radio broatlcaets ere s-Eother valuBble sntl poI,l1a! Deatrs of reachllg

proBp€ctive teno.Ets. la oo6t coDdunltles local radio statloEo $i1t naks

froo tlne avaiLable for p?ogrdrs expleining tenant oelectloD, Such p!o-

8ra-Eo rlay be prepared Dot oaly aE noEologue6 lut aLBo lD queEtloD-antl-

al1sirer forE. The laogfaD vill!e ltyelier snal geBer.ally Dor€ acceptable

to the raalio BtatloE -- tf the dialogue Is carrletl oE by e relreEentatlva

of tho 1ocal authorlty, on the oDe haEalr and by a persoE ta.klng tbe part

of aD ellgitle applicent, on the othe!, l{hen such broadcaBts sre er-

ranSodl they shoulal be putllclzed through the loca1 pres6 anal try postera

anal special anDouncemenis in nelghtorhooal church€6, community ce4ter6, andl

the 1lke. Announcenents of special Bpeakers proDiDent ln the cooDutrity

shoulal llkeulse be publtcized. In €dva.trce.

llhile arrenged progranE sre valuabler many locaI suthoriti66 have

found that spot announcements, laclutled ln tegular btoatlca6ts of local

aers aDiL aalvertisiDB slil repeat€d frequently, are Dore oasily arrs-ngedL aofl

proaluc6 nore eppLicaltg. Both should be used lIherever practlca!]e.
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57h. EoUSING IXEIBII

There are naDy tJrpe6 of exhlblt6 that cen b€ u6ofu1 alurlDg th€ tel1s-nt

6616ction period, inclutll!8 archlt€ctEr ararrin8s, noal616, elltl pls-ns;

photographs of the Foject at vs.rious stageE of constructlo!; and[ the

genelel USHA 6xhlbit (6€e S6ction 34e, p._).

Ixhlbtts csn be locatetl in stor6 $iado$a, schoo16, chulchee, uD1otr

heIIB, ald the 1ik6. Whenever possible, a 6upp1y of telant applicatioa

leafletG shDuld be nadle availabls nearby. Vlhen placilg exhibit6, if tbeir

Eain purpoge Is to iDter.est potential tenants. cBre shoufd be ta.keD to €ee

that the locatioD 16 one available to lou-lncone faollie€ aDd cu6tonarlly

frequented by thso. Care ahoulal also be exercisod to nake 611 erhlbltg

neat I attractlre, B.Ed d1g!1fl6d.
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57L SCE:DULI]{G SPTAKII{C ]]IOAOANEITS

Speeches are aE intr)ortaEt pbr.8e of inJoroatioEa.l activltles vhlch

Bbould be given early atteEtion, Ehey Eay {e11 ooEpletely occupy one

6taff neEber for a leriod of t16e, tf adleqrate antl qualifled volunteer

aelvlce caEoot be secured. Short talks shoulti. te givon &tor6v6r 1ov-ln-

come fa.oi1les cu€tomalily congregate In coaEectioE wlth enployEent oy' for

recreatioBaL or other pulposes. llben 6ucb talks are dade, the infofo&tlo!

glven should be as clearly and slDply preieated as ttlat recoElleBalea[ fo!

all ty!e6 of vrltteB reLeases, and slnple tiEe shoulal te allowetl for que6-

tloEg and discusEloD. Al thougb Eeobers of the loca1 authoritles ard tbelr

staffs ofteB do the bd-k of 6uch Bp6aklag the@re1ves, DeEbers of toEa,at

solectloB Balvl6ory coEnlttees and other loteresteal cLtlrea€ 3.ro usuall-y

wl11lEg to assisi la thi6 vork. 3or proJects to be occlrpleil by pa1,tlculat

natioDAlity or racial grou.ps, speecbeE, shoul.d be Dade to these gronP8 by

their ol^'n represeatatives vherever praciloable.

llheD appearing tefore other tha! Io$-lD.coEe groups, speakerE should

€dlbaslre their llsteDerBl opporlunj.ty to lDterpret the pulllc bou6lag

proBra.6 to poteDtial tenants vhoD they Eay lcao$ as erDpfoyeea, Pstleatg,

cfleEtB, o! iD other relatlons.
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5?J. n{E USE OI' MOVIES AND SIIDIS

The telaBt seLectloD perioal is e gooal tioe to give sdo$lEg€ of the

USIIA Eovle' rrHouslDg la Our l[i,Ee' rl aDaL of any local novies, ]oth ln 1oca1

novle house6 and. beforo sohool assenbltes and Deetings of 1oca1 organirA-

tloas. Ebe sboelng of sucb novle6 €bould tre prefaced vltb or fo11oseil ty

6n &EnouacerEeBt coverlDg requireEeEtB fo! ad.oiBEioD eEd lDfotDatioB ad to

wheo and. vhere apptlcations 6ltould. be flled. [he cooperatloB of E4Dagerl

of nosiEg plctuie houseB 1n or aear ares6 of subgtaaalartl houslngr lE par-

tlcular, shouLd be ellllsted uherever possible to perDit slld.e aEnouBce-

nents or brj,ef talks froD the scleen, as well as the dlEplay of postere,

erblbits, and. leaflets.
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57E. DEI,(ONSTXATION I'NITS

DeooastratloE units, nhich are uD(IertaEen priEarily to heLp future

tereDt6 furoish thelr hoBes confortalIy aEil attractlvely vlthout ulduly

heaw oxpeBallturee for aev furElture, proeldle gooal ioaterlal for DewE

storles, tr'or detalled. 6uggestloDo coDcemiag d€Eoa6tratloD u.alts, 6ee

ttre MatrageEent XaDual, p._.
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571. TSTABIISEI}IO SfiAiICE ATPLIOA1ION OIFICTS

llhere the oai! applicatloD office at the lroJect or efsewhere i€ Eot

readlly accessible to all pa.rts of the cooilunity, o h6re 1os-1DcoD6

fs.BlLles are accustonea to corlfine tbeDselve6 to ?articular ael8bbothooals

or area5, lt riay be a,ilvj.sable to cotrslaler e€taulshiEg braEch offlceE In

nelghborhood,E of substa.ndard. )rouges or IE places $hete oonBlderable nuD-

terB of Loil-lacoae people !{ork or Eeet. Ihe practical d.ifficulttes of

such a !Iad, such as the lEpos€lbil1ty of clearla8 lbrougb the varlou8

files j.n the EaiE aptr)llcBtion offlce, ,rus t te coasi.dereal bl]'t caD proba!1y

be ell@ltratetl if sufficleDt thougbt 16 gieeE iD aalvance to pfaanlEg.

Ia iD6taEces !,here the Bettlng up of braEch offices oE aD erteBslve

acale 13 Eot feaslble, conslileration 6houll te glvetr to olenlDg ooe or two

teEpolary heailquarters at focal polnts, perbapE conflniBg appllcatlon taE-

ltrg or the E4king of ap?oiatDeDt€ to certala hours of the day or eveahg'

ot to certalE alays of tbe seok.

l{hen tbe locatloE of the project offlce 16 Euch t}rat Eelther of the66

p1aE6 is EeoesGary, it @ay stlll !e ad.visa!1e to statioa representstlves

of the teDaBt 6electioo offlce or welL tiaiDed yoLuDteer6 at varlou6 p1ace6

eber€ lo$-lDco6e fasl11e6 gath€r, to glve lnfotEatlon aad aEswer questioBa.
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5?8. oIEXR MEANS OI' INI'oRMINC PRoS?ICTI1rI TIIIANTS

-A.a Eooa as appllcatlon takiag beginE, letterB shoultl, of course, te

sent to elI folEer site occuperltB anal to faDilie6 whose registratioD6 at€

on fi16, Sucb letterB ney alBo te Bent to occupants of Bubstenalara hous-

ing ao revealeal by local surveys. A forE letter nay te ueeal for thls

Durposo, acconparied by aplropriate tonent selectioa literature to €D-

coura8e applicatiols froo epDarently eIlgible faBilieB enil to tLiscourase

applicationB floE tho!e $ho caEot quelify.

traDiLles whose applicatloE6 sre classifieil as apparently eligttle

shouldl be reniEdeil of the possibility of referring friends aDd neithborg.

I'irst tenants shouliL 11kelrlEe be requested to te11 their frielils snd

forxoer neightorsr ginc6 they ha?6 erperieaceal itr a concrete v/sy tbe ralue

of the nev tlr €lliags.

In thls connectlonr ln caaeB vhere appflcations hav6 te6tr s1o9r of

vrhere parts of a oroject haye teen coopletetl after other parts vere oc-

cupj.eil, soEe 1ocal authoritle6 have cooperateal wlth ln1ti.al tenBrt gioup6

in erronglng nat honesr to !,rhich friendE antl forEer nelghbors vete 10-

vi.t€dl, fe.Eilles lrobably qualifieil thou8h 610r, to epply for adnissloa.

local authoritieB ere Aivialeal on the queGtlon of house-to-bouse ca!-

vassltrg for the purpo6e of expLaiDing the prograE anal of encouragiog

fal[i11es to Dak6 apDlicetioa. As is the cs6e iD othe! aetters of lolicyt

the deciElon aB to the wIsiIoE of thi6 pls.! mlst reEt, to a large ale8ree,

oa local Eituetloos. Such canvassiEg hes teen successfully used in sooe

colufiunities; i.tr otber6 1t ha6 beeE coD6lstently avoldeal. ]t is lecoDDenaec

ttrat the plan te cErofully coDsltleredl before lt i6 either discarded o!

atlopted.
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In na.Ey coftmlnitieB, settleDents, schools, cotleges, and {?A dl6-

cus61otr groups have iieslgneti co\rrsos or dlEcu6slotr aloundl public hou6lag,

thereby helplng to creat€ ai av&renese of the housi4g probl-eDr l,blcb ln

turn hehs to lacr€ase appllcatIons.

qhere a.re nuEelous devices rrhich can be uBod by IocaL authorltleE

full-y alErt to the lnportaDce of the problem. tr'or iagtEnce, one local

authorlty stapled to ompl-oyer I s r6f6rence forDe goiag out of ltr offlcos

e 2r a 4tr 61i! on whlch \ra6 prlntoal in r6tl: rrDo You troov of Aay other

IaElIy hlxose EouslDg Situatlon Is 3ad? ll,Ie l'lill 3e Glad to Consiiler Adali-

tional ApplicatloD6 at orr office at .0 To reelDd

as natry people as poE6lble of tbelr lesponslblllty for referrlng faol11€6

whose housing neetlg are li.noh.o to theE, thi,B or s slEller al6vico Eigbt bo

u6eA itr connection sith eost of the mall leevin8 the local entbority

office.

Still othe! roeans of irrfornl[g pro6pectlve tenentB nay be aleve]opetl

locsLly, Ehe essistBnce end atlvice of USHA repreg€ntativos a.re avai1ab16

in thi6 connection upon request, as ?reviously Indlcated.
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5?8. IMPORTANCI 0I IHX RENf..qI OXFICE

Thus far, t,eyE and Dea!6 of encoura€lD,g poteniial teDants to con€

to the applicatiou offico have been tllscussecL. Ihe offic€ to 'dhich they

coDe atrd the proJect 6lte require Epeciaf conslileration in relation to

encoulaging poteoti.al tenaDtE to epp1y.

As ha6 !e6E inallcateal, d.uring the tetrant selection stage of ary

Iocal houging progrEE lolr-incone fa.ElLj,e6 becoioe prospecti?e consumerg

of houEiDg anil loust be re8ardeal aE are consuaers of erua other ttrpe of

coEmodity. At thi.6 stag6 in the progrsB the rental office becones, ia

eff€ct, a sales offj,ce eneleayoring, through etlucatlon aDal the undlerstdlal-

ing of valuos, to nsell atlequate hou6iDg accodnoatatioDs to a clear\y

ilefineal market j.n vhich there ls a varTing amount of resistance arising

fron fsctors already tlj.scu6sed. In eddition, tlurln8 thls perlod of lro-

Era.[l developDent the loceL authority be81n6 to set exanDle s of its nlall-

a'genent policies antl to alonolstlate the manner iE vhich it expects !o

aerve its custoEors, aE xrell as the malner in whlch it oxpects its cua-

tooer6 to receive that service,

llhese factors suS6est the parEnount iEportance of cfeanliness, neat-

ness, alignliy, anal acc€ssibllity in the set-up of the rental and nane€e-

ment office, Ln the diaplay of deEotrstratloE urlts, anal so far is coo-

sistent with the currently developing construction' in the care of the

The locatioa of tho reDtal offlce Eust te obvlou6 to arvoEe a!-

proaching the project. ilhen con6t"uctlon 1s nearing coDPletion, it iE

possible to redesign the vell ll-aceit proiect 61gns shich oer€ erectetl

ln coflforrlty eith the requireEents of the loa! contract. These sboulit
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be suDplenenteal lrith signs giving further Clirectiols snal leading to tbo

ve4y iloor of tho rental office. Tho latter Bhoulil b6 plainly ale6ignat€tl

with a s18D reaalDg $OPeB,rr nPloase coroe 1!' or the llkc. [be size and

deslga of the sigas and the type of lettering used are Eost iDportant'

Pendeil, pencll€tl, or crqyotreil sltno Bhoulal not be enployeat.

ltlhile no con6truction job in progress calr Ie ma4o to look like the

finishetl vork, the local- euthorlty EhouLal see that approacheE to the of-

fices enal alemonstration u.D1ts are safe snc free from hazarals. coopeta-

tion of the contracto"s can unaloubtetlly be enlisted. ln this ro8pect.

It is as lnpoits-ot to have the rental office itself Eeat antl at-

tractive as it ls to haye lt c1ean. 1{ith the u6e of thought, care, antl

iDagination rather than aDy appreci.abLe aalditlonal exp€nd.itureg, it iE

lcssible to pr'ovlAe for comfort ln the naiting rooD, to have veLL er-

rangetl po6ter6, 6ite plan6, displsys, and plctures on the llalls, enal to

produce a feeling of tusine66Llks eas6 i4 the office as a who1e.

These factors are of the utnost inDortance in encoula€itrg pot€ntial

tenants to suboit apnlicatioDs. Mosb locaf authoritles haYe alroaaly

reelized. that the uhole philosophy of Sooat public housing roalegenent is

€xpreGsed in the truly atleorrate rental offlce, enal that failure t6 6a-

pre66 it there not only affects the a\&ber of aPplicetlons a-nil the gen-

eral public reletions plogram but a16o, to a large alegree, the Eanage-

ment-tenant r'elatlonsIllp efter occupency.
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58. P@}II,NXNI I'INANCING

As has }6on polnted out (see Section 20 and 2L, pp._ and _,
respectively), Ioce1 authorities Eust rai6e at least IO percent of the

alevelop4elt cost of thelr projects froB sources other than the USEA.

ftris is usually (Ione through the sale of thelr Serle6 A Bonits. tr'or

prectlcal reasonB it 16 i-EposBible for locaf authoritles to heve advance

foaD notes outstandlng after thelr Series A Sonds have been lssueal, and

1t ls therefbre necessarJT for theE to is6ue their Serles B BoEaLs In et-

chsnge for advsrc e loan notes at the sane time their Series A Sond8 ere

i ssued.

Slnce the USEA cdrnot advarce nole ttran 90 percent of the Aev€Lop-

n)ent cost of a proJect, tocal authorities Eust se11 thelr Serles A BoaAB

prlor to the tlEe they tlave expendeal 90 percent of the de?elopnent cost.

Iher€ ere Bany reasons vhlch nale it ale6irable for focal authorltie6 to

postpone sellln8 thelr bondls before they approach the polnt lrhere the

proJect is 90 perceDt conpleted. lor one thlng, It perDlts the 1oca]

authority to ta]<e advantage of short-terB flnancing by the sa-].e of ttrelr

telporary loan noteg, resu.1tlng lD large savlngs ln csrlyiDg chsr666

during the deyelopnent perioal. I'or s.nother, it peiuits the Local au-

thority to se11 lts }ondls at a tiDe when there is €reeter cer:iainty a6

to fihat the actual aleyelop4ent coBt wilL be, rvhlch €limlnates the rlik
of selltng 6n excesslva sEount of bond.s. tr'tna11y, lt LEproves the ln-

vest&eot quallty of the local authorltyts bondls, slnce sLl rt6ks ln-

herent In a constructlon loan a.re practlcally ellEinsted ty thi6 tlEe.
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Steps Bhouldl therefore be ta.ken toBard the sellin8 of the local

authorltyr s bonds when it has expenileil spproxlnately 75 percent of the

alevelopDent co6t of the DroJect, so that the }oads osn be soldl anal dle-

llvered ihen lt has e4)ellaled approxisately 90 percent of the aleveloE-

rDent cost of the proJect.

Before perrdanent fl.n&Dclng ls unalertalcen, the USE-{ \!i11 aid. th€

local. authority to the extent of proparlng a1l forns necessaJy in thls

connecti.ont It shor!-d be noted that it is the pollcy of the USEA that

all loce1 a\rthotity bonals solil to others the. the USEA be sofdl to the

tridd.er bldding the lovest net lnterest cost a-fter alue advertiseDent for

the recelpt of conpetitlve bials. Slnce pr'o6pectlve purch&sers of Iocal

authortt,y bonds inverlably !equost proposetl opelating stateDents, thls

Y,ilI lnclude a StateDent of Estiroatedl Avera8e Annual Incone end lxpense,

preparedl on the basis of the approveil MarageBen t Resolution, fo! distri-

bution by the Iocel authorlty,
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59. 01@, MAlil$flr'rtN[ COi'iS IDIR.A.? I O}lS

Various other co:ls ialeret i ons relatln6 to the Ea,1eg6Eeot of

low-reat houslDg projects arise d.uring the last stages of constmc-

tloD. lbe fol-lordng subsectioE6 revi6i, lwo of tho Bost lBportallt of

these coaslaleretions,
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59s. sEiPs i?i8nn-a.?oRY [0 rrNAim sEtfcrIoN

lle y,a,la€ieoellt llaaual (pp.-) outlilles iB coEsidlerable de-

teil other Buggested. procealures for iaitis-]. tenEnt geLectloE. In-

clualeal are detailed sug:gestions covering stE)s to be ta.keD frolo tho

stage of for1oal applicstioE taktl8 io the ste€o of actu.el, Belectlon

of iadlvtduej. fsrollles froo a pool of efi8ible aad aplJrovetl app1l-

ca,at s.

Eo facilitate tenant selectlon a.nd rentlng, speciDetr fotEs andl

iEstruct,loag fo! thoir use, as well as suggested. office procedures,

are incLuaeal. Most of the fofils lacludeo are sultable fo! repro-

d,uctioa ard act,&l use a6 alesigned. The sEggested size of the

forms Ie noted o! each,

IB ptepalinE the reconBeEalatlons, previou6 Ioethoals of teEa.at

selectlon for lolFreEt housing projects ere carefulLy a-Dalyzed.

It is believed. that the best featureo of ps.6t experience are now

€Ebodled.

Inesiouc.h as the curre[i recorr]eDdatioEs of the MalEgeoent [ie!ual,

de?art in soBe respects from last rDethods, attefition ls caj[leal to

the follolr1Eg nqio! points!

(1). Ihe ?roceature is geared to the terns of the Ualteal States

Eousing Act of L937, vrhi ch place6 responslbiflty for teiant 6e1ec-

tion &ggIE, and whlch restrlcts teDdocy 1n 1oY,-reEt hou6ing proJ-

ects to fa.Ellies in the love6t lncoloe group 11vin5 under houslng con-

ditions defiritet:r d.etrfuleEta1 to safety, hesLth, dd $orE16.

(2). r}le proces,ses of yeriflcatlotr of eLlgibility are cls-rlfl€d

to insure conDlience with the Lct a-Ed s-I6o to accoBplish e aoEeshat

dlfferent eEphasls ltr verificetion, which lncres.sea lBportsnce
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attached. to pertinent faEily date obtaiDebte froE publlc or prlvate

social agetrcles to !,hl ch appll cant faEilles EaJ b6 knovm, aad with

16Es iqportance attached. to the use of coEltercia-I credlt reportg.

Re?isioD has likewlse beeE Eaile ln the tyle a,Id d)mter of rec-

ornnended. foEos for reeording infolDation &6sentl6tl at aliff€reDt

stages iE teEalt gelectlon, wlth sepatate fores for the fillng of a-D

alpllcatlon, the hoEe vlsit report, 6.nd the su-@eary report of verl-

fled d.ata, to take the place of a siE8le coEplea fom lEteDdled to

s€rve aL1 pu+oses. fhis prevents statenent6 rade lD th€ orlgillal

appllcatiou froo beine obscureal by ne!, oi revisetl entrie€ et later

alates. It al€o petBits fi!€.!. review of applicatlotrs for apptoeaL

froB EUEEa!1e6 f.initod to verlfied. findines coveri[g a.Ll eliglbl].ity

requlreoetrts.

(a). A oa;or revislon ln the Eethod of ratlng alld scoring fac-

tors of ellgibiltty ls leconEenaledl. fhis 1lo1t6 scoring to the iteo

of housin€ onLy, basetl on a locaIIy aleveloped scorlDg systeE. ell€i-

b11lty 11llth reGpect to other factors Ls to te detefinlaed. directly

froE the factE asseEbled. in the process o, yerificatlon, !.,lth fiDal,

selection of approved appLlcarts, prefera!1y froB a pool of eligiblo

anil approved appllcations, beints Esde accordiEg to atr ortler of pref-

erence establisheal 1ocat1y. Sound.ly app1led, this method 13 be-

Ileveal to be a thoroughly relieble basiB for the finEl- Gelectloa of

tenants end. has aLso the aivaDta€;e of toin€ reaallly esplaiEedl to tho

publ-ic at large.

(+). ao oar:,y stari iD forila.L appllca.tioD takllg i6 eEpha6lzotl

aa e IDeaEs of buildin8 up an approvetl pool of appllcAtioDs. fhlE
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insures ths-t the fanilio6 s€lected are tho56 iD greet€st neetl, a.od

elltirely elidlaates priority in filiog epplicatlols a€ a basic factor

of Ireference,

(S). fne eltire procedure is predicateal upoa the use of qu€-If-

fieal profe6sional personnel for taking applicatlons, as well as for

all Et€ps iE ve.lflcatioa s-od flo€j. reviek sld recoEoneBalations slth

reBpect to e11slbi1Ity (6ee Section 56b). lhis recognlzes the EEior

sigEiflcance of the iDitial appllcatior. intervie'/, fotuerly con6lil-

ered prlEerily as a. clerlcaL functlon in teasnt Belectlon.

'Jhile the detailed recoDneEdations of the Ma.EEgement l.(anusl sre

lntended prlnarlLy for uso by professlonal steff menbers ln d.eeling

with the speclalizeal aBpects of te[ant selectlon, it j.s believeal that

they a]-so nerlt, careful review tl, those offlclals of houElng author-

Ities respoBslble for the policy Baking s.!a ElalEltrlstrp.tlve aspect6

of the naEageoent progralc, includ.l,,Ig inltial occuleracy of a proJect.
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59T. OCCIJPA}ICY OI' DIIIIIINES BY PT.OJICT TI'IPIOTENS

In order to pronote e:ficiency and econontr, locsl euthorities Eay

find it necessary to require certain of thelr el0DloTees to five in the

project. Ihis EaJ be necessery in order that an eaploye€ mE\y be inne-

C.iately ayailable in the eveEt of enelgencies, or because the duties at-

tachea to the positlon require the a+"te:raance of the enployee at irregular

intervals or at urnrsual hours, J. d\rel-ling unit occupied by an eflployee

_..Ib is requiled to live ln the proJect vill be consiCered as a necessary

aDpur+ee.arce to the project siiilar in rature to the project office,

rathei than a rrd.Fellin€ir as that terE is usec in the IlouslDg Act.

Beca,r:se eoch such case reduces the a.bilitir of the loca1 authorlty

to rehouse th.e gieatest nossible 4u.Erber of low-incofie fanilies, the nuE-

ber of doellings occupieal by proJect eEplo/ees should be kept to atr ab-

solute nrlnirum. In gene.al it ls belleved that not !,ore tbrn oEe out of

each 200 dvel-11n€ units shorrld be ccculietL -oy such project employees anil

their farilies.

lhe rent (shelter re4t irlus utilities) chsrged. to the ehployee shoulil

be detenrined by the 1oca1 authority at an 6.eount Fhich Lt ileens equitatle,

iakina ir,to consideration the sDount ".hi ch ro'r1d have been paid ty the

enployee for r€nt and utilities had he aot teen requireil to live in the

project. In no event, hover/er, should Less thFn the scheduled rent be

chs.rged.

The nanner of eccountint for chartes to project enployees in excess

of the scheCuled reDt is set forth in the Lccounts Menu.a.1, p._.
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It should te noted that the USIIA policy regaralnB project enDloyees

rvho are lequirod by Ioca1 authorities to liv€ ln proiects built ttth USIIA

aid has no reference phaisoerer to otb6r proJect eEployees lrho nay apply

for tlrrel.liEes, 'vho ElsJ be found. elielble in alI respects, anal reho nqy be

athittetl to the T)roject on the scloe basls as other 1o$-incone fs-oi1ies.
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59c. TEiU.NT S,LEC!aICir, pjiiTl i{G, Tl,iD LTASI i{G

As a project, or the flrst sectlon of a nroJect, nears completlonr

e fi nsl selection of ter.srt6 Dust be naale froo the pool. of approved a.Dpll-

cants built uD as the result of initlal terlAnt selection activltles. fh€

vcrlous bases on -hlch final selectlon can be made aie dlscussed in ale-

tail in the Uanagement l,{s.nup-l, p,_. Also inclutled in the ManageEleat

tr'leaual are reconrngnds-tions vith respect to office proceilures in connection

lvith rentir€ and leasing, elong rrith suggested procedures for handling

rejected appllcations, the selection of dnelline units, the st8ning of

dvelli.g leases, noving assierEents, and preperation of tenEnt handlook€.
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60. VINDINE UP CONSM.UCEION

Sefore making final paJrnrent to 6!y coDtlactor enDloyed In connectioB

rrith a project built eitb USga ald, tbe local authority nust furnlBh the

USEA a Oertificate of Oompletlon (see p!, _, Deslgn Msnuat ) $rlth

respect to the co[tract ia qu€6tlon, and Dust obtaj.n from the cotrtra.ctor

a oertificste of Release. Soth of these tloqhents Ehoulal te alre!fi up

aloBg th€ liaes of specioea forhs aval1ablo froE the USEA.

UpoD USEA requost, as proviil€d ID the rrTerms, CoveDants, aad Cotrdl-

tiotl6r! of tbe load and..Lnnual contrllutions coDtract (s6e Apretrdr'x c,

p. 

-), 

the Ioca1 authorlty wI1t Eot tnake final I)a)'neEts to a.ny cotr-

tractor uEtil after recoEDendatiolls of the USEA hsve beeB recBiYed as to

any construction itens \,,hich shoula be cortecteA.

ltlhen the USEA is sati.sfletL ths.t Eubstantiafly tEe ontlre statutory

proJect is rea.dy for occu?ancy, a vlri.tten Occupancy Notice vtll pronptly

be glveq both the local authority anal the fi6ca1 agent by the RegloIlal

off ic€. (tr'or defini.tioE of a rrststutory nrojecttr see sectioD 8' p.-. )

As soon as the local authority is satisfied that the ileveLoPDent of

the proiect }la6 }ee! properLy coEptetea aDd that tbe costs of developDent

have been paid. iE ful1r a ceitlficate to this effect (see AccolrDts i'lanual'

p.-) shoula te furDlshed both the USEA sbd the fiscal a€ent by the

loca] authority. X'or ttetaifB as to the aphioo which ,oust accoEPany thl3

certlficate, reference should be Dade to the trTerns' Covefla.nts' and

ContlitioEs't of ihe Loan srld tnrual Contributj.ons CoDtract.
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l{he[ever the USLt is satigfied that the requlred stateDeDt6 bave beeD

6ubnttted In ss,tigfactory fotu s.nal are correct, 6ndl that there ale no dle-

fect6 or lngdequacies ltr structure or oquipDent vhich Bhoulil be rengalleti

aE a part of the aleveloT,neot of the project, a wrltten notice to th16

effect, knot,rl a6 the Physlcal Completlon Notlce, !1111 be givea }otb tho

loca1 authority aJra the fiscal a€e!t. This notice lril1 serYe as coDclu-

eiv€ ell,deDce of tho USEAT6 aleterBinatloa that the local euthority haE

observea a.BtL fuulued all of lts coveDants anal agEeeEeEt6 sei forth iE

the IJoe.D atral AnEual Coatrihtions CoDtract relative to the develoPnent of

the proJect,

As sootr as practicabl€ after 8lvlag the ?hysical CoEPletloa Notice'

the USEA 'ri}l alBo give written aotlce to the loca] authorlty anal the

flscal ateBt 6hoi{1Dg the -A,ctue1 DevelopDent Cost of the proiect' ae de-

ternltrea by the USII3.,
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61. qM4IM

Ulererer feaslbl-e, Drojects built vith USSA aid will have hsil s6c-

tions of aue1llng unltE opened. for occu?ancy Iotrg before occuoency o"

?hy61ca1 CoDpletioa Notices are give! by the USEA. Local authori.tles

shoulal Eake every effort to attai! fu11-f1ed.god., 100-perc6Et occlrpaucy a6

loDeiliately as po6Eltle after aI1 dr{el1iEg u!1ts becoDe avBilstle.

The Deslgr afla MsDageDent Manusl6 coDtalE deteileal iDsta_uctioE8 aE

to altelatioB6 anil betterfieDts and ae to budgetlDg co6ts of operatlng

Ber?lceE, duelllle utillties costs, and repairs, nainteEaEce, anil rePlace-

nent s.

I'or a dl6cu6sion of iEsllrsnce colaerages requiteil alurlag project oper-

atioa, 6ee SectioD 50, !p._.
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61a- @EPlIIliG RTOPIS :-EOjiIF.J

Detaileil reeomneEdatioEs are contalreal ln the Marageoeat !ia.nuE1

(pp._) to gulAe 1ocs.1 authoritie6 In the prepar'alloE and subEissloE

of UsrageEent Report6 oE project ole"at1oE.

These reports baye 6ev6ra1 functlons. First, they Eake currently

avalLable to the USEA the infornation thich it needs to fu1fi1I lts ilutle8

ullaler the Jnited. Stales I]ouslna Act and to asslst locaL authorltles in

the eaecutlotr of their ira.a.genent Prograns. Seconil, they present' ln e

reailiLy avallatLe form, the inforrdatlon Ehich the Eenbers of a focal E,u-

thorlty Deetl for their review of na[ageEent actlvities. tr'lnaUy, the

reports nake availsble to the eB.Ioyees of a local authorlty coDcerDed

wlth man eE€nt, particularly those acting in superviBory capaclties, tbe

inforEation which thei. need to evaluaie thelr own lgork as r'eII as the

work of thelr subordlDates.

ihere follows a List of all the eanagemert reports which are requir€d

and the tlEe these reports are to te subritled, Copies of alL r€lort

fotu6, together rith iDstructloDs for preparlng ti,eD, are incluileal ID

elther the MsnageEeni Manual oi the llanual of Acco'uis. Local authori-

tles v111 te fumi,Eheil xlth an inltlal supply of report forms uroll request

to Regi onal offlces,

The nur,ber of copies sp€clfied for each report to be submltted ls

the nunber to be furnishetl the UStiA. fhe nunter of copies of each report

to bo preDared Bhould be ileterElned in accorCalce riih lroq nany coples

the locai authorit:r' deslres to retaln for its osn u6e.
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(1). nnaacfat Reports. All neces6ary lDforEatlon oD

flnaacial reports is lncludeal 1n the MsDual of Accounts, rhich

shoul(l be carefully revlewed by l-oca-f authoriiies et thig 6t e,

(2), xeports on Appflcatlons (xorn USEA-841) anal op leasl.pe

aDd occupaDcy (lorE USH.{-840). These reports are to be 6ub[rittad

reekly ln tripllcate untll 97 percent of the uDits in the project

are occupleaL by tenants, and, thereafter, Eonthly 1n trlpllcate.

ports ar€ to be 6ubml.tted monthly as requlred ln accordance slth

the attachetl inEtmctions. OnIy one co!-7 of each report is

DeceESa! y.

( 3). Reports on Pro genants (?orn USif4-41). ihe6e re-

\+/, Repor! on Fretdlses YecEted. (Iortr U5H*-836). this

report 16 to te Gubnitteal Eontlty. oEIy one ca-Ey 1s Dece6s&ry.

(5). neport on Copllunlty Actlvlttes, Service6, andl !ac111-

!19! (l'orm USH.&-839). Ihis report ls to be subEltted quarterly

1n tripllcate for U1e qD.a.rters endlnt leb!:uary 28, May 31,

Au8ust 31, and Novedbor 30, (Ihis report is to be subEltteil for
quarteis different froo those establlEheA for quai.terly finatrcial

reports ln ord.er to spaea(L the clerlcal work involved, and beceuse

loany conEuDlty activltles tend to divide naturally accordlng to

the four seesons. )

(6). Operatton aEd Malntenarce !4gElLry Report (tr'orD

US{A-83?). BrI6 report 1s to }e sutEltted. Eonthly ln trlplicate.

(7). Dlgtrlbution of iabor trionthl,J !9!94 (porm USHI-838),

thls report 16 to be su'onltted Eonthly in trlDllcate.
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(8), leport or, iranageEent B!@194q (l'orD USHa-391).

Tliis relort ls to be BubDltted in tiipllcate as requireal.

]ll.1 reports due (ineLudlne flnanclal reports), other than reportB oD

apollcatiors snd on lesslnB anal occuDaDcy, sho,rlal be placsd ln oDe eDYelope

anal forEaxded by the local authorlty to the appropriate USHA R€gtoDal

offlce ty not later than the fifteenth alay fo11ot1nE the end of the nonth

(o" last month of the guarter) covered by tlie reports.

Reports on aplllicatlons and on lea.slng eDd occuD6Icy shouLdl be

hard.lea in the 6aoe loanner a6 other reports after 97 percent of the unlts

ere occrapied. Prior to the time 97 Dercent of tbe unltB are occupiea,

the reports are to be ser,t to ihe a1|roprlate Pegional office so as to Ie

teceivetl not later than luesday of the lreek fotl-olring tiat covereal ty the

reports. fhere tenant selectlon for several projec+,s ln one clty is belng

conducted. froD a central office, the 1oc€l- eulhorlty oay subolt oDe report

on applications to cover all projects, anal indivlilual reports on leaBlng

6na occu-Dancy for each ploject,
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59b. I59 MAJAG3UaII PROGPA,I{ loR FlCUX.i,ilIt F!!Io!S

It is contenplated that esch ]oca1 authorlty llilI nake a coEpleheD-

sive review aaEually of its policies atral proced..ares anal resultlng expensoa

of ad-oiEistratioB for each proJ€ct. DuriEg such legular aEEIaI revleo,

all policies end proced.ures sboulal be exB]lined. erltically 11 tbe }ight of

increasiEg experlence.

It is expected. that noalificatlons can _oe 
made k'hich ulll aaiDtaln

rent6 at levels approlriate to the current rent-payiag abillty of lolJ-IE-

eome faEllies aEd, at the Eane tiner acllie?e essential staDdardB slth

eleater ecoBoEies lE tr)roj€ct a&.3iDistratioE so tbat aBnusl coetributioDB

Eay be lowereal proglesslvely.

Tbe procetlule for the prelaretioD, subnissloa, alprovalr add aaoptlo!

of the MaDageroeEt Prograe for eacb reguLar atrars.I Bud8et ?eaiod (see Maa-

ageDeDt MslluEl- r !p._) ls as follovs !

(I). At lesst three Eontbs before the start of the nett Sud.get

Perloal the looal au,thority will srlbElt four copies of its lroposeil Maaage-

ment Resolutlon for Euch perioal to the appropriate RegloEal offIce. this

proPoseal MaEagenent ResolutloB r,i1ll aot have beeo adoPteal by the locaI

autbority but wiU Eerely baee been spproeeal for subnlsEloD to the USEA.

(2). {ithin a noDth after recelpt, the USSA rdlf notify the Iocal

aut,hority either that the proposeal ManagetseEt Resolutloa Beets !,rlth tbe

aPproval of the LGHA o! that it kiII &eet lrith USP.A appxoval if Eodified.

1o a specif ied Eanaer.

(s). *fter receipt of Ust{A u.Eqrallf l ed or conalitloo4l approval, the

loca} authorlty, after conBi.d.eration of leceesary oodlftcatlons aaal afte,
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an7 reLewant il:scussioDs with the USPI,, wi.U ad.o?t the resolutioE shlcb

tiren establisaes the l":anageEent Progran fo! the folloelEg Budget Petiod.

(4). After adoptlon of the resolution in a forro oBtisfactory to tbe

UsE-{, the Iocal authorj.ty v,iI1 tratrgroit four coples to t}re Regloaal offlce

of the USEI", together with four certified. copies of (or oxtracts floEl) tbe

Einutes of the Deetitrg at i,hicb the resolrrtloo va6 aiLoptea.
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61c. llxlrl !.EYI $_ cx ljd{!c-gl3j!.?R0oBnl{ EBCulIoil

At the convenionce of €ach local authority, arrangenonts will !e

Eatle aluxing the first anal sutsequ€nt Sud.get !6rlods for 0SII.i maEageinent

aalvi6ers, aualitors, arld 6teff s!€ciallsts to teview project adnlElEtra-

tiol1 in the field. The extent a-od th6 nature of 6uch fleld revier rd1l

b6 kept to the absolute niainu.o necessary to aa6ur€ the re8uler payloent

of annual- coltritutions. Ir1 8enera1, 6uch field raYlev vlII Ee}-ve to

sunDlenont the review of perlodlc reDort6 to be nade ty Local author-

iti€s in s.cortla[ce with instructioEs containeal in tho ManageoeDt Matrual

( see also Section 6La).

Sulsequont to the first Suaget Period atrd. exceDt irhere such ro_

ports intlicate the n66dl for nore freqirent vi61ts, the fie1tl revl€w uilL

nonoslIy be xoails aluring lhe three-noDth lntewal iEEediately precetliDg

eEch Buccessive anaual Sudget Perioa,
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62. 0?XE-{TI01i 0I P1'{A HoUSIIj-G DMSlol; ?-{oJrCTS

Detg,iLe,f recoroneld.atlons and reouiremetrts concerning the o?erEtiou

of Pl{A llouBing Iivi6ion lrojects transferred to the USEA by Executivo

ord.er ln 193? antl subseqtlently 1eas6d by local autholities, are con-

tB.inedl in the Managenent Nanaal (pp,-) end in the Accounts Maiual

(pp.-). Coples of the fiEaDclal anal Eenagenent report6 requiretl to

be filed uith the USH.A, ero iacludoA, a1on6 lJith instructions as to their

lreparat ioD aaal subni salon.

142001 E 480



lPpf i\DI X A.

EEE UNIEID STATTS IOUSI }D ACT OT ].937, AS AMI}OID

(to be reprinied. Ir' fuft)
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APPEMIX 3.

j,.ABoR r.A!?S PERLI,IM te m USiiA PRoGXiU

1, I?ages

2. Hours

3, Ilo rLne!'s Corpeilsatlon

4. lntinldation

(!. aa reprlnle.a rn lull,,
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APPENDII C.

PART rT0 Cr IlE CoN'fIlrICr I'oR loAli AIJD l.lilTUI-L

CoNT IiUII01,:; : rrfERI:S, CoVZI,IA\IS, .q]]! ColiDIIlolisrr

(to be reDrilrted ln fuU)
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.APPIIDII D

1IST OF iISitA TORMS G!1E.%!&Y USID }Y LOC.AT AUTHOiIEITS

SOBM

NUMBER T IrI,3

t

usEi,-213

usILr-402n

USE.I-4023

IlSEri-4023-1

rusH4-41

usHr,- 48

uslta-104

usHA-150

Report oD Project Eenant6

iteekly Pay RoIl (leased. lilA plojects)

l{onthly llectrlcs.l CoDsunptlon Repolt

fncome & llBense - Budget Coatrol State-
oelt (Ieased P:;A plojects)

lnpl,ysis of Expenilitures & Budget CoEtroI
St. t6nent

RequisitioE for 4dva-nce loan ( leguLar requi-

Requisition for rLlvence troan (u6e(L for teE-
porary fiaancinA)

Requisltion fo" PaJEent of PriBcipa-L oD PUF
chase of TeEpolary Serlos ! EouEiEg .luthoF-
lty Sonds (usoal for peflBeDent fl.la-ociDg)

Requisltion for Payroent of Accrueal IDtereai
on Purchase of ToEporerX, Serle€ 3 Eou6lDg
Authoriry Sondg (used for pen[arent fiEanc-
1nc,'

la-rld AppraissL Report

Archit ect I s Contrpct ('rtlth Supe"visioE)

trchltectl s CoDtract (Without SupelvtsioD)

Srea.ltilola of AttorBeyr s tr'6e6 and le6al lr-
peEs€s ia Sulport or' Bequl.Eition fo! loa-E

ieport of Eliatpetion of Ullgafe or I!6a.Dl-
tary Dt{€IIilgs.

484

usxa-216

usEA-349

usEA-376

uslia-37&r

*-usIIA-391

usI{a-402

Certir_lcate of Pu4)oses

Eeal Xstate SettleDeDt Record.

I;otice of IEtent to Yacate

.ldvice of Intent to Vacate

Report on l4alageoent Problens

usEA-424

usHJl-426

usli.a-4z?

usE4-440

usEa-444
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IC8I.1
NU}f3'A TlTI!

!

usrA-460

Ils86,-611

usEA-512

usEA-518

usEA-533

usHA-536

usEA-614

usHA- 6t 9

UStsA-655

usEA-^73

usEA-674

u6EA-825

usEA-82?

.usE.t-836

.usHA-837

,usEA-838

.usI{A-839

lUSEA-840

rusBa-841

usEA-853

Insurance IrJot oatlon

P-eport of Accident

levolopoeDt Cost Sudget

Rcport on nacls.I ieploy:leDt

Le!d. Applaisal Record.

$eekly Report of !6ntl Lcquisitlon

t'lnF1 x]stiEate of Eotal DevelopBent Cost

ComputatloD of fotal Devel-opEeEt Costs

Incone & lxpense - Sudget Control StateEetrt

Appraiserr s Recoral

!s.te o! loca] ?ubIIc Eouslng Agency

Mlnute6 of Contract A$ard },leetlng

Inf or:EetloDal Expense SuC.get

!ocel Bulldi:lg Costs Survey R6?ort

Notice of lxemi6es Vacated

Operatlon a }iqlEtensrce I'(oDthly Beport

DlEtributlon of Labor lronthly Report

CoDinrlity Act tvtttes, Servlces, and lactlttleg

leeBiDg & ocs.rpdrcy Report

Report on AppLlcetlons

Statenent of !stilaaleal lverege Altrual Incooe
a-ad. lxpense

Cortificate RoLs.t1Dg to local Cotrtriln]tlolra R6-
ceLv€d

CoEputatiotr of local ContrlbutlonE Receivetl

usrrA-882

usEt-882A
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IOXM
NUIIBER T ITLN

usEA-883

usEA-885

usEA-921

Resolution Restrl,ctiEg TeneEcy to Cltlz€tta

StatedGEt ss to Ilocs.l ContrilrutloEs

,

Monthly Report of Capital Sorrolrir€g, Depo.lta,
snil SaIaEce6 lu DeyoLopnent Futrd.

USEA forEls lriLl geBeralLy be fural6heal loca.f autborltlea, as

E€eil€tl, ty the Reglonal Offic€s. fith rospect to c€rtain fore6 ('),

however, lt shou].d be noted. that Re6ion€1 Offlce6 wlll fulEi6b

qudttltles 6uJficlent for three bonthEr olgrstlon oDly. All of th€se

partlcular foras (see below) are stocked by the GoyemDent PrlntiDg

office and oay be purchasoc bl' local euthoritleE as neealoal for pe-

rioils teyonil the itritial three DoDths. As an sl,terDative, 1oc6L arr-

thorltleB are, of courEe, free to hav6 these forEs prlEted locally,

if they 60 ilesire.

',lhere any of these ite!06 E.re ordored froo the GoverEdeEt lrlat-

iDg 0ff1ce, Iocal authorlti€s shorr-d sutl:rit their request6 d.lroctlyr

i.Il vrlttng, e4c1o€1ng a check ln an a-lroult equel to the coet of th€

fot'EB ortlereil, baEeil on tbe follorriD€ prlc€s!

USEA
USE.A,

USII'A'
USHA
USIIA
USEA
USIiA
USHA

!o ro
ForEs
tr'ordl
Iort
tr'onn
I'orD
I'orE
,ofin

4!

a37
838
839
840
84r

35 per
30 per
35 p6r
35 per
4I0 per
50 per
30 per
30 per

$0.

I

100
100
100
100
100
1Oo 6€ts (thrse sheetB eact!)
I00
ro0

14200r E 486
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