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PREFACE

This note was prepared for the Office of Policy Development and 

Research, U.S. Department of Housing and Urban Development (HUD), 
contains the full text of the handbook approved by HUD to guide the ad
ministration of the allowance program of the Housing Assistance Supply

It

Experiment (HASE) in Brown County, Wisconsin, now that the experimental 
stage of the program has been completed.

Similar handbooks governed allowance program operations throughout 
the term of the experiment in both HASE sites, Brown County and St.

They were published in limited quantities for*
Joseph County, Indiana.
use by those directly concerned with the design, administration, and

HUD, The Rand Corporation, and the staffs of the twoanalysis of HASE:
housing allowance offices (HAOs) responsible for administering the pro-

The purpose of this publication is to make the 

program’s rules and procedures available to a broader audience, 
should prove useful to managers of other programs with similar adminis-

gram in the two sites.
It

trative functions as well as to researchers interested in the primary
tools of the experiment.

We chose to publish this postexperimental version of the handbook
First,as a Rand note, rather than an earlier one, for two reasons, 

it does not include much of the detailed material on personnel manage
ment, accounting and other general administrative practices that appeared 

in earlier versions, material we judged to be of little interest to those

The Brown County Rousing Allowance Office Handbook, Brown County 
Housing Allowance Office, Green Bay, Wisconsin, May 1974, and The St. 
Joseph County Housing Allowance Office Handbook, St. Joseph County Hous
ing Allowance Office, South Bend, Indiana, March 1975. Except for a few 
obviously required differences (e.g., site-specific standard costs, site 
labels) the text of both handbooks was the same. When changes were made, 
they were approved for implementation in both sites, usually at the same 
time.

A postexperimental handbook is also being prepared for the St. 
Joseph County program. Again with the exception of obviously required 
differences, its text will be the same as the Brown County version that 
appears in this note.
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Second, it does retain stan- 

the allowance program, and due to recent 
clearly than previous versions.

directly involved with the project, 
dards and procedures unique to 

editing, it explains them more

Inot

i

*
PROGRAM AND THE SUPPLY EXPERIMENTTHE HOUSING ALLOWANCE

Housing Assistance Supply Experiment was designed and operated 

the market effects of a full-scale, long-term housing

In the experiment, monthly payments are made directly

The i

by Rand to test .

allowance program, 
to low- and middle-income households to help them meet expenses within

}
■

The amount of the payment is calculated toexisting private housing, 
fill the gap between the "standard cost of adequate housing" in the com- !
munity and one quarter of the household’s adjusted gross income. Home

owners as well as renters are eligible for the program, 

change tenure and move to whatever housing they choose in the program 

area without interrupting their assistance. As long as they receive 

payments, however, they must live in housing that has been inspected and 

approved as meeting basic housing quality standards. This requirement 

earmarks the subsidy for housing and thus distinguishes the approach from 

that of a pure income transfer program.

Program enrollment has been open to all eligible households in two 

metropolitan areas with contrasting market structures. The first, Brown 

County, Wisconsin (metropolitan Green Bay), has had a persistently tight 

market because of rapid growth in employment and population.

}

Recipients can

:

:

\

Its total
population in 1974 was about 170,000 (48,000 households); only about 1 
percent were members of minority groups.

:
4

The second, St. Joseph County, 
Indiana (whose central city is South Bend), had a population of about 
240,000 (76,000 households) in 1975. Manufacturing employment declined 

sharply there after World War II, resulting in population loss, 

central city has a large surplus of deteriorated housing, and a large 
minority population.

i*

i

The

In each site, the program has been administered by a separate non
profit corporation, a housing allowance office (HA0), which works under

*
and statusrisCfounf ’

Supply Experiment, The Rand Corporation, R-2544-HUD, May 1980.
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Under Section 23 of the U.S.contract to local housing authorities.

Housing Act of 1937, program funding was committed for a ten-year op-

The experimental phase extended from the dates the funderating period.
ing contracts were signed through the end of the first five years of open 

For Brown County this period was March 1974 through Juneenrollment.
1979; for St. Joseph County, September 1974 through March 1980.

4

this phase, Rand employees held a majority of the positions on the Board 

of Trustees of each HAO and controlled HAO activities to ensure conform-

*
During

At the end of the experimental period, 
Rand relinquished its control to local residents who, as trustees, will 
direct program operations for the rest of the ten-year operating period.

During the five-year experimental phase in both sites, 26,253 

households enrolled in the allowance program and 20,912 received one
A total of $32.2 million in housing allow

ance to experimental requirements.

or more allowance payments, 
ances was paid out to those households.

HANDBOOK DEVELOPMENT AND STRUCTURE

Rand staff in the Supply Experiment's Field and Program Operations 

Group (FPOG) were responsible for designing the program's administrative 

systems and implementing them in both sites, 
with a variety of experts for advice in formulating program rules and 

Working with the newly hired senior staff of the Brown 

County HAO, they completed the first draft of the handbook in early 1974. 
They also developed more detailed technical instructions for several 
functions in a series of manuals; most important were the Instruction 

Manual for the Enrollment Application and the Housing Evaluation Manual.

In 1973, FPOG consulted

procedures.

*
Open enrollment began in June 1974 in Brown County and April 1975 

in St. Joseph County. In each site the period between the execution of 
the funding contract and the start of open enrollment was used for HAO 
staff recruitment, training, procedures testing, and other start-up ac
tivities.

**
The initial text and all subsequent modifications to the handbook 

were reviewed and approved by HUD prior to implementation. Prior HUD 
approval was not required, however, for the more detailed operations 
manuals.
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staff from the St. JosephIn late 1974, the team was joined by new

County experience to that point and modi—County HAO; they reviewed Brown 
fied the handbook prior to the

After that

start of open enrollment in St. Joseph 

time FPOG and HAO staff reviewed field 
in the handbook manuals as

County (April 1975).
performance regularly, refining procedures

In addition, FPOG issued 229 policy clarification memo-appropriate, 

randa

is ting rules.
istrative systems as defined in 1974 and 1975 changed very little over

(PCMs) during the experimental phase to interpret or modify ex-
The basic admin-Most of this was fine tuning, however.

the next five years.
The handbook contains 18 chapters, of which the first 2 are most 

Chapter 1 (introduction to the handbook) cites sources of 

authority for the operation of the program (experimental design docu

ments, statutes, contracts), and outlines the procedures for handbook 

changes and who must authorize them, thereby identifying those responsi-
Chapter 2 (Program Standards) contains the 

basic definition of the program itself; its sections specify required 

HAO administrative functions, eligibility standards, housing standards, 

rules for determining payments, and procedures for setting and revising 

the standard cost of adequate housing.

important.

ble for program control.

*

Chapters 3 through 9 contain procedures and guidelines for the fol
lowing administrative support functions: HAO organization, staffing, 
and interagency relationships (3); contracting and general administra

tive services (4); personnel practices (5); budgeting and financial 

management (6); staff training (7); guidelines for transition to local 

control at the end of the experimental phase (8); and outreach and pub
lic relations (9).

Chapters 10 through 18 define rules and procedures for those 
functions unique to the allowance

HAO

enrollment processing 
(10); client income verification and eligibility recertification

program:

(ID;
housing evaluation (12); payments processing (13); the client appeals

*
Program funding contracts reference Chapter 2 as the basic 

of program rules, and specify that any change to this chanter 
would substantially alter the p
housing authority.

source
which

program must be approved by the local

wmm
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process (14); client termination and suspension (15); computer systems 

operation (16); housing and equal opportunity information services (17); 
and equal opportunity support services (18).

CHANGES IN THE POSTTRANSITION HANDBOOK
Housing authorities and other community leaders in both sites 

favored continuity in program operations after the transition from the
Therefore, most of the rules andexperimental phase to local control, 

procedures in force throughout the experimental phase were retained in
this version of the handbook. However, some changes were either nec
essary or convenient for posttransition administration of the program. 
The most important are as follows:

All references to The Rand Corporation and to Rand's control of 

the program were deleted.
A new section was added to Chapter 2 itemizing the posttransit ion 

methods for updating the standard costs for fuel, utilities, and hous
ing. During the experimental phase. such updates were based on Rand 

analysis; therefore a new method had to be devised for implementation 

by HAO staff after Rand's departure.
Many detailed forms and procedures for administrative support func

tions in Chapters 3 through 6 were deleted, but general policies and 

guidelines from the experimental phase were retained. Those procedures 

were originally much more detailed than is typical of regulations for 

a HUD-assisted program, to afford tight control of the experiment. How
ever, HUD agreed to allow the HAO greater flexibility in handling these 

functions after the experimental phase was completed.

*

•k
The complete text for these changes was provided in four Rand 

submissions to HUD: (1) changes to Chapters 3 through 9 (covering 
letter from G. Thomas Kingsley of Rand to Howard M. Hammerman of HUD 
dated 9 April 1979); (2) changes to Chapters 1 and 2 (letter from 
Charles E. Nelson of Rand to Roy Santos of HUD, dated 7 May 1979);
(3) changes to Chapters 10 through 18 (letter from G. Thomas Kingsley 
to Roy Santos, dated 18 June 1979); and (4) additional changes to 
Chapter 1 (letter from G. Thomas Kingsley to Roy Santos, dated 
11 September 1979). Final HUD approval was given in a letter from 
Patricia M. Jameson, Acting Area Manager of HUD's Milwaukee Area Office, 
to B. F. Paruleski, Executive Director of the Brown County Housing 
Authority, dated 8 February 1980.
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Since Chapter 8Ts rules for transition to the post experimental:
phase have been implemented, that chapter was deleted entirely.

Large portions of Chapters 7 and 9 originally provided special in

structions for training and outreach during the experiment s start-up 

These sections were deleted and the remaining text modified toperiod.
provide more appropriate guidelines for ongoing operations.

Chapters 10 through 18 were modified to improve clarity, but most
References

:
■

i detailed procedural specifications and forms were retained, 
to specific job titles and organizational units were deleted throughout. 
Processing instructions initially specified tasks and who should perform 

them, by job title; this was considered too restrictive for the post- 

experimental phase, which will probably require more adjustments in per-

i

1

i sonnel assignments.
In Chapter 11 of the original handbook, the sections on semiannual, 

annual, and special recertifications were covered very lightly, as was 

the review of information possibly misreported by clients, 
in these areas have been expanded to provide the same degree of detail 
as those concerning the enrollment process.

In Chapter 17, Housing and Equal Opportunity Information, sections 

on structured group information sessions were shortened because there 

was less demand for the service than had been expected, 
other methods used by the HAOs to help clients learn how to meet program 
requirements were added.

1

Instructions

Materials on

:
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I

I
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!

All
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1.01(1)

CHAPTER 1.00 - INTRODUCTION TO THE HANDBOOK

1.01 - INTRODUCTION

01 - Purpose
This Handbook is the official document through which the Housing

Allowance Office of Brown County, Inc. (HAO) promulgates its statements 

of objectives and policies and its basic operating procedures concerning
The Director of the HAOthe operation of the housing allowance program, 

is charged by the HAO Board of Trustees with the implementation of the

provisions of this Handbook, 
as required for the proper and efficient implementation of the policies 

and procedures described herein.

The Director will issue staff instructions

02 - The Allowance Program and The Supply Experiment
The HAO is a nonprofit corporation which administers the allowance

The program was initiated in 1974program in Brown County, Wisconsin, 
as a part of the Housing Assistance Supply Experiment, designed and
operated by The Rand Corporation under contract with the Office of 
Policy Development and Research (PD&R) of the U. S. Department of Housing 

and Urban Development (HUD). 
phase of the program was complete, The Rand Corporation relinquished its 

control over the program, and HUD's Office of Housing (OH) replaced 

PD&R as the HUD office responsible for continued monitoring, 
program now operates solely in accord with the provisions of the Handbook 

and the governing documents specified in Section 1.01.03 below.

On July 1, 1979, after the experimental

The allowance

03 - Governing Documents

This Handbook describes the policies, regulations, and procedures 

that are to guide and control the day-to-day operations of the HAO. 

Other documents set forth the more basic agreements governing the con-
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duct of the allowance program; the Handbook has been developed so as
These documentsto be consistent with these fundamental agreements, 

include:

o Annual Contribution Contract (as amended) between HUD and the 

Brown County Housing Authority, March 14, 1974, specifying the 

terms, conditions, and guidelines under which Section 23 fund
ing is provided for the allowance program, 

o BCHA/HAO Agreement (as amended) between the Brown County Housing 

Authority and the Housing Allowance Office of Brown County, Inc 

March 14, 1974, which defines the terms and conditions of the 

Housing Authority's delegation of authority to the HAO to 
operate the program.

• s
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CHAPTER 1.00 - INTRODUCTION TO THE HANDBOOK

1,02 - THE HOUSING ALLOWANCE OFFICE HANDBOOK

01 - Structure
The Handbook has been structured to enable utilization by HAO staff 

and revision when required, 
ters, sections, and subsections.
identified by a numerical code as in the following example:

The material has been organized into chap- 
Each part of the Handbook can be

identifies the first chapter
identifies the first section of the first chapter 

1.01.01 identifies the first subsection of the first 

section of the first chapter

1.00
1.01

The Handbook is intended to serve as a useful reference to a variety 

of readers—those who require only a general understanding of a subject 
as well as those who require a thorough working knowledge, 
son, the first section of each chapter presents a general description of

the objectives and policies relat
ing to that program element and an overview of its procedures, 

remaining sections present descriptions of the procedures themselves.
For the sake of simplicity in this Handbook, the use of the pronouns 

he/she and his/her are designated as "he" and "his."

For this rea-

the material covered in that chapter:
The

02 - Content
Chapters 1.00 through 3.00 containThe Handbook has 18 chapters.

introductory material and descriptions of program functions, standards, 
organization, and institutional relationships.
8.00 cover the administrative process of the HAO.

Chapters 4.00 through
The remaining chapters, 

9.00 through 18.00, present descriptions of the major program functions— 

the procedures related to the enrollment of, and continued provision of 
services to, the client population.
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03 - Page Identification and Forms
Pages in the Handbook are numbered consecutively within each section.

at each upper rightPage numbers and other identifying information appear
The section code is given first, followed by

I
hand corner of each page, 
the page number in parentheses, 
section of this chapter is 1.01(1); the first page of the second section

For example, the first page of the first

is 1.02(1).
When a page has been modified or added to the Handbook, the date of

For example,the change is indicated below the page identification.

9.04(12) . 
(4/8/74)

All HAO forms are numbered consecutively within the sections in 

For example, 9.04-1 is the first form in Section 

On all forms, the approval date is printed in parentheses following 

the form number.

which they appear. 
9.04.

04 - Changes to the HAO Handbook - Introduction
Consistent with the program1s governing documents, HUD must approve 

all changes to the HAO Handbook and the BCHA must approve all changes to 

Chapter 2.00 which would substantially alter the program. The process of
modifying the HAO Handbook begins with the preparation of a written Hand
book Change Proposal (HCP), properly signed by the initiating organization. 
HCPs may be prepared by the HAO, the BCHA, and HUD. 
the proposed date upon which the change would become effective.

HCPs must indicate

05 - Change Proposals Initiated by the HAO

HCPs initiated by the HAO must be approved and signed by the HAO

Processing depends on the nature of the change and the chapter(s) 

If the HCP is for a change to Chapter 2.00 which the Director

Director.
affected.

b®li®ves would substantially alter the program, he designates it 
''Major Change Proposal".

as a
The following steps are taken:
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The Director submits copies of the signed HCP to all members
The HAO Board must 

formally act to approve, approve with modifications, or dis

approve the HCP.
If approved, the HCP, along with a copy of the HAO Board 

Resolution granting approval, is then forwarded to the BCHA 

(The Director may also forward copies to 

HUD for notification purposes, making it clear that the BCHA 

has not yet taken action on the proposal.)
The BCHA must then formally act to approve or disapprove the

The BCHA then forwards the HCP to HUD and the HAO, either 

approving or disapproving the proposal, along with copies of 
As the HCP relates to a Major Change, BCHA 

disapproval constitutes final disapproval consistent with 

BCHA powers under the ACC.
HUD must formally act on an approved HCP, and notify the BCHA 

and the HAO of its action in writing within 30 days after its 

receipt of the proposal from the BCHA.
The Director implements the change on the effective date unless 
written HUD disapproval is received within the above period.

1.
of HAO Board of Trustees for review.

-

2.

by the Director.:

3.
HCP.

the resolution.

4.

5.

If the HCP relates to a change which, in the view of the Director, 
would not substantially alter the program, he designates it as a "Minor 
Change Proposal". A different sequence is followed:

1. The Director submits copies of the signed HCP to all members 

of the HAO Board of Trustees, notifying them that he will 
forward it directly to BCHA and HUD, unless within 15 working 

days of their receipt of the proposal one of them requests him 

to hold it for Board action.
If such a request is made, the HAO Board must formally act to 

approve, approve with modification or disapprove the HCP.
If formally approved (or not held over), the Director then

The HCP is accompanied

2.

3.
forwards the HCP to the BCHA and HUD.

*
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:-
-

-
Board resolution granting approval or the

that the proposal was not held over,
by a copy of the 
Director's certification:

[ whichever is appropriate.
of the BCHA is required unless the BCHA4. No action on the part 

acts to redesignate the HCP as a Major Change Proposal. If so,

returned to the HAO Director who then processes itthe HCP is
under the rules for Major Change Proposals described above.
HUD action, as specified under Step 4 above for Major Change 

Proposals, is required in either case.
5. The Director implements the change on the effective date unless 

written HUD disapproval is received within the above period.

06 - Change Proposals Initiated by HUD
HCPs initiated by HUD are forwarded to the HAO and the BCHA.

HAO Director designates the HCP as either a Major or Minor Change (based 

on criteria stated in Section 1.02.05) and examines the potential impact
He then prepares a Statement con-

The

of the HCP on program operations, 
taining his findings and recommendations either to endorse or not endorse 
the proposal, 
follows:

The steps for processing a Major Change Proposal are as

1. The Director submits copies of the signed HCP and his State
ment of Findings and Recommendations to all members of HAO 

Board of Trustees for review. The HAO Board must formally 

act to endorse, or not endorse the HCP.

After Board action, the HCP, along with a copy of the HAO 

Board Resolution and the Director's Statement, is then for
warded to the BCHA by the Director.

2.

3. The BCHA must then formally act to approve or disapprove the 
HCP. The BCHA then forwards the HCP to HUD and the HAO
either approving or disapproving the proposal, along with 
copies of their resolution. As the HCP relates to a Major 
Change, BCHA disapproval constitutes final disapproval 
consistent with BCHA powers under the ACC.

4. If the BCHA approves the HCP, the Director implements the change 
on the effective date.
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If the HCP has been designated as a Minor Change Proposal, the 

sequence of action is as follows:

1. The Director submits copies of the signed HCP and his State
ment of Findings and Recommendations to all members of the 

HAO Board of Trustees, notifying them that he will forward 

it directly to BCHA, unless within 15 working days of their 

receipt of the proposal one of them requests him to hold it 

for Board action.
2. If such a request is made, the HAO Board must formally act to 

endorse, or not endorse the HCP.
3. The Director then forwards the HCP to the BCHA. The HCP is 

accompanied by the Director's Statement, and a copy of the 

Board resolution taking action on the proposal or the 

Director's certification that the proposal was not held over, 
whichever is appropriate.
No action on the part of the BCHA is required unless the BCHA 

acts to redesignate the HCP as a Major Change Proposal. If so, 
the HCP is returned to the HAO Director who then processes it 

under the rules for Major Change Proposals described above.
5. If the BCHA endorses the proposal, or takes no action, the HAO 

Director implements the change on the effective date proposed.

6. If the BCHA chooses to review the proposal and does not endorse 

it, the BCHA returns the HCP to HUD formally requesting HUD
to reconsider. The request must be accompanied by information 

which led BCHA to the conclusion that the implementation of the 

HCP would reduce the cost/effectiveness of the allowance program. 
The HAO Director's Statement of Findings and Recommendations, 

with or without supplemental information, may be used for this 

purpose. HUD then reviews this material and either agrees to 

drop the HCP or to require the BCHA and the HAO to implement 

it. HUD must notify the BCHA and the HAO of its decision in 

writing.

-

4.
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!
\07 - Change Proposals Initiated by the BCHA 

HCPs initiated by the BCHA are 

Director designates the HCP as 

on the criteria in Section

The HAOforwarded to the HAO. 
either a Major or Minor Change (based

!

1.02.05) and examines the potential impact
He then prepares a Statement con-of the HCP on program operations, 

taining his findings and recommendations either to endorse or not
i

The steps for processing a Major Change ProposalI endorse the proposal, 
are as follows:I

; 1. The Director submits copies of the signed HCP and his State

ment of Findings and Recommendations to all members of 
HAO Board of Trustees for review. The HAO Board must formally 

act to endorse or not endorse the HCP.
2. After Board action, the HCP, along with a copy of the HAO 

Board Resolution and the Director fs Statement, is then for
warded to the BCHA by the Director.

3. The BCHA may then decide either to drop the proposal or pro
ceed to secure HUD approval. If the latter course is taken,

t

:
i

|

the BCHA then forwards the HCP to HUD, along with appropriate 
documentat ion. If the HAO Board did not endorse the proposal, 
the HAO Board Resolution and Director’s Statement of Findings
and Recommendations must also be submitted to HUD.

4. HUD must then formally act on the HCP, and notify the BCHA 

and the HAO of its action in writing within 30 days after its 
receipt of the proposal from the BCHA.

5. The Director implements the change on the effective date unless 

written HUD disapproval is received within the above period.

i;

:

I

If the HCP has been designated 

sequence of actions is as follows:
Minor Change Proposal, theas a

;
!

1. The Director submits copies of the signed HCP and his 

ment of Findings and Recommendations to all members 

HAO Board of Trustees, notifying them that he will 
directly to BCHA, unless within 15 working days of

State- 

of the 

forward it 

their

f

i
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receipt of the proposal one of them requests him to hold it 

for Board action.
If such a request is made, the HAO Board must formally act to 

endorse or not endorse the HCP.
The Director then forwards the HCP to the BCHA. 
accompanied by the Director’s Statement of Findings, and a 

copy of the Board resolution taking action on the proposal 
or the Director’s certification that the proposal was not held 

over, whichever is appropriate.
The BCHA may then decide either to drop the proposal or proceed 

to secure HUD approval.
BCHA forwards the HCP to HUD, along with appropriate documenta- 

If the HAO Director recommended against the proposal, 

his Statement of Findings and Recommendations must also be 

forwarded to HUD.
HUD must then formally act on the HCP and notify the BCHA and 

the HAO of its action in writing within 30 days after its 

receipt of the proposal from the BCHA.
The Director implements the change on the effective date unless 

written HUD disapproval is received within the above period.

2.

The HCP is3.

4.
If the latter course is taken, the

tion.

5.

6.

08 - Implementation and Documentation
When final approval of an HCP has been received, the HAO Director 

shall issue appropriate instructions to his staff so as to implement 
the Handbook Change on the effective date agreed to. 
maintain a log of all HCPs which have been proposed indicating HAO 

Board, BCHA and HUD actions and dates.
a file containing copies of all HCPs and relevant documentation.

The Director shall

The Director shall also maintain
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CHAPTER 2.00 - PROGRAM STANDARDS

2.01 - PROGRAM FUNCTIONS

01 - Introduction
The Housing Allowance Office (HAO) is charged with the administra-

It executes this responsibility by the 

performance of the functions indicated below in conformance with the 

standards specified in the remaining sections of this chapter and with 

the procedures specified in the remaining chapters of the HAO Handbook.

tion of the allowance program.

|

02 - Client-Related Functions
The following functions are established to implement directly the 

primary objective of the program, the effective delivery of allowance 

payments and other services to eligible households in conformance with 

program standards:

Public information and outreach: A program of public infor
mation and outreach is undertaken to inform potential enrollees 

and residents of the community about the allowance program.
In this program, eligibility rules are described and potential 
enrollees are encouraged to submit preliminary applications to 

the HAO.
Enrollment: The HAO schedules enrollment interviews for

households that have submitted preliminary applications. At 
the interview, program terms and conditions are explained. 

Enrollees provide information to the HAO on their income and 

household status. If the enrollee is determined to be eligible 

for the program on the basis of this information, he is in
vited to sign a Participation Agreement.

o

o



2.01(2)
\
i

’

The HAOo Certification and recertification of eligibility*
reasonable precautions to verify information provided

!
takes
by enrollees and, subsequently, to certify household eligi-

Recertification of eligibilitybility where appropriate, 
for each participant is repeated at least at annual intervals 

and as may be required at other times to reasonably reflect
i changes in income and household status.

Once the Participation Agreement is 

signed, the HAO evaluates the housing unit in which the 

enrollee will reside while receiving allowance payments to 

ensure that all participants live in housing that meets 

basic program quality and occupancy standards, 

evaluates these units annually, or new units if a participant 

moves, so that program standards are maintained on a con

tinuing basis.

Housing information and equal opportunity services:

•;
o Housing evaluation:

The HAO re

ino
addition to the information provided in the enrollment
interviews, the HAO provides housing information for all

The purpose of this program is to 

help make enrollees aware of their housing options and to 

equip them as effective housing consumers.

enrollees who wish it.

•: Special assistance 
is also provided in relation to equal opportunity problems in 
housing.

1

)
Payments: The HAO calculates the amount of the allowanceo pay-

! ment due each eligible enrollee and issues monthly housing 
allowance payments accordingly, 
the enrollee:

Payments may not begin until 
(1) signs the Participation Agreement, (2)

;J

re-!: ceives approval of his lease (renters only), and (3) resides 
in a housing unit that has been certified

>
as meeting program

housing and occupancy standards.

The HAO terminates participants from the 
program when it is determined that they 

with eligibility criteria or other conditions 
or when there is other appropriate

Termination:o

longer comply 

of assistance,

no

cause.

■



2.01(3)

03 - Finance and Administration Functions
The following functions are performed by the HAO on a continuing 

basis to ensure that the allowance program is effectively administered 

and that fiscal integrity is maintained:

Maintenance of records: The HAO maintains a management 
information system, a central records file, and a pro
gram of regular reporting for the purposes of carrying 

out the HAO functions and providing necessary program 

data for research purposes.
Financial management:

o

=

The HAO maintains a systematic 

program for planning, budgeting, and accounting for the 

expenditure of the funds provided by HUD for allowance 

payments and administration.
Administrative services:

= o
I
!
!

The HAO maintains the necessary 

administration and support practices to carry out its 

functions and provide services and benefits to HAO employees. 

Relationships with the community and housing suppliers:

o

o
The HAO establishes and maintains contact with local groups, 
particularly representatives of local government and the 

real estate industry.
The HAO maintains effective audit and review practices 

to ensure financial integrity, regulatory compliance, and 

economy and efficiency of operations.

Audit:o



•- V-'

- ■ ;p. :
- ;Mi

:

■

re- ■*. .■.
•:

:
.

:• -

...
r*

*.

.
?-

.

'

?

•i

i S''.

•> -•

-- -

-
E



2.02(1)

CHAPTER 2.00 - PROGRAM STANDARDS

2.02 - GENERAL DESCRIPTION OF PROGRAM STANDARDS

01 - Eligibility Criteria

To enroll in the Housing Allowance Program, clients must meet 
program eligibility criteria relating to income, assets, household

Clients are enrolled in the program 

after they have signed a Participation Agreement and their eligibility 

has been certified.

composition, and residency.

:

02 - Other Conditions for Assistance

For enrolled clients, allowance payments will begin only after 

all of the following additional conditions have been met:

The client resides in a housing or rooming unit that has 

been evaluated by the HAO and certified as meeting program 

housing and occupancy standards.
For renters, a lease has been signed by the renter household 

and the landlord and submitted to and approved by the HAO. 
The client is not residing in housing subsidized under 
certain federal housing programs (see Section 2.06.02).

o

o

o

03 - Conditions for Continued Assistance

Clients are entitled to receive allowance payments throughout 
the duration of the program as long as they continue to meet the 

program eligibility criteria and as long as the housing unit they 

occupy continues to meet program housing and occupancy standards, 

addition, clients must fulfill the following program responsibilities:

In

Provide accurate information on a confidential basis about 

household membership and income when required by the HAO.
o



p
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I
!

Permit the HAO to evaluate their housing unit annually and 

every time they move.
o

.

The household's responsibilities under the program are fully de

scribed in the Participation Agreement (Form 10.07-1).

i

-

:
04 - Amount of Assistance

%
The maximum housing allowance to which an eligible client is 

entitled is calculated by means of a formula which takes into account 
the household's annual adjusted gross income and the standard cost of

The

s

1
adequate housing in Brown County (see Section 2.10 below), 
formula provides for housing assistance equal to the difference between 

the standard cost of adequate housing (varying with household size) and 

25 percent of the annual adjusted gross income of the household.

\

]

Thus,
.

*
MA = R - 0.25Y

ag

where MA = the amount of maximum allowance entitlement, 
*

R = the standard cost of adequate housing, and 

Y = the household's adjusted gross income.

:

|ag

!In no case, however, may a household receive a housing allowance 

payment that exceeds its actual housing expenses, 
requirement is met, the following formula is applied to determine the 
actual allowance amount (A):

To assure that this
V

-
$

maximum allowance entitlement
A = whichever is less.or

}actual housing expenses *

(See Chapter 13.00 for procedures to be used in determining a house

hold's actual allowance pavment.)
I
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For renters, actual housing expenses are defined as contract rent 
plus the standard cost of those utilities not included in the contract 
rent. For homeowners, actual housing expenses are defined as the actual

^Sf
amount of mortgage payment and property taxes and the standard cost of 
insurance premiums, utilities, and maintenance.

05 - Advances
Advances may be made to clients to cover full or partial costs 

of security deposits required by landlords or utility companies 

(excluding telephone). The amount of the advance may not exceed the 

amount of two months rent or four monthly housing allowance payments. 
The advance may be repaid to the HAO by reductions in the household’s 

monthly allowance payments over a period not to exceed twelve months.
Advances for security deposits are only granted when the deposit 

is an established and standard procedure of the landlord or utility 

company.

06 - Duration of Program
The duration of the Brown County Housing Allowance Program is 

ten years from the effective date of the Annual Contributions Contract, 
Therefore, the program will continue until March 14,

It is intended that all of the program standards described in 

this chapter will remain in force throughout this ten-year period, 
although it is understood that modifications may be required from 

time to time based on changes in law or policy decisions by the U.S. 

Department of Housing and Urban Development (HUD).

March 14, 1974. 
1984.

*
Interest payments on second mortgages, home improvement loans 

and all other loans secured by the property are also allowable and 
are added to the amount of the mortgage payment for this purpose.
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CHAPTER 2.00 - PROGRAM STANDARDS

2.03 - INCOME ELIGIBILITY CRITERIA AND RELATED DEFINITIONS

01 - Income Eligibility Criteria
To be income-eligible at the time of enrollment, a households 

size and adjusted gross income (see definition below) must be such 

that its maximum allowance entitlement is not less than $10 per 
month.

Once enrolled, households continue to be income-eligible as 

long as their household size and adjusted gross income are such that 
the maximum allowance entitlement is greater than zero.

02 - General Definition of Income
The household income used to determine initial and continuing 

income eligibility and to calculate the maximum allowance entitlement 
is adjusted gross income, which is defined as total household income 

less allowable deductions.
Total household income includes income from all sources (ex

cluding nonrecurring income) of the head of household and spouse and 

of each additional household member who is at least 18 years of age 

or older, anticipated to be received during the twelve months following 

enrollment or annual recertification, and excluding the income of full
time students (other than the head or spouse).

Specific components of total household income and an itemization 

of allowable deductions are listed below.

03 - Components of Total Household Income
The components of total household income include, but are not 

limited to, the following:

Earned income (before federal, state, FICA and other 

mandatory payroll taxes).
1.
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;
:•
i

i

9 commissions, bonuses, tips,Wages, salaries, fees 
including vacation pay, sick-leave pay, and sever-

! a.

i

ance pay. 
b. Net income derived by household from a business, 

owned individually, in partnership, or in some 

other form (gross business income less business ex

penses) .
2. Grant income.

Social Security payments.
b. Supplemental Security Income Benefits (SSI).
c. Unemployment Compensation.
d. Workmen’s Compensation, illness or accident benefits 

over what was needed to cover expenses.
e. Aid to Families with Dependent Children (AFDC).
f. Other public assistance.

3. Other income.
a. Alimony payments received (not included in AFDC).
b. Foster parent payments.
c. Child support received pursuant to legal order or 

obligation (not included in AFDC) .

d. Education stipends, scholarships, fellowships, or GI 
benefits in excess of what is needed for tuition, fees, 
and books.

e. Recurring cash contributions in excess of $20 per 
month from persons not living in the household or 
from private charities.

Strike benefits, military (housing) allotments, if 
they are on a continuing basis.

g. Net income from rent paid by roomers and boarders 

(gross income from roomers and boarders less 

actual expenses incurred in relation to the 
his unit).

!
whether;

i

;
a.

;

i
•;i

;
i

f.■■

1

;
i amount of
j roomer and

I
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Pensions and annuities (retirement programs for 

government employees or military personnel, 
pensions from private employers, veterans’ dis

ability, etc.).
Cash income from income producing assets.

h.

!

For example:4.
a. Rent on real property.
b. Interest (e.g., from savings accounts, treasury bonds).

c. Dividends.
d. Other cash income derived from asset holdings.

5. Income imputed to nonincome producing assets: i.e., assets 

from which no cash income is derived, such as real property 

that has no rental income. Income is imputed to nonincome 

producing net assets at the rate of 5 percent per year.

04 - Items Excluded from Total Household Income
The following types of income are excluded from the calculation 

of total household income:

Income received by household members less than 18 years of1.
age unless they are head of household or spouse.
Income of full-time students, unless they are head of house

hold or spouse.
Nonrecurring income, such as

Casual, sporadic, or irregular gifts, including amounts 

that are specifically received for reimbursement of 
the cost of illness or medical care.
Lump-sum additions to family assets, such as 

inheritances or insurance payments, including pay
ments under health and accident insurance and 

Workmen’s Compensation, capital gains, and settle
ments for personal or property losses (which will 

be reflected as a change in assets).

2.

3.
a.

b.
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ional scholarships paid directly to the4. Amount of
the educational institution and amounts

veteran for use in
student or to
paid by the federal government to a 
meeting costs of tuition, fees, or books, to the extent 
that such amounts are so used (also affects part-time

students).
5. Special pay to a serviceman who is head of household, 

away from home, and exposed to hostile fire.
6. Relocation payments made pursuant to Title II of the 

Uniform Relocation Assistance and Real Property 
Acquisition Policies Act of 1970 (PL-91-646, 84 Stat. 1894).

7. Allotments for the purchase of foods in excess of the amount 
actually charged eligible households, pursuant to the Food 

Stamp Act of 1964 (7 U.S.C. 2016[e]).

05 - Allowable Deductions
After the Total Household Income has been computed, the following 

deductions are applied to determine the household’s adjusted gross 

income:

1. Ten percent of household gross income for householdsi

whose head of household or spouse is 62 years of age!
! or older, disabled or handicapped; five percent of

household gross income for households whose head of
household and spouse are under the age of 62.

2. Extraordinary medical expenses where not compensated 

for or covered by insurance, defined as medical expenses 

in excess of three percent of Total Household Income. 
Amounts for unusual occupational expenses not

\
j

i 3. compen
sated for by the employer, such as special tools and!

equipment, but only to the extent by which such ex

penses exceed normal and usual expenses incidental 
to employment.

Amounts paid by the household for the4. care of children 
or sick or incapacitated household members when

i
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»<

5
? determined necessary to the employment of head of 

household or spouse, 
represent either: 
verified by receipts or statements from the indivi
dual employed to provide the care; or, where expenses 

are not verified, (b) a standard amount to cover no 

more than 50 hours of care per week at reasonable
However, in no case may the amount exceed the 

amount of income received by the released household 

member.
Exemption of $300 for each dependent, i.e., for each
minor (other than the head or spouse) and for each
adult (other than the head or spouse) dependent upon
the household for support.
Exemption of $300 for each secondary wage earner

The amount deducted shall 
(a) the actual amount of expenses:

-
5-
-

r
t rates.
:
■*

:

5.

6.
(a household member deemed to be a dependent under 
Item 5 above not included). A secondary wage earner 
is a household member 18 years of age or older other 

than the head of household who is not a full-time 

student and who works more than 20 hours per week. 
Amounts paid out by a household member for court-7.
documented child support and alimony.

06 - Income Basis for Calculating Payments
The maximum allowance entitlement is initially calculated at the 

enrollment interview and is, based on a projected annual rate of adjusted 

gross income as of the date of the enrollment interview, 
rate of income (annualized) is used wherever possible to determine 

the projected annual rate, provided that current income is documented 

and represents a steady rate.

The current

#
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i
CHAPTER 2.00 - PROGRAM STANDARDS3

I: 2.04 - ASSETS ELIGIBILITY CRITERIA=
■

5I.
:-
:
= 01 - Asset Limitation
- Households whose total net assets exceed the program asset limits 

are not eligible to participate in the Housing Allowance Program, 
initial program asset limits were set as: 
household or his/her spouse is 62 years of age or older; and $20,000

The program asset limits in force during any annual 

period running from April 1 of one year through March 31 of the next,

The
$32,500 if the head of the

:

in all other cases.

shall be the initial program asset limits as inflated by the U.S. 
(national) Consumer Price Index. Specifically, they shall be calculated 

as the product of the initial program asset limits multiplied by the
value of the Consumer Price Index for the month of December preceding 

the subject annual period, divided by the comparable value of that Index 

for June 1975, rounded to the nearest $100.

02 - Definition of Assets
Assets to be counted against the asset limit include property and 

other capital items, owned by members of the household and by businesses 

owned by members of the household, of the following types:

Real property 

Financial assets, such as 

Checking accounts
- Savings accounts
- Savings bonds and other bonds 

Cash on hand

- Stocks and mutual funds

o

o

All or a part of the net values of the above described assets may 

be excluded where the administrative cost of identifying and determining
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:

the value of the items is high and the effect on allowance payment 
determinations is likely to be small.

03 - Definition of Net Value of AssetsJ

The net value of an asset is its market value less encumbrances, 
such as outstanding mortgages, trusts or deeds, and secured loans.

j

i
i

<

i

!

;
i

;
;
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CHAPTER 2.00 - PROGRAM STANDARDS

2.05 - HOUSEHOLD COMPOSITION CRITERIA AND RELATED DEFINITIONS

01 - Definition of Eligible Household
To be eligible to participate in the program, a household must 

consist of one of the following:

. Two or more persons, at least one of whom is an adult, who 

usually live together, and who are related to each other by 

blood, marriage, or operation of law. 
has an established permanent residence elsewhere may not 
be considered as usually living with the household.)
A single person who is 62 years of age or older, or 18 years 

of age or older who is disabled or handicapped, or residentially 

displaced by a federally proclaimed natural disaster or by 

federal, state, or local public action.

o
i

(An individual who

o

Once an eligible household as defined above exists, unrelated 

persons may count as eligible household members if they live with the 

household and are dependent on it for 50 percent or more of their 

support.
Other single persons between 18 and 62 years of age are also eligible, 

but the number of such households that may receive payments is limited 

to 10 percent of the total recipients authorized for the program under
Because of this limitation, the 

enrollment of single persons will be implemented in stages, with the 

priority in the earliest stages being given to older persons within 

this group.

its Annual Contributions Contract.

02 - Definition of Disabled and Handicapped

An individual is considered disabled if he is eligible to receive 

disability assistance from Social Security and other public programs.
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!

individuals who have a physical or mentalHandicapped persons are 
impairment which (a) is expected to be of long-continued and indefinite 

(b) substantially impedes ability to live independently, and

i
i

duration,
(c) is of such a nature that such ability could be improved by more

suitable housing conditions.
In cases where disability and physical or mental impairment cannot 

be easily identified, written verification from the attending physician 

may be required.

i

03 - Other Individuals Residing with an Eligible Household;
: Other individuals who reside with an eligible household as defined 

above are not counted as members of that household for the purpose of 
determining household size or the applicable standard cost of adequate 

housing, and their incomes are not counted in the total household in- 

They are counted, however, in the application of the program*s 

occupancy standard to the size of the housing unit.
Such individuals may apply for program participation on their 

own and may be eligible if they meet program eligibility standards 

and if the portion of the housing unit they occupy meets the housing 

evaluation standards of the program.

come.

;
i
!

04 - Definition of Adult!J
\ An "adult” is defined as an individual who is 18 years of age or 

older or is under 18 and considered legally responsible.; In households
where there is no adult (as defined), a minor may substitute for an 
adult, provided that he/she has a legal guardian.

05 - Definition of Related Personsj
The following are considered to be related persons:i

!
Husbands and wives.
Sons and daughters.
Fathers and mothers.
Aunts and uncles.

Sons-in-law and daughters-in-law.

o Grandparents and great- 

grandparents . 

Grandchildren and 

grandchildren,
Nephews and nieces.

o
o
o o! great-
o
o o

1
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Mothers-in-law and fathers-in-law. 
Brothers-in-law and sisters-in- 

law.
Stepsons and stepdaughters. 
Brothers and sisters.

Stepbrothers and step
sisters .
Half brothers and half 
sisters.
Stepfathers and step
mothers .
Foster sons and daughters.

oo
o

o

o
oo

First cousins.
Adopted sons and daughters.

o
oo

06 - Definition of Support
Support includes payments for food, shelter, clothing, medical and 

dental care, and education expenses.

07 - Definition of Eligible Household Member
Anyone who lives with an eligible household at the time an eligi

bility determination is made and who qualifies under the definitions in 

Subsection 2.05.01 above, is an eligible household member and is taken 

into account in determining the household's size (as used in establishing 

the applicable standard cost of adequate housing and applying program 

occupancy standards) and its adjusted gross income, 
ceptions to the above rule.

There are two ex-

An individual who is now living with the household 

but who is expected to leave within the next 30 days 

and to be absent for a period of 90 consecutive days 

thereafter is not considered to be an eligible house

hold member.
An individual who is not now living with the house
hold but who is expected to join the household within 

the next 90 days and who is expected to live with the 

household for a period of at least 90 consecutive days 

thereafter is considered to be an eligible household 

member if he qualifies under the definitions of Sub

section 2.05.01.

o

o
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i

i

individuals claimed as dependents for income tax 

be claimed for the purpose of the dependency deduction
However, any 

purposes may
(see Subsection 2.03.05) even though they do not qualify as eligible 

household members by the above definitions.

:
■

;
08 - Definition of Head of Household!

The head of household is an eligible member of a household who is 

an adult and is legally responsible for the household’s relationship
If more than one eligible household member qualifies as 

head of household, the eligible members should designate one of their 

number as head.

with the HAO.i

!

09 - Functions of the Head of Householdi

The head of household must sign the enrollment application, the 

Participation Agreement, and the lease or homeownership documents and 

will be legally responsible for his or her household’s relationship 

with the HAO.
The head of household is also the payee for allowance payments 

and signs all other documents required by the HAO, but he may delegate 

these responsibilities to another adult eligible household member if 

circumstances warrant, e.g., if the head of household is frequently 
out of town.

;

i
| 10 - Students and Armed Forces Personnel

Students and Armed Forces personnel are eligible to enroll in the 

program if they meet the definition of an eligible household member as 
defined in Subsection 2.05.07 above.

}

■

i

11 - Loss of Household Members

If household members die, or move away from the housing unit 
pied by the household and are expected to be absent

occu- 
so long that they 

2.05.07) ,

I
no

longer qualify as eligible household members (see Subsection
the following standards apply:

i
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If the members that remain in the unit for which payments are 

being made include the household head (1) the members that 
remain are treated as an eligible household automatically;
(2) the members that depart are not treated as an eligible 

household automatically, but they may apply and enroll as such 

subject to their meeting all program requirements.
If the household head dies or departs, the right to continued 

payment ceases for the members that remain in the unit unless 

and until they designate a new household head who signs a new 

Participation Agreement.

If the household head moves to a new unit and other members 
remain in the unit for which payments are being made, the house
hold head and other members that move with him may constitute 

an eligible household. However, they must provide information 

on changes in household status to the HAO at that time and 

they will be subject to a redetermination of continued eligi

bility and the amount of the allowance entitlement based on 

this information.
In any case above, if the household remaining in the unit is 

composed of a single person under 62 years of age who is not 
handicapped, disabled or displaced, the household composition 

criteria regarding single-person households will be waived 

until such time as the household moves out of that particular 

unit.

o

o

!
■

! o

1

o
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CHAPTER 2.00 - PROGRAM STANDARDS

2.06 - OTHER ELIGIBILITY REQUIREMENTS

01 - Place of Residence
Only households residing in Brown County, Wisconsin, are eligible

If householdsto receive housing allowance payments in this program, 
move outside Brown County, their eligibility for housing allowance pay

ments will terminate.
Applications from those households who were residents of the above 

jurisdiction as of the effective date of the Annual Contributions Con
tract (ACC), March 14, 1974, (household is defined minimally as head-of- 

household or spouse) are processed automatically on a first-come first- 

Since this experimental program has been planned and 

funded on the basis of household residents as of the effective date of 
the ACC, applications from households moving into the above jurisdiction 

after that date will be accepted but not processed until priority has 

been accorded to households in residence as of the effective date of 

the ACC.

served basis.

02 - Subsidized Housing
Households residing in housing assisted under federal programs are 

ineligible to receive housing allowance payments, but may enroll in the 

program if they intend to move to a nonsubsidized unit. These federal

programs are:

Mutual self-help housing. 

Rent supplements.
HUD Section 202.

Low-rent public housing.

HUD Section 23 leased public 

housing,

HUD Section 235.
HUD Section 236.

oo
oo
o

Farmers Horae Administra-oo
tion Section 502.o
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< Farmers Home Administra-o HUD Section 221(d) (3) BMIR. o!
tion Section 515.

I
Units that have been or will be rehabilitated using HUD Section 115 

Rehabilitation Grants and/or Section 312 Rehabilitation Loans or Home 

Improvement Programs do not fall within this definition of subsidized 
housing.

I
;
;
i

:
i

1
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CHAPTER 2.00 - PROGRAM STANDARDS

2.07 - HOUSING STANDARDS

01 - Introduction
A household enrolled in the Housing Allowance Program may receive 

allowance payments only when residing in a housing unit (or rooming 

unit) that has been evaluated by the HAO and has been certified as 

decent, safe, and sanitary, taking into account both the characteristics 

of the unit and the characteristics of the assisted household.
It is the intent of the program to provide support which enables 

program participants to afford modest older housing of their choice, 
unless the housing chosen endangers the health and safety of the

In most local housing codes, however, many of the standards 

call for "good as new" conditions which cannot always be attained by
Therefore, a unit with minor code deficiencies 

may still be acceptable by allowance program standards.

occupants.

modest older housing.

02 - Definition of Housing Unit and Rooming Unit
Clients may receive allowance payments when residing in either a 

housing unit or a rooming unit as defined below:

Housing Unit: A housing unit is a house, apartment or group 

of rooms, occupied or intended for occupancy as separate 

living quarters, which has: (a) access to the outside of the 

building directly or through a public area within the building, 

and (b) complete kitchen and bathroom facilities for the ex
clusive use of the occupants.
Rooming Unit: A rooming unit is a room or group of rooms, 

occupied or intended for occupancy as separate living 

quarters, which is not a part of a housing unit, and in and of 

itself does not have all of the characteristics necessary to 

be a housing unit.

o

o
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i

! 03 - Summary of Standards
: the allowance program embody four basicHousing standards for

To be certifiable for the program, a unit must:
4

criteria.

o Have adequate living space,
o Have adequate facilities.
o Have adequate natural light and ventilation.

of conditions that endanger the health and safety of

!
■

Be free1 o
i the occupants.

1
I 04 - Living Space

To be certifiable for occupancy by a program participant, a unit 

must meet the following minimum standards related to living space:;

Each habitable room must have a sufficientHabitable Rooms:o
floor area and ceiling height to permit normal activities by 

the occupants and must meet requirements set forth below for 

heating and electrical facilities, natural light and ventila- 

(A bathroom—any room containing an unenclosed toilettion.
or bathing facilities—is not a habitable room.)

Each habitable room must contain a minimum of seventy 
(70) square feet of floor area and have a clear height 
of six (6) feet six (6) inches or more in at least 
thirty-five (35) square feet of the ceiling area. There 
shall be no impediments to normal movement patterns or 
adequate air circulation.

j
i

,
S Bedrooms: Each bedroom must be a habitable room that 

be closed off from all other rooms and that does not contain 

kitchen facilities (except where the space for kitchen 

facilities and their use does not occupy the dominant por
tion of the room) .

o can

:

j
; The minimum number of bedrooms a unit must 

have for occupancy by households of various sizes 
follows:

Occupancy:o

i is as

‘

f
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No. of Persons No. of Bedrooms
Occupying the Unit Required

1 or 2 persons
3 or 4 persons
4 or 6 persons
7 or more persons

1
2
3
4

A unit occupied by more than two persons must 
have one habitable room in addition to the kitchen and bed
rooms to serve as a general living area.

Living Room:o

Following the evaluation of a unit, the HAO will compare 
the number of habitable rooms and bedrooms as defined 
above (without regard to the present or past use of these 
rooms) with the number of persons occupying the unit to 
determine whether the occupancy standard is met. The 
HAO will make no effort to monitor the actual assignment 
of household members to rooms.

!

05 - Facilities
To be certifiable for the allowance program a unit must have the 

following minimum facilities:

A housing unit must contain a

separate and private room (or rooms) in which the following 

are present and in working order: 
basin with hot and cold running water, (3) bath tub or shower

For a rooming unit these

Toilet and bath facilities:o

(1) toilet, (2) wash

with hot and cold running water, 
facilities must be provided within the same building, rea
sonably accessible to and available for use by the occupants, 
and not normally shared by more than eight (8) persons, 
including the occupants of the rooming unit.

A housing unit must contain a kitchen inKitchen facilities:o

(1)which the following are present and in working order: 
cooking stove or range, (2) refrigerator, (3) kitchen sink

For a rooming unit, awith hot and cold running water, 
facility regularly serving hot meals or a kitchen meeting the 

criteria above must be reasonably accessible to the occupants.
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A unit must contain heating facilities 

condition and capable of providing adequate
Heating facilities: 
that are in working 
heat to all rooms in the unit.

o

fixture is required in every bathroom andA heating
habitable room unless the capacity of a fixture in one 
location is clearly capable of heating more than one
surrounding room.

Portable electric room heaters may not serve as primary 
sources of heat.
oil or other flammable liquids are not acceptable as 
heating facilities.

Unvented room heaters that bum gas,

Electrical facilities must be present 

and in working order in each habitable room and the bathroom 

as required for the provision of adequate artificial lighting 

and the operation of necessary household appliances.

Electrical facilities:o

The kitchen must have two separate electric convenience 
outlets or one electric convenience outlet and one ceiling 
or wall electric light fixture with a safe switching 
device.

The bathroom must have at least one electric convenience 
outlet or one ceiling or wall light fixture with a safe 
switching device.

All other habitable rooms must have at least one electric 
convenience outlet.

06 - Natural Light and Ventilation

To be certifiable for the allowance program, a unit must meet the 
following minimum standards:

Natural Light: Natural illumination of each habitable 
cept for the kitchen during daylight hours must be 

to permit normal domestic activities without artificial

o room ex
strong enough 

lighting.

Each habitable room except for the kitchen 
one window facing directly outdoors (or must have at least 

to a sun porch).
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Ventilation: The bathroom and each habitable room must have
at least one openable window or other source that provides 

the equivalent ventilation.

o

07 - Hazardous Conditions
'

To be certifiable for the allowance program, a unit must be free of 
conditions that endanger the health and safety of the occupants related 

to the following elements of the property:

Exterior property areao
Sanitation and storage.
Grading and drainage.
Trees and plant materials. 
Accessory structures or fences. 

Exterior of the buildingo

Foundations.
Walls and exterior surfaces. 
Roofs.
Stairs, porches and railings. 

Windows.
Doors and hatchways.
Interior of the unit and public spaces in the buildingo
Means of ingress/egress. 
Sanitation and storage. 

Walls.
Ceilings.

Floors.
Stairs and railings.

Toilet and bath facilities. 

Kitchen facilities.
Heating facilities. 

Electrical facilities. 

Water heater.
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Plumbing system. 
Heating system. 
Electrical system.

In properties where children under seven years of age are to be 

residents during the period when allowance payments are received, 
conditions endangering the health and safety of the occupants include 

the existence of any cracking, scaling, chipping, peeling, or loose paint, 
which may have dangerous lead content, on any applicable surfaces. 
Applicable surfaces include all interior surfaces and those exterior 

surfaces such as stairs, decks, porches, railings, windows and doors 

which are readily accessible to children under seven years of age.
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CHAPTER 2.00 PROGRAM STANDARDS

2.08 - LEASE REQUIREMENTS FOR RENTERS

01 - Lease Requirement
A standard "Lease Agreement" form (specified below), which has been 

signed by the head of the household and the landlord or his designated 

agent and approved by the HAO, must be in force at all times when a 

renter household is receiving housing allowance payments.
(1) used by itself; (2) attached as a part of an existing 

lease; or (3) used as the basis for a new lease with additional terms

j

This form
' may be:

added, as the parties may choose.
This form must be signed, submitted to the HAO and approved by the 

HAO prior to the issuance of an enrolled household's first housing
For payments to continue uninterruptedallowance payment.

of this form must be signed, submitted and approved: 
time the household moves into any other rental unit; and (2) within

a new copy 

(1) prior to the

two weeks after the parties have made any amendments to the amount of 
the rent and/or the responsibility for utilities, 

also notify the HAO within two weeks after an existing agreement in this 

form has been terminated.

The household must

02 - Text of "Lease Agreement"
(See the following pages).
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LEASE AGREEMENT

1. LEASE OF PROPERTY
Landlord has agreed to lease to the Tenant theTheA. Description of Property: 

property located at
B. Rent: $_ day of each month, in advance.per month payable on
C Utilities: It is agreed that the following defines responsibility for utility 

• pa. «-r >,
(If tenant and landlord share the expense

payments.
Utilities paid for by the tenant 
above, are checked in boxes marked Tenant below, 
for any item, both columns are checked.) Landlord Tenant

n □ 
□ □

Who is required to pay for lighting?
Who is required to pay for fuel for cooking?
Who is required to pay for heat?
Who is required to pay for fuel for hot water?
Who is required to pay for water?
Who is required to pay for sewage costs?
List any other housing expenses and who is required to pay 
for them:

□ □
□□

□ □
□ n
□ □
□ □

D. Term of Lease Agreement: This lease agreement begins on _________________
. (PERIOD MUST COVER AT LEAST ONE YEAR.)and ends on

OPTIONAL PROVISION - APPLIES ONLY IF "YES" CHECKED BELOW

The Landlord and Tenant agree that this agreement may be terminated 
upon thirty (30) days advance written notice by either party.

E. Additional Provisions: Any additional provisions on which the Landlord and the 
Tenant agree shall be attached to this Agreement. If the Landlord and the Tenant have 
an existing written lease, such lease shall be attached to this Agreement.

2. PROVISIONS REQUIRED BY THE HOUSING ALLOWANCE PROGRAM. The following provisions 
agreed to by the Tenant and the Landlord and shall apply so long as the Tenant is a 
participant in the Brown County Housing Allowance Program:

are

A. Notice to Vacate: The Landlord may evict the Tenant under the requirements of 
local law, but he must obtain prior authorization from the Housing Allowance Office of 
Brown County, Inc. (HAO). The Landlord shall give written notice of the proposed eviction 
simultaneously to the Tenant and the HAO stating the grounds, giving the Tenant at least 
ten (10) days to respond, and stating that the Tenant may present his objections to the HAO. 
The HAO shall review the Landlord's statement of the grounds, and the Tenant's objections 
if any, and shall authorize the eviction unless it finds on the basis of these submissions 
the grounds to be clearly insufficient under the lease. The HAO shall notify the Landlord 
and the Tenant of its determination within twenty (20) days of its receipt of the notice 
from the Landlord. (This provision relates solely to participation in the Housing Allowance 
Program and shall not in any way affect the rights and remedies of the Landlord 
under Wisconsin law.) and Tenant

B. Termination by Tenant:
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to meet such standards are the responsibility of the Landlord, the Tenant may give the 
Landlord, together with a copy of the notification from the HAO, written notice of his 
intention to terminate this Agreement: (a) thirty (30) days after his written notice to the 
Landlord, if the Landlord has not yet initiated the required repairs; or (b) sixty (60) days 
after his written notice to the Landlord, if the Landlord has not yet completed the required 
repairs. Either or both of these time periods may be extended if agreed to by the HAO on 
showing of good cause.

C. Responsibility for Rent: The Tenant is the party solely responsible for 
payment of rent. Neither the HAO nor the Federal Government nor any other person or 
entity has assumed any obligation for payment of rent or the meeting of any other Tenant 
obligations.

D. Prohibition of Discrimination: The Landlord shall not discriminate against
the Tenant in the provision of services, or in any other manner, on the grounds of race, 
color, creed, religion, sex, or national origin.

E. Certification Concerning Previous Occupant: The Landlord certifies that the premises 
described in paragraph l.A. above (CHECK ONE OF THE FOLLOWING):

| Are presently vacant and were vacant prior to the execution of this Agreement

Are presently occupied by the Tenant and were occupied by the Tenant prior to the 
execution of this Agreement.u
Were previously occupied by persons other than the Tenant but were vacated as 
result of (1) a voluntary decision of such persons, or (2) action of the Landlord 
for cause, or (3) reasons clearly unrelated to the proposed leasing to the Tenant, 
as follows:________________ _______

□

3. EFFECT OF THIS AGREEMENT. This Agreement shall be considered an integral part of any 
Lease or other additional terms attached hereto. To the extent there is any inconsistency 
between this Agreement and any such attached Lease or additional terras, the terms of this 
Agreement shall be controlling.

LANDLORD OR AGENT TENANT

(Signature(s)) (Signature(s))

(Landlord’s Address)

(Date) (Date)

If the Landlord is represented by an agent, 
please indicate the owner's name and address.
Name: 
Address:

HAO Approved Form 2.08-1
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■

CHAPTER 2.00 - PROGRAM STANDARDS

2.09 - STANDARD HOUSING EXPENSES AND THE
STANDARD COST OF ADEQUATE HOUSING

■

'i
01 - Introduction

Program standards for determining client allowance entitlement 
(Section 2.02.04) require that schedules for standard housing expenses 

and the standard cost of adequate housing be established and regularly
Such schedulesupdated to reflect cost changes in the program area, 

have been established and updated with HUD approval in the past, 
section defines methods for updating the schedules which shall be em-

This

ployed subsequent to July 1, 1979.
The HAO shall collect information on cost changes and prepare a 

submission to HUD as defined in this section at least annually, 
submissions shall be forwarded to HUD at least 60 days prior to the 

earliest date the HAO proposes to implement any portion of the revised 

The HAO shall implement the revised schedules for standard

The

schedules.
housing expenses on the dates proposed unless HUD disapproves the pro
posal in writing within 30 days of its receipt of the submission, 
disapprove only on the grounds that the HAO submission has not properly 

followed the methodology specified in this section—grounds for disapproval
HUD approval of the proposed schedule for

! HUD may

!
are to be stated in writing, 
the standard cost of adequate housing shall occur as specified in the

Annual Contributions Contract.

02 - Standard Housing Expenses - General

For renters, standard costs shall be established separately for 

fuel consumption (for lighting and appliances, cooking, water heating, 

and space heating functions) and for utilities (water and sewer service). 
Standard garbage collection costs shall be established only for those 

jurisdictions in which this service is not covered by property taxes.

i

I
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of these items not covered within 

actual contract rent to determine
standard costs for allThe appropriate 

the contract rent are added to the
total housing expenses for rental households.

shall include amounts for fuel,For homeowners, standard costs
collection (the same standards as for renters asutilities, and garbage 

defined above) plus standard costs for insurance and home maintenance.
The standard costs for all of these items shall be added to the actual
amounts of interest paid on loans secured by the house, and property 

taxes, to determine total housing expenses for homeowner households.

03 - Standard Fuel Costs for a Typical Household
In preparing the submission, the HAO shall collect local fuel 

price information as necessary to determine average prices essentially 

in the form shown in Exhibit 1, applicable as of the date of the 

submission.

The average price schedules for electricity and natural
gas shall be the appropriate "All Year Urban Residential" (R^-l) 

schedules of the Wisconsin Public Service Corporation for Brown 
County, Wisconsin. The average price for fuel oil shall be the average 

of actual residential prices, as delivered, of at least five suppliers
in Brown County, Wisconsin.

Standard costs for a typical household shall be determined 
following the order of Exhibit 2:

1. Revised price schedules (in the form of Exhibit 1)
applied to standard consumption norms in Block A of Ex
hibit 2 to yield estimates of total costs per household

are

per month for each function for each fuel when that fuel 
is used for that function. The results are presented in the
form of Block B, Exhibit 2.

2. A weighted average cost for each function is 

the weights in Block C, Exhibit 2.
determined using 

The results, the standard 
costs for a typical household, are entered in Row A of 
Exhibit 4.
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Exhibit 1

AVERAGE FUEL PRICES AS OF: JANUARY 1979

Electricity
Annua1 Minimum ($)
Fixed Monthly Charge ($)
Monthly Meter Rate ($/kwh):

Average of winter and summer rates 
for all kwh 

Surcharges
Natural Gas

Fixed Monthly Charge ($)
Monthly Meter Rate ($/therm):

First 200 therms 
Over 200 therms 

Surcharges

48.60
2.75

.041460
4.0% State Sales Tax

2.00

.24997

.26997
4.0% State Sales Tax

Fuel Oil
Residential Rate for #2 Fuel Oil 

per gallon delivered ($/gallon) 
Surcharges

.49757
4.0% State Sales Tax

Exhibit 2

CALCULATIONS TO DETERMINE STANDARD FUEL COSTS FOR 
TYPICAL HOUSEHOLD AS OF: JANUARY 1979

FuelElec
tricity

Natural
Gas

I
Oil

UNITS CONSUMED PER MO. WHENA.
INDICATED FUEL IS USED 
(Electricity in kwh, Gas in 
therms, Oil in gallons) 

Lighting and appliances 
Cooking 
Water Heating 
Space Heating

377
8100

24380
1081261915

COST PER MONTH WHEN INDICATEDB.
FUEL IS USED ($)

Lighting and appliances 
Cooking 
Water Heating 
Space Heating

19.12
4.31

16.39
82.57

4.16
6.24

32.76 55.89

C. WEIGHTING FACTORS (%)
Lighting and appliances 
Cooking 
Water Heating 
Space Heating

100
45 55
16 84

0 76 24
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04 - Standard Utility Costs for a Typical Household
The HAO shall also collect information on the price of water and

jurisdictions in Brown County applicable 

Monthly prices are determined for each
sewer service for different
as of the date of submission.
of the jurisdictions shown in Exhibit 3, assuming an average use of 

6,667 gallons per household per month, 
each of these utilities is then determined using the weights in Column 3

A weighted average cost for

The results, the standard costs for a typical house

hold, are entered in Row A of Exhibit 4.
of Exhibit 3.

Exhibit 3

MONTHLY WATER AND SEWER SERVICE COSTS FOR A TYPICAL 
HOUSEHOLD IN VARIOUS JURISDICTIONS 

AS OF: JANUARY 1979

Monthly Cost ($)

WeightSewer
Service (%)Water

(1) (2) (3)Civil Division

5.05 8.96
9.60

10.67
13.48

City of Green Bay 
City of DePere 
Town of Allouez 
Village of Howard 
Village of Ashwaubenon 
Village of Pulaski 
Town of Bellevue 
Village of Denmark 
Village of Wrightstown

62.17
10.20
10.42

4.00
4.83
6.33 4.15
3.78
3.33
5.42
4.69

7.33 8.57
3.33

10.42
3.76

1.26
1.47
1.02

7.42 5.43 0.74

Standard costs for garbage collection are established only for those 

jurisdictions in which this service is not covered by property tax 
The HAO shall obtain information on the

pay
ments. average cost per house
hold per month (assuming one pick-up per household per week) from each 

such jurisdiction, applicable as of the date of the submission, 
costs are entered in the space provided at the bottom of

These

Exhibit 4.
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05 - Standard Fuel and Utility Costs for Households
of Different Sizes
Standard fuel costs for households of different sizes shall be 

determined from the standard costs for a typical household using the 

following formula:

C = C. 1 + rm 
n t TTrt

where: C = standard cost for household size n n
C, “ standard cost for a typical household (Row A,

Exhibit 4)
r - slope-intercept ratio specified for each function
m - the average number of rooms occupied by households • 

in size category n

t = number of rooms occupied by the typical household
(5.2)

Slope-intercept ratios (p) are 0.18 for lighting and appliances, 
cooking and water heating, and 0.30 for space heating, 
determine the actual average number of rooms occupied by all allowance 

recipients in each household size category (m) prior to each submission.
Standard water and sewer utility costs for households of different 

sizes shall be determined as follows:

The HAO shall

C = C, “T n t t

where: C = standard cost for household size n n
C. - standard cost for a typical household (Row A, 
t Exhibit 4)

n - number of persons in the household size standard 
being determined

t = number of persons in a typical household (3.7)

The actual standard for any household size category shall be the
(1) $3.00 for water use and $4.00 

for sewer service; (2) the minimum monthly charge per household as 

shown in Exhibit 3; or (3) the amount determined by the above formula.

highest of the following amounts:
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a

The resulting standard fuel and utility costs for each household 

size up through eleven persons shall be entered in Block B of Exhibit 4. 
Standards for larger households shall be determined individually using 

the methods specified above.

06 - Standard Homeowner Insurance Costs
Standard insurance costs for homeowner participants shall be in 

accord with Form HO-2 of the Basic Premium Charts (full coverage for 

frame buildings, assuming a flat $100 deductible) for the state of 

Wisconsin, applicable as of the date of the submission. In applying 

the charts, the HAO shall determine the Fire Protection Class of the 

jurisdiction in which an individual home is located and shall consider 
the equalized assessed value of the home as the amount of the coverage.

07 - Standard Homeowner Maintenance Costs
The HUD-approved standard monthly homeowner maintenance cost for 

allowance program participants as of January 1979 was $15.00. 
increases in this standard shall be proportional to increases in the 

Residential Rent component of the Consumer Price Index for the North 

Central Region determined by the Bureau of Labor Statistics (see 

Section 2.09.11).

Future

Specifically:

ioM = $15.00
h.2/78Q

where: M = revised standard monthly homeowner maintenance 
cost ($) to be implemented

£ = value of the Residential Rent index as of the
month prior to the proposed implementation

^19/7ft “ coinParable value of the Residential Rent index 
as of December 1978

o

08 - The Standard Cost of Adequate Housing:

The standard cost of adequate housing (7? ) is defined for each 

participating household as the typical annual cost in the local housing 

market of a housing unit in a modest neighborhood whose size, equipment,

Definition
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household needs, and which is maintainedand facilities are adequate for

in good condition.
described in Section 2.07. Living 

with size of household as there indicated, so
Standards of adequate housing are

space requirements vary 

that the standard cost 
Elements

of adequate housing varies with household size.
(1) a rateof the standard cost of adequate housing are:

the capital value of the property in the current market
with alternative investments of like risk; (2) real

of return on
that is competitive

taxes and insurance; (3) management and operating costs, inestate
eluding the costs of heating and cooking fuel, illumination and power 
for electrical appliances, water and sewer services, and trash collec
tion; (4) reasonable annualized costs for maintenance and repairs needed

to keep the property in good condition.
These costs are not limited to current out-of-pocket expenditures 

by the owner; they include return on owner’s equity and the value of 
For equivalent housing services, standard costs are, 

therefore, assumed to be the same for rental and owner-occupied housing.
owner’s labor.

09 - Adjustments to the Initial Schedule Approach

An initial schedule of standard costs by size of household in 

Brown County was estimated from local data on gross rents for rental 
housing units that generally meet program standards with respect to 

space, equipment, facilities and condition, as of September 1973. 
schedule has been adjusted regularly since then to reflect cost in
creases as determined from local 

determine further adjustments involves four steps:

The

The procedure employed tosurveys.

1* Estimate increases in tenant-paid fuel and utility costs from 

January 1977 through the base date for the calculations in

andthe submission, , using estimates of total fuel
utility costs as of tQ derived from Row A of Exhibit 4. 
Estimate the increase in contract2. rent from January 1977

Statistics indexthrough tQ , based on the Bureau of Labor
for contract rent.
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_

3. Estimate increases in gross rent from January 1977 through tc
by applying the results from Steps 1 and 2 above to appropriate 

base data for January 1977. Extrapolate to derive estimates 

of increases in gross rent from January 1977 through the 

date proposed for the implementation of the adjustment to the 

schedule.
4. Apply the estimates for the January 1977-i^ period to previous 

estimates for the September 1973-January 1977 period to derive 

estimated increases in gross rent from September 1973 through 

t.. Apply these estimates to the September 1973 R* schedule 

to derive comparable values for tRound to the nearest $5 

to yield the proposed R schedule to be implemented as of t
•r

10 - Increases in Tenant-Paid Fuel and Utility Costsr
For this estimate, it is assumed that percentage increases in 

tenant-paid fuel and utility costs will be the same as for total house
hold fuel and utility costs, 
not suitable for this purpose, however, since they are based on actual

i

The estimates in Block B of Exhibit 4 are

t space consumption patterns of allowance program recipients rather than
Comparable estimates whichthe patterns implied by program standards, 

are based on program occupancy standards must, therefore, be derived 

from the data in Row A of Exhibit 4. Formulas specified in Section 

2.09.05 are used assuming the occupancy relationships specified in
Results are entered in Columns 3 throughColumns 1 and 2 of Exhibit 5.

8 of Exhibit 5, and totals are entered in Column 9.
The procedure for estimating increases over the January 1977 base 

date is as follows:

1. Enter values for total fuel and utility costs as of t 

from Column 9 of Exhibit 5 in Column 3 of Exhibit 6.
Determine the percentage increases of the amounts in Column 3 

of Exhibit 6 over the comparable January 1977 amounts

Enter the results in Column 4 of Exhibit 6.

Use the factors in Column 4 to inflate the January 1977 base 

value for tenant-paid fuel and utility costs (Column 5).

2.

(Column 2).
3.

The
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results—tenant-paid fuel and utility costs as of t - 

entered in Column 6 of Exhibit 6.

-are

11 - Increases in Contract Rent and Gross Rent
To determine the percentage increase in contract rent over the

period from January 1977 to t^,
Residential Rent component of the Consumer Price Index for the North
Central Region (Urban Wage Earners) from the Bureau of Labor Statistics
(as published in Bureau of Labor Statistics, U.S. Department of Labor,
CPI Detailed Reports). The percentage increase in the index shall be
computed over the period from January 1977 through t and entered in

Q
Column 2 of Exhibit 7 for all size categories. If the index value 

for t is not yet available at the time of the submission, the 

calculation may be made using the index values for the beginning and

the HAO shall obtain values of the

end points of the most recent period of the same length for which data 

are available. For example, the increase over the period from 

December 1976 through December 1979 could be used to represent the 

period from January 1977 through January 1980. 
increase in Column 2 of Exhibit 7 is then applied to the January 1977 

base values for contract rent in Column 3, to yield the comparable 

These amounts are entered in Column 4 of Exhibit 7.

The percentage

amounts for t .
Gross rent as of t^ for each size category is the sum of tenant- 

paid fuel and utility costs (Column 6 of Exhibit 6) and contract rent
The updated gross rents are entered in(Column 4 of Exhibit 7). 

Column 6 of Exhibit 7. A comparison of these amounts with January 1977 

base values for gross rent (Column 5) yields the percentage increase 

in gross rents for each category from January 1977 through tQ (to be 

entered in Column 7 of Exhibit 7.

12 - The Adjusted Schedule

Comparable percentage increases in gross rent from January 1977 

through t^ are then calculated and entered in Column 4 of Exhibit 8. 

These percentages are calculated by extrapolation from those in Column 7 

of Exhibit 7.
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Exhibit 6

ESTIMATED INFLATION IN AVERAGE FUEL AND UTILITY COSTS, BY SIZE OF UNIT 
DATES: JANUARY 1977 - JANUARY 1979 

($/Month)

Tenant-Paid Fuel 
and Utility Costs

Total Fuel & Utility Costs 
(HAO Estimates)

Estimate

1/79)

1/77Percent
Change
1/77-t

s r \ O

Number (HASE
Survey)=of

1/791/77Rooms
(6)(5)(4)(3)(2)(1)

10.13
15.22
37.83
58.50
86.57

9.0012.60
17.07.
18.23 
19.38
20.24

50.14
60.82
73.88
88.83

103.79

44.53
51.95
62.49
74.41
86.32

1 or 2
13.00
32.00
49.00
72.00

3
4
5
6+

Exhibit 7

ESTIMATED INFLATION IN AVERAGE CONTRACT RENT AND GROSS RENT, BY SIZE OF UNIT
DATES: JANUARY 1977 - JANUARY 1979 

($/Month)

Contract Rent Gross Rent

1/77
(HASE

Survey)

1/77
(HASE

Survey)

Number Percent Estimate Estimate
of Change Percent

Change1/79Rooms BLS 1/79
(1) (2) (3) (4) (5) (6) (7)

1 or 2 14.57
14.57
14.57
14.57
14.57

123.00
130.00
141.00
133.00
132.00

140.92
148.94
161.54
152.38
151.23

132.00
143.00
173.00
182.00 
204.00

151.05
164.16
199.37
210.88
237.80

14.43
14.80
15.24
15.87
16.57

3
4
5
6+

Values of Bureau of Labor Statistics Residential Rent Index: 
Base date (12/76) = 94.0; Calculation date (12/78) = 107.7
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Applying the increases in Column 4 of Exhibit 8 to those in 

Column 3 yields the total estimated percentage increases in gross rents
These are entered

The September 1973 R* Schedule (Column 6) is then inflated 

by these factors to yield comparable values for t^ (Column 7). 
adjusted schedule to be implemented at (Column 8) consists of the 

values in Column 7 rounded to the nearest $5.

for each category from September 1973 through 

in Column 5.
The

/
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CHAPTER 3.00 - ORGANIZATION AND RELATIONSHIPS

3.01 - GENERAL DESCRIPTION

01 - The Housing Allowance Office and Funding Arrangements
The Housing Allowance Office of Brown County, Inc. (HAO) is a private 

nonprofit corporation which was incorporated in the state of Wisconsin on 

October 19, 1973, and is responsible for the administration of the housing 

allowance program in Brown County, Wisconsin.
The administrative costs of the housing allowance program are funded 

under Section 23 of the U. S. Housing Act of 1937, as amended (the leased 

public housing program).
HUD is authorized to provide Section 23 funding only to a public 

agency such as a local housing authority—not directly to the HAO. 

therefore, has funded the program by entering into an Annual Contributions 

Contract (ACC) with the Brown County Housing Authority (BCHA). 
and the BCHA have entered into an agreement delegating BCHA powers to the

I

:

HUD,
.
:

The HAO

.
HAO and defining the relationship between the two entities and the responsi-

This agreementbilities of each for the operation of the allowance program, 
allows the HAO to receive funds provided to the BCHA for the program’s

i

operation and to administer the program, including the disbursement of those 

The BCHA retains major policymaking functions, as they relate to the 

allowance program.
funds.

02 - The HAO Board of Trustees
The By-Laws of the Housing Allowance Office describe the structure and

The Board is generally charged with 

During the experi

mental phase of program operations in Brown County, HAO Trustees were
Since July 1, 1979, new Trustees are

r
i powers of the HAO Board of Trustees, 

the responsibility of managing the affairs of the HAO.!

selected by The Rand Corporation, 
added to the Board on the basis of a vote of all current Trustees.

!
!

j
i
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:

Iinformation on the operation of theThe Board of Trustees reviews

program in relation to its 
and meets periodically as may be appropriate to review and reach decisions

objectives and BCHA and HUD policy guidelines,

on issues requiring Board attention.

03 - The HAO Director
The HAO Director reports directly to the HAO Board of Trustees and 

is responsible to the Board for all aspects of implementing and managing 

the operations of the housing allowance program, 
maintaining an adequate and properly trained staff; (2) ensuring that the 

HAO functions efficiently and in conformance with the HAO Handbook and 

HAO financial and budgetary plans; (3) formulating and recommending changes 

to HAO policies, rules and procedures as may be appropriate; and (4) 
officially representing the HAO before governmental agencies, community 

organizations, the news media and others with whom the HAO may interact.

This includes: (1)

04 - Organizational Structure

The HAO Director is charged with designing and implementing an effec
tive organizational structure for the HAO. The organizational structure may
vary from time to time to account for differences in workload volumes 
functional responsibilities.

and
However, it shall at all times be designed 

to support the most effective performance of basic allowance program
functions (see Section 2.01) and to be in accord with principles of sound 
management and organizational practice.
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CHAPTER 3.00 - ORGANIZATION AND RELATIONSHIPS

3.02 - ASSIGNMENT DESCRIPTIONS

01 - Introduction
This section contains descriptions of the major technical assignments 

which must be performed for the successful operation of the allowance
An individual employee (or consultant) may be responsible for 

performing a part of one, one, or more than one, of these assignments at 
Assignments are made to individuals according to HAO general 

Since their job duties may change frequently and be 

more varied, standardized descriptions are not required in the Handbook 

for managerial/supervisory assignments.

program.

any time, 
personnel policy.

02 - Operations Analyst
Performs responsible work evaluating and developing improved operating

Coordinates procedures, develop

ment, and revisions of activities of personnel engaged in internal operations
Analyzes problems in terms of management 

information requirements, and formulates guiding policies and procedures for 

short- and long-term comprehensive operational audit and analysis activities. 
Performs overall reviews of HAO operations for financial compliance, mainte
nance of internal control, and economy, efficiency, and accomplishment of 

Prepares written technical reports for management, and 

recommends solutions to problems in management procedures affecting program
Writes operational review reports to evaluate the effective

ness of policies and procedures implementation.

and managerial procedures and practices.

of HAO departmental units.

program results.

implementation.

03 - Public Information Officer
Has authority and responsibility for the planning and conducting of a 

broad external public relations program for the allowance program including
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Guides and monitors the 

Is an advisor to 

of HAO public information policy as well

staff.supervision of a small technical program
of the allowance program.public information aspects 

the Director in the establishment 

as an implementer of that policy.

04 - Personnel Officer
activities, and fringe benefitResponsible for personnel management

Maintains complete personnel files and records of perti-administration.
Maintains complete pay records.nent personnel information on all employees.

Assists the implementation of a comprehensive personnel program for

professional and nonprofessional employees under the auspices of the HAO.

05 - Accountant
Under general administrative direction applies standard accounting 

techniques within a framework of established procedures to assist in the

Analyzes, develops and maintains financial 

Develops and installs procedures related to cost

Interprets fiscal impact of programs on the agency's 

Verifies and enters details of transactions, summarizes details 

on separate ledger, balances books and compiles reports.

efficient maintenance of the HAO.

records for the HAO. 

accounting for the HAO. 

operations.

06 - Information Services Specialist

Coordinates and maintains the central records and data entry activities 
of the HAO. Carries out functional requirements, such as forms control, 
designing computer system test data, coordination of error correction and
systems maintenance.

07 - Information Services Data Processing Technician
Operates keypunch machines to transcribe data from 

processing media.
source material onto

Operates either data punching or verifying modes, 
the machine with decks of punch cards and uses reasonable caution to

Loads 

ensure
the security and confidentiality of data. Performs related work as required 
and is under direction of Information Services Supervisor 
Services Specialist.

and Information
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08 - Records Technician;
Maintains manual filing systems. Responsible for inserting and removing 

source documents and maintaining related records and controls. Is responsible 

for security and confidentiality of all files and records.

!
;
|

09 - Client Services Specialist
i Performs those duties essential to the enrollment and other eligibility

Assists in carrying out functional segments of theI recertification functions, 
overall Client Services program.

!

!
:
: 10 - Client Services Technician

Provides technical and clerical support to professional staff in Client
Processes preliminary applications, sends form letters to 

program participants, and prepares enrollment appointment schedule.* Performs 

related technical and clerical tasks as required.

Services functions.

11 - Housing Information Specialist
Develops and conducts program information sessions to provide clients 

with adequate information to deal effectively in the housing market, 
vides program information, local housing market information, relative data 

regarding housing conditions and standards, information on tenant-landlord 

relations, and information on homeownership program and owner responsibilities.

Pro-

12 - Certification Specialist
Performs specialized administrative tasks related to verification, 

manual checking of data provided by program clients, and processing client 
payment documents.

13 - Housing Evaluation Specialist

Performs the evaluation of housing units to determine whether they meet 
minimum program standards. Performs related work as required.
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14 - Housing Evaluation Technician
and clerical support to professional staff in theProvides technical

Maintains Housing Unit Evaluation Control Log,Housing Evaluation function, 
operates Housing Evaluation message center, and sends client notification

Performs related technical and clerical tasksletters and deficiency lists, 
as required.

15 - Secretary
Assists a manager, supervisor, or program head in carrying out program 

responsibilities by utilizing general office, clerical, typing and steno
graphic skills, 
vices.

Performs related work as required, including support ser- 

May be assigned specific responsibility for the workload generated 
by any one or more sections within the HAO.
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CHAPTER 4.00 - GENERAL ADMINISTRATION

4.01 - PURCHASING, CONTRACTING, AND PROPERTY CONTROL-
.

:
01 - General Purchasing Policy

HAO purchasing and contracting procedures are designed to conform to the 

requirements of the Annual Contributions Contract (ACC) for the allowance pro
gram and other relevant federal, state and local requirements, 
shall be carried out in accordance with the following principles:

The procedures

o Goods and services shall be acquired in such a manner as to effective

ly meet HAO needs in relation to quality, quantity and the timing and 

method of delivery.
o Care shall be taken to assure that needed goods and services are 

acquired with the minimum expenditure of public funds, 
o All negotiations with suppliers and other procedures relating to the 

acquisition of goods and services shall be conducted in an ethical and 

businesslike fashion that contributes to the proper public image of 
the HAO in the local community.

02 - Requests for Purchase or Contract
Requests for purchase or contract are prepared and approved in one of two 

ways, depending on whether the value of the goods or services requested is 

less than $500 or more.
To obtain goods or services which have a total value of less than $500,

If approved by his supervisor, 
the original of the form is submitted to the Director’s designee who then 

reviews the form and determines the costs of the items requested and enters

His signature approving the purchase indicates that he 

has verified the need for items and that they are in conformance to the budget.

To obtain facilities, goods or services the total value of which is $500

an HAO staff member prepares a requisition.

them on the form.

or more, a Contract Plan must be prepared by an HAO staff member at the 
supervisory level or above. The contract plan must include:
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\
\

services requested.Description of the facilities, goods or 

Documentation as to the need for the item.
Demonstration of budget conformance (i.e

identified in the approved budget or clearly a part of

o:
O

!: that the item is either• >o
explicitly 

a category
proposed expenditure will not exceed the amount approved for the

; of expenditures approved in the budget, and that the

item or category).
Proposed form of contract and method of procurement including the 

anticipated schedule for major events in the contracting/delivery

J
i: oI:

process.

Such Contract Plans must be approved at higher levels within the HAO 

before final commitments can be executed.
;
i

o All Contract Plans must be approved by the HAO Director, 

o Where the total value is $10,000 or more, the Board of Trustees 

must also concur.

Where a Requisition or Contract Plan is for an expenditure that is not
in conformance with the budget as described above, special justification 
relating to necessary budget adjustments is required.

;
In addition, the

request must be approved by the Board of Trustees where the value is $500:
■

il or more.

1 03 - Instruments for Purchase or Contract

Procedures and requirements for procurement vary depending 
instrument that has been selected for purchase 

Petty Cash transaction (discussed in Section 4.03) the 
which may be used are as described below:

on the 
or contract. Aside from 

major instruments

:
.

«

j
i

■;
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Open Market Purchase is the direct acquisition of goods or services
Usage is limited to items of low 

Purchase should not be completed until a judgment has been 

made that the price obtained is the most advantageous to the HAO. 
Open Market Purchases shall be executed on a Purchase Order Form. 
Purchase Orders are used for materials, equipment, and routine

1.
without the solicitation of bids.
value.

2.
services and where the item being purchased and necessary terms, 
conditions, and price specifications are so clear, standard and 

simple, that a more comprehensive contract instrument is not re
purchase orders are not normally used where the costs arequired.

$2,500 or more.
Fixed Priced Contracts involve a firm fixed price (including cost 
and profit) for each item and/or a total price for the entire pro- 

This type of contract is not subject to adjustment for
This type is suitable for use

in procurements where reasonably definite design or performance 

specifications are available and whenever fair and reasonable 

prices can be established at the outset, 
are particularly appropriate for the purchase of standard or 
modified commercial items.
Time and Material Contracts provide for the procurement of property 

or services on the basis of direct labor hours at specified fixed 

rates (such rates include direct and indirect labor, overhead and 

profit) and for material and other items at cost; e.g., travel, per
This type is used only where it is not 

possible at the time of placing the contract to estimate the extent 
or duration of the work or anticipate cost with any degree of

This type of contract requires considerable HAO manage
ment control to prevent waste or inefficiency; it is suitable for design 

and development contracts and repair contracts.
Cost Reimbursement Contracts provide for the payment of allowable 

costs incurred in the performance of the contract to the extent

A total cost is established as a ceiling 

which the Contractor is not to exceed without prior notification or

3.

curement.
cost experienced by the Contractor.

Fixed Price Contracts

4.

diem, special services.

confidence.

5.

prescribed in the contract.
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j

Generally, they provide forsubsequent ratification by the HAO.
fixed fee which will not vary with the actual costs.

;
payment of a

i when the uncertaintiesThis type of contract is suitable for use 
involved in contract performance are of such magnitude that the

J

be estimated with sufficient reasonable-cost of performance cannot
ness to permit the use of a Fixed Price Contract, 
accounting and record keeping system must be adequate to properly

The Contractor's

There must be appropriate HAO surveillance 

during performance to give reasonable assurance that inefficient
document the costs.

or wasteful methods are not being used.
Professional Services Agreements are agreements between the HAO and 

an individual or firm or individuals for a particular professional 
Professional Services Agreements may be in the form of

Legal, accounting and similar professional 
services, however, may also be obtained pursuant to a more informal 
written understanding approved by the Chairman of the Board of 
Trustees.

6.

service.
Items 3, 4 or 5 above.

7. Leases and Rental Agreements are for office space and equipment.
Such agreements must: 
tenancy; (b) identify rent and the costs and services included;
(c) indicate any painting, remodeling or other work to be done;
(d) specify a date when the space will be available; and (e) provide 

for termination and disposition of improvements.
Letter-to-Proceed Authorizations and Letter-Contracts are technically 

not separate contracting methods but are utilized in cases where the 

bidder or candidate has been selected but program requirements do not

(a) outline terms and other conditions of

!

8.

allow sufficient time to conclude negotiation and contract execution, 
prior to the need to begin work. In cases where the accepted candi
date is unwilling to proceed under the Letter-to-Proceed Authorization, 
the issuance of a Letter-Contract may be considered, 
contract should only be used in

This type of 
cases where a delay would bring major 

Where Board approval is 

must not be

difficulties to some important HAO function.

not required, Letters-to-Proceed and Letter-Contracts
sent without prior approval of the Chairman of the Board of 
and must be reported by the Chairman to the full Board of 
at the next regular meeting.

Trustees
Trustees
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1
All such documents must specify at a minimum:

The extent of services to be performed by the Contractor with 

sufficient detail to preclude questions as to the scope of services 
covered by the contract.

The amount of compensation to be paid for the services, including 

schedule for the timing of payments.
All Contractor expenses reimbursable under the contract.
The time of performance, indicating the starting date, the sequence 

for deliverables, and the number of working days covered by the 

contract.

The following provision relating to conflict of interest: 
Commissioner, member, officer or employee of the BCHA or HAO, or 

member of the Brown County Board of Supervisors shall, during his 

tenure or for one year thereafter, have any interest, direct or 
indirect, in this contract or the proceeds thereof."

Procedures for the termination of contractual obligations.

o

f o

o
o

'Noo

I o
) »

04 - Solicitation and Acceptance of Bids and Proposals
For the procurement of goods and services valued at $500 or more, the 

HAO shall normally be required (except as provided below) to solicit bids 

or proposals from at least three suppliers and to award the purchase or
Written bids or proposals arecontract to the lowest responsible bidder, 

required where the anticipated value is $2,500 or more, but oral bids may 

be solicited if the anticipated value is less than that amount.
Where the requirement is for material, equipment, off-the-shelf 

supplies and routine services for which firm specifications can be drafted,
the normal method is to invite bids and accept the lowest responsible bidder

This approach is best suited for Purchase 

services, leases, or supplies; where only the objectives or desired require
ments are known, the method will most often be to request proposals and

without further negotiation.

i

negotiate with the lowest price respondent, or in some cases, several or 
This circumstance typically calls for a Cost-Reimburse-all respondents, 

ment or Time and Materials Contract form.
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The HAO may proceed with the procurement after the HAO Director has
The Director's approval is again required,

=
approved the Contract Plan, 
however, prior to bid acceptance and contract execution.

The Annual Contributions Contract prescribes four exceptions to the 

above procedure for soliciting multiple bids and automatic award to the

1

lowest bidder.

■

o Public Exigency that requires immediate delivery of performance. 
This should be a rare occurrence of compelling urgency as when the 

Government would be seriously injured, financially or otherwise, 
if the goods or services were not furnished by a certain time.

Procurement from only one source is

!

o Sole-Source Procurement.I:
permissible when it can be shown that only one acceptable source

This includes cases where a high priorityM
of supply is available, 
is given to the procurement and one source is singularly qualified 

to meet the objective - in the time available by reason of experience
and developed capability.

o Technical or Professional Services. There may be cases in the 

procurement of technical or professional services where the pro
ficiency and competence of the supplier is unusually important and 

the selection may be justified on other than price considerations 
alone.

o Procurements for less than $2,500. Although the ACC does not require 

automatic award to the lowest bidder where the value is less than 

$2,500, this will normally be an HAO practice.

4

The HAO should not make use of these exceptions unless circumstances 

clearly indicate that standard bidding and award procedures cannot be 
effectively utilized.

be clearly documented in the Contract Plan.
In such cases, the grounds for the exception must

05 - Contract Monitoring

For all contracts, the HAO Director will designate a staff member of 
the section involved as contract monitor. The monitor receives a copy of
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the contract and is responsible for the supervision, review and evaluation 

of the contractor’s performance thereunder and is expected to keep his 

supervisors informed of the status of the work.

06 - Property Control

The HAO Director must assure the effective procurement, distribution, 
and physical budgetary control of all equipment, property* supplies and 

service contracts, including administrative close-out of the contracts.
A property control record is maintained for all nonexpendable furniture 

and equipment purchased or rented for use by the HAO.
materials purchased includes (1) the use of numbered property labels keyed 

to property control cards to identify each item of furniture and equipment 
used by the HAO, (2) the periodic physical inspection and count of all 
items, (3) the custodial care of items in inventory to prevent misuse and 

damage, and (4) the maintenance of locked storage space for property not 
in use.

The control of

07 - Control of HAO Automobiles
The HAO maintains automobiles for use on official business by HAO

Automobiles are available based on assignment by the HAO Director's 

designee, who insures that adequate logs of automobile usage are maintained. 
Mileage, gas, oil and other maintenance expenses are recorded daily by each

A monthly mileage and 

expense report for each automobile is prepared at the end of each month for 

audit purposes.

employees.

automobile user on the Auto Record for the vehicle.

\
;
.
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CHAPTER 4.00 - GENERAL ADMINISTRATION

i 4.02 - PETTY CASH
i

y.
01 - The Petty Cash Fund

The HAO Director is authorized to provide on-hand petty cash funds for
The fund is maintained on an imprest

\i
miscellaneous operating expenses, 
basis (i.e., funds on hand together with disbursements should equal the

The day-to-day accountability for the 

fund and its security are the responsibilities of an officially designated
The use of the fund is limited to minor office

established amount of the fund).

cashier for this purpose.
including office supplies, local travel, and postage stamps.expenses

02 - Disbursement
All disbursements from the fund must be supported by a completed Petty 

Cash Receipt, and approved by the supervisor of the section to which the
The approved receipt is submitted to the cashier 

for reimbursement to the employee who has incurred the expense, and is 

signed by the employee to acknowledge receipt of cash, 
receipt is retained by the cashier.
ter slips or other purchase receipts should be attached to the Petty Cash 

Receipts.

expense is to be charged.

A copy of the 

When available, supporting cash regis-

)
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CHAPTER 4.00 - GENERAL ADMINISTRATION

4.03 - TRAVEL

01 - General Policy
The HAO will pay the cost of all transportation and reimburse other 

travel expenses incurred by HAO employees required to travel on official 
Projected staff travel requirements are stated in each 

annual operating budget and are authorized by the Board of Trustees upon 

its approval of the budget.

HAO business.

02 - Travel Authorization
All HAO staff travel to destinations outside of the HAO jurisdiction 

must be supported by an approved Travel Authorization, 
completed and signed by the employee planning to travel and must be 

approved by the employee’s immediate supervisor, 
where the immediate supervisor is not the HAO Director, the supervisor 
forwards the request to the HAO Director for final approval.

Travel authorizations are prepared and submitted to the immediate
After approval, the original is forwarded first to the staff 

member who is responsible for making travel arrangements, and then to the 

staff member who is responsible for the issuance of travel advances.

The form is

In those instances

supervisor.

03 - Cash Advances
Travelers may request cash advances in sufficient amounts to minimize 

the use of personal funds to finance any portion of authorized travel.
The Travel Authorization Form should indicate the amount of cash advance 

required.

04 - Travel Expense Reimbursement

The HAO provides the traveler with transportation over the shortest 
traveled route between the points noted on the travel authorization.
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'

Transportation costs may include the cost of less than first class airline 

accommodations or rail and pullman accommodations if they are determined
The use of first class air or pullmanto be more practical and economical, 

accommodations is permitted only when less than first class accommodations
!are not available.

Deviations from direct routing may be made for personal reasons; however,
If a loss inany increased cost involved must be borne by the traveler, 

working time results, the loss must be charged against the traveler's
accrued leave.

05 - Other Allowable Expenses
Reimbursable items include taxi fares, limousine or bus fares, telephone 

calls, the cost of secretarial services, and similar expenses necessarily 

incidental to the performance of official business.
Registration fees for meetings, training conferences, seminars, or 

workshops are also reimbursable if attendance is directly related to the 

HAO program and has been approved in advance by the HAO Director.

06 - Travel Expense Report
;The Travel Expense Report is used to request reimbursement for all 

expenses incurred in conjunction with duly authorized travel. Expense 

reports should be completed promptly upon return from business travel to 

facilitate early settlement. The form must be signed by the traveler, 
approved by the section supervisor.

i

;:

I
!

07 - Per Diem Allowance
HAO travelers are paid a per diem allowance to cover the cost of 

meals and lodging, 

hours duration at the set rate for each six-hour period or fraction

When appropriate, however, necessary and reasonable expenses

When the
traveler's charge for a room exceeds a set amount, an additional allow
ance is paid to cover all reasonable and necessary excess hotel charges. 
Travelers should request per diem reimbursement on the Travel Expense 
Report.

The allowance is for paid travel in excess of six

thereof.
are reimbursed for travel of less than six hours duration.
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08 - Use of Personal Automobile
The use of an employee-owned automobile is discouraged, except in 

those cases in which an HAO vehicle is not available, 
reimbursed at the HUD approved mileage rate to cover operating expenses. 
An employee using an automobile is entitled to reimbursement for the cost 
of toll charges that are incurred while traveling on HAO business. 
Reimbursement for the costs incurred by a traveler while using a personal 
automobile should be requested on the Travel Expense Report.

Travelers will be

09 - Use of an HAO Automobile
HAO automobiles are available for use in connection with official

Requests should be made for an HAO automobile before using 

HAO employees who use HAO automobiles are reimbursed
HAO business only, 
a personal automobile, 
for the actual out-of-pocket expenses incurred for the use of these.cars.
Requests for reimbursements should be made on the Travel Expense Report.

10 - Travel Expense for Employment. Moving Expenses, and
Interviews of New Employees
Travel costs may include (1) travel expense for employment interviews 

incurred by applicants for permanent management and supervisory positions 

of the HAO, and (2) moving expenses incurred by new management and 

supervisory employees, including the costs of moving their immediate families, 
household goods and personal effects, and storage up to 30 days. The HAO 

will normally limit the movement or storage of household goods and personal 
effects to 10,000 pounds but this limit may be waived by the Director in 

individual cases. Such expenses are negotiable and must be authorized in 

advance by the HAO Director subject to review by the Board of Trustees.
Specific action is required with respect to each individual applicant or

Requests for expense reimbursement should be made onemployee concerned, 
the Travel Expense Report.

Employees that voluntarily terminate their HAO employment during their 

six-month probationary period must reimburse the HAO for all moving expenses 

paid by the HAO as part of their employment agreements.
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CHAPTER 4.00 - GENERAL ADMINISTRATION

4.04 - OTHER GENERAL HAO ADMINISTRATIVE POLICIES

01 - Confidentiality
The HAO Director is responsible for ensuring that the allowance program 

is administered in a manner that guarantees the greatest possible anonymity
The provision by the HAO ofof applicants, enrollees, and recipients, 

information with regard to any particular person or household that has
applied for, been determined eligible for, or received an allowance payment, 
or has been or is otherwise associated with the allowance program as an 

applicant, enrollee, or client is prohibited, except:

As considered necessary for the performance of ordinary administra
tive and research responsibilities by HUD, or
As required by law, as determined by a written opinion of the HAO's 

legal counsel, or
As requested in writing by the applicant, enrollee, or client 
specifying the information to be given, the form in which it is 

to be given, and the party or parties to whom it is to be given.

1.

2.

3.

In releasing reports or similar documents and data to the public, the 

HAO will provide only aggregated information, so that no past or present 
applicant, enrollee, or client can be individually identified, 
by staff members to comply with confidentiality regulations may be grounds 

for dismissal.

The failure

02 - Conflict of Interest
Every HAO staff member bears a personal responsibility to avoid any 

actual or apparent conflict of interest that would reflect on the corporation
Each employee will refrain from any use of his 

position with the Housing Allowance Program that is or appears to be for
or its public purpose.
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private gain for himself or persons or organizations with whom he has 
familial, business, financial, or related personal ties. Employees who 
are in doubt about a particular situation should bring the matter to the

1

attention of the HAO Director.
Employees should not own or purchase residential real estate in the 

experimental area for other than their own residential use without the 

knowledge and concurrence of the HAO Director; they should not rent prop- 
receive income from allowance recipients without the knowledge 1erty or

and concurrence of the HAO Director, or provide information about the
1

experiment to anyone for a fee or other benefit.
In the performance of program-related duties, employees are prohib

ited from (1) entering into any prearranged agreement with housing 

suppliers on behalf of individuals or blocks of applicants or enrollees; 
(2) conveying information that would materially affect the choice of an 

applicant or enrollee regarding any given housing unit, other than 

through provision of ordinary HAO housing and equal opportunity informa
tion; (3) entering into any type of prearranged agreement with builders, 
developers, landlords, real estate brokers, or other suppliers of 
housing services to channel clients to their housing units; (4) selecting 

pools of eligible housing units; (5) imposing a lease, with the exception 

of stipulating HAO-required lease provisions; (6) intervening in tenant- 
landlord disputes on behalf of either party, except as required by the 

HAO program; or (7) affecting the eligibility of or amount or frequency 

°f allowance payments to themselves or another person for any reason 

other than an HAO program requirement, 

conflict of interest for an HAO employee to participate in the allowance 

He must not, however, participate in any HAO action relating 
to his participation.

When a conflict-of-interest situation does in fact exist or might 
appear to exist, the HAO employee involved must disclose the pertinent 
facts immediately and obtain guidance from the HAO Director.

It shall not be considered a

program.
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Each HAO employee must also consult the Director before becoming a 

government consultant, advisor, committee member, or accepting any 

government appointment—whether or not compensation is involved.
Director will approve such activity only when satisfied that no conflict- 

of-interest situation is involved.

The

:
-
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CHAPTER 5.00 - PERSONNEL ADMINISTRATION

5.01 - RECRUITMENT AND HIRING

I 01 - Equal Opportunity Employment
The HAO personnel policy adheres to all applicable federal and 

state requirements, including those requirements that prohibit dis
crimination against any applicant or employee because of age, race, 
handicap, religion, sex, color, or national origin, and the requirements 

of the Equal Employment Opportunity Act of 1972.
Program has also been adopted and maintained to ensure that equal employ
ment policies are followed with regard to the recruitment, hiring, com
pensation, training, promoting, and termination of employees.

An Affirmative Action

02 - Employment Categories
For the purpose of personnel administration, employment categories 

are defined as follows:

A permanent employee is one who occupies a position that 
is continuous in duration, without an established terminal 

date.
A temporary employee is one who occupies a position for a 

specific period of time or for the duration of a specific 

assignment.
A full-time employee is one who works a regularly scheduled 

work-week.
A part-time employee is one who works less than a regularly

Part-time employees are entitled to 

prorated fringe benefits if their regular schedule is more 

than twenty (20) hours per week.
A consultant is an individual hired pursuant to a pro

fessional services contract to provide unavailable expertise

o

o

o

o
scheduled work-week.

o
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Consultants are not considered part ofto the HAO staff, 
the HAO organization, are paid only for time worked and 

should not work more than forty (40) hours per week, unless!

special provisions have been included in the individual consul- 
Professional Service Contracts may be written 

for a maximum of one year and are reviewed periodically with 

regard to rates and the need for consultant services.

tant contract.

03 - Combinations of Employment Categories
Permanent and temporary employment is also identified as full or 

part-time employment, as follows:

o A full-time permanent employee is one who works in an 

established position that is continuous in duration and 

requires that the employee xrork the normal and regularly 

scheduled work-week. This is the usual employment category 

for HAO employees.
o A part-time permanent employee is one who works in an 

established position that is continuous in duration but 
requires less than a regularly scheduled work-week, 

o A full-time temporary employee is one hired to work a 

regularly scheduled work-week in a position established 

for a specific time period of less than one (1) year.
This category is often used in staffing for short-term 
needs.

o A part-time temporary employee is one hired for a specific 

time period, and whose work-week is normally less than 

a regularly scheduled work-week. An employee in this category 

may work varying amounts of time or on a different schedule 
each week.

04 - Requests for Hiring

All HAO staff positions are supported by job descriptions which 
identify the functions to be performed and the of responsibilityareas
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and authority of each HAO employee.
position, a completed HAO employment request is forwarded to the Director 

(or his designee) for his review and approval, 
of new staff positions must include a job description and salary range 

for the new position.
Requests for temporary professional, technical, or general con

sultant services may be made when capability to perform a required func
tion is not available within an operating section, and it would not be 

economically feasible or necessary to create the permanent staff capability. 
If it is agreed that a need does exist, a listing of potential candidates, 
including fee information and a comparison of total costs, is prepared.
This information is then forwarded to the Director, who is responsible 

for the evaluation of potential candidates.

When an opening occurs in an existing

Requests for the creation

05 - Recruiting
1. Filling Vacancies from within the HAO. When a vacancy occurs 

in an existing position and a decision has been made to fill it, first 

consideration is given to persons presently employed in the HAO who 

are qualified and make known their interest in the vacant position.
2. Recruiting Outside of the HAO. In the event that position 

vacancies cannot be filled from within the HAO, every effort is made 

to secure the best-qualified applicants. In addition to listing open 

positions with the State Employment Agency, the following are suggested 

manpower sources:

:

i

■

:

-

!

o Unsolicited applicants: All unsolicited applicants seek
ing employment with the HAO are requested to complete the 

employment application. Unsolicited applications are evaluated 

and filed for future reference. The file is organized, where 

possible, by HAO job classification and should be reviewed when
position vacancies occur. 

Other labor sources: Depending upon the position requirements, 

recruitment activity may be conducted through professional
o
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:

search agencies, minority group organizations, advertisements 

in local newspapers, professional journals, or a combination 

of these sources.

!.

06 - Hiring Procedures
iAll HAO job applicants must com

plete an Employment Application to provide information with regard to 

their qualifications, experience, references, and other required personal
Resumes forwarded to the HAO are not considered as substitutes 

for the completed application form in hiring, but when available 

attached to the completed application as a source of additional informa

tion.

1. The Employment Application. :

:

information.
{are

i
:2. Application Review. In addition to the written application 

the appropriate HAO interviewer may make use of authorized assessment 
techniques to measure the level of qualification of each applicant. 
Depending on the position involved, the assessment may be based on 

witten materials, in-person interviews, skills performance, or a com
bination of these techniques consistent with EEO requirements. No 

particular format is prescribed for the applicant assessment, but it 

should be documented and include an evaluation of the applicant's 

strengths and limitations as applicable to determine potential work 

effectiveness, or any other qualifications that enter into the determina
tion of the relative fitness of the applicant.

>
■:

'
i

.

i

-
s

07 - Reference and Background Checks
Prior to making any commitment to an individual for employment, the 

HAO interviewer conducts a thorough review of the applicant's background. 
This review elicits information pertaining to job-related knowledge, 
skills, and abilities, work habits and background that must be clearly 

documented to affect potential employee performance.
i

Such information
\may include verification of training, education, and/or work (paid or 

unpaid) experience. ;Personal references from former teachers, employ- 
, and other persons with knowledge of the applicant's knowledges, 

skills, and abilities may be solicited.

■

ers -
.

1'
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Interviewers are cautioned that use of any information to predict 
job performance must meet the standards for employee selection laid down 

under its authority under Title VII of the Equal Employment Opportunity 

Act of 1972 by the U.S. Equal Employment Opportunity Commission.

08 - Conflict of Interest
No employee of the HAO shall subject himself to any conflict of 

interest with regard to the HAO and its operations, or receive outside 

financial benefit for himself or persons or organizations with whom he 

has familial, business, financial, or related personal ties, 
specific rules in Section 4.05.02.)

(See

09 - Notification of Employment

Once an applicant has been approved for hire, a formal written offer 

setting out the terms of the offer, conditions of employment, and 

indicating a date by which the offer should be accepted is prepared by the 

Personnel Technician for acceptance by the applicant, 

not prepared for support positions.
employment physical exams may be requested at the discretion of the HAO 

Director.

Formal offers are

Applicants are advised that pre-

10 - Employee Performance Evaluation
All permanent employees are evaluated at least annually by their

The primary purpose of the employee performance 

evaluation is to inform employees on how well they are doing their work 

and how they can improve their work performance, 

tion is also considered in determining salary increases and decreases, 
as a factor in determining the order of layoff, and as a basis for 

training, promotion, demotion, transfers, and dismissal.

Performance evaluations are considered as confidential data and are 

available on a need-to-know basis.

immediate supervisors.

The performance evalua-
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CHAPTER 5.00 - PERSONNEL ADMINISTRATION

5.02 - COMPENSATION

'
!

01 - Compensation Rates
HAO salary and wage rates are determined on the basis of prevailing 

rates in the locality and other factors, 
plan sets the salary range for each approved position, the intermediate 

rates within each range, and the system for making periodic within-range 

The plan is reviewed annually by the Board of Trustees in 

conjunction with budget preparation for the next year and revised to 

reflect changes in responsibility, economic conditions within the
When a new position is created, 

the salary level is determined on the basis of existing rates within the 

community for comparable positions and on the levels established in the 

HAO compensation plan.

A comprehensive compensation
ii
;

increases.

community, or other valid reasons.i

i

:

02 - Employee Benefits Program
! The HAO contributes to the cost of a range of employee benefits. 

Each full-time permanent employee is eligible to enroll and participate 

in the benefits program, 
advantages of participation and provided with the necessary enrollment 
forms.

■

Employees are counseled on the costs and
!

i

;

!::
|
:

!
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CHAPTER 6.00 - FINANCIAL MANAGEMENT

6.01 - GENERAL DESCRIPTION

01 - Financial Management Objectives and Overview
The objective of the HAO financial management functions is to 

ensure that funds provided to the HAO are properly disbursed for 

allowance payments to recipients and for HAO administrative activities.
The financial management system encompasses planning, budgeting, accounting, 
and performance analysis elements, each integrated within the framework 

of the management accounting structure. The accounting structure, in 

turn, identifies the financial responsibility points within the HAO.

02 - The Allowance Program Financial Management System
The major consideration in the design of the system was the need 

to conform, to the extent possible, to the legislative and administrative 

requirements of the Section 23 Leased Public Housing Program, which pro
vides the funding authority for the Housing Allowance Program, 

structure of the HAO accounts, therefore, is patterned after the 

structure established by HUD for accounting for low-rent housing pro

grams .

The
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CHAPTER 6.00 - FINANCIAL MANAGEMENT

6.02 - THE HAO BUDGET

01 - Annual Budgets
The housing allowance program operates within the parameters of a 

fiscal-year budget approved by the HAO Board of Trustees, the BCHA and 

Budgeting and control of program funds are the responsibility of 
the HAO Director and his financial management staff, subject to the re-

Each fiscal-year budget 

provides information concerning the projected number of recipients, 

estimated allowance payments, the number and salary levels of HAO 

employees, and other data relating to the size, scope, and resource re
quirements of the HAO.

HUD.

view and approval of the Board of Trustees.

02 - Budget Monitoring
The HAO budget submission to HUD in support of the Annual Contribu

tions Contract is in the format designed to meet HUD requirements, 
internal budget used by the HAO is prepared at a greater level of detail 
to meet the financial monitoring requirements of HAO management.

The monitoring of actual performance against the budget is performed 

monthly in the expenditure analysis reports prepared by the financial 
management staff, 
projection of cash flow requirements and the determination of cash 

amounts available for investment.
These reports are distributed to the HAO Director and the Board of

The Board may request additional reports, 

if necessary, for the analysis of a particular financial situation.

The

The reports and the budget are also used in the

Trustees on a regular basis.
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CHAPTER 6.00 - FINANCIAL MANAGEMENT

6.03 - THE ACCOUNTING SYSTEM

01 - Chart of Accounts
The HAO accounting system’s chart of accounts for the allowance 

program is designed to conform to the accounting classifications 

established by HUD and specified in the following HUD publications:

o Low-Rent Housing Accounting Handbook, HM 7510.01 

o Low-Rent Housing Accounting Guide, HM G 7511.1

The accounts provide the ability to summarize HAO financial 

activities in a consistent and informative manner, and are structured to 

conform to' the following basic classifications required for the prepara
tion of HUD reports as follows:

Assets

Liabilities and surplus 

Operating receipts 

Operating expenses 

Surplus credits and charges 

Capital expenditures 

HUD contributions received

o
o
o
o
o
o
o

Subaccount classifications have been developed to provide a practical 

HAO budgetary base and to establish expense categories unique to the HAO.

02 - Recording Transactions

HAO financial transactions are recorded in journals, and ledgers, 
the records of original entry in which all elements of each transaction

The elements recorded include the date of the transaction, 

the account and amount debited or credited, and a brief explanation of the

are recorded.
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The recorded information is taken from invoices,
Postings of the

transaction if required.
other HAO records.bills, sales slips, timesheets, or 

journals and ledgers are done by the financial management staff either
on a daily, weekly, or monthly basis depending upon the staff workload.

The primary book of accounts for the HAO is the general ledger, which
It contains allis used to control all HAO accounts and subaccounts, 

accounts in the Chart of Accounts, i.e., assets, liabilities and surplus,
operating receipts, operating expenses, surplus credits and charges, 
capital expenditures, and HUD contributions received.

On a regular basis the balances from subsidiary ledgers are summed 

and this total is entered in the summary accounts in the general ledger. 
The subsidiary ledgers contain detailed account activity for which there 

is only one summary account classification in the general ledger.
At the end of each month, a Working Trial Balance is prepared by the 

financial management staff to summarize the general ledger, provide proof 
of the equality of debits and credits within the general ledger, and serve 

as a vehicle for the flow of accounting data from the general ledger to 

the monthly financial statements and reports.
liability, and surplus account information is transferred to the HAO and 
HUD Balance Sheets.

Trial Balance asset,

The operating receipts and expense accounts in the 

Trial Balance provide data for the Income and Expenses and the Receipts 
and Expenditures Statements.

;

?
:

i

i



6.04(1)

CHAPTER 6.00 - FINANCIAL MANAGEMENT

6.04 - ALLOWANCE PAYMENTS

01 - The Allowance Payment System
The HAO Allowance Payment System is one of the systems that provides

Payment data and the informa
tion generated by the other data systems are used for cost accounting 

purposes and to provide notice to the financial management staff of 
allowance recipient status changes or other transactions affecting 

allowance payments.
The accounting cycle related to the payment of allowances is initiated 

in accord with actions specified in Chapter 13.00.

input to the financial management system.

Such actions may in

clude the certification of a new recipient, or an adjustment to or
The original documenta- 

The keypunched data are
termination of payments to an existing recipient, 
tion for such a change is sent for keypunching, 
entered into the system to update the master payments file and are printed 

out as the "Summary of Changes of Payments". The Summary of Changes of

Payments is provided for every master payments file update and compared 

with original source documents to verify that the transactions are 

recorded correctly. The HAO data processing system produces the Summary 

of Changes of Payments, all allowance checks for recipients active as of 
the date of processing, a monthly Check Register, a Disbursements Register, 
and a summary bank statement. Manual payments are recorded in a separate 

Check Register,

02 - Accounting Controls

When the allowance checks and Check Register are received by the 

HAO, the staff reconciles the allowance payment total prior to mailing 

The amounts and totals shown for the manual checks writtenthe checks.
in the last week of the previous month must agree with the manual Check 

Register. The total of allowance payments for the current month is equal
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to the previous month's payment, plus or minus the amount resulting 

from certification of new, terminated, or adjusted allowances as 
indicated by the Summary of Changes of Payments, plus any partial pay-

Once the reconciliation is complete,ments not entered into the system, 
the staff obtains the appropriate signatures, and makes a deposit to 

transfer funds from the General Operating Account to the Allowance

Payment Imprest Account.
The net amount of the check, however, includes amounts advanced to

recipients as well as deductions for advances or overpayments, as in-
Accounts Receivable—Securitydicated by the Disbursements Register.

Deposit Advances are debited or credited for the amount of the advances

extended or repaid through deductions during the month, 
is made to the Housing Allowances Paid equal to the gross amount of 
allowance payments to which recipients were entitled.

A debit entry

03 - Reconciliation of Allowance Payment Account

A reconciliation of the Allowance Payment Account Bank Statement 
with the HAO records is performed on a regular basis. A listing is 

prepared by the bank showing:

o Outstanding checks in check number sequence, 
o Cancelled checks in check number sequence, 
o Stop-payment or cancelled payment checks.

Using the information contained in the listings, the HAO staff 
reconciles the bank records with the HAO records and makes the appropriate 
adjusting entries as necessary.
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CHAPTER 6.00 - FINANCIAL MANAGEMENT

6.05 - THE HAO AUDIT

01 - Accountability
HAO standards provide for an annual audit that covers basic financial 

and compliance auditing, and may also include checks on the effectiveness 

of HAO allowance payment control procedures.
5

02 - Audit Authorization
The U.S. Housing Act of 1937, as amended, provides that HUD has the 

authority to audit and examine the books and records of the HAO. 
Accordingly, contracts between HUD, the BCHA and the HAO provide for 

HUD regulations authorize the engagement of an Independent 

Public Accountant (IPA) to audit federally financed projects, 
acceptable, an independent public accountant must be a certified public 

accountant or a licensed or registered public accountant who is certi
fied, licensed, or registered by a regulatory authority of a state or 

other political subdivision of the United States.

audits.
To be

03 - Accountant Independence
An accountant will not be considered independent from the HAO if 

he has, or has had during the period to be covered by audit, any 

relationship with the HAO that could produce a conflict-of-interest 

situation.

04 - Audit Scope and Coverage

The audit must be sufficiently comprehensive in scope to permit the 

expression of an opinion on the financial statements in the audit report, 
and must be performed in accordance with generally accepted auditing 

standards and audit requirements as set forth in the HUD Audit Guide.
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The opinion should state whether, in all material aspects, the 

Balance Sheet and other supporting statements present fairly the 

financial position of the HAO as of the closing date of the period examined. 
It should also comment, in conformity with accepted accounting principles 

and procedures, on the results of HAO operations.
5

(
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CHAPTER 7.00 - TRAINING

7.01 - GENERAL DESCRIPTION

01 - Training Objectives
A well-trained staff is seen as critical to the successful operation 

of the housing allowance program.
responsibility of ensuring that an effective staff training program is 

developed and maintained, 
that all HAO staff:

The HAO Director is charged with the

The objectives of this program are to ensure

Understand the basic purposes of the housing allowance program and 

the way it works to achieve them.
Have a good working knowledge of the organizational structure of 
the HAO and the functions performed by each organizational unit 
in delivering program services.
Are thoroughly trained and regularly tested in the performance of 
their own immediate job assignments.
Are conversant with and skilled in techniques of interpersonal 
relations as needed to maintain effective communication among 

co-workers and between levels within the HAO, and to maintain 

positive relations with program clients.
Have an established career development plan designed to encourage 

the regular enhancement of their skills in line with longer-term 

career objectives.

o

o

o

o:

:
: o

*;

i

02 - Responsibility for Training
The HAO Director shall appoint a member of the staff as HAO Training

The Training Officer shall be responsible for designing, modifying 

and generally maintaining the HAO training program in accord with the
The Training Officer shall maintain orderly

Officer.

objectives specified above, 
records on the training history of each employee, and shall develop and

;
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i
!
i
:

:regularly update a proposed schedule of training and ongoing training
Individualactivities, subject to the approval of the Director, 

written plans shall be prepared for all such activities specifying
v
!

particular sections of HAO Manuals, reports, and other documents that 
will be used as training materials. %

03 - Contents of the Training Program
The HAO training program shall have two major components: (a) 

training for new employees; and (b) ongoing training and career develop
ment planning. The first component explicitly requires formal training 

to establish employee understanding and skills in relation to the first 

four training objectives specified above. The second component is 

concerned with maintaining that basic knowledge and up-dating it as pro
gram techniques and functions are modified over time. The second 

component also deals with the fifth objective—career development planning.
l
!
I
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CHAPTER 7.00 - TRAINING

7.02 - TRAINING FOR NEW EMPLOYEES

01 - Introduction
When a new employee is hired by the HAO he must participate in an

There are four training 

(a) Purpose
established set of formal training experiences, 
modules related to the objectives stated in Section 7.01.01: 
and Operation of the Housing Allowance Program; (b) HAO Organization and 

Functions; (c) Job Assignment Skills; and (d) Interpersonal Relations.

02 - Purposes and Operation of the Housing Allowance Program
This module is built around materials developed under the Housing 

Assistance Supply Experiment, 
program, the way it works in comparison to other government assistance 

programs, its particular effects on clients and client housing conditions 

The module is regularly updated based on new reports on 

shifts in client populations, changes in effects on housing conditions 

and the housing market, and new federal, state and local policy initiatives 

in housing.

It explains the history of the allowance

in Brown County.

03 - HAO Organization and Functions
This module reviews the current organizational structure of the HAO, 

its basic responsibilities and relationships to other agencies (see 1.01 

and 3.01), biographical sketches of all supervisory and managerial staff, 
and the purposes and functions of each HAO sub-unit. The latter requires 

a "walking through" of the step-by-step processing sequences followed in 

Information is presented on the past performance of each 

function (cost, productivity, workload levels, quality control, etc.) and 

performance expectations are explained, 
also explained in this module:

each function.

Basic management processes are 

delegation of authority and responsibility, 
management reporting systems, communication and participation techniques, 
planning and budget preparation, budget control, etc.
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04 - Job Assignment Skills
maintains and regularly updates a set of formalThe Training Officer

modules for each specific job assignment performed in the conducting
Specific standards for each

training
of the allowance program (see Section 3.02).
module (number of contact hours in each activity, performance expectations, 
etc.) are established explicitly and must be approved by the HAO Director.
The HAO position classification system has been established to encourage 

flexibility and permit management to adjust staff assignments in response to
It is expected, therefore, that many new employeesthe shifting workloads, 

will participate in more than one specific job assignment module and attain
the required level of competence in each before being assigned regular duties.

05 - Interpersonal Relations
This module covers techniques necessary to achieve effective communica

tion between co-workers and different managerial levels within the HAO. 
also explains the purposes and benefits of the HAO's emphasis on positive 

client relationships and techniques used in all relationships with clients 

and other individuals in the community (landlords, etc.).

It

*

06 - Content of Training Modules
All of the training modules are designed as participatory training

They make use of standard training techniques such as lectures 
and required reading assignments.

5

experiences.

However, specific training assignments 
are constructed in each to ensure direct employee response to the subject

This may include discussion groups, role playing activities, tests 
of comprehension and skill in a variety of forms.

matter.

This is of special impor
tance in job assignment modules, particularly those related to key

}
program

functions such as Client Services, Certification, Housing Evaluation and ■

i
?Accounting. In these areas, trainees will need to demonstrate competence 

in a series of simulated job experiences before performing regular duties 
that will affect actual client payment status. Employee performance will 
continue to be explicitly tested on an intensive basis (through quality 

control and other techniques) in the months immediately after regular duties 
are assumed.

:
f

:>
5
5
:!



7.03(1)

CHAPTER 7.00 - TRAINING

7.03 - ONGOING TRAINING AND CAREER DEVELOPMENT

01 - Ongoing Training
The Training Officer and the Director shall regularly evaluate 

training program schedules and individual employee training histories
As adjust-as a basis for developing schedules for ongoing training, 

ments are made, modules on Purposes and Operation of the Housing 

Allowance Program and HAO Organization and Functions should be presented 

for the entire HAO staff, and/or special lecture and discussion sessions
should be offered which deal with the adjustments per se.

Appropriate specific job assignment modules must be offered each time 

a current employee is transferred to a new assignment and may also be 

offered when managers and employees want to prepare for possible future 

transfers.

02 - Career Development
During regular performance reviews, supervisors discuss career 

development objectives with each employee, 

sions is passed on to the Training Officer to form the basis for supporting 

actions by HAO management.
These actions may include shifts in job assignments and the presentation

They may also include support 
for outside training which is consistent with basic HAO purposes and

The Training Officer is responsible for maintaining information 

on courses available in the community which may be of value to individual 
employees in furthering their career development objectives.

Information from these discus-

of special training activities within the HAO.

obj ectives.
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9.01(1)

CHAPTER 9.00 - PUBLIC INFORMATION

5

9.01 - GENERAL DESCRIPTION

i

01 - Objectives
The primary objective of the public information function is to create 

and maintain general understanding of, cooperation with, and support for the 

Housing Allowance Program in the community, among both the eligible and non-
To accomplish this objective, the HAO will:eligible population.

o Provide accurate and comprehensive information on the program 

to the public on an ongoing basis, 
o Provide systematic monitoring of changing community attitudes 

as they affect the program.

02 - Ongoing Public Information
Ongoing public information activities include:

Responding to written and telephone requests from prospective 

clients, public and press. All press contacts are cleared 

through established procedures.
Designing, coordinating, and scheduling presentations on the 

program by the HAO Director and other members of the HAO staff 
before service groups and other local community groups. 
Developing press releases and feature stories on the program. 
The use of advertising to achieve basic outreach objectives. 

Contacting news media representatives on a regular basis. 
Evaluating public information.

o

o

o
o
o

o

The HAO ensures that the HAO confidentiality policy is observed in 

all dealings with the public and press so that the identities of clients 

are not disclosed.
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I
1
: 03 — Responsibility for Public Information Functions1

The HAO Director is responsible for carrying out an effective public 

information and community relations program, although he may delegate 

components of these activities to other staff members, 
also responsible for keeping the HAO Board of Trustees and HUD represen- 
tatives informed about the content and nature of this program and reactions 

to all allowance program activities and events within the community.

i
i The Director is
5_
■
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CHAPTER 9.00 - PUBLIC INFORMATION

9.02 - PUBLIC INFORMATION ACTIVITIES

\
01 - Responding to Requests From the Public and the Press

The HAO Director designates specific staff members to be responsible 

for handling day-to-day inquiries from the public and the press about the
Requests and responses are recorded in a log which is 

The Director meets with all assigned
allowance program.
regularly reviewed by the Director, 
staff frequently to review the nature of all outside contacts, and discuss
responses that convey information about program status in an accurate 

and understandable manner.

02 - Presentations on the Allowance Program
The HAO prepares and offers presentations about the allowance program 

to community groups, public agencies and other parties as may be appropriate
Standard presentations are reviewed and modified 

periodically to respond to needs and interests of particular groups and 

to reflect new information about the program and its impacts in the community.

on an ongoing basis.

03 - Press and Media Relations
i

The HAO Director is responsible for a positive program of press and 

media relations in which media representatives are kept informed about 
allowance program activities on a regular basis, 
briefings are prepared and presented relating to all allowance program 

events, accomplishments, plans, and problems which may be significant and 

newsworthy.

Press releases and news

:

i

-

s
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■04 - Advertising
The HAO may use paid advertising (in newspapers and other media) for 

The first, is to convey information about important allow- 

the community at large, which may not be reported 

For example, a change in program

1
two purposes.
ance program events to 

adequately in regular news coverage, 
rules might alter eligibility patterns, and confusion about effects on
existing recipients and others could be costly if accurate information is 

not conveyed broadly.
The second purpose is basic program outreach, i.e. to remind the 

eligible population about the program and its benefits during periods 

when applications for enrollment and reinstatement are being accepted.
The HAO Director must use limited funds budgeted for these purposes 

with care to ensure that the needed communication occurs in a cost-effec-

.

Advertising must be factual and understandably presented. 
Care must be taken to avoid distortion and to present messages tastefully.
tive manner.

05 - Brochures and Reports
Program brochures identify those responsible for the operation of the 

allowance program, explain the way the program works and how it is funded,
An adequate quantity of 

these brochures should be available at all times for responses to inquiries 

about the program and for distribution to parties that need to be better 

informed about the program in the judgment of the Director, 
of all program brochures should be periodically updated as necessary to 
assure that they remain accurate.

3

and summarize major program rules and procedures.

%
?

The content
4

The HAO also prepares periodic reports on allowance program activities 
for release to the public. These reports present statistical and other 

information on such subjects as changes in program size and workloads, client 

characteristics, program effects on client income and rent burden, 

effects on housing conditions and the housing market, administrative costs 
and cost-effectiveness relationships.

>program
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CHAPTER 10.00 - ENROLLMENT

10.01 - GENERAL DESCRIPTION

01 - Objective
The objective of the enrollment function is to provide households 

that have indicated an interest in the program with the necessary infor
mation and screening to be certified for program eligibility, unless 

the household is determined ineligible or chooses not to participate.
To accomplish this objective, the HAO:

Receives Preliminary Applications.
Schedules enrollment interviews.
Explains the program to applicants, emphasizing program re
quirements, rights and responsibilities of both program 

participants and the HAO, and the services offered by the HAO. 
Collects socioeconomic data about the household.
Completes an Enrollment Application with the applicant. 
Calculates the household’s allowance entitlement.
Determines eligibility.

Provides the opportunity for the head of household to sign 

the Participation Agreement; the signing of this Agreement 
signifies the household’s enrollment in the program and in
dicates that the client knows and understands the rights and 

responsibilities of a participant.

o
o
o

o
o
o
o
o

The enrollment function is to be carried out as rapidly and effec
tively as possible in order to minimize the time between application and 

certification of eligibility and to prevent burdensome and repeated 

visits by the client household to the HAO. To accomplish this goal, the 

major enrollment activities listed above are carried out to the extent

feasible during the personal enrollment interview between the household
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Initial determination of household eligibility
Procedures and policies 

identified and described as part of the

and an HAO staff member, 
takes place during the enrollment interview, 
for subsequent verification are 
certification function (see Chapter 11.00).

02 - Scheduling the Enrollment Interview
The enrollment process begins when a household that has submitted a 

Preliminary Application to the HAO is scheduled for an enrollment inter- 

The head of household and other members are invited to attend the
The

view.
enrollment interview, where an Enrollment Application is completed, 
client is asked to bring to the interview specific information and sup
porting documentation regarding the household's income and assets, 
the interview, the household is also sent information describing the pro-

Before

gram.

03 - The Enrollment Interview
At the enrollment interview, the interviewer explains the program

requirements for eligibility and the rights and responsibilities of pro
gram participation and answers any questions the client may have, 
interviewer also explains the purpose of the Enrollment Application and 

asks questions about the household's composition, income, and assets. 
Documentation supporting the information given by the household is 

examined at that time, and the household is informed that the information 
will be verified.

The

The head of household is asked to sign the Enrollment 
Application, which includes an affidavit certifying that all information 

is accurate and that the client understands the consequences of falsifies- 

If applicable, the client is also asked to sign forms which permit 
the HAO to request further information from employers or public agencies, 
banks, etc.

The interviewer uses the information provided by the client to 
calculate the household's maximum allowance entitlement and 
its eligibility status.

tion.

to determine

If a client household appears to be ineligible, the interviewer

to the eligi- 
lf> in fact, the household

completes all items on the Enrollment Application relating 
bility criterion that is apparently violated.
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is found to be ineligible, the interviewer explains the reasons for in
eligibility, gives the client written notice of ineligibility, and

The interviewer explains that the client may 

appeal through the HAO appeals process (Chapter 14.00) if he believes the 

determination is not in accordance with program standards.

terminates the interview.

When a household appears to be eligible on the basis of a completed 

Enrollment Application, the interviewer presents a written statement to the 

client confirming eligibility and the amount of allowance entitlement as
The client is then asked if the household 

If the household makes a decision
determined in the interview, 
wishes to participate in the program.
at that time to participate, the interviewer explains the Participation

If the householdAgreement and asks the head of household to sign it. 

wishes to delay its decision, it may take the Participation Agreement to 

read at home, and will be asked to inform the HAO as soon as possible of

its decision.

04 - Post Interview Procedures
When the Enrollment Application is completed, full documentation has 

been collected, and the Participation Agreement has been signed, the 

interviewer prepares a request for evaluation of the household’s current 
The complete Enrollment Application package, consisting of 

the Enrollment Application and related documents, and the Housing Unit 
Certification Form, which contains the request for evaluation, proceeds 

to the next processing stage.

Procedures for the enrollment function are described below and are 

grouped as follows:

housing unit.

Pre-enrollment interview activities, including receiving and 

acknowledging Preliminary Application and scheduling the enroll

ment interview (Sections 10.02-10.03).
The enrollment interview (Sections 10.04-10.07).
Post-enrollment interview activities (Section 10.08).

o

o

o

I
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CHAPTER 10.00 - ENROLLMENT

10.02 - PROCESSING PRELIMINARY APPLICATIONS

This section describes the procedures used to process Preliminary 

Applications.

01 - Receiving and Reviewing Preliminary Applications
Preliminary Applications (Form 10.02-1) are prepared in one of two 

First, when a prospective client calls the HAO for general informa-
As a part

of this presentation, the staff member handling the call asks whether the 

person is interested in applying for the program, and if so, encourages the 

caller to provide the information needed for the Preliminary Application 

over the phone.

ways.
tion about the program, the program is described over the phone.

If the person agrees, eligibility criteria are carefully 

reviewed to be sure the person has a clear basis for determining if the 

household is unlikely to be eligible, 
member stamps the date and forwards it for processing as described below.

In the second method, prospective clients fill the forms out them
selves and either mail them to the HAO or drop them off in person, 
a part of the HAO outreach program, brochures (which may include the form) 
are disseminated to make them widely available to the eligible population. 
When such forms are received by the HAO, they are date stamped, 
forms are submitted by mail, additional discussion of eligibility criteria 

to permit self-screening will take place prior to conducting the full 
enrollment interview.

A staff member examines each Preliminary Application upon receipt to 

ensure that it contains the name, address and telephone number, 

name has not been completed, the form is discarded.
plete but the address or telephone number has not been furnished, a rea-

After completing the form, the staff

As

When

If the
If the name is cora-

sonable effort is made to locate the client (for example, using telephone 

books and local telephone company sources). If these efforts fail, the 

Preliminary Application is filed for later reference, if needed.
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If questions other than the name, address, and telephone number are 

not complete, the application is considered complete and processed as de- 
The missing information is obtained later when the 

client is called to be scheduled for an enrollment interview.
scribed below.

02 - Making Office Entries for the Preliminary Application
For Preliminary Applications that are considered complete and can

be processed, a serial number is stamped in the upper right-hand corner of
The following information is alsothe Preliminary Application Form, 

entered:

Census TractNeighborhood 

Scheduling Roster
Date Received
Client I.D. No.

The date which was stamped upon receipt of theDate Received.o
application is entered. 
Neighborhood. Using the address provided by the client and the 

Neighborhood Code and Census Tract Directory, the appropriate 

geographic code is located, 

street name and indicates a route number which cannot be found

o

If the client has not furnished a

in the Directory, a best estimate of the neighborhood is made by 

using a map of the site area. The first digit of this geographic 

code is entered in the first box and the numbers "99" are entered
in the next two boxes to indicate that this is an estimate. 
Census Tract. Same as for Neighborhood. 
Client I.D. and Scheduling Roster.

o

These are filled out only 

when the Preliminary Application is used as a correction form and

o

is submitted to correct a data entry or a source document mistake 

on a previously processed Preliminary Application.

03 - Processing Preliminary Applications

Groups of completed Preliminary Applications sent for computer pro-

The Batch
representing the last

clients from each roster who have been contacted for scheduling.

cessing are accompanied by a Batch Control Form (Form 10.02-2). 
Control Form shows a list of client I.D. numbers

This
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information is used to update the scheduling rosters and to prepare re
minder notices for those clients who have not yet been scheduled for 

interviews.
The computer processing system requires a continuous series of serial 

numbers for Preliminary Applications. Therefore, if the application 

corresponding to a particular serial number is lost or voided, a dummy 

record carrying that serial number is prepared for insertion into the 

batch (see Section 16.02.02).
Computer processing of Preliminary Applications stores them on a com

puter file and produces certain outputs (see Section 16.02). The Edit List, 
the Error List, the Corrections Register and the Lost Applications List 
allow staff members to check that each input form is accounted for in the 

outputs.
The Scheduling Rosters (Form 10.02-3) may be used to schedule"the

There is one roster for each homeowner/renter 
tenure category and for each of the geographical areas.
enrollment interviews.

;

;
:

J

;
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The Housing Allowance Office

0MB No. 63-R 1457 
Expires:

MODEL: PRELIMINARY APPLICATION 9/30/84

Yes, I would like to be scheduled for a personal interview to find out
I understand that this application 

It will be used by the Housing Allowance
if I qualify for a Housing Allowance, 
does not obligate me in any way.
Office in contacting me to make arrangements for an appointment at my con- 

I also understand that all information I supply will be treated asvience. 
confidential.

(PLEASE PRINT)

Name of the Head 
of Household:

(Middle Initial)(First Name)(Last Name)

Work TelephoneHome Telephone

Is the head of your household 
or his/her spouse 62 years of 
age or older?

How many people, including yourself, live 
in your household? (Please include regular 
members of the family who may be temporarily 
away from home, but do not include any 
roomers or boarders.) ______________ Yes No

Does your household own the apartment/ 
house in which you now reside?

Yes No

Home Address:
(Street Number) (Street) (Apartment Number)

(City) (State) (Zip Code)

Mailing Address: 
(if different) (Street Number) (Street) (Apartment Number)

(City) (State) (Zip Code)

Form 10.02-1



10.02(5)

:

PRELIMINARY APPLICATIONS 
BATCH CONTROL FORM

The Housing Allowance Office

TRANS. CODE (1) P 
CARD CODE (2) B

SUBMITTED TO INFORMATION SERVICES:

RETURNED BY INFORMATION SERVICES

Last Serial Number Processed: j 1 | | 1 ] Last Client ID Assigned:
(3-7)

| | 1 1 1 Number of Batch Corrections:

(8-13)

i i i i i I iNumber of Applications: j
(14-19) (20-25)

r t ! i i i iNumber of Deactivations: [ 1 1 1 1 i Number of Reactivations:
(26-31) (32-37)

Serial Numbers: From [_ J__P j I 1 To LTZLZLXJ
(38-42) (43-47)

TRANS. CODE (1)(P) 
CARD CODE (2)(C)

CLIENT ID NUMBERS OF CLIENTS LAST CONTACTED:

10.7.1. 4.

8. 11.2. 5.

12.9.3. 6.

Form 10.02-2
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The Housing Allowance Office

MODEL: ACKNOWLEDGMENT OF PRELIMINARY APPLICATION LETTER

Dear (Client):

We are pleased to have received your Preliminary Application.
A member of the Client Services staff from the Housing Allowance 

Office will contact you by telephone or mail as soon as possible to set 
up an appointment for an enrollment interview at your convenience. 

Again, thank you for your interest in the program.

Sincerely,

Form 10.02-4
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CHAPTER 10.00 - ENROLLMENT

10.03 - SCHEDULING THE ENROLLMENT INTERVIEW

01 - Setting the Enrollment Levels
Each month, the HAO establishes a target for clients to be scheduled 

for enrollment interviews that month in order to reach the planned monthly 

enrollment levels.
until the target monthly enrollment rates are reached, 
of clients turn down the invitation for the interview, are determined 

ineligible, or choose not to participate, new households are to be con
tacted and offered enrollment until the monthly level is reached, 
if enrollment takes longer than expected, or if too many households have 

to wait an unreasonably long period to be scheduled for an interview, 
levels for subsequent months may be changed

Enrollment interviews are scheduled during the month
If a large number

However,

02 - Making Initial Contacts
The majority of enrollment interviews are held at the HAO. However, 

when there are several applicants living in a remote area, enrollment 
interviews may be conducted in a public or community facility more con
veniently located for these households or in their homes.

To schedule the interview, the HAO may: (1) attempt to telephone 

the client first, and then follow up with a letter (Form 10.03-2) asking 

the client to contact the HAO if he has not been reached, (2) send the 

letter first, and then follow up with telephone contact attempts if 

there is no prompt response, or (3) in certain cases, the appointment may 

be arranged during the initial Preliminary Application contact. When 

option 2 is used, instructions on information the client should bring to the 

interview may accompany the letter.
If contact has not been made within two weeks of the first attempt, 

additional attempts (by telephone and/or mail) will be initiated. The 

extent of these attempts will depend on workload conditions at the time.
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If the client has not responded to the mailings and cannot be reached 
will be removed from the active scheduling roster, 

be notified of this action by a letter (Form 10.03-2a).
by telephone, the name
The client may
If the client has not responded one week after the letter is sent, the
Enrollment Application is filled out with appropriate entries and the

i client is dropped from the roster.
The computer generated Scheduling Roster (Form 10.02-3) may be used

The Roster contains allto organize contacts and record their results, 
the information that was provided by the client in the Preliminary Appli-

If it is indicated on the Roster that information was missing,cation.
the client is asked to furnish the missing information, which is entered

A Preliminary Applica-on the Scheduling Roster or on Scheduling Cards, 
tion correction form (see Section 10.02.02) using the notations on the 

Scheduling Roster or Cards may be filled out and computer processed.
Once the information from the Preliminary Application is completed

The head of household, 
along with other members of the household who wish to attend, are encouraged

Clients are informed that it will be necessary for 

the head of household to be present at the interview since he/she must

the enrollment interview appointment is arranged.

to attend the interview.

sign the Enrollment Application and other enrollment documents, 
hold is asked to call the HAO if they are unable to keep the appointment.

For those who accept the enrollment interview appointment, the con
tacting staff member goes over the type of information the client should 
bring to the interview.

The house-

A letter (Form 10.03-1) confirming the appoint
ment, date, time, and place, and itemizing the income information and 

documentation required may be sent to the household. A brochure con
taining information about the program may accompany the letter, 
clients who are scheduled for interviews shortly after the telephone 

contacts and who, therefore, will not receive the confirmation letter 

and documentation list in time, the staff member discusses the documen
tation list over the telephone.

For

03 - Dealing with Turn Downs and Probable Ineligibles

If the client turns down the invitation to attend the enrollment 
interview, Part I and Part IX of the Enrollment Application Form
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(Form 10.05-1) are completed. A letter may be sent to the client con
firming the client’s desire not to complete the interview because of 
probable ineligibility (Form 10.03-5a) or for other reasons (Form 10.03-5).

04 - Scheduling Backlogs
Households that have not been contacted for scheduling one month after 

the receipt of their Preliminary Application may be notified by letter 

(Form 10.03-3) that they have not been contacted because of the volume of 
applications. Households are notified periodically thereafter as appro
priate .

05 - Interview Attendance Problems
In cases where a household does not show up for a scheduled enroll

ment interview, the household is contacted to determine the reasons why 

and to arrange for a new appointment, 
the rescheduled session, it is sent a letter (Form 10.03-4) informing it 

that it has been dropped from the enrollment roster, and that it should
Where there is a good 

reason for the missed session, the household’s name is not removed from 

the scheduling roster, and the household is rescheduled for another appoint- 

When a client cannot attend an enrollment interview at the HAO 

(especially the elderly and handicapped), a home interview may be 

arranged.

If the household fails to attend

contact the HAO if it wants to be rescheduled.

ment.
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The Housing Allowance Office

MODEL LETTER TO CLIENTS CONFIRMING ENROLLMENT 
OR RECERTIFICATION APPOINTMENT

Dear (Client):
We would like to confirm your appointment for an interview at

(Place)
aton

(Time)(Date)
When you come to the interview, please bring the information listed

The list looks very 

long since it covers all possibilities, but we have found that for most 
households only a few of the items on the list apply.

on the attached pages that applies to your household.

IF YOU CAN’T FIND
COPIES OF REQUESTED INFORMATION THAT DOES APPLY, PLEASE COME TO THE INTER
VIEW ANYWAY. There are usually other ways to secure needed documentation.

Please telephone at
(Client Services Technician) (Phone No.)

if you are unable to attend.
We are looking forward to seeing you.

Sincerely,

i*

Address:
Phone:

Office Hours:

Form 10.03-1 
Page 1 of 5

I
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The Housing Allowance Office

MODEL FORM: INFORMATION/DOCUMENTS TO BRING WITH 
YOU WHEN YOU COME FOR YOUR INTERVIEW

1. Members of Your Household.

We will need to know the names, birthdates, social security numbers 
(when they apply) of all the people who live with you. We will also need 
to know their relationship to the head of the household.

4

To help reduce the time spent in the interview, you may want to com
plete and bring to the interview the table which appears below. Please 
start with the name of person you have chosen to be head of the household.

:

Relationship to 
Head of Household

Social
Security No.

Birthdate 
day/mo./yearName

1.
2.

I 3.
4.
5.i
6.

2. If You Are 62 Years of Age or Over, Disabled, Handicapped or
Have Been Displaced by Government Action or Natural Disaster

The head of household will be asked to show proof of age if he or she 
is 62 years of age or older. A driver's license, birth certificate, 
baptismal record, medicare card, or insurance policy can be used for this 
purpose. If you are a single member household under the age of 62, please 
bring proof of disability assistance from public agencies if you are dis
abled or handicapped; or, if you have been forced to move by governmental 
action, please bring the notice to vacate from the agency; or, if you 
have been forced to move because of a natural disaster, please bring notice 
of eligibility from the Disaster Field Office.

3. If There is a Student Over 18 Years of Age in Your Household

If any member of your household is 18 years of age or older and a 
full time student, we will need to see his or her current registration form. 
If the student has been accepted but has not yet enrolled, we will need a 
letter of acceptance from the school or institution.

Form 10.03-1 
Page 2 of 5



10.03(6)

4. Assets and Liabilities
member of your household, ifPlease bring in the following for every # . .

be necessary for us to make copies of the originathey apply. It may 
documents you have brought with you:

List of Stocks, Bonds, or Mutual Funds.
Saving Account Passbooks, Bank Statements, Certificates of 
Deposit.
Monthly Mortgage Book or Bank Statements which show how much you 

in mortgage principal and interest every month.
Your latest Real Estate Tax Statements, showing your tax assess
ment on your home as well as any other real estate you may own.
Current Bank Balance or recent Bank Statement for Checking 
Accounts.
Current Bills and Loan Contracts showing any outstanding debts. 
This includes bills from credit cards, stores, loan institutions, 
banks, etc. Normally you will not need to bring bills for items 
less than $100. YOU DO NOT NEED TO BRING ANY BILLS IF TOTAL DEBTS 
DO NOT EXCEED $2,000 OR YOU HAVE NO ASSETS AS LISTED ABOVE.

o
o

o
pay

o

o

o

5. Earned Income

Please bring in the following if they apply to members of your house
hold who are 18 years of age or older. We will make copies of original 
documents if you do not have copies. If you do not have the documentation 
listed, we can obtain the information from your employer or the appropriate 
agency with your permission:

Recent Income Tax Form. If you and other members of your household 
18 years of age or older have completed a Federal Income Tax Form 
(Form 1040) for the most recent calendar year, please bring your 
copy of the forms to the interview.

o

Current Regular Jobs. Bring the most recent pay stub or a state
ment from the employer as to the current rate of earnings.

o

Current Jobs Where Earnings change from Week to Week, 
stubs, or a statement from the employer, showing earnings 
the past two months.

o Bring pay 
over

Self-employment. Bring a recent income statement, signed by a 
Certified Public Accountant or a copy of your last income tax 
turn, whichever is more recent.

o
re-

Form 10.03-1 
Page 3 of 5
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Rental Income From Real Estate6.

If you rent out any rooms in a home you own, or rent any other real 
estate you own, please bring your latest income tax form (Schedule E and, 
if you filed one, Form 4831). If this is not available, bring copies of 
leases or other agreements specifying the amount of rental income you 
receive. If neither is available, bring copies of receipts and expenses 
for rental income.

7. Pensions, Benefit Income and Other Income

If any member of your household earns income from any of the fol
lowing sources, please bring the information suggested. Where an award 
letter is requested, be sure that it specifies the current amount of income 
you receive:

Pensions and Annuities. Bring the latest check from the issuing 
institution.

Social Security. Bring your award letter and know the amount of 
your latest check.

o

o

Unemployment Compensation._____________________________ Bring your Determination Letter Form
//200 or UC 30 for unemployment, or your latest check.

o

Supplemental Security Income (SSI). Bring your award letter and 
know the amount of your latest check.
Aid to Families with Dependent Children (AFDC). Bring your award 
letter and know the amount of your latest check.
Workmen's Compensation. Bring Approval of Benefits Form DOL 208 
and know the amount of your latest check.

Alimony. Bring the court order.
Child Support. Bring the court order.
Educational Scholarships and Stipends. Bring your award letter, 
and statements showing expenses for tuition and fees.
Support for Foster Children. Bring your award letter.
Veterans Benefits. Bring your award letter VA Form 22-1993 and 
know the amount of your latest check.

o

o

o

o
o

o

o
o

Trade Union Benefits. Bring a statement from the union or a checko
stub.
Other Public Assistance. Bring your award letter and know the 
amount of your latest check.

o

Form 10.03-1 
Page 4 of 5

I
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8. Care of Sick, or Care of Children

If you pay for someone to take care of your children or a member of 
household who is ill in order for you to work, please bring anyyour

receipts from the provider of this care.

9. Unusually High Medical Expenses

Please bring in all cancelled checks or other proof of payment for 
expenses you made over the past 12 months for doctor bills, dental bills, 
hospital care, medical insurance premiums, etc., which were not paid for. 
YOU DO NOT NEED TO BRING THIS INFORMATION UNLESS YOU HAVE HAD UNUSUALLY 
HIGH MEDICAL EXPENSES (GREATER THAN 3 PERCENT OF TOTAL HOUSEHOLD INCOME) .

10, Alimony and Child Support Paid Out

If you make alimony or child support payments, please bring in the 
court ordered documents which relate to these payments and proof of 
actual payments (for example, cancelled checks).

Form 10.03-1 
Page 5 of 5
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The Housing Allowance Office

MODEL LETTER TO CLIENTS TO ARRANGE AN ENROLLMENT INTERVIEWE

■

!
Dear (Client):

We have received your Preliminary Application and would like to 

arrange an enrollment interview for you.
(Since we have found it difficult to reach you at home), please call

:I

to schedule an enrollment interview if you have not yet heard from us.
When calling, ask for a staff member who will schedule an appointment

The telephone number isat a time that is convenient for you.
_______ (Phone)_______ .

We look forward to hearing from you.
Sincerely yours,

Form 10.03-2
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The Housing Allowance Office

---- TO CLIENTS WHO HAVE NOT CONTACTED
THE HAO TO ARRANGE AN INTERVIEW

MODEL LETTER

Dear (Client):
It has been several weeks since we received your application for

At that time, we sent you a letter in-the Housing Allowance Program, 
viting you to call or write the Housing Allowance Office to schedule an
enrollment interview.

We have not heard from you and have made numerous attempts to con- 
Because we have not heard from you, we assume you are no 

longer interested in applying for the Housing Allowance Program.
If we do not hear from you in one week, we are withdrawing your name 

from the active list of applications, 
that you want to be scheduled for an enrollment interview, please contact 
us.

tact you.

If you should decide in the future

Sincerely,

Form 10.03-2a
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The Housing Allowance Office

MODEL REMINDER NOTICE TO CLIENTS WHO HAVE NOT 
YET BEEN CONTACTED FOR SCHEDULING

; Dear (Client):
Because of the large numbers of applications we have received for 

enrollment in the Housing Allowance Program, we have not yet been able 

to schedule you for an enrollment interview.
We will call you as soon as we can to set up an appointment with 

If your address or telephone number changes, please let us know. 
Again, we are sorry for the inconvenience this delay may have 

caused you, and we will be in touch with you soon.

Sincerely,

■>
!
i
■

:

k

you..
■

'
:

:
:
!
:
■ Client Services Office

Address:;
Phone:
Office Hours:

;
■

;

Form 10.03-3
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The Housing Allowance Office

MODEL LETTER TO CLIENTS WHO DO NOT RESPOND TO 
THE SECOND SCHEDULED ENROLLMENT INTERVIEW

Dear (Client):
Because you have missed your second appointment for an enrollment 

interview, we must assume that you are no longer interested in the 
Housing Allowance Program.

Therefore, we have removed your name from the active list of appli- 

In the event your interest in the program should be renewed, 
please contact us.
cants.

Sincerely,

Form 10.03-4



10.03(13)

The Housing Allowance Office

MODEL LETTER TO CLIENTS WHO TURN DOWN THE 
ENROLLMENT INTERVIEW APPOINTMENT

Dear (Client):
This letter is to confirm a recent conversation you had with a 

member of the HAO staff in which you decided not to attend an interview 

to enroll in the Housing Allowance Program.
If your situation should change in the future, and you want to be 

scheduled for an enrollment interview, please contact us.
Sincerely,

Form 10.03-5
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The Housing Allowance Office

MODEL LETTER TO CLIENTS WHO DECIDE NOT TO ATTEND AN ENROLL
MENT INTERVIEW BECAUSE OF PROBABLE INELIGIBILITY

Dear (Client):
This letter is to confirm the conversation you had with a member 

of the HAO staff in which you decided not to complete an interview to 

enroll in the Housing Allowance Program, because you believed your house
hold would probably not be eligible:

Because your total annual household income (approximately 

) would put you over program income limits.$

Because your total assets are above program asset 
limits.

Because you reside in subsidized housing and do not want to 
move to other housing.

If your situation changes and you believe you may be eligible, please 

We appreciate the time and effort you have contributed to thecontact us.
program.

Sincerely,

Form 10.03-5a
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CHAPTER 10.00 - ENROLLMENT

10.04 - THE ENROLLMENT INTERVIEW: PROGRAM EXPLANATION

01 - Overview
The enrollment interview covers five basic areas:

i

Explaining the program (Part I).
Completing the Enrollment Application Form.
Determining eligibility and calculating the household’s housing 

allowance entitlement.
Explaining the Program (Part II), if the household is eligible. 
Signing the Participation Agreement, if the household is 

eligible.

o
o
o

o
o

Whether all of the above areas are covered in the interview depends 

on whether the client (1) has provided sufficient information, (2) turns 

down the program or wishes more time to make a decision to participate,
(3) breaks off the interview, or (4) if at any point in the interview it 

is apparent that the household is clearly ineligible.
While the length of each enrollment interview will vary with the 

complexity of each household's circumstances, it is an operating goal that 

the interview last no longer than 1.5 hours, 
a manner that helps to make applicants comfortable and helps them to re
spond with ease.

Applicants should be greeted in a friendly and courteous manner, 
and the interview should be conducted so that the applicant feels important 

to the HAO.

Interviews are conducted in

;!

:

!

02 - Privacy Act Notice Statementi

Each household attending an interview is given a copy of the Privacy 

Act Notice Statement (Form 10.04-2) before the interview commences, 
interviewer orally summarizes the content and implications of the Statement

■

The
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(This requirementand answers any questions that the household may have.
recertification and reinstatement interviews as wellis applicable to all 

as to enrollment interviews).

03 - Explanation of the Program
TheThe explanation of the program is divided into two parts, 

first part is given to the client at the beginning of the enrollment 
interview and covers those aspects of the program which are pertinent to

The second part covers thethe completion of the Enrollment Application, 
conditions of program assistance and is given prior to the execution of
the Participation Agreement only to clients who have been determined 

eligible after the completion of the Enrollment Application.
At the beginning of the interview, the interviewer asks the client 

if he received an information brochure and if he has read it. Using a

copy of the Bartioipation Manual (Form 10.04-1) as a guide, the Client 
Services Specialist covers the following topics of Part I of the Program 

explanation:

Options in program: rent, homeownership, home purchase.
Duration of assistance and length of program.
Eligibility requirements to enroll, including residency, loca
tion, household composition, income and assets.
The purpose of the Enrollment Application and the need to obtain 

information about the household to determine eligibility and for 
research purposes.

The need for verification of information provided by the client. 
The policy that all information provided by the applicant (at 
the interview, later in writing, or over the telephone) to the 
HAO is treated on a confidential basis.

o
o
o

o

o
o

The interviewer then proceeds to administer the Enrollment Application 
(see Section 10.05). When the interviewer comes to a part of the Application 
which deals with one of the eligibility criteria, a detailed explanation 
of that criterion is given before the questions are asked, 

before asking the questions in Part V, the interviewer
For example, 

covers the income
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:

I

eligibility requirement, and how income affects the calculation of the
Likewise, before the allowance entitle

ment is calculated, the interviewer covers how the allowance payment helps 

to determine eligibility and the difference between the allowance entitle
ment and actual payment.

After the Enrollment Application has been filled out, and if the 

client is eligible, the interviewer covers the following topics referring 

to the Participation Agreement and appropriate parts of the Participation 

Manual (Form 10.04-1):

-
household’s maximum entitlement.

!

I
Things the client must do before payments can begin.
The nature of the housing allowance payment (including a discus
sion of waivers and advances).
Summary of program benefits and obligations.
Recertification and reporting to the HAO.
Housing evaluation requirement.
Lease requirements for renters.
Suspension and termination.
The HAO appeals process.
Housing information and equal opportunity services.

Who the client should contact if he has further questions.

o
o

o
o
o
o
o
o
o
o

':

:

:

;

•:
!

;
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PARTICIPATION MANUAL
for the 

BROWN COUNTY
HOUSING ALLOWANCE PROGRAM

Form 10.04-1
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WHAT is the housing allowance program?1.

Many people today cannot afford to pay enough to obtain housing that 
This is a problem for many hardworking families as 

It is a particular problem for the elderly, 
However, it is really a problem that affects 

If many people are unable to pay enough to assure good main-

is in good condition, 
well as those unable to work.
living on fixed incomes.
everybody.
tenance, the quality of housing in our communities is going to decline.

The Housing Allowance Program is a new and different way to help meet

Its main features are:this problem.

Monthly housing allowance payments for renters and homeowners
for housing. If your household is eligible, the program offers
you a payment each month to help with your housing expenses.

o

Your choice of housing as long as it meets program standards.
You can receive monthly payments whether you choose to remain 
in your present home or to move to some other house or apartment 
in Brown County. Payments may continue for renters who buy their 
own home and for owners who decide to sell and then rent. How
ever, the dwelling you live in at any time must be evaluated 
and approved as decent, safe, and sanitary housing.

o

!

If your household remains eligible and con-Long Term Program, 
tinues to meet program requirements, you can continue to receive 
monthly payments until the end of the program in March 1984.

o

4

Housing Allowance Programs are being tried out in Brown County and 

eleven other places across the country to learn how well housing allowances 

help households of modest means to afford decent, safe and sanitary hous
ing in neighborhoods of their choice. The Housing Allowance Office of 

County, Inc. (HAO) operates the Housing Allowance Program.
Department of Housing and Urban Development (HUD) has provided funds for

■ ?

I
Brown The U.S.

the program through a ten-year contract with the Brown County Housing 
Authority. The HAO operates the program on behalf of the Housing Authority.
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2. WHO IS ELIGIBLE?

To be eligible for the program, your household must meet the following 

(For a more complete explanation see the Appendix, "Standards 

for the Allowance Program.”)
criteria.

Only households living in Brown County arePlace of Residence, 
eligible for the program.

o

Household Composition. To be eligible, your household must be one 
of the following (see Appendix, Items A2 through A12):

o

A household consisting of two or more persons, at least one of 
whom is an adult, who live together and who are related to each 
other by blood, marriage or operation of law.

A household consisting of one person who is 62 years of age or 
older, or a household consisting of one person 18 years of age 
or older who is disabled or handicapped or who has been forced 
to move because of a federally proclaimed disaster or by federal, 
state or local public action.

Once an eligible household as defined above exists, unrelated 
persons may count as eligible household members if they live with 
the household and are dependent on it for 50 percent or more or 
their support. Other single persons between 18 and 62 years of 
age are also eligible, but the number of such households that may 
receive payments is limited to 10 percent of the total recipients 
authorized for the program under its Annual Contributions Contract.

If there are other individuals living with your household who are 
neither related nor dependent (such as roomers or boarders) these 
individuals may not be counted as members of your household. They 
may apply for their own separate allowance payment if they are 
eligible.

Assets. To be eligible, your household's total net assets (savings 
accounts, home equity, etc.) cannot be greater than the program 
asset limits. These limits change from time to time. The HAO 
staff will tell you the limits in force for any particular date. 
(See Appendix, Items A18 through A20.)

o

Subsidized Housing. While you are living in housing which is 
assisted under most existing government subsidized housing programs 
you will not be eligible to receive housing allowance payments 
under this program (see Appendix, Item A21) .

o

!

.

i
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Your eligibility in the program and the size of allow
ance you receive depend largely on your household income. (See 
Appendix, Items A13 through A17.) The specific rule is that to 
enroll, your income must be low enough that your maximum allow
ance payment works out to be at least $10 per month. (This rule 
will be understood better after reading the following section 
which describes how the allowance payment is calculated.)

Income.o
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3. HOW YOUR ALLOWANCE PAYMENT IS CALCULATED

The amount of the monthly housing allowance payment for each eligi

ble household is determined individually in your private enrollment
Basically, the higher the 

income, the lower the amount of the allowance payment; or, as income 

goes down, the monthly payment goes up.
Specialist will calculate the amount of your monthly payment as follows:

interview using the method described below.

Your HAO Client Services

Your household income. He first adds up all of the income re
ceived by all members of your household (except those under 
18 years of age and full-time students who are not the head of 
household or spouse). For each item, he will try to use the most 
up-to-date information. For example, if you have a steady income 
(salary, Social Security, etc.) he will take the amount of your 
last monthly check and multiply by 12 to get an annual rate. If 
your income is not steady, as is often the case with self-employed 
persons or seasonal workers, he will project an annual rate based 
on your actual income for a recent period.

o

Adjusted income. He will then subtract deductions for dependents, 
unreimbursed major medical expenses, and other items. The result, 
your "adjusted income1', is the basis for determining your eligibil
ity and your maximum allowance payment.

o

Standard Cost of Adequate Housing. The Standard Cost of Adequate 
Housing for each size of household is determined by the HAO and 
HUD from studies of the local housing market. It is the typical 
monthly cost in Brown County of a housing unit that is large 
enough for the household and is kept in good condition. The 
Standard Cost of Adequate Housing is periodically updated to 
allow for inflation in local housing costs.

o

Your Maximum Housing Allowance Payment, 
allowance payment is the difference between (a) the Standard Cost 
of Adequate Housing for a household of your size and (b) the amount 
that it would be reasonable to expect a household with your income 
to be able to afford for housing (defined for this program as 
25 percent of your "adjusted income").

Your maximum housingo

A simplified example might give you a better idea of how the calcula- 

For a household with 4 members (a couple with 2 children) who 

enrolled in December 1975, and with a total income of $4,500 per year, the 

calculation might be:

tion works.
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$4,500 per year 
- $1,125 per year

Total Income
Minus Deductions______ _______
Equals Adjusted Gross Income 

which is the same as
= $3,375 per year

$ 281 per month

$ 145 per month
70 per month

Standard Cost of Adequate Housing (4 persons)
Minus 25% of Adjusted Gross Income____________
Equals Maximum Allowance Payment

- $
= $ 75 per month

Regardless of the "maximum" that is calculated, the payments cannot
Most participants willbe greater than your average housing expenses.

have actual housing expenses that are greater than the maximum payment
They will receive the maximum each month and do not have 

Some, however, may have actual expenses
defined above.
to worry about this provision, 
below the maximum and in these cases the monthly payments cannot be

Your expenses will be deter-greater than the amount of those expenses, 
mined in the enrollment interview in the following way:

Housing expenses are the amount of your rent plus 
utilities (except telephone) which are not included in your rent. 
For convenience we use a standard rate for utilities rather than 
to go through the details of your own monthly utility bills.

For renters.o

For homeowners. Housing expenses include your interest on your 
mortgage payment (and interest on any payments on other loans 
secured by your home) plus property taxes and assessments, in
surance, utilities (except telephone), and normal maintenance. 
Again, for convenience we use standard rates for insurance, 
utilities, and maintenance.

o
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4. WHAT YOU MUST DO BEFORE PAYMENTS BEGIN

You will receive your first payment after the following steps have 

been carried out:

ATTEND AN ENROLLMENT INTERVIEW AND SIGN A PARTICIPATION AGREEMENT.1.
At the interview, the rules and regulations of the Housing Allowance Pro
gram are described as they are contained in this Manual, and any questions

An Enrollment Application is then completed whichyou have are answered, 
collects information on your household (income, composition, assets,

housing expenses, etc.), 
eligibility to participate in the program and to calculate the amount of 
the allowance payment to which you are entitled.

This information is used to determine your

Confidentiality. The HAO will use its best efforts to handle 
the information you provide during the interview and at any 
other time during your participation in the program in a 
strictly confidential manner. No one at the HAO is permitted 
to give any information that identifies your household to anyone 
not involved with the program, except with your written permis
sion or as required by law.

o

Participation Agreement. If you have been determined eligible, 
you will be invited to sign a Participation Agreement covering 
your rights and responsibilities as a participant. There is 
one Participation Agreement for renters, and another separate 
Participation Agreement for homeowners.

o

Verification. You are also asked to bring in certain docu
ments to support the information you provide at the enrollment 
interview. This information may be verified by the HAO if it 
is determined that you are eligible. You may also be asked 
to sign forms requesting your employer, and other income 
sources, to release information needed by the HAO to confirm 
what you have told us. No one will be contacted without your 
permission. Please note that if you have provided sufficient 
supporting documents as requested, the need to contact employers 
and others will be reduced.

o

2. HAVE YOUR HOUSING UNIT EVALUATED AND APPROVED AS MEETING PROGRAM
STANDARDS. Arrangements will be made for a member of the HAO evaluation 

staff to evaluate the housing unit in which you live and any other unit

i
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You must live in a unit that has been evaluatedto which you plan to move, 
and approved as meeting program housing standards before you can receive

described in Section 8.payments. The housing standards are

SUBMIT A SIGNED, HAO APPROVED "LEASE AGREEMENT" TO THE HAO (AN ADDI-
Once you have found a place that has been 

evaluated and meets program housing standards, you and your landlord must 
sign a standard "Lease Agreement" form provided by the HAO that contains

You will be given 

The HAO must review it only to see 

The "Lease Agreement” is 

Be sure you do not sign a "Lease Agreement" until 

you receive notice from the HAO that the housing unit has been evaluated 
and approved.

3.
TIONAL STEP FOR RENTERS ONLY).

basic terms required by law, and submit it to the HAO. 
the form at the enrollment interview.
that it has been properly filled out and signed, 
described in Section 9.

You will receive your first payment as soon as your papers can be
processed after these steps have been completed. A Notice of Payments 

It will tellAuthorization will be included with your first payment, 

that you are authorized to receive payments and what the amount of 
regular monthly payment will be.

you
your

(Your first payment may be less than 
the regular amount since it may cover less than a full month).
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5. ABOUT THE USE OF YOUR PAYMENT

Your monthly housing allowance payment will 
be in the form of a check which is payable to the head of your household 

(or another adult member of the household designated as the payee). 
will be mailed to you in time for you to receive it by the first of each 

When you receive your payment, you should detach the stub and 

save it for your records.

REGULAR MONTHLY PAYMENTS.

It

month.
You should make special note of the following:

Amount of Your Rent. There is a statement on the stub which says, 
"Renter, notify the HAO if your rent is not $XXX.XX.M This in
dicates the amount of your monthly rent according to HAO records. 
If your rent is different, you must call the HAO and let your 
Client Services Specialist know your correct rent.

o

Statement on Housing Expenses. The back of the check contains 
a statement that you will use an amount at least equal to the 
amount of your payments for housing expenses (as defined at the 
end of Section 3). By endorsing the check, you will be affirm
ing your compliance with this rule.

o

Adjustments. The boxes on the stub contain the following infor
mation. "Entitlement” is the amount of your regular monthly 
payment.
payment for previous overpayments or underpayments, 
the amount of a deduction from your payment for the repayment 
of an advance. "Net Pay" is the amount of this payment as is 
printed on the face of the check and is the difference between 
your "Entitlement" and any adjustments. Adjustments will not 
be required very often, so "Net Pay" will usually be the same 
as your "Entitlement."

o

"ADE" is the amount of any adjustments made to your
"ROA" is

The purpose of

housing allowance payments is to help with your housing expenses—not 
Therefore, over the six month periods between recer

tifications, you must actually spend an amount for housing which is at 
least equal to the amount of the payments you receive, 
gram requirement.

USE OF HOUSING ALLOWANCE PAYMENT FOR HOUSING EXPENSES.

for other uses.

This is a pro-

REPORTING LOST, STOLEN OR MISPLACED CHECKS. If you have not received 

your regular housing allowance payment by the first of any month, please
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call the Client Services Specialist so that we may take action to help 

locate the check or issue you a replacement.

Allowance pay-YOUR HOUSING ALLOWANCE PAYMENTS AND INCOME TAX REPORTING, 
ments from this program are not taxable; therefore, you do not have to
report them for either Federal or state income tax purposes.

YOUR HOUSING ALLOWANCE PAYMENTS AND BENEFITS RECEIVED FROM PUBLIC ASSISTANCE
Participation in this program will not affect the benefits you 

are entitled to under some other public assistance programs, but it will 

affect benefits in others.

PROGRAMS.

There will be no effect for Supplemental Security Income (SSI), 
Aid to Families with Dependent Children, or pensions administered 
by the Veterans Administration. Your allowance payments are 
not to be counted as income in calculating eligibility or assis
tance for these programs. If any official connected with these 
programs has questions about the exemption for housing allowance 
payments, please have him call the HAO Director.

o

Other programs (such as Wisconsin Homestead Tax Relief) have not 
provided an exemption for housing allowance payments. You should 
contact an official connected with these programs to find out 
how your allowance payments will affect your status with them.

o

ADVANCES. When you are moving into a new unit, you may receive an advance 

from the HAO to help you cover security deposits required by your land
lord, or deposits required by utility companies (except telephone).
HAO will grant advances for these purposes if the deposit is a standard 
requirement of the landlord or utility company.

The

The amount of the advance cannot be greater than two months1 rent, 
four monthly housing allowance payments or the actual amount of 
the deposits, whichever is less.

The advance will be repaid to the HAO by deductions from the 
monthly housing allowance payments.

If you wantjan advance, fill out the Request for Advance Form 
given to you at your enrollment interview and submit it to the HAO.

o

o

o
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6. SUMMARY OF PROGRAM BENEFITS AND OBLIGATIONS

!

The following is a summary of the benefits you will receive and the
obligations you will have while you are a participant in the Housing

These are stated here in the same way as they areAllowance Program.
stated in your Participation Agreement except that references have been 

added to show you the sections in this Manual where there is further

I

discussion about individual items.

L While you are a participant in the program, you willPROGRAM BENEFITS.
receive the following benefits:

1. A housing allowance in an amount as determined under Standards 
for the Allowance Program, payable each month until March 1984, so long as 
you remain eligible for assistance and fulfill your obligations as a 
participant (Sections 2, 3, and the Appendix).:

2. Assurance that the HAO will use its best efforts to treat in a 
strictly confidential manner any information you provide to the HAO which 
could identify you or members of your household (Section 4).

3. Written notice of any reduction, suspension or termination of 
your housing allowance together with an explanation of the reason for the 
change (Section 10).

1
;

The opportunity to use an appeals procedure, by which you may 
appeal certain decisions of the HAO staff (Section 11).

4.

* 5. The opportunity to receive information about finding and obtain
ing decent, safe, and sanitary housing and about equal opportunity in 
housing (Section 12).

While you are a

participant in the program, you will have the following obligations:
OBLIGATIONS OF PARTICIPANTS - RENTERS AND HOMEOWNERS.

1. To provide accurate information to the HAO about your household 
and to permit the HAO to verify such information as required by the pro
gram. This requires you to return to the HAO once every twelve months 
for an annual recertification interview and to provide information at other 
times as the HAO may require (Section 7).

2. To reside only in housing that has been approved by the HAO in 
writing as meeting Standards for the Allowance Program relating to housing

i
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and occupancy, and to permit the HAO to evaluate your housing unit as 
required by the program (Section 8).

3. To spend an amount for housing expenses during each six month 
period at least equal to the allowance payments which you receive during 
that period (Sections 3 and 5).

(a) before you change your residence; and4. To notify the HAO:
(b) within two weeks after you have received a larger or smaller allowance 

than the HAO has notified you that you will receive (Section 7) .payment

5. To return to the HAO any amounts you receive in excess of the
You are not entitled tohousing allowance you are entitled to receive.

receive housing allowances: (a) in excess of the amount the HAO has 
notified you in writing you will receive; (b) in excess of the amount you 
spend for housing expenses during a six month period; and (c) after you 
have failed to fulfill your obligations as a participant.

6. To abide by the Standards for the Allowance Program, a copy of 
which is furnished to you (Appendix).

If you are a renter, you will have theOBLIGATIONS OF RENTER PARTICIPANTS.
following additional obligations as a participant.

To enter into an HAO approved "Lease Agreement" for each unit in 
which you reside as a participant and to have such an agreement in effect 
at all times while you are a participant (Section 9).

1.

(a) before you terminate your "Lease Agree-2. To notify the HAO:
ment"; and (b) within two weeks after you agree to any change in your 
or responsibility for utilities under an existing "Lease Agreement" for 
your present housing unit (Section 9).

rent

3. To enter into a Homeowner's Participation Agreement to take the 
place of your Renter Participation Agreement, if you purchase a home and 
wish to continue to participate in the program.

OBLIGATIONS OF HOMEOWNER PARTICIPANTS. If you are a homeowner, you will 
have the following additional obligations as a participant:

1. To notify the HAO before you sell your home.

2. To enter a Renter s Participation Agreement if you wish to move 
to a rental unit and continue to participate in the program.

MODIFICATION, SUSPENSION AND TERMINATION OF PROGRAM BENEFITS t 

important for you to understand how your benefits 
pended or terminated.

It is also
may be modified, sus-

In summary:
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1. The amount of your housing allowance payment may be increased or 
decreased by the HAO because of changes in your household income, size or 
housing expenses. The HAO shall not be required to make such adjustments 
more frequently than semiannually, and any increases or decreases due to a 
change in household size or income will not be retroactive (Section 7).

2. Your participation in the Housing Allowance Program and your 
Participation Agreement may be terminated or your participation suspended 
by the HAO, if: (a) your household becomes ineligible for the program; 
or (b) you have failed to fulfill your obligations as a participant 
(Section 10).

'
3. You may withdraw from the Housing Allowance Program and terminate 

your Participation Agreement at any time merely by notifying the Housing 
Allowance Office in writing of your decision to do so (Section 10).

f:

f

■

:
.

:
■

'

■

.

,
:

■

••
.
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j RECERTIFICATION AMD REPORTING TO THE HAO

of recertification is to provide a con-RECERTIFICATION. The purpose 
tinuing check on your eligibility and to adjust the amount of your payment 

when there are changes in your income or household status.

You will be required to meet with aAnnual Recertification.
Specialist one year after you have enrolled and annually there-

Each time you will be asked 
to bring supporting documentation and provide information about

household similar to that requested in your initial enrollment 
The HAO will contact you to make an appointment for

o

after for a recertification interview.

your
interview, 
your annual recertification each year.

Semiannual Recertification. At the six-month point between annual 
interviews, you may be asked to provide similar information by 
mail to the HAO on a form that we send you (and in some cases to 
provide additional information by phone or in an interview). You 
may be asked to fill out the form and return it to the HAO within 
two weeks after you receive it.

o

Verification. All information you provide for recertification will 
be subject to verification by the HAO.

o

Calculating Changes in Your Payment. The HAO will calculate 
changes in your payment on the basis of the information you pro
vide, using the same procedures that are used when you enroll 
(described in Section 3). If your income or the size of your 
household has changed, your allowance payment will probably have 
to be changed. If, based on the new information, you no longer 
meet the eligibility criteria for the program (Section 2) , 
participation will have to be terminated, 
the eligibility criteria after you have enrolled is that the $10 
allowance payment cut-off no longer applies—that is, you will 
still be eligible as long as your allowance payment is calculated 
to be more than zero.)

o

your
(The only change in

° You will be notified in writing of the results of the HAO review 
of the information provided at recertification, and when changes, 
if any, in the amount of your payment will take effect.

Retroactive adjustments will not be made.o The HAO will not__ pay
you extra or attempt to collect any money from you because a change 
in your income or household size recorded at the time of recertifi
cation actually occurred some time before.



10.04(19)

15

To avoid red tape, we have 

attempted to cut to a minimum the number of administrative actions required 

between regular recertifications.

REPORTING TO THE HAO BETWEEN RECERTIFICATIONS.'
.
’

;
You do not have to notify us of changes in income, assets or house-

‘ hold size between regular recertifications except for a few special circum-
: The most important are:stances.

If it has been determined at the time of enrollment or some other 
recertification that your household has lost its primary source of 
earned income over the past three months, or has an adjusted in
come of zero.
other major changes soon (for example, if you start receiving 
unemployment insurance), and we need to obtain new information 
about them.

o
l

In this case, it is very likely that there will be
.
:

■■

■

: If the head of your household dies or moves away, and some house
hold members remain in the previous residence. In this case the 
right of remaining members to continued payment ceases until a new 
household head is designated and a new Participation Agreement 
signed. Information must also be provided about the changes in 
household status. If the household head has moved and wishes to 
receive payments, he/she must also provide information on household 
status changes.

o

: But you may report changes that create a hardship for your household
at any time (defined as reductions of $40 or more per month in income, or

Modifications to your payments to reflect 
such changes will be made as soon as administrative capacity permits.
increases in household size).

I It is very important that you notify the HAO in the following circum-
stances:

•'
You must notify the HAO as soon as possible if you plan to move so 
that there will be enough time to schedule an evaluation of the 
unit (and if you are a renter, have your "Lease Agreement" re
viewed) before hand. Reporting a move is a program requirement 
and you risk termination if you do not do so before the move takes 
place. You also have to reimburse the HAO for any payment made to 
you while living in a housing unit which has not been evaluated 
and approved.

o

i.
■

I
1
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You must report any errors in the amount of any payment you re
ceive within two weeks; that is, if the amount of your check is 
different than the amount that the HAO has notified you that you 
will receive, 
due to an error.

o

You must reimburse the HAO for any overpayment

If you are a renter, you must notify the HAO immediately after
you and your landlord change the amount of the rent or the 
responsiblity for utilities in your present "Lease Agreement," or
sign a new MLease Agreement." Reporting such a change is a program 
requirement and you risk possible termination from the program if 
you do not do so within two weeks of the event.

o

If you are a renter, you must notify the HAO beforehand if your
"Lease Agreement11 is to be terminated. It is unlikely that you 
would terminate a "Lease Agreement" without signing a new one 
immediately thereafter. If you do, however, you risk termination 
from the program if you have not reported the fact to the HAO, 
and your payments will be suspended immediately. You also have 
to reimburse the HAO for any payment made to you while you were 
not living under an approved "Lease Agreement."

o
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8. HOUSING EVALUATION

The apartment or house you live in must be evaluated by the HAO and
A housing unit will notcertified as decent, safe, and sanitary housing, 

be rejected because of minor deficiencies.

Summary of Standards. The standards are described in detail in 
the Appendix. In summary, your unit must:

o

Have adequate living space (size and number of rooms in rela
tion to number of occupants).

Have adequate facilities and services (kitchen facilities, 
bath facilities, electricity, heat).

Have adequate natural light and ventilation.

Be free of any condition that would endanger the health and 
safety of the occupants (major structural defects, fire 
hazards, or other hazards).

Your unit must be evaluated andWhen must your unit be evaluated?
approved at the following times:

o

Before you receive your first allowance payment.

Before you move to a new unit.

Once each year following your annual recertification.

At other times when it may be necessary to adequately enforce 
program standards.

Your Specialist will make arrange-Appointments for evaluations, 
ments after the enrollment interview to have a Housing Evaluator 
evaluate the unit in which you live.

o

The HAO will contact you to set up an appointment for each annual 
reevaluation, but you must contact us as soon as possible to re
quest evaluations if you plan to move or when your unit has been 
repaired after having failed to pass an evaluation.

In all evaluations we ask that you arrange to be sure our Evaluator 
can gain access to your unit at the time of the appointment. Each 
evaluation will take about 45 minutes.

You will be notified of the results of each evaluation by mail.
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its first evaluation you will not re-If your unit does not pass 
ceive housing allowance payments untilt

o

have the house or apartment repaired or improvedYou arrange to 
and it passes a second evaluation, or

- You move to another housing unit which is evaluated and does 
meet program standards.

If your unit does not pass its annual reevaluation your payments 
will normally be suspended if you do not do one of the above 
(either arrange for acceptable repairs or move to another unit 
which is approved) by the 15th of the month which is two and one- 
half months following your annual recertification due date.

o

However, the HAO Director may grant an extension of this period 
in writing if you can demonstrate that there is a hardship in your 
case.

He may grant an extension if your household size increases so 
that you no longer pass the occupancy standard because of a 
hardship situation; for example, if you have to take in a 
relative who no longer has the means to live elsewhere.

He may grant an extension of up to four months additional if 
your unit has failed to pass one of the other housing standards, 
and due to reasons beyond your control you or your landlord 
cannot make the necessary repairs so quickly; for example, if 
material deliveries are delayed.

If you need such an extension, call your Client Services Specialist 
who will help you in making your request to the Director.

° If you or your landlord disagree with the results of the evalua
tion* you should call the Housing Evaluation Supervisor at the 

This is the first step in the appeals process for housing 
evaluations which is outlined more completely in Section 11. 
should note, however, that the HAO staff will not intervene or 
participate in your negotiations with your landlord about re
pairs or improvements.

HAO.
You
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9. LEASE REQUIREMENT FOR RENTERS

A standard "Lease Agreement" form (shown on the next page) which has 

been signed by the head of your household and the landlord or his des
ignated agent, and approved by the HAO, must be in effect at all times 

when you are receiving housing allowance payments if you are a renter.

This "Lease Agreement" form will most often be used by itself.
However, you may also attach it as a part of an existing lease 
or use it as the basis for a new lease with additional terms 
added.

o

Before you can get your first allowance payment this form must 
be signed, submitted to the HAO (in person or by mail) and 
approved by the HAO.

o

For payments to continue without interruption, a copy of the form 
must be signed, submitted and approved: (1) prior to the time 
you move into another rental unit; and (2) within two weeks after 
you and your landlord have amended the amount of the rent or the 
responsibility for utilities for your present unit.

o

You should be sure that the HAO has evaluated your unit and
approved it as meeting program standards before you sign the
"Lease Agreement." Remember, you cannot receive payments un
less you are living in a unit which does meet program standards. 
By signing the "Lease Agreement" you are making a legal commit
ment to your landlord, and it would be very risky to do this 
without being sure of your payment status in the program.

o

.

HAO approval consists only of reviewing the form to see that it
has been properly filled out and signed by you and your landlord 
and that none of the terms have been changed.

o
i

Your "Lease Agreement" is NOT automatically terminated at the
end of the time period stated on the front of the form. You 
are required to sign a lease covering a minimum of one year. 
However, at the end of the specified term your lease is not 
automatically terminated, but rather it is automatically ex
tended on a month to month basis until such time as you and/or 
your landlord take action to terminate. This means you do not 
have to notify the HAO or take any action at the end of the 
lease term unless you want to.

o

;
t

'1
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LEASE AGREEMENT

1. LEASE OF PROPERTY
: The Landlord has agreed to lease to the Tenant theA. Description of Property:

property located at ____________
B. Rent: $_
C. Utilities: 

payments.
Utilities paid for by the tenant 
above, are checked in boxes marked Tenant below, 
for any item, both columns are checked.)

day of each month, in advance.per month payable on
It is agreed that the following defines responsibility for utility 

Utilities paid for by the landlord are checked in boxes marked Landlord below.
in addition to the rental amount stated in paragraph l.B.

(If tenant and landlord share the expense

Landlord Tenant

□ □Who is required to pay for lighting?
Who is required to pay for fuel for cooking?
Who is required to pay for heat?
Who is required to pay for fuel for hot water?
Who is required to pay for water?
Who is required to pay for sewage costs?
List any other housing expenses and who is required to pay 
for them:

□ □
□ □
□ □
□ □
□ □
□ □
□ □

D. Term of Lease Agreement: This lease agreement begins on _________________
. (PERIOD MUST COVER AT LEAST ONE YEAR.)and ends on

OPTIONAL PROVISION - APPLIES ONLY IF "YES" CHECKED BELOW
YES? □ The Landlord and Tenant agree that this agreement may be terminated 

upon thirty (30) days advance written notice by either party.

E. Additional Provisions: Any additional provisions on which the Landlord and the 
Tenant agree shall be-attached to this Agreement. If the Landlord and the Tenant have 
an existing written lease, such lease shall be attached to this Agreement.

2. PROVISIONS REQUIRED BY THE HOUSING ALLOWANCE PROGRAM. The following provisions are 
agreed to by the Tenant and the Landlord and shall apply so long as the Tenant is a 
participant in the Brown County Housing Allowance Program:

Notice to Vacate: The Landlord may evict the Tenant under the requirements of 
local law, but he must obtain prior authorization from the Housing Allowance Office of 
Brown County, Inc. (HAO). The Landlord shall give written notice of the proposed eviction 
simultaneously to the Tenant and the HAO stating the grounds, giving the Tenant at least 
ten (10) days to respond, and stating that the Tenant may present his objections to the HAO. 
The HAO shall review the Landlord’s statement of the grounds, and the Tenant's objections 
if any, and shall authorize the eviction unless it finds on the basis of these submissions 
the grounds to be clearly insufficient under the lease. The HAO shall notify the Landlord 
and the Tenant of its determination within twenty (20) days of its receipt of the notice 
from the Landlord. (This provision relates solely to participation in the Housing Allowance 
Program and shall not in any way affect the rights and remedies of the Landlord and 
under Wisconsin law.)

A.>:

Tenant

B. Termination by Tenant: In addition to any other rights of termination which the 
Tenant may have under Wisconsin law and this Agreement, if the Tenant receives notification 
from the HAO that the premises do. not meet HAO housing standards, and the repairs required
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to meet such standards are the responsibility of the Landlord, the Tenant may give the 
Landlord, together with a copy of the notification from the HAO, written notice of his 
intention to terminate this Agreement: (a) thirty (30) days after his written notice to the 
Landlord, if the Landlord has not yet initiated the required repairs; or (b) sixty (60) days 
after his written notice to the Landlord, if the Landlord -has not yet completed the required 
repairs. Either or both of these time periods may be extended if agreed to by the HAO on 
showing of good cause.

C. Responsibility for Rent: The Tenant is the party solely responsible for 
payment of rent. Neither the HAO nor the Federal Government nor any other person or 
entity has assumed any obligation for payment of rent or the meeting of any other Tenant 
obligations.

D. Prohibition of Discrimination: The Landlord shall not discriminate against
the Tenant in the provision of services, or in any other manner, on the grounds of race, 
color, creed, religion, sex, or national origin.

E. Certification Concerning Previous Occupant: The Landlord certifies that the premises 
described in paragraph l.A. above (CHECK ONE OF THE FOLLOWING):

| j Are presently vacant and were vacant prior to the execution of this Agreement

Are presently occupied by the Tenant and were occupied by the Tenant prior to the 
*---- ' execution of this Agreement.

Were previously occupied by persons other than the Tenant but were vacated as 
result of (1) a voluntary decision of such persons, or (2) action of the Landlord 
for cause, or (3) reasons clearly unrelated to the proposed leasing to the Tenant, 
as follows:

□

3. EFFECT OF THIS AGREEMENT. This Agreement shall be considered an integral part of any 
Tease or other additional terms attached hereto. To the extent there is any inconsistency 
between this Agreement and any such attached Lease or additional terras, the terms of this 
Agreement shall be controlling.

LANDLORD OR AGENT TENANT

(Signature(s)) (Signature(s))

(Landlord's Address)

(Date) (Date)

If the Landlord is represented by an agent, 
please indicate the owner's name and address.
Name:
Address:

HAO Approved Form 2.08-1
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10. SUSPENSION AND TERMINATION

You may end your participation in the program 

at any time, merely by notifying your HAO Client Services Specialist and 

telling him about your decision.

YOUR DECISION TO TERMINATE.

The HAO may terminate your partici

pation in the program or suspend your payments under the following circum

stances :

TERMINATION OR SUSPENSION BY THE HAO.

The HAO may suspend your payments immediately if:o

You live in housing that has not been evaluated and approved.

You do not have an HAO approved Lease Agreement in effect, if 
you are a renter.

The HAO may terminate your participation upon thirty days written 
notice if a change in your household's place or residence, com
position, assets or income has made you no longer eligible (see 
eligibility criteria in Sections 2 and 7) .

o

The HAO may terminate your participation upon two weeks written 
notice if you have otherwise failed to fulfill your obligations 
as a participant (see Section 6).

o

The written notice from the HAO will explain the reasons why you have 
been suspended or terminated. You may appeal such a decision by the HAO 
through the appeals processes described in Section 11.

!
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11. APPEALS OF HAO ACTIONS

-THE HAO APPEALS PROCESS. As a participant you may appeal certain HAO 

actions related to your participation in the program—generally in regard 

to HAO decisions about your eligibility, the amount of allowance payments, 
or suspensions and terminations, 
part of this process, including:
(see separate appeals process for housing evaluations below); the sub-

Other issues may not be appealed as a 

the results of HAO housing evaluations

stance of HAO standards, rules or regulations; disputes you may have 
with your landlord or other persons not on the HAO staff; HAO authoriza
tions of evictions; or failures to make payments because of insufficient 
government funding.

If you disagree with an HAO action, the first step is to discuss
it with the HAO staff member involved or your Client Services
Specialist. He may be able to solve your problem right away.

o

If you are not satisfied with his treatment of the problem you 
may then file an appeal with the HAO Director within twenty (20) 
working days after being notified of his decision. The HAO will 
provide a form on which you write your appeal.

o

The Director will then appoint another member of the HAO staff
as Appeals Examiner for your case. He will hold a conference
with you and any HAO staff members involved. He will send you 
a written notice of the time of the conference. You may bring 
someone else to represent you (including an attorney) if you 
wish. After the conference, the Appeals Examiner will make his 
decision on your appeal and send you a description of the action 
he is taking.

o

If you believe the Appeals Examiner has made an incorrect decision
you may request a hearing by an impartial panel. The HAO will pro
vide a Request for Hearing Form which you must file within twenty 
(20) working days after you receive the Appeals Examiner's decision. 
The panel is made up of community residents—no HAO staff member 
sits on the panel. Again, you will receive written notice of the 
time of the hearing, and you may bring an attorney or someone else 
to represent you. Before the hearing, you or your representative 
may review any information or documents you have given to the HAO 
that relate to the appeal and which the HAO Director considers 
appropriate and relevant to your case. At the hearing you will 
have the burden of proving that the Appeals Examiner's decision 
was incorrect (not in conformance with HAO rules and standards) .
The panel will make its decision after the hearing and notify you

o
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by mail. The decision of the panel is a final program decision, 
but it does not alter your normal legal rights to judicial re
view.

While it is the policy of the HAO to honor as many valid requests 
for a panel hearing as possible, the HAO Director shall not be 
obligated to call for a hearing where the issue relates to a 
difference in your allowance payment of less than $10 per month

evaluation of less than $1,000 (unlessor a difference in asset 
the latter affects eligibility).

Normally, while you are appealing an HAO action, your payments will 
continue at a level determined by the HAO in accordance with program stan
dards, unless they were stopped or reduced before you filed your appeal. 
However, the HAO Director may suspend your payments at any time if your 
case involves the improper use of payments or changes which the HAO claims 

you owe.

You may appeal the results of any HAO

This is true for a unit you wish to move
If you dis-

APPEALS OF HOUSING EVALUATION.
evaluation of your housing unit, 
into as well as for the unit you are living in at the time, 
agree with the results of an evaluation:

The first step is to discuss the problem with the HAO Evaluation 
Supervisor. If you and he agree that it is necessary, he will hold 
a second evaluation to check the facts. After he has completed 
his review of the case, he will mail you a copy of his decision.

o

If you are not satisfied with his decision, call your Client Ser- 
He will help you make a formal application for 

After receiving your application, 
the Director will meet with the Housing Evaluation Supervisor to 
review all materials related to your appeal. He will notify you 
by mail of his decision. His decision is final.

o
vices Specialist.
a review by the HAO Director.

If your landlord wishes to appeal the results of an HAO housing evalu- 
ation, he may do so. He should contact the HAO Housing Evaluation Supervisor 
who will discuss the problem with him.
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12. HOUSING INFORMATION AND EQUAL OPPORTUNITY SERVICES

HOUSING INFORMATION. From time to time, the HAO may offer free housing 

You are encouraged to attend these sessions since 

they present important and helpful information about the program and about 
housing in general.

information sessions.

Call the HAO to find out about the topics that may
be covered in future sessions.

EQUAL OPPORTUNITY SUPPORT SERVICES. An important goal of the Housing
Allowance Program is to help achieve equal opportunity in housing—to 

provide services that will help participating households gain the same 

access to housing choice enjoyed by households of a similar rent-paying 

capacity, regardless of their race, color, religion, sex or national
To this end, the HAO has established three service objectives:origin.

To provide useful information that helps clients attain equal 
opportunity in housing through the information sessions discussed 
above.

o

To provide for assistance to participants in their search for
housing as such attempts relate to equal opportunity, 
includes the opportunity to call the HAO and ask for further 
clarification on the "equal opportunity" and "how to search 
for housing" topics presented in the information sessions, 
may also include the provision of escort services where approp
riate.

o' This

It

To provide for assistance to clients who suspect they have beeno
the victims of discriminatory housing practices. Again, this 
includes the opportunity to call the HAO and get clarification 
on your rights. It may also include legal assistance where 
appropriate.

■

.t

■
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The following Standards for the Allowance Program have been adopted 
by the U.S. Department of Housing and Urban Development and the Housing 
Authority of Brown County, Wisconsin. It is expected that there will be 
very few changes to these standards during the ten year operation of the 
program. Changes to the standards and to other rules in this Participation 
Manual will be required from time to time, however. As a participant, you 
will be bound by all such changes and will receive written notice of any 
that materially affect you.

A. STANDARDS RELATING TO ELIGIBILITY AND ALLOWANCE PAYMENTS

1. Place of Residence

Only households residing in Brown County are eligible to receive 
housing assistance payments in this program. If households move outside of 
Brown County, their eligibility for housing assistance payments will 
terminate.

Applications from those households who are residents of Brown County 
(household is defined minimally as head-of-household or spouse) are pro
cessed automatically on a first-come first-served basis.

2. Household Composition Eligibility Criteria

To be eligible to participate in the program, a household must be one 
of the following:

A household consisting of two or more persons, at least one of 
whom is an adult, who live together and who are related to each other by 
blood, marriage or operation of law.

a.

A household consisting of one person who is 62 years of age or 
older, or a household consisting of one person 18 years of age or older who 
is disabled or handicapped or who has been forced to move because of a 
federally proclaimed natural disaster or by federal, state or local public 
action. ,

b.

Once an eligible household as defined above exists, unrelated persons 
may count as eligible household members if they live with the household 
and are dependent on it for 50 percent or more of their support.

Other single persons between 18 and 62 years of age are also eligible, 
but the number of such households that may receive payments is limited to 
10 percent of the total recipients authorized for the program under its 
Annual Contributions Contract. Because of this limitation, the enrollment 
of single persons will be implemented in stages, with the priority in the 
earliest stages being given to older persons within this group.
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Definition of Disabled and Handicapped3.

An individual is considered disabled if he is eligible to receive dis
ability assistance from Social Security and other public programs. Hand!-

individuals who have a physical or mental impairmentcapped persons are
_____(a) is expected to be of long-continued and indefinite duration;
(b) substantially impedes ability to live independently; and (c) is of such 

that such ability could be improved by more suitable housing con- 
In cases where disability and physical or mental impairment can- 

be easily identified, written verification from the attending physician

which:

a nature 
ditions. 
not
may be required.

Other Individuals Residing with an Eligible Household4.

Other individuals who reside x^ith an eligible household as defined 
above are not counted as members of that household for the purpose of de
termining household size or the applicable standard cost of adequate hous
ing, and their incomes are not counted in the total household income.
They are counted, however, in the application of the programfs occupancy 
standard for the size of the housing unit. Such individuals may apply for 
program participation on their own and may be eligible if they meet program 
eligibility standards and if the portion of the housing unit they occupy 
meets the housing evaluation standards of the program.

5. Definition of Adult

An adult is defined as an individual who is 18 years of age or older
In households where 

pro-
or is under 18 and considered legally responsible, 
there is no adult (as defined) a minor may substitute for an adult, 
vided that he/she has a legal guardian.

6. Definition of Related Persons

The following are considered to be related 
wives; sons and daughters; fathers and mothers; aunts and uncles; sons-in
law and daughters-in-law; mothers-in-law and fathers-in-law; brothers-in- 
law and sisters-in-law; stepsons and stepdaughters; brothers and sisters; 
first cousins; adopted sons and daughters; grandparents and great- 
grandparents; grandchildren and great-grandchildren; nephews and nieces; 
stepbrothers and stepsisters; half brothers and half sisters; stepfathers 
and stepmothers; and foster sons and daughters.

persons: husbands and

7. Definition of Support

Support includes payments for food, shelter, clothing, medical and 
dental care, and educational

Definition of Eligible Household Member

expenses.

8.

Anyone who lives with an eligible household 
bility determination is made and who qualifies at the time an eligi- 

under the definitions in
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A2 above, is an eligible household member and is taken into account in de
termining the household’s size (as used in establishing the applicable 
standard cost of adequate housing and applying program occupancy standards) 
and its adjusted gross income. There are two exceptions to the above rule:

a. An individual who is now living with the household but who is ex
pected to leave within the next 30 days and to be absent for a period of 
90 consecutive days thereafter is not considered to be an eligible house
hold member.

b. An individual who is not now living with the household but who is 
expected to join the household within the next 90 days and who is expected 
to live with the household for a period of at least 90 consecutive days 
thereafter is considered to be an eligible household member if he qualifies 
under the definitions of A2 above.

r

However, any individuals claimed as dependents for income tax purposes 
may be claimed for the purpose of the dependency deduction even though they 
do not qualify as eligible household members by the above definitions.

9. Definition of Head of Household

The head of household is an eligible member of a household who is an 
adult and is legally responsible for the household’s relationship with the 
HAO.
household, the eligible members should designate one of their number as 
head.

If more than one eligible household member qualifies as head of

[
:

10. Functions of the Head of Household

The head of household must sign the Enrollment Application, the 
Participation Agreement, and the lease and will be legally responsible 
for his or her household’s relationship with the HAO. The head of house
hold is also the payee for allowance payments and signs all other documents 
required by the HAO, but he may delegate these responsibilities to another 
eligible household member if circumstances warrant, e.g., if the head of 
household is frequently out of town.

I

11. Students and Armed Forces Personnel

Students and Armed Forces personnel are eligible to enroll in the 
program if they meet the definition of an eligible household member as 
defined in A8 above.

;

■

12. Loss of Household Members..

' If household members die, or move away from the housing unit occupied 
by the household and are expected to be absent so long that they no longer 
qualify as eligible household members (see A8), the following standards 
apply:

:

1

!
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tuition, fees, or books, to the extent that such amounts are so used 
(also affects part-time students); (4) special pay to a serviceman who is 
head of household, away from home, and exposed to hostile fire; (5) re
location payments made pursuant to Title II of the Uniform Relocation 
Assistance and Real Property Acquisition Policies Act of 1970 (PL-91-646,
84 Stat. 1894); and (6) allotments for the purchase of foods in excess of 
the amount actually charged eligible households, pursuant to the Food 
Stamp Act of 1964 (7 U.S.C. 2016[e]).

17. Allowable Deductions

After the Total Household Income has been computed, the following de
ductions are applied to determine the household's adjusted gross income:

a. Ten percent of household total income for households whose head of 
household or spouse is 62 years of age or over or disabled or handicapped;
5 percent of household total income for other households.

b. Extraordinary medical expenses where not compensated for or covered 
by insurance, defined as medical expenses in excess of 3 percent of Total 
Household Income.

c. Amounts for unusual occupational expenses not compensated for by 
the employer, such as special tools and equipment, but only to the extent 
by which such expenses exceed normal and usual expenses incidental to 
employment.

d. Amounts paid by the household for the care of children or sick or 
incapacitated household members when determined necessary to the employment 
of head of household or spouse. The amount deducted shall represent either: 
(1) the actual amount of expenses verified by receipts or statements from 
the individual employed to provide the care; or where expenses are not 
verified, (2) a standard amount to cover no more than 50 hours of care per 
week at reasonable rates. However, in no case may the amount exceed the 
amount of income received by the released household member.

e. Exemption of $300 for each dependent, i.e., each minor (other than 
the head or spouse) and for each adult (other than head or spouse) dependent 
upon the household for support.

f. Exemption of $300 for each secondary wage earner (a household member 
deemed to be a dependent under Item e above not included) . A secondary wage 
earner is a household member 18 years of age or older other than the head
of household who is not a full-time student and who works more than 20 hours 
per week.

Amounts paid out by a household member for court-documented child 
support and alimony.

g-
i

18. Asset Limitation

Your household's total net assets (savings accounts 
cannot be greater than the program asset limits.

home equity, etc.) 
These limits change from
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The HAO staff will tell you the limits in force for anytime to time, 
particular date.

19. Definition of Assets

Assets are defined as property and other capital items, including but 
not limited to:

Real property.a.

(1) checking accounts; (2) savingsb. Financial assets, such as: 
accounts; (3) savings bonds and other bonds; (4) cash on hand; and (5) 
stocks and mutual funds.

20. Definition of Net Value of Assets

The net value of an asset is its market value less encumbrances, such 
as outstanding mortgages, trusts or deeds, and secured loans.

21. Subsidized Housing

Households residing in housing assisted under federal programs are 
ineligible to receive housing allowance payments, but may enroll in the 
program if they intend to move to a nonsubsidized unit. These federal 
programs are: (a) low rent public housing; (b) HUD Section 23 Leased 
Public Housing; (c) HUD Section 235;'(d) HUD Section 236; (e) HUD Sec
tion 221(d)(3) BMIR; (f) mutual self-help housing; (g) rent supplements; 
(h) HUD Section 202; (i) Farmers Home Administration Section 502; and 
(j) Farmers Home Administration Section 515.

\

I

Units that have been or will be rehabilitated using HUD Section 115 
Rehabilitation Grants and/or Section 312 Rehabilitation Loans or Home 
Improvement Programs do not fall within this definition of subsidized 
housing.

22. Amount of Assistance

The maximum housing allowance to which an eligible client is entitled 
is calculated by means of a formula which takes into account the household’s 
annual adjusted gross income and the standard cost of adequate housing in 
Brown County. The formula provides for housing assistance equal to the 
difference between the standard cost of adequate housing (varying with house
hold size) and 25 percent of the annual adjusted gross income of the 
household.

In no case, however, may a household receive a housing allowance pay
ment that exceeds its average actual housing expenses. For renters, actual 
housing expenses are defined as contract rent plus the standard cost of 
those utilities not included in the contract rent. For homeowners, actual 
housing expenses are defined as the actual amount of interest payments on 
mortgages and other loans for the purpose of improving the house, property 
taxes, and the standard cost of insurance premiums, utilities, and 
maintenance.
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entitlement is calculated based on a projected 
income as of the date the information is

The current rate of income (annual-

The maximum allowance 
annual rate of adjusted gross 
provided to the HAO by the household, 
ized) is used wherever possible to determine the projected annual rate,

is documented and represents a steady rate.provided that current income

23. Funding

between the United States Government and the Brown 
County Housing Authority through which the program 
contract through March 13, 1984.

The U.S. Department of Housing and Urban Development has advised 
that the contract is backed by the full faith and credit of the United 
States Government and that all participants should be assured of the pay
ments of the full amount to which they are entitled under their partici
pation agreements.

b. If by some chance the HAO or the Brown County Housing Authority 
should cease to carry out their responsibilities, the funding contract 
provides for the United States Government to take over the operation of 
the program directly and to continue to honor all Participation Agreements.

The agreement
is funded is a firm

a.

c. While the HAO retains the right to reduce, suspend or terminate 
housing allowance payments upon 45 days* notice should the HAO for any 
reason fail to receive adequate moneys to operate the program, it is not 
anticipated that the HAO will ever be required to exercise this right.

i
B. STANDARDS RELATING TO HOUSING AND OCCUPANCY

1. Introduction

A household enrolled in the Housing Allowance Program may receive 
allowance payments only when residing in a housing unit (or rooming unit) 
that has been evaluated by the HAO and has been certified as decent, 
safe, and sanitary, taking into account both the characteristics of the 
unit and the characteristics of the assisted household.

?
2. Definition of Housing Unit and Rooming Unit

Clients may receive allowance payments when residing in either a 
housing unit or a rooming unit as defined below:s

Housing Unit: A housing unit is a house, apartment or group of 
rooms, occupied or intended for occupancy as separate living quarters which 
has: (1) access to the outside of the building directly or through a’public
area within the building, and (2) complete kitchen and bathroom 
for the exclusive use of the occupants.

a.

facilities

b. Rooming Unit: A rooming unit is 
or intended for occupancy as separate living 
of a housing unit, and in and of itself does 
teristics necessary to be a housing unit.

a room or group of rooms, occupied 
quarters, which is not a part 
not have all of the charac—
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Living Space3.

To be certifiable for occupancy by a program participant, a unit must 
meet the following minimum standards related to living space:

!
■'

a. Habitable Rooms: Each habitable room must have a sufficient floor 
area and ceiling height to permit normal activities by the occupants and 
must meet requirements set forth below for heating and electrical facili
ties, natural light and ventilation. (A bathroom—any room containing an 
unenclosed toilet or bathing facilities—is not a habitable room.) Each 
habitable room must contain a minimum of seventy (70) square feet of floor 
area and have a clear height of six (6) feet six (6) inches or more in 
at least thirty-five (35) square feet of the ceiling area.

F

b. Bedrooms: Each bedroom must be a habitable room that can be 
closed off from all other rooms and that does not contain kitchen facili
ties (except where the space for kitchen facilities and their use does not 
occupy the dominant portion of the room).

c. Occupancy: The minimum number of bedrooms a unit must have for 
occupancy by households of various sizes is as follows:

No. of BedroomsNo. of Persons 
Occupying the Unit Required

■

11 or 2 persons 
3 or 4 persons 
5 or 6 persons 
7 or more persons

2
3: 4

: d. Living Room: A unit occupied by more than two persons must have 
one habitable room in addition to the kitchen and bedrooms to serve as a 
general living area.

:

4. Facilities

To be certifiable for the allowance program a unit must have the follow
ing minimum facilities:

a. Toilet and bath facilities: A housing unit must contain a separate 
and private room (or rooms) in which the following are present and in work
ing order: (1) toilet, (2) wash basin with hot and cold running water,
(3) bath tub or shower with hot and cold running water. For a rooming unit 
these facilities must be provided within the same building, reasonably 
accessible to and available for use by the occupants, and not normally shared 
by more than eight (8) persons, including the occupants of the rooming unit.

\

b. Kitchen facilities: A housing unit must contain a kitchen in which 
the following are present and in working order: (1) cooking stove or range, 
(2) refrigerator, (3) kitchen sink with hot and cold running water. For a

I
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a facility regularly serving hot meals or a kitchen meeting 
be reasonably accessible to the occupants.rooming unit, 

the criteria above must

A unit must contain heating facilities thatHeating facilities:
condition and capable of providing adequate heat to all 

A heating fixture is required in every bathroom and 
unless the capacity of a fixture in one location is

Portable

c.
are in working 
rooms in the unit.
habitable room
clearly capable of heating more
electric room heaters may not serve as primary sources of heat, 
room heaters that burn gas, oil or other flammable liquids are not 
acceptable as heating facilities.

than one surrounding room.
Unvented

Electrical facilities must be present and 
in working order in each habitable room and the bathroom as required for 
the provision of adequate artificial lighting and the operation of neces
sary household appliances. The kitchen must have two separate electric 
convenience outlets or one electric convenience outlet and one ceiling or 
wall electric light fixture with a safe switching device, 
must have at least one electric convenience outlet or one ceiling or wall 
light fixture with a safe switching device, 
must have at least one electric convenience outlet.

d. Electrical facilities:

The bathroom

All other habitable rooms

Natural Light and Ventilation5.

To be certifiable for the allowance program, a unit must meet the fol
lowing minimum standards:

a. Natural light: Natural illumination of each habitable room except 
for the kitchen during daylight hours must be strong enough to permit normal 
domestic activities without artificial lighting. Each habitable room 
cept for the kitchen must have at least one window facing directly outdoors 
(or to a sun porch).

ex-

b. Ventilation: The bathroom and each habitable room must have at 
least one openable window or other source that provides the equivalent 
ventilation.

6. Hazardous Conditions

To be certifiable for the allowance program, a unit must be free of 
conditions that endanger the health and safety of the occupants related to 
the following elements of the property:

a. Exterior Property Area: Sanitation and storage, grading and 
drainage, trees and plant materials, and accessory structures or fences.

Exterior of the Building:b. ______ Foundations, walls and exterior sur
faces, roofs, stairs, porches and railings, windows, and doors and hatchways.

c- Interior_of..the Unit and Public Spaces in the Building: Exits,
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electrical facilities, water heater, plumbing system, heating system, and 
electrical system.

Lead-based Paint: In properties where children under seven 
years of age are to be residents or are frequent visitors during the period 
when allowance payments are received, conditions endangering the health 
and safety of the occupants include the existence of any cracking, scaling, 
chipping, peeling, or loose paint, which may have dangerous lead content, 
on any applicable surfaces. Applicable surfaces include all interior sur
faces and those exterior surfaces such as stairs, decks, porches, railings, 
windows and doors which are readily accessible to children under seven 
years of age.

d.
m
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The Housing Allowance Office

PRIVACY ACT NOTICE STATEMENT

Voluntary Nature of Program 
The Housing Allowance Office is authorized to solicit information 

from applicants for participation and participants in the Housing 

Allowance Program by virtue of a contract with the Department of Housing 

and Urban Development under Sections 501, 502, and 504 of the Housing and 

Urban Development Act of 1970, and Section 23 of the Housing Act of 1937. 
Participation in the Housing Allowance Program is voluntary and you are 

not required by law to provide any information to the Housing Allowance 

Office.

Authority:

Purpose
The information is being collected (1) to determine your eligibility 

for the program, and if you are eligible, the amount of assistance you will 
receive, and (2) for research purposes.

Use

The information collected will be used for program and research 

The Housing Allowance Office will use its best efforts topurposes.

handle the information you provide at any time during your participation 
in a strictly confidential manner. No one at the Housing Allowance 
Office is permitted to give any information that identifies your house
hold to anyone not involved with the 

permission or as required by law.
program, except with your written

Effects of Not Providing Information

Failure to provide the information requested by the Housing Allow
ance Office could result in your being unable 
tinue to participate in the program.

to participate or to con-

Form 10.04-2
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CHAPTER 10.00 - ENROLLMENT

10.05 - THE ENROLLMENT INTERVIEW: APPLICATION FORM

01 - Materials
The following materials are used during this portion of the enrollment

interview:

1. The Enrollment Application (Form 10.05-1).
2. Enrollment Interview Sheet (Form 10.05-2) for entering notes to be 

used after the interview.

02 - Preparing the Application
Before the interview, a file is assembled containing an Enrollment

The information neededApplication Form and an Enrollment Interview Sheet, 
for Questions Nos. 1-4, 6-8, and 9-12 may be transcribed from the household’s

If there are questions on the Preliminary Applica-Preliminary Application, 
tion that still need to be completed, it is placed in the file so that the 

missing information may be obtained at the interview.

03 - Filling Out the Applications
After the first part of the program explanation (see 10.04 above) is 

completed, the questions on the Enrollment Application (Form 10.05-1) are 

asked in sequential order, pursuant to the detailed instructions outlined 

in the Instructions Manual for the Enrollment Application. 
ment Interview Sheet (Form 10.05-2) is used to make notations during the 

taking of Enrollment Application information.
The Enrollment Application is divided into the following nine parts:

The Enroll-

This part identifies the household, 
the information is prerecorded from the Preliminary Application prior 

to the arrival of the client for the interview.

Part I - Introduction. Most of

At the interview,
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asked if the information for Questions Nos. 4, 6, 7 

it is transcribed on the form, and corrections 
both the Preliminary Application and

the client is 
and 8 is correct as

made where necessary to 

the Enrollment Application.
_ Residency Criteria and Subsidized Housing, 

tions are asked to determine whether the household meets these

are

These ques-Part II

eligibility criteria.
Part III - Household Composition. Questions in this part are de

signed to determine whether the household meets the household com^-
Table III of the Enrollment Application Form isposition criteria, 

used to record answers to these questions.
These questions cover information needed toPart IV - Assets.

determine whether the household's assets fall within the program 

asset limits and to identify income producing assets, 
the Enrollment Application is used to record the information 

collected.

Table IV of

These questions cover information 

Answers to questions for this part 
are recorded on Table V of the Enrollment Application.
Part VI - Deductions and Calculation of Maximum Allowance Entitle-

Part V - Total Household Income.
on the household's total income.

These questions cover information needed to determine 

deductions from household income to arrive at adjusted gross income. 
Once adjusted gross income is determined, the maximum amount of 
assistance to which the household is entitled is calculated by 

using the formula outlined in Chapter 2.00, Program Standards.
Table VI of the Enrollment Application Form is used to record 
answers to this part.
Part VII - Housing Expenses (A:

ment.

i

Homeowners; B: Renters). For
eligible households, information on current housing expenses is re
quired to make adjustments in the maximum allowance entitlement to 
conform with the program rule that assistance 
housing expenses.

may not exceed actual
(See Chapter 2.00, Program Standards.) 

Part VIII - Statement of Confidentiality and CnrrPrf Information.
The head of household is asked to sign the application 
that he understands the

indicating 
HAO and thatconfidentiality policy of the
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:

:
he testifies to the accuracy and completeness of the information 

which was provided for the completion of the Enrollment Application. 
Part IX - Status of Application.

.

= This information is completed by 

the HAO staff after the interview to indicate the eligibility of 
the applicant and verification instructions (see Section 10.08.02).

04 - Supporting Documentation
Certain questions on the Enrollment Application Form require sup

porting documentation from the client.
presented, Request for Information Forms are obtained (Forms 10.06-1, 
10.06-2, 10.06-3a and 3b, and 10.06-4).

Normally a photocopy is made of the documentation provided, 

this cannot be done when the interview is conducted away from the office. 
In such cases, the fact that the HAO staff member has seen the documenta
tion and has so noted (by signature on the appropriate form that specifies 

the type and acceptability of all documentation) constitutes sufficient 
evidence.

If the necessary documents are not

However,

If the client has forgotten to bring supporting documentation to the 

interview, the interviewer identifies the missing information or documenta
tion on the Enrollment Interview Sheet (Form 10.05-3) and gives a copy to 

the client and asks the client to send in the missing information as soon
The client may be contacted by telephoneas possible after the interview, 

following the interview to remind him to provide the missing information.

I
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H/3

(Revised 5/ll/79cl|.ent |Q
PART VII-HOUSING EXPENSES - RENTERS

^ Circle On#32. Is your residence:
RRented from someone not in this household 

Occupied rent free ................................... * •
14/11F

^ Circle One
33. Is your residence:

1A single-family home?.....................................................
A duplex?...........................................................................
A multi-family apartment building?...............................
A mobile home or trailer?.............................................
A room in a private home, rooming house, residential 

hotel, or nursing home?............................................. ..

; i4/i2
2
3

I4

5

34. How many rooms does your residence have (do not count bathrooms, hallways, porches, 
unfinished attics, basements or rooms rented to roomers)? CD i

.:
Circle One35. Do you pay rent by the week, month, year, or what?

Week (x 4.3) .................................
Every two weeks (x 2.15),
Twice a month (x 2)......................
Month.................................................
Year (+ 12)......................................
Other (Specify).............................. ..

\1
i2 )

3
4 i
5
6

36. How much rent do you pay per (period from Q. 35)? Please .tell me the total amount you pay 
the landlord, including any charges you may pay for furnishings and kitchen appliances.

□ rmm$
37. Is any part of the property that you rent used for other than your own residential purposes?

^Circle One :
Yes Y 14/13

!If no, go to Question 39. No. N f

i

38. About how muds of the rent do you attribute to the portion of the property you use as your residence?

«□ mu m
jS If blank, enter monthly equivalent * 
** amount from Question 36. ^ r i i39. Enter monthly equivalent amount from Question 38.

43. Do you pay extra for any utilities in addition to your rent?

Describe her#___________________________________

1
I

rs. I
Circla 4
Y N »
Y N
Y N j
Y N I
Y N
Y N i

Y N ' fori* 10-os-1

Lighting.................
Cooking................
Water Heating . . .
Heating................
Garbage Collection, 
Sewage Disposal. . 
Water.....................

14/22'
i

i

j Riqff II
J

^ Compute and enter total standard monthly cost of utilities household pays extra for $ 14/29:
• 3

I
Add amounts in Q. 39 & 43. Enter total here. TOTAL MONTHLY HOUSING EXPENSES44. $ 14/3*
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13/3

PART VII — HOUSING EXPENSES - HOMEOWNERS Client ID

HHomeowner. 13/1132.

^ Cirde One33. Is your residence:
■ 13/121A single family home?....................

A duplex? .......................................
A multi-family apartment building? 
A mobile home or trailer?..............

2: 3
49

34. How many rooms does your residence have {do not count bathrooms, hallways, porches, 
unfinished attics, basements or rooms rented to roomers)?

■ mi

35. Is any part of the property that you own used for other than your own residential purposes?
Cirde One

YYes 13/13

NNo

^ Cirde One36. Is your (apartment/house):
1 Go to CL 39

13/14

Owned free and clear................................................
Mortgaged...................................................................
Being bought by an installment contract or other 

method of purchase.......................................

2 -

3

□37. How many mortgages are outstanding on your home?:
38. Obtain mortgage, contract, and/or loan statements.

Do you pay any real estate taxes or any special tax assessments on this property that are not 
included in your mortgage or contract payments?

^ Obtain tax assessment bills.

39.

YES
NO

: 40. Which of the following utilities are not included in your property taxes and do you pay extra for?
^ Cirde 13/15

Y N
Y N
Y N

Garbage 
Sewer. . 
Water. .

-

41. Compute and enter following amounts:

: Sa. Total monthly interest on mortgage or contract 13/18
r

$b. Total monthly real estate and other special taxes 13/23

$c. Monthly insurance premium {standard) 13/28

13/33Sd. Total monthly maintenance costs (standard)
■

; s [ 13/38e. Total monthly utility costs (standard)

L. 13/43.$f. Other (site rent)

r
13/48Add Questions 41 a, b, c, d. e. f. TOTAL MONTHLY HOUSING EXPENSES .$42.

13/5343. TOTAL MONTHLY INTEREST PLUS PRINCIPAL PAYMENT ON MORTGAGE CONTRACT. . . $

! Form 10.OS-1 P*g* 12
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enrollment interview sheetMODEL FORM:
that the following <ctico. infrnnalion. or c'ccriontnlion is needed 

Enrollment AppJiert.'c.i as quickly as pos-This is to ie:".inu yea 
within the next seven cays in order to process ycur
sible:

Date of Intervic.v---------Client I.D. No.

Nfe.a.i of Client Service Specialist:Name of Head of He use-hold:

Telephone------

bailing Address:

StateCily/Tc -.vn ' \>Street Number Street

Required Action:

Head of Household must arrange an appoi ntment to sign 1!>j Enrollment Application Kaun and 
Participation Agieement.□

| j Sion Participation Agreement 

I I Missing Information (list)

\

I I Sign and send Request for Employment Information Form fer (names):

CD Sion and send Request for Benefit Payment Information for (names):

’ i

Q Sion end send Consent to Release Information Form (nerr.es):

CD Sign and Send Consent to Release Medical Opi niom

I I Other:

Please mail in the missing ^formation or documentation in the arched ocstaoo paid sclf- 
tisoii envelope ns scon ns possible. If yoj need to cone into *h> nf'ir^ .i :

Client Services Specialist to arrange fer an a;; ointment. ' pk*S0 ca" V™

Form 10.05-2
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1 CHAPTER 10.00 - ENROLLMENT
■

5

10.06 - THE ENROLLMENT INTERVIEW: DETERMINING ELIGIBILITY
AND ALLOWANCE ENTITLEMENT'

1

01 - Handling Ineligibility

If at the beginning of the interview the client provides information 

that would indicate the household’s ineligibility, the client has the
choice of completing the full interview or not based on this preliminary

If the client does not want to complete the
;

finding of ineligibility, 
interview, it is then terminated and a letter is given to the client to\

The interviewer enters the 'dateconfirm the decision (Form 10.03-5a).
in Question 45 and the length of time for the enrollment interview, 
remainder of Part IX is completed by circling N for Did Not Sign Partici
pation Agreement, Y for Eligibility "Undetermined, and Y for Declined

The

i

The client is then asked to sign the Application.
If at any point during the completion of the Enrollment Application 

Form the client is found to be ineligible, the section of the Enrollment 
Application Form in progress is completed and the reason for ineligibility

The head of household is asked to sign the 

After the Enrollment Form is completed the

Interview.\

is explained to the client.
Enrollment Application Form, 
interviewer gives the applicant a Notice of Ineligibility (Form 10.06-5) 
and checks the appropriate reason for the household's ineligibility.
Clients are told that they have the right to appeal the decision through 

the HAO Appeals Process if they think the decision is not in keeping with 

the program standards (see Section 14.02). Ineligible applicants are also 

told that they may reapply to the program if their status changes making
them eligible at a later date.

02 - Calculating Total Assets and Maximum Allowance Entitlement
If the household meets all eligibility criteria other than income 

and assets, total assets are then computed, 

assets do not exceed the asset limit, Parts V and VI of the Enrollment
If the household's total

I
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Total household income, adjusted gross income,
*

The R (Standard Cost of 

Adequate Housing) (see Section 2.09) is used in the calculation of the 

maximum allowance entitlement.
If the maximum allowance entitlement is $10 per month or more and

Application are completed, 
and maximum allowance entitlement are computed.

if the household1 s total assets do not exceed the limit, the household is 

told that it appears to be eligible and what the amount of monthly housing
The interviewer also explains that this amountallowance entitlement is. 

is the maximum assistance that the household may receive per month and 

that the exact amount of the monthly payment will depend on the actual 
housing expenses and any adjustments that must be made for repayment of 
advances issued to the client to cover security and utility deposits.

If the client cannot recall information about income or assets, and 

if this missing information makes it impossible to calculate the maximum 

allowance entitlement or total assets, the interview is terminated and 

another interview date is arranged. The Enrollment Application Form and 

any additional documents in the file are saved. However, if the client 
has forgotten to bring in documentation to support information provided 

the interview continues and the client is asked to mail or drop off the 

missing documentation to the HAO as soon as possible.

Households are given a written statement as to their eligibility and
the amount of their allowance entitlement as determined in the interview 
(Form 10.06-6). However, they are informed that their eligibility 

determination is subject to verification of the information they provided 
and that although the maximum allowance entitlement figure is probably

correct, small adjustments may occur following recalculation.

03 - Signing the Application

If the household is ineligible, the interviewer explains the reasons why 
and asks the head of household to sign the Enrollment Application Form. If
the head of household is not present at the interview, the form is pro- 
cessed with the signature space left blank. If the head of household

must be re-
Such applications will be 

treated in the same manner as other ineligible applications (see below) .

refuses to sign it, the client is told that the application 
jected, and the interview will terminate.
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If the head of household is not present at the interview, the interviewer 

asks the members of the household who are present to schedule a time when 

the head of household can come to the HAO to sign the form, 
hold members are unable to make an appointment for the head, the inter
viewer notes on the Enrollment Interviewer Sheet that the head must be 

contacted by telephone within a reasonable period to arrange a convenient 
time.

If the house-

04 - Obtaining Requests to Confirm Income or Other Information
Households that appear eligible are asked to sign Request for Employ

ment or Benefit Payment Information Forms (Form 10.06-1 or Form 10.06-2) 
for each item on the Enrollment Application Form relating to employment 
or public assistance for which the households did not bring in acceptable 

Households are also asked to sign Request for Information 

Forms (Form 10.06-3a and 3b) for other income and asset items for which 

they did not bring in acceptable documentation, 
a disability or handicap for purposes of the 10 percent deduction, a Re
quest for Medical Opinion (Form 10.06-4) is required if the client is not 
receiving disability assistance from other public assistance programs.

Households are informed that these forms are used to confirm infor
mation reported by the applicant with employers, public agencies, banks,

If a household member for which the Request for Information Forms 

are needed is not present at the interview, the household member present 
will be asked to take the forms home to be signed and to return them to the

The interviewer lists the outstanding Request 
for Information Forms on the Enrollment Interview Sheet (Form 10.05-3).

documentation.

For households that claim

etc.

HAO as soon as possible.

05 - Requirements for Special Recertifications
The HAO conducts special recertifications between regular recertifi

cations, after it is determined at the enrollment interview (or any other 
recertification) that a household:

\
!
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of earned income over the preceding 

subsequent replacement of 50 percent or more 

of income lost), or 
Adjusted Gross Income of zero.

has lost its primary source 

90 days (without 
of the amount 
has an

o

o

determination has been made in the enrollment interview, 
informed about the requirement and the character of the 

recertification and the procedures to be followed are explained

When such a 

the client is
special
(see below and Section 11.01.07).

After the client has been informed about the requirement, the
(1) has the client sign Request for Information Forms 

(Form 10.06-3b) to permit the verification of income loss in applicable 

cases; and (2) fills out a form indicating the date for the next special 
recertification and containing information identifying the client. This 

form is used to trigger special recertification contacts.
The HAO may select a frequency for special recertifications ranging 

from 30 to 90 days in accordance with HAO guidelines. If the circumstances 

of the case suggest that a significant income change is imminent, a 

shorter period should be selected; e.g., when the client has just lost a 

job but has not yet filed for unemployment insurance. The frequency need 

not be uniform over the period; e.g., the HAO may require the first 

special recertification 30 days after the enrollment interview but, 
because of changed circumstances relating to the probability of further 

income increases, require the second a longer period after that.
Once the process has been initiated for a household that had 

adjusted gross income, periodic special recertifications will continue to

interviewer:

a zero

be required until it is determined at a special or regular recertification 

that the household has had any increase in adjusted gross income.
For households that lost their primary source of earned income,

periodic special recertifications usually are not required after 90 days 
have elapsed since the loss occurred. Within the 90-day period, they
will continue to be required until it is determined at a regular or 
special recertification that the household has increased 
income by an amount equal to 50 percent

its adjusted gross 

or more of the amount previously

their primary sourceHowever, there may be households that have lostlost.
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of earned income more than 60 days prior to the interview (thereby 

setting what would normally be the earliest special recertification date 

outside the 90 day period). 
fication is required.

Instructions for processing special recertifications are given in 

Section 11.06.

:
:
: In these cases at least one special recerti-
;
■

:

;
■

s

I
I
i
i

i

:

I
.

■

:

;

j
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For Utlice Use Only 
Client I.D. No.Housing Allowance Office

REQUEST FOR EMPLOYMENT INFORMATIONMODEL:

PART A

Name of present (former) employee:

. Address:Social Security No.: (Street)

(Zip Code)(State)(City/Town)

I hereby request (company name) 

located at (company address) ------ (State) (Zip)(City)(Street)

to provide the following information concerning my employment with your firm:

per hour / week / month 
(Ci'de one)

Current Rate of Pay $

Number of Hours per Week

Signature:Date:
I—rj:

PART B

THIS TART TO DC COMPLETED BY EMPLOYER

Current monthly gross earnings: $

The above information is provided in strict confidence in response to your request.

Completed by: Job Title:
(print)

Date: Signature:

Please mail the completed form in the attached postage-paid envelope. Thank you for your time and effort in providin ’ 
this information. ’ y

Certification Supervisor:

Form 10.06-1
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For Office Use Only 
Client I.D. Wo.

Housing Allowance Office
MODEL: 'BENEFIT PAYMENT INFORMATION REQUEST Process:

CSS #:Type of Benefit 
(chock one) PART A

Veterans Administration
}■ a. Social Secuiity NumberName

(Claim Number).
ZIPStateCityStreetOther;

Date of Birth

:
I hereby authorize

Name of Agency

ZIPCity StateStreet
to telease information concerning benefit payments l receive from this agency.

Do toCigna turn#
ETTf * VU..:<U  ̂SXnwr rn^-y m

PART B

(THIS PART TO BE COMPLETED BY AGENCY)

Yes I _ - j NoThis person is currently receiving benefits. L

.gross amount of his/her benefit was $.The

Any other comments:

The above information is provided in strict confidence in response to your request.

Completed by Job Title.
(Please Print)

SignatureDate

meti.Tt

Please mail the completed form in the attached postage-paid envelope. Thank you for your time and effort in provic 
this information.

Form 10.06-2
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• • t

'Vi"* THE HOUSING ALLOWANCE OFFICE 
MODEL: REQUEST FOR INFORMATION

■: - •«

I have ciade application to The Housing Allowance Office foe allowance 
I hereby give my consent for to release the

resources, 
information requested below: (Name of Business/Institution)

% (To be completed by Busin ess) 
(vO check if same.
Enter dollar amount if diffcr

DateAccount
Balance

Account
Number

Type of 
Account

. »» •

Other Information A Comments:

I

Name of ClientSignature of Client

Address:Date

City/To State
***************************/.********************* ****************** A********* A* ********* *$: *

TO BE COMPLETED BY BUSINESS INSTITUTION

The information noted above is correct as shown.

The information noted above has been amended as indicated in last column.-

This information is provided in strict confidence in response to your request, 
compliance with the Fair Credit Reporting Act, Title VI, effective April 25, 1971.

Completed By

This is in

Title
(prin£)

\Signature
***** ****** ***************** **************** Ax******/;*************************/J*********^T“.

Please mail this form in the* attached postage paid envelope, 
effort in providing this information.

Date

Thank you for your time anc

! • *• •— •
V

.. Form 10.06-3a
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For Office Use Only 
Client 1.0. No.

i/
The Housing Allowance Office

MODEL: REQUEST FOR INFORMATION;
I

PART A
\

CityStreetName

hereby requests

to release the following information to the Housing Allowance Office
’

Date Signature

Social Security Number

ruisru

PART B To be completed by

The information requested above is as follows:
v

•.

Completed by (PRINT) Job Title

Date Signature

Please mail the completed form in the attached postage-paid envelope. Thank you for your time and effort in providing 
this information.

#

Housing Allowance Office

Form 10.06-3b
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The Housing Allowance Office

REQUEST FOR MEDICAL OPINIONMODEL:

CLIENT’S NAME

atI give my consent for
(Professional Title)

(Address)
to provide information regarding my physical and/or mental condition to 

help the HAO determine my eligibility in the Housing Allowance Program.

(Client Signature)

(Date)

It is possible to give a Housing Allowance to a person who is disabled or 

handicapped. Our program standards define a handicap or disability as a 

medically determinable physical or mental impairment which has lasted, or 

can be expected to last, for a continuous period of not less than twelve 

months and:
o substantially impedes ability to live independently, or 

o prevents gainful employment.

We would appreciate your completing the certification below and returning 
this form in the enclosed addressed envelope.

kept strictly confidential and used only for the purpose of determining 
eligibility in our program.

This information will be

CERTIFICATION OF ELIGIBILITY
In my opinion the above named Client does does not (circle one) have 
a disability as defined above.

Signed _________________ ________
(Name) (Professional Title)

(Address) (Date)

Form 10.06-4
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i
The Housing Allowance Office

; MODEL LETTER OF CONFIRMATION OF INELIGIBILITY
:

Dear (Client):

This letter is to confirm that your household is not eligible to 
participate in the Housing Allowance Program for the reason checked 
below. If you think that this decision is not in accordance with the 
program eligibility criteria, please contact your Client Services 
Specialist at the telephone number and address shown below within the 
next two weeks.

:

[
Your household does not reside in (Program Area).

’

f
Your household's adjusted gross income exceeds the program 
income limits.

Your household’s total assets exceed the program limit.

If your situation changes and you believe you may be eligible, 
please contact us.

Sincerely,

Housing Allowance Office

Address: ____
Phone: _______
Office Hours:

* Form 10.06-5

[
f



The Housing Allowance Office

" NOTIFYING CLIENTS OF ELIGIBILITY AND ALLOW- 
ENTITLEMENT AS DETERMINED IN THE INTERVIEW

MODEL LETTER 
ANCE

Dear (Client) :
confirm that in the enrollment interview conducted on thisThis is to

date I determined that your household is eligible to participate in the

Housing Allowance Program and that if you meet requirements as specified 

in the Participation Manual, your household will be entitled to receive 

a housing allowance payment of $ per month.

These determinations, however, are subject to the verification of
You should also bethe information you have provided in the interview, 

aware that my calculations will be double-checked, 
covered, determinations as to your eligibility and the amount of your pay—

If errors are dis-

ment will be modified.
In order for you to begin receiving allowance payments, the following 

requirements must be met:

1. You must sign a Participation Agreement with the HAO.

2. You must live in housing that meets the standards of the Housing 
Allowance Program. The Housing Evaluation staff sill contact 
you soon to arrange a convenient time to evaluate your existing 
housing.

RENTERS ONLY must sign an HAO Lease Agreement with their land
lord. (IT IS ADVISABLE THAT YOU NOT SIGN A LEASE BEFORE YOU KNOW 
THAT YOUR HOUSING HAS PASSED OUR EVALUATION.)

If you have any questions about these above requirements, please feel 
free to contact me.

3.

Sincerely,

Form 10.
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CHAPTER 10.00 - ENROLLMENT

10.07 - THE ENROLLMENT INTERVIEW: EXECUTING
THE PARTICIPATION AGREEMENT

01 - Reviewing the Agreement
Each Participation Agreement is to be signed by both the HAO and the 

head of household, and is prepared in duplicate—one copy for the HAO and 

one for the client.
After completing the Enrollment Application Form and calculating the 

maximum allowance entitlement for eligible households, the interviewer 

shows the client the Participation Agreement (Form 10.07-1 for renters and
The interviewer then explains the remaining 

program requirements as outlined above in Section 10.04.02, using the 

Participation Manual and the Participation Agreement as guides.
After Part II of the program explanation is completed, the interviewer 

goes over the Participation Agreement, item by item, to ensure that the
When

Form 10.07-2 for homeowners).

client understands the benefits and obligations under the program, 
the interviewer is assured that the household understands the provisions
of the Agreement, the household is asked if it wishes to participate.

02 - Signing the Agreement
If the household wishes to participate, the head of household is

If the head is present and signs, the inter-asked to sign the Agreement, 
viewer signs the Agreement for the HAO and gives the household one copy.
If the head of household is not present to sign, the members who are 

present are asked to take both copies of the Agreement home and give them
The head of household can bring the Agreement

The
to the head of household.
to sign when he comes to the HAO to sign the Enrollment Application, 
interviewer notes on the Enrollment Interview Sheet (Form 10.05-2) that a 

Participation Agreement is outstanding.
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03 - Delaying the Decision to Sign 

If the head of
delay the decision, the interviewer informs the household that it may take

home and, if it decides to participate, sign

household is present at the interview but wishes to

the Participation Agreement
both copies to the HAO by mail or in person. These householdsand return

are asked to inform the HAO of their decision within a reasonable period
The interviewer notes on thefrom the date of the enrollment interview.

Enrollment Interview Sheet (Form 10.05-2) that there is an outstanding
If the household decides not to participate, it

When a

signed Participation Agreement is received the interviewer checks to see 

that the head of household has signed, 
agreement for the HAO and gives or mails one copy containing both the HAO 

and the client signatures to the client.

Participation Agreement, 
will not have to return the Participation Agreement to the HAO.

The interviewer then signs the

04 - Declining to Participate
If the household declines to participate, the interviewer asks the 

reasons why and tries to correct any misconceptions about the program that
The household may take the Participation 

Agreement home and, if it changes its mind, the head of household may sign
If the decision is definitely not to 

participate, the interview is terminated and the household is encouraged 

to reapply to the program if it should change its decision, 

interviewer gives the client a confirmation notice (Form 10.07-5), discards 

the Enrollment Interview Sheet and processes the application as described 
in Section 10.08.02.

may have caused the refusal.

it and mail it back to the HAO.

The

05 — Closing the Interview

Householdb that have signed the Agreement are told that a member of 
the HAD Housing Evaluation staff will be 

arrange a tiae for an evaluation of their 

households that intend to move are asked 

have located the unit where they wish to live

contacting them shortly to

In addition, 
to call the HAO as soon as they

to arrange for the evaluation 

copies of the HAO Lease 

are to be signed by both

present unit.

of that unit. Eeater clients are given three blank
Agreement fFsxm 10.07-3) and told that all three



10.07(3)

the head of household and the landlord—one copy for the client, one 

for the landlord and one to be returned to the HAO.
sires an advance it should submit a Request for Advance (Form 10.07-4) to 

the HAO with the Lease Agreement, 
the HAO for further information about the program and about the household's 

status in the program.
Households are given the following materials at appropriate times 

during the interview, 
all of these materials:

If the household de-

The household is told how to contact

The interviewer checks to be sure the client has

A copy of the Participation Manual (Form 10.04-1).
Materials on housing evaluation standards that can be used by the 

household to check to see if the unit they choose to live in is 

likely to meet program standards.
A copy of the Enrollment Interview Sheet (Form 10.05-3)—only 

required if there is outstanding documentation or information 

(including Requests for Employer/Benefit Information Forms and 

Participation Agreements) or for households that must return to 

the HAO for the head to sign the Enrollment Application Form and 

Participation Agreement.
Lease Agreement (three copies of Form 10.07-3) (if renter). 
Participation Agreement.
Materials which may be used by clients to explain program require
ments to landlords or lending institutions (when applicable). 
Materials about HAO Housing Information Sessions (when applicable). 
HUD materials warning the client of the risks of lead-based paint.

o
o

o

o
o
o

o
o

After the household receives the above package, the interview is termi- 

Households are again reminded to provide the missing information or 
to arrange for the signing of the enrollment documents as soon as possible 

so that the Enrollment Application can be processed.
reminded that the information they have provided may be verified, and that 
the amount of the monthly payment to which they are entitled may be modi

fied pending information received from verification and/or a recheck of 
the calculations made in the interview.

nated.

Households are also
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- Brown County, WisconsinHousing Allowance Program

RENTER’S participation agreement

This Participation Agreement is entered into this ----- day of ---------- -
19 , between the HOUSING ALLOWANCE OFFICE OF BROWN COUNTY, INC. ("HAO") ,
acting on behalf of the Brown County Housing Authority, and -------------------_

(’'PARTICIPANT"), a resident of Brown County,
Wisconsin.

I. AGREEMENT OF PARTICIPANT

I hereby agree to participate in theA. AGREEMENT TO PARTICIPATE.
Housing Allowance Program of Brown County, Wisconsin.

B. PROGRAM BENEFITS. I understand that by agreeing to participate 
I will receive the following benefits:

1. A housing allowance in an amount as determined under Standards 
for the Allowance Program, payable each month until March 14, 1984, so long 
as I remain eligible for assistance and fulfill my obligations as a 
participant described in Section IC.

2. Assurance that the HAO will use its best efforts to treat in 
a strictly confidential manner any information I provide to the HAO which 
could identify me or members of my household.

3. Written notice of any reduction, suspension or termination 
of my housing allowance together with an explanation of the reason for the 
change.

4. The opportunity to use an appeals procedure, by which I may 
appeal certain decisions of the HAO staff.

5. The opportunity to receive information about finding and 
obtaining decent, safe, and sanitary housing and about equal opportunity in 
housing.

C. PARTICIPANT OBLIGATIONS.___________________  I understand that so long as I am a
participant in the program I will have the following obligations:

1. To provide accurate information to the HAO about my household 
and to permit the HAO to verify such information as required by the program. 
I understand that this requires me to return to the HAO once every twelve 
months for an annual recertification interview, to complete and return a 
mailed questionnaire at the six-month intervals between annual 
tions, and to provide information at other times as the HAO

recertifica- 
may require.

2. To reside only in housing that has been 
in writing as meeting Standards for the Allowance

approved by the HAO 
Program relating to housing

Form 10.07-1 
Page 1 of 3
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Renter’s Participation Agreement
:

and occupancy, and to permit the HAO to evaluate my housing unit as required 
by the program. I understand that if I move I will not receive housing 
allowance payments until the HAO has evaluated and approved my new unit.

3. To enter into an HAO approved "Lease Agreement" for each 
unit in which I reside as a participant and to have such an agreement in 
effect at all times while I am a participant. I understand that I will 
receive housing allowance payments only while an HAO approved "Lease Agree
ment" is in effect.

4. To use a sum equal to my housing allowance payments for housing
expenses.

5. To notify the HAO: (a) before I change my residence or termi
nate my "Lease Agreement," (b) within two weeks after I sign a new "Lease 
Agreement" or agree to any change in my rent or responsibility for utilities 
under an existing "Lease Agreement,” and (c) within two weeks after I have 
received a larger or smaller allowance payment than the HAO has notified me 
in writing I will receive.

6. To return to the HAO any amounts I receive in excess of the 
housing allowance I am entitled to receive. I understand that I am not 
entitled to receive housing allowances (a) in excess of the amount the 
HAO has notified me in writing I will receive; and (b) after I have failed 
to fulfill my obligations as a participant described in this section.

7. To enter into a Homeowner’s Participation Agreement to take 
place of this Agreement if I purchase a home and wish to continue to 
participate in the program.

8. To abide by the Standards for the Allowance Program, a copy 
of which has been furnished to me.

D. MODIFICATION, SUSPENSION AND TERMINATION OF PROGRAM BENEFITS. 
I understand that:

1. The amount of my housing allowance payment may be increased 
or decreased by the HAO because of changes in my household income, size, or 
housing expenses. I understand that the HAO shall not be required to make 
such adjustments more frequently than semiannually and that any increases 
or decreases due to a change in household size or income will not be re
troactive .

2. My participation in the Housing Allowance Program and this 
Agreement may be terminated or my participation suspended by the HAO if:
(a) a change in my household income, size, or status renders me ineligible 
for the program; or (b) I have failed to fulfill my obligations as a 
participant described in Section IC above.

Form 10.07-1 
Page 2 of 3
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Renter’s Participation Agreement

3. I may withdraw from the Housing Allowance Program and 
terminate this Agreement at any time merely by notifying the Housing Allow
ance Office in writing of my decision to do so.

, 19day ofEXECUTED THIS

PARTICIPANT (HEAD OF HOUSEHOLD)

Address:

II. AGREEMENT OF HOUSING ALLOWANCE OFFICE

THE HOUSING ALLOWANCE OFFICE OF BROW COUNTY, INC. ("HAO"), on behalf 
of the Brown County Housing Authority, in consideration of the Agreement 
of Participant set forth above, agrees to provide to PARTICIPANT the 
benefits described in Section IB above.

EXECUTED THIS day of 19

HOUSING ALLOWANCE OFFICE OF 
BROWN COUNTY, INC., for the 
Brown County Housing Authority

By:
Address:

Form 10.07-1 
Page 3 of 3
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Housing Allowance Program - Brown County, Wisconsin

HOMEOWNER1S PARTICIPATION AGREEMENT :

______ day of ______
19__ , between the HOUSING ALLOWANCE OFFICE OF BROWN COUNTY, INC. ("HAO"),
acting on behalf of the Brown County Housing Authority, and _______________

("PARTICIPANT”), a resident of Brown County,

This Participation Agreement is entered into this

I

Wisconsin. I
;A. AGREEMENT TO PARTICIPATE. The PARTICIPANT hereby agrees to par

ticipate in the Housing Allowance Program of Brown County, Wisconsin.

B. PROGRAM BENEFITS. The PARTICIPANT understands that by agreeing 
to participate he will receive the following benefits:

1. A housing allowance in an amount determined under Standards 
for the Allowance Program, payable each month until March 14, 1984, so 
long as the PARTICIPANT remains eligible for assistance, and fulfills his 
obligations as a PARTICIPANT described in Section C.

2. Assurance that the HAO will use its best efforts to treat in 
a strictly confidential manner any information the PARTICIPANT provides
to the HAO which could identify him or members of his household.

:
:

t

3. Written notice of any reduction, suspension or termination 
of my housing allowance together with an explanation of the reason for the 
change.

The opportunity to use an appeals procedure, by which the 
PARTICIPANT may appeal certain decisions of the HAO staff.

4.

5. The opportunity to receive information about housing and home 
ownership and about equal opportunity in housing.

C. PARTICIPANT OBLIGATIONS. The PARTICIPANT understands that so long 
as he is a PARTICIPANT in the program he will have the following obligations:

1. To provide accurate information to the HAO about his house
hold and to permit the HAO to verify such information as required by the 
program. The PARTICIPANT understands that this requires him to return to 
the HAO once every twelve months for an annual recertification interview, 
to complete and return a mailed questionnaire at the six-month intervals 
between annual recertifications, and to provide information at other times 
as the HAO may require.

2. To reside only in housing that has been approved by the HAO 
as meeting program housing and occupancy standards, and to permit the 
HAO to evaluate his housing unit as described in the manual. The PARTI
CIPANT understands that if he moves he will not receive housing allowance 
payments until the HAO has evaluated and approved his new unit.

Form 10.07-2 
Page 1 of 2
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Homeowner's Participation Agreement

equal to his housing allowance payments for3. To use a sum
housing expenses.

(a) before he changes his residence or4. To notify the HAO: 
sells his home; and (b) within two weeks after he receives a larger or 
smaller allowance payment than the HAO has notified him m writing he wii
receive.

5. To return to the HAO any amounts he receives in excess of t
The PARTICIPANT understands 

(a) in excess of 
the HAO has notified him in writing he will receive; and (b)

housing allowance he is entitled to receive, 
that he is not entitled to receive housing allowances:
the amount
after he has failed to fulfill his obligations as a participant described
in this section.

6. To enter into a Renter's Participation Agreement to take th 
place of this agreement if he wishes to move to a rental unit and continu 
to participate in the program.

7. To abide by the Standards for the Allowance Program, 
of which has been furnished to him.

a copy

D. MODIFICATION, SUSPENSION AND TERMINATION OF PROGRAM BENEFITS. T1 
PARTICIPANT understands that:

1. The amount of his housing allowance payment may be increase* 
or decreased by the HAO because of changes in his household income, size 
or housing expenses. The PARTICIPANT understands that the HAO shall 
be required to make such adjustments more frequently than semiannually 
and that any increases or decreases due to a change in household size or 
income will not be retroactive.

not

2. His participation in the Housing Allowance Program and this 
agreement may be terminated or his participation suspended by the HAO if: 
(a) a change in his household income, size, or status renders him ineligil 
for the program; or (b) he has failed to meet the obligations of partici
pation described in Section C above.

3. He may withdraw from the Housing Allowance Program and ter— 
minate this Agreement at any time merely by notifying the Housing Allowanc 
Office in writing of his decision to do so.

EXECUTED this day of , 19
HOUSING ALLOWANCE OFFICE OF 
BROWN COUNTY, INC. for the 
Brown County Housing Authority

PARTICIPANT (HEAD OF HOUSEHO

bv ByAddress:
Address:

Form 10.07 
Page 2 of
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LEASE AGREEMENT

1. LEASE OF PROPERTY
A. Description of Proper try: The Landlord has agreed to lease to the Tenant the 

property located at
B. Rent; $ day of each month, in advance._per month payable on
C. Utilities: It is agreed that the following defines responsibility for utility 

payments. Utilities paid for by the landlord are checked in boxes marked Landlord below. 
Utilities paid for by the tenant in addition to the rental amount stated in paragraph l.B. 
above, are checked in boxes marked Tenant below. (If tenant and landlord share the expense 
for any item, both columns are checked.)

Landlord Tenant
Who is required to pay for lighting?
Who is required to pay for fuel for cooking?
Who is required to pay for heat?
Who is required to pay for fuel for hot water?
Who is required to pay for water?
Who is required to pay for sewage costs?
List any other housing expenses and who is required to pay 
for them:

□ □
□ □

t □ □t
' □□

□□
□ tZD

□ □
□ □

D. Term of Lease Agreement: This lease agreement begins on __________________
. (PERIOD MUST COVER AT LEAST ONE YEAR.)and ends on

OPTIONAL PROVISION - APPLIES ONLY IF "YES" CHECKED BELOW
YES□ The Landlord and Tenant agree that this agreement may be terminated 

upon thirty (30) days advance written notice by either party.

E. Additional Provisions: Any additional provisions on which the Landlord and the 
Tenant agree shall be attached to this Agreement. If the Landlord and the Tenant have 
an existing written lease, such lease shall be attached to this Agreement.

2. PROVISIONS REQUIRED BY THE HOUSING ALLOWANCE PROGRAM. * The following provisions are 
agreed to by the Tenant and the Landlord and shall apply so long as the Tenant is a 
participant in the Brown County Housing Allowance Program:

A. Notice to Vacate: The Landlord may evict the Tenant under the requirements of
local law, but he must obtain prior authorization from the Housing Allowance Office of
Brown County, Inc. (HAO). The Landlord shall give written notice of the proposed eviction 
simultaneously to the Tenant and the HAO stating the grounds, giving the Tenant at least 
ten (10) days to respond, and stating that the Tenant may present his objections to the HAO. 
The HAO shall review the Landlord's statement of the grounds, and the Tenant's objections, 
if any, and shall authorize the eviction unless it finds on the basis of these submissions 
the grounds to be clearly insufficient under the lease. The HAO shall notify the Landlord
and the Tenant of its determination within twenty (20) days of its receipt of the notice
from the Landlord. (This provision relates solely to participation in the Housing Allowance 
Program and shall not in any way affect the rights and remedies of the Landlord and Tenant 
under Wisconsin law.)

B. Termination by Tenant: In addition to any other rights of termination which the 
Tenant may have under Wisconsin law and this Agreement, if the Tenant receives notification 
from the HAO that the premises do. not meet HAO housing standards, and the repairs required

I



responsibility of the Landlord, the Tenant may give the 
notification from the HAO, written notice of his

(a) thirty (30) days after his written notice to the 
initiated the required repairs; or (b) sixty (60) days

to meet such standards are the 
Landlord, together with a copy of the 
intention to terminate this Agreement:
after°his wfit^noclcfto^hrLndLrd, if the Landlord has not yet completed the required 

both of these time periods may be extended if agreed to by the HAO onrepairs. Either or 
showing of good cause.

The Tenant is the party solely responsible forResponsibility for Rent:
payment of rent. Neither the HAO nor the Federal Government nor any other person or 
entity has assumed any obligation for payment of rent or the meeting of any other Tenant 
obligations.

C.

The Landlord shall not discriminate against 
the Tenant in the provision of services, or in any other manner, on the grounds of race, 
color, creed, religion, sex, or national origin.

E. Certification Concerning Previous Occupant: The Landlord certifies that the premises 
described in paragraph l.A. above (CHECK ONE OF THE FOLLOWING):

D. Prohibition of Discrimination:

| Are presently vacant and were vacant prior to the execution of this Agreement

were occupied by the Tenant prior to theI Are presently occupied by the Tenant and 
—> execution of this Agreement.

j---- 1 Were previously occupied by persons other than the Tenant but were vacated as
I__ j result of (1) a voluntary decision of such persons, or (2) action of the Landlord

for cause, or (3) reasons clearly unrelated to the proposed leasing to the Tenant, 
as follows:

3. EFFECT OF THIS AGREEMENT. This Agreement shall be considered an integral part of any 
I-ease or other additional terms attached hereto. To the extent there is any inconsistency 
between this Agreement and any such attached Lease or additional terras, the terms of this 
Agreement shall be controlling.

LANDLORD OR AGENT TENANT

(Signature(s)) (Signature(s))

(Landlord's Address)

(Date) (Date)

If the Landlord is represented by an agent, 
please indicate the owner's name and address.

Name: 
Address:

HAO Approved Form 2.08-1
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HOUSING ALLOWANCE OFFICE

MODEL: REQUEST FOR ADVANCE - REPAYMENT AGREEMENT

Date

I herewith request an advance in the Amount of Advance indicated below from the Housing Allowance 
Program to help cover deposits required as an established practice by the sources (landlord and/or 
utility companies) listed under Composition of Advance. I understand that this advance is interest free.

Composition of Advance
Name of Landlord or Utility CompanyAmount

1. Amount of Advance-* $ $
$2. Amount Financed -$
$
$+$3. 0FINANCE CHARGE
$

4. Total of Payments $

each, plus
For this purpose, I authorize the Housing 

Allowance Office (HAO) to deduct such amounts from my regular monthly allowance payments during the next

monthly installments of $ 
month.

I agree to repay the Amount Financed in _
in thea final installment of $

months.

However; (1) if during any month in this period, the allowance payment I receive is less chan the 
specified deduction, I agree to repay, during that month, the difference between the allowance payment and 
the deduction; and (2) if I am suspended or terminated, I agree to repay the full amount of each remaining 
installment due each month through the end of the period. I understand chat in either case I will be in 
default under this Agreement when two or more scheduled repayments or any portion remain unpaid for more 
than ten days after their due dates. In this circumstance, the HAO has the right to demand immediate pay
ment of the full unpaid balance, if I do not cure my default within 15 days after the HAO sends me a 
written default notice.

NOTICE TO APPLICANT
(a) DO NOT SIQ* THIS IF IT CONTAINS ANY BLANK SPACES IN ITEMS 1, 2, 3, or 4.
0>) YOU ARE ENTITLED TO AN EXACT COPY OF ANY AGREEMENT YOU SIGN.
(c) YOU HAVE THE RIGHT AT ANY TIME TO PAY IN ADVANCE THE UNPAID BALANCE DUE UNDER THIS AGREEMENT.

FOR OFFICE USE ONLY

SignatureMMA $_Client ID# 
Check#
Date

Mo. Gross Pmt. $_
Unit Approved or 
Approvable ______
Approved ________

Print Name//
ttiit Address

Certification Supervisori • -iu?

// Disapproved
Date

May not be greater than allowable by program standards.

Form 10.07-4a
I
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HOUSING ALLOWANCE OFFICE

REQUEST FOR ADVANCE - REPAYMENT AGREEMENT
AN OUTSTANDING OVERPAYMENT OR ADVANCE BALANCE)

MODEL:
(WHEN THERE IS

Date:

companies) listed under Composition of Amount Requested. I understand chat this advance is interest free.

Composition of Amount Requested
Amount Requested* $_1. Name of Landlord or Utility CompanyAmount

Amount Outstanding 
from Previous Ad
vances and Collect
ible Overpayments

2. $
$.
$Amount of Advance3.
$.Amount Outstanding 

from Previous Ad
vances $+$

Amount Financed •$5.

6. FINANCE CHARGE +§

7. Total of Payments*

I agree to repay the Amount Financed in 
a final installment of $

monthly installments of $ 
month.

each, plus
For this purpose, I authorize the Housing

Allowance Office (HAQ) to deduct such amounts from my regular monthly allowance payments during the
in the

next
months.

However; (1) if during any month in this period, the allowance payment I receive is less than the 
•pecified deduction, I agree to repay, during that month, the difference between the allowance payment and 
the deduction; and (2) if I an suspended or terminated, I agree to repay the full amount of each remaining 
installment due each month through the end of the period. I understand that in either case I will be in 
default under this Agreecent when two or more scheduled repayments or any portion remain unpaid for more 
than ten days after their due dates. In this circumstance, the HAO has the right to demand immediate pay
ment of the full unpaid balance, if I do not cure my default within 15 days after the HAO sends 
written default notice.

□e a

NOTICE TO APPLICANT
(a) DO HOT SICN THIS IF IT CONTAINS ANY BLANK SPACES IN ITEMS 1 through 7.
(b) YOU ARE ENTITLED TO AN EXACT COPY OF ANY ACREEMENT YOU SIGN.
(c) YOU HAVE THE RIGHT AT ANY TIME TO PAY IN ADVANCE THE UNPAID BALANCE DUE UNDER THIS AGREEMENT.

FOR OFFICE USE ONLY

Client ID# 
Check # 
Dace

MMA $
Mo. Grots Pmt. $
Unit Approved or 
Approvable
Approved _______

Signature
/ /

Print Name
Certification Supervisor Unit Addresa

Disapproved//
Date

«y not be greater than allowable by program standards.

Form 10.07-4b
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The Housing Allowance Office

MODEL: LETTER OF CONFIRMATION FOR CLIENTS 
WHO DECLINE PARTICIPATION

Dear (Client):
From the information you provided at the time of your enrollment 

interview, you have been found to be eligible to participate in the
However, you have decided to decline partic

ipation in the program and this is a notice to confirm your decision.
If you should change your mind about participating in the Housing 

Allowance Program, please contact us.

Housing Allowance Program.

Sincerely,

Form 10.07-5
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10.08(1)

CHAPTER 10.00 - ENROLLMENT

10.08 - POST-ENROLLMENT INTERVIEW PROCEDURES

01 - Procedural Overview
Only completed Enrollment Applications are sent for further pro-

For households who do not participate, the application is completecessing.
when the information provided by the client and recorded on the form clearly 

establishes the household's ineligibility or when the head of household re-
For eligible households, the 

application is complete when it is signed by the head of household and 

accompanied by the following attachments:

fuses to sign the Participation Agreement.f.

-

o All available documentation.
o Request for Information Forms (Forms 10.06-1, 10.06-2, 10.06-3a 

and 3b, and 10.06-5), if applicable, 
o A signed copy of the Participation Agreement (Form 10.07-1 or 

10.07-2).

Incomplete enrollment packages are held until all of the above items 

The Enrollment Interview Sheet for incomplete applications 

reminds the staff of the date on which the missing information is due. 
Pursuant to the dates on the Enrollment Interview Sheet, a staff member 
makes the necessary attempts to retrieve the outstanding information. 
Flexibility is allowed in this procedure so that more than one reminder 
call may be made.

Incomplete Enrollment Applications are held until all the required 

information and documentation are provided, 
tion is to be held longer than three months, after which the client is 

informed (Form 10.08-3) that his Enrollment Application will not be pro
cessed and he will have to reapply by submitting a new Preliminary Applica
tion if he wants to participate in the program.

are completed.

However, no Enrollment Applica-

Part IX of the Enrollment
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completed by circling Y for Eligibility Undetermined.
the batch of applications awaiting pro-

TheApplication is 
application is then placed in

cessing.
When the client provides the HAO with new data for an unprocessed 

Enrollment Application, and if this information results in a change to 

original Enrollment Application, the client must either initial the 

change made to the application, sign a statement acknowledging the change 

to the application, or receive written notice from the HAO of the change
Completed applications are then prepared for processin

the

to the application, 
under the procedures described below.

02 - Indicating Eligibility and Need for Verification
After an application is complete, the interviewer completes Part IX

The interviewer then checks whether theof the Enrollment Application, 
household is eligible or ineligible and the reasons why, and also checks
if the household declined to participate in the program.

The Specialist enters the appropriate code to the "Verification" box 

of Part IX, based on the documentation provided by the client in accordance 

with the following guidelines (see Section 11.03).

03 - Request for Housing Evaluation

Using the Iristructions for Completing the Housing Unit Certification 

Form, the interviewer completes Questions 1-24 of a Housing Unit Certifica
tion Form (Form 10.08-1), which serves as a request for evaluation of the 
household's current unit. As a part of this process the interviewer checks 
the type of evaluation needed (see form), and notes the information about 
the household's size and composition for use by the housing evaluation 
staff in applying the program's occupancy standards.

04 - Controlling the Quality of Enrollment Activities

Responsibility for maintaining the quality of enrollment activities 
rests with HAO management, 
ment may include:

Routine measures to be exercised by the manage-
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1. Before batching and forwarding completed Enrollment Applications 

for manual certification, the Supervisor randomly selects the 

applications to be quality controlled and checks them for com
pleteness and accuracy.

2. The Supervisor may contact the clients by telephone. The dates 

and results of the telephone interview are documented.
3. The Supervisor or his designee may sit in with each interviewer

:
i

:
;
■

;

as they are conducting some of their first interviews, and a number
The Supervisor doesof randomly selected subsequent interviews, 

not play an active part in the interview, but observes if program
standards are correctly applied, if the Specialist explains the 

process so that the client understands it, and if the enrollment
Upon termination of theprocedures are properly carried out. 

interview, the Supervisor records the dates and summary results,
and documents the contents of the quality control observations.

The Supervisor discusses the results of each quality control check with 

the staff member. As required, the Supervisor may conduct ongoing training 

sessions. Each month the Supervisor completes a quality control report 
for that period. The data review staff provides an additional quality 

control check, since all Enrollment Applications are checked for 

completeness and accuracy.

On a regular basis, the Supervisor meets with the staff to discuss 

problems in scheduling, conducting the enrollment interviews, completing 

the Enrollment Application Form, and other enrollment activities. The 

objectives of such discussions are to provide feedback on the enrollment 
system and to exchange ideas and techniques which may improve the process. 
Problems encountered through quality control procedures are also discussed 

in these meetings. If necessary, additional training is arranged to im
prove implementation of enrollment procedures. Management and Supervisory 

staff also meet regularly for the purposes of discussing and dealing with 

quality control problems.
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The Housing Allowance Office
HOUSING UNIT CERTIFICATION FORMMODEL: 

ELDERLY

NON-ELDERLY

HOMEOWNER

RENTER 
PART I - ACTION REQUEST

4. UC
(All 18-19)

1. Client ID ”
(All-1)

3. Effective Date
(All-12)

2. Test Name
(All-7)

T
Typo UsageYr.DayMo.

Usage Codes
1. Unit Certif./Payrnent Author
2. Re-evaluation
3. Miscellaneous Updates
4. Error Correction
5. Incomplete Unit Certif.
6. Correction for Incomplete

5. Serial
(All-22)

6. Reference Serial
(All-27)

]Client Services Specialist ID:

PART li - CLIENT IDENTIFICATION

7a. Name of Head of Household 8a. Number of persons in the eligible 
household ____________________ I

I
Number of other persons residing 
in the unit____________________

8b.
7b. Name of Spouse

8c. Total number of persons residing 
in the unit___________________

8d. Children under 7 Y N9. Current Residence Address

10. Residence Since

Mo. Yr.

11. Current Mailing Address 12. Telephone No. 
12a. HomeJ

JL

l
13. Neighborhood Code (Residence)

(1-32)
14. Census Tract (Residence)

Form 10.08-1 
Page 1 of 4cm nn
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RECIPIENT

YES NOPART III - REQUEST FOR HOUSING EVALUATION

15. Date Requested 
<1-38)

Tenure 
<1 -4)

Renter-Occupant ....
Plans to rent................
Homeowner-Occupant
Plans to Buy................
Subsidized/Extended Family . . 5 

Explain --------------------------------

16.

1
2
3
4

17. Evaluation Type
(1-45)

Initial Enrollment .
Pre-Move ...............
Post-Move...............
Annual Re-evaluation 
Re-eval. (Deficiency Correction). 5
Other .............................
Reinstatement Evaluation

1
2 Evaluation Form 

(1-46)
Short Form . . .
Long Form....
Annual Recertification Due Date:

18.
3 1
4 2

7 YearDayMo.
8

20. Residence Since
(3-45)

..
19. Address of Housing Unit

l l !! I I i I I II I II I I l I I I(2-22)
I Mo. Yr.

LI I I I I I I I I I I I I I I I I I I I I I II I 21. Neighborhood Code
(3-49)

(2-47)

i i i i 11 11 i i i m i m m i e i i m i(3-22)
I

CITY ZIP CODE 
(3-40)

STATE
(3-38) 22. Census Tract

(3-52):
23. Mailing Address
(4 22) I.LllLLLLLU 

LLLL1LL1 

LLLILLLI
UJ(4-47) Telephone No. Home 

(5-45)
24.

E I E M II(5-22) 111
ZIP CODE 

(5-40)
STATE
(5-38)

CITY
Telephone No. Work 
(5-52)

25. For Access to Unit, Contact

26. Address 27. Phone

28. Directions:

Form 10.08-1 
Page 2 of 4
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PART IV - HOUSING EVALUATION REPORT

1New Evaluation . . 
Previous Evaluation 
No Evaluation

29. Action Taken: 
16-221 2

3

32. HEF Serial
(6-35)

31. Evaluation Date 
(6-29)

30. Unit ID
(6-23)

7—i—! I.
I 1

.i.
Yr.DayMo.

NOT ACCEPTABLEACCEPTABLE33. Result of Evaluation

33a. Habitability (6-40) 
33b. Condition (6-41) . 
33c. Occupancy (6-42)

21

21
21

234. Acceptable for this Client (6-43) 1

35. Date of Certification

:! I
I i

Mo. Day Yr.

35. Size of Unit (Number of Rooms)
6-50 / 6-52

37. OTHER EVALUATION RESULTS
ACCEPTABLE NOT ACCEPTABLE

37a. Defective Paint, Int. (6-54) .......
37b. Defective Paint, Ext. (6-55).............

37c. Date of Special re-evaluation (6-56)

1 2
1 2

u.
Mo. Day Yr.

Signature

Hooting Evaluation Supervisor

Form 10.08-1 
Page 3 of 4
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:
'

: PART V - LEASE REVIEW AND PAYMENT AUTHORIZATION

38. Tenure
(7-22)

39. Date of Payment Authorization
(7-23)

: T :Renter . . . 
Rent-Free . 
Homeowner

R i !Fi j

: Yr.H Mo. Oay !
41. Expiration Date of Lease/Mortgages 

(7-35)
: 40. Effective Date of Lease/Mortgages

(7-29)i

I i

Yr.DayMo.Yr.Mo. Day

i

42. Name of Landlord/Agent or Mortgagor

LLLLLL1(7-41)

43. Address of Landlord/Agent or Mortgagor

HOMEOWNERSRENTERS

LT i CK , WH ! HT I GQ | SW WR

LL.I
CK WHLT HT GB SW WR

i44. Utilities
(8-22)

44. Utilities 
(8-22)

!

Int. Pymt.
(8 29)

45. Rent
(8-29)

45.

46. Prop. Txs.
(8 34)

Insurance
(8-39)

47.

48. Maintenance
(8 44)

Utilities
(8 49)

49.49. Utilities
(8-49)

!iOther
(8-54)

50. L_1_: L
T !Total Hsg. 

Expen.
(8 59)

51.51. Total Hsg. 
Expen. 
(8-59)

53c. Date of 
Check

53d. Check No.
53e. Initials of

Check Maker
54. Signature

ITn52. Monthly Max. 
Allow.
(3 G4>

FT. Monthly Gross 
Pymt.
(8-69)

53a. Prorated 
Pymt.

53b. Total Check 
Amt.

j i

USDLTTj
□in r_ Ccrtif-ca* un S*ipvfv-:or

Form 10.08-1 
Page 4 of 4

i

-
i
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The Housing Allowance Office

ENROLLMENT APPLICATION BATCH FORMMODEL:

Received by 
CERTIFICATION:
Date: _________
Initials:

Date Submitted to Certification: __
Number of Applications in Batch: __

Batch of Eligible Applications | |
Batch of Ineligible Applications | |

Client 
I.D. Nos.

Client
I.D. Nos.

Client 
I.D. Nos.

Client 
I.D. Nos.

Client 
I.D. Nos.

1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Form 10.08-2
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:

The Housing Allowance Office

MODEL: LETTER SENT TO CLIENTS WHOSE ENROLLMENT APPLICATION 
IS STILL BEING HELD BY CLIENT SERVICES SECTION THREE 

MONTHS FOLLOWING THE ENROLLMENT INTERVIEW

Dear (Client):
We have been unable to process your Enrollment Application of 
____________________ because the following information has not been

(date of interview) 
provided:

(It is the policy of the Housing Allowance Office to hold incomplete 

applications for no longer than three months.
___________________ , we must consider your application void and you
will be required to submit a new Preliminary Application if you still wish 

to participate in the Housing Allowance Program).
If you are experiencing any difficulty in obtaining the missing 

information or have any questions, please call your Client Services 

Specialist at the office noted below.

Therefore, as of

Sincerely,

Address:
Phone:
Office Hours:

Form 10.08-3
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CHAPTER 11.00 - CERTIFICATION

11.01 - GENERAL DESCRIPTION

01 - Objective
The objective of the certification function is to ensure that 

allowances are accurately channeled on a timely basis to the low- and 

moderate-income households for which they are intended, 
encompasses three general areas of activity:

That function

checking the accuracy of the information recorded and 

calculated by staff members through manual and computer 
review of all data collection forms;
collecting up-to-date information on each household at 
regularly scheduled intervals after enrollment; 
checking the accuracy of client-provided information by 

requiring documentation and by verifying undocumented 

information with third parties for selected cases.

o

o

o

This chapter presents a general description of the activities 

involved in processing enrollment and recertification forms and in 

verifying the information provided by clients, 
scriptions and instructions for staffing, timing, and processing are 

set forth in instruction manuals maintained by the HAO.

More detailed de-

02 - Checking Completeness and Accuracy
Completeness and accuracy in recording client information is

The manual review is normallychecked both manually and by computer, 
performed by a different staff member than the person who filled out 

The reviewer checks to see that responses to all requiredthe form.
questions have been obtained and properly recorded, that all calcula

tions have been performed accurately, and that all required documenta
tion (or signed Request for Information Forms) have been included.
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also checks for the presence of valid responses to 

and checks the accuracy of calculations.
The computer 
required questions

made prior to submission for computer storage.

Corrections

are

03 - Regular Recertifications
Households remain enrolled in the program as long as they continue 

to be eligible, i.e., they continue to reside in the participating 

jurisdiction, meet household composition standards, remain within the 

asset limit, and their adjusted gross income and household size are 

such that their maximum allowance entitlement is greater than zero.
To validate continued eligibility and to make necessary adjustments 

to the allowance entitlement, two types of periodic recertifications 

are performed:

Semi-annual recertification: About six months after the en
rollment interview and annually thereafter, the computer system 

prepares a Semi-annual Recertification Form that is mailed to 

most clients.* Household composition and income sources 

provided at the last interview are printed on the form. The 

household head is asked to write in the current amounts for

o

each income source and any changes to household membership or

Follow-up interviews (by telephone 

or in person) are initiated by the HAO when a change is 

apparent but there is insufficient information to redetermine 

eligibility or allowance entitlement, 

subject to verification in a similar manner to the enrollment 
verification process.
Annual recertification:

income that have occurred.

The information is

About twelve months after the enroll—o

ment interview and annually thereafter, the client is required 

to schedule an annual recertification interview to update the 
information that was provided at the enrollment interview.

*Based on analyses of the cost-effectiveness of this 
certain types of households may be exempted from the 
(see Chapter 11.04).

process, 
semi-annual cycle
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The information is subject to verification in a similar 

manner to the enrollment verification process.

04 - Special Recertifications
Special recertifications are performed when there are household 

status changes between regular recertifications: !

HAO initiated specials: The HAO may place a household on a 

special recertification cycle (at one- to three-month intervals) 

if it is determined that the household has zero adjusted gross 

income or that the household has lost its primary sources of 
income within the past 90 days. The procedure is similar to 

the semi-annual recertification.
Change of household head: A special recertification is re
quired when the household head changes. When the household 

head dies, or remains with the household but a new head is 

designated, the old client ID number is retained. A new 

Participation Agreement and new lease (for renters) must be 

signed by the new head. If the household head moves away, 
the remaining members may continue to participate if they are 

determined eligible through a new enrollment process with 

a new client ID number.

Hardship: A client may request a special recertification if 

there has been a decrease in household income of more than 

$40 per month or an increase in household size. The HAO 

processes such requests as administrative capacity permits. 
Other volunteered information: Even though they are discour
aged from doing so, clients may volunteer other information 

about household changes between regular recertifications.
The HAO is not obligated to process such cases but will 
attempt as many as administrative capacity permits. If the 

change is unfavorable to the client, the client is told that 
it is not necessary to provide the information until the next 
regular recertification.

o

o

o

o
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asked questions onlyspecial recertification, clients
directly affected by the change; it is not necessary to

areIn a
about items
review all the questions asked at an

If the client is due for a semi-annual within 60 days or an annual

enrollment interview.

within 60 days of the special recertification, the HAO may opt to
This does not affectadminister the regular recertification instead, 

the timing of future scheduled recertifications.
for special recertifications are described in Sec-Procedures

tion 11.06 and in the Special Recertification Manual.

05 - Other Household Status Changes
There are several other types of changes which the HAO must pro

cess between regular recertifications. They are not special recertifi
cations because they do not involve changes affecting eligibility or 

allowance entitlement:

Lease agreement changes: The HAO reviews changes in rent, 
the term or responsibility for utilities specified by existing 

lease agreements, or any new lease agreements. Where housing 

expenses have changed, the amount of allowance payments may 

be affected.

Residence changes: When a client informs the HAO of plans to 

move, the HAO initiates a housing evaluation for the proposed 

dwelling. If successful, the client continues to receive

o

o

assistance although in some cases, changes to housing expenses 

may affect the amount of the monthly payment, 

also involves a tenure change, a new Participation Agreement 
must be signed.
Tenure changes:

If the move

A new Participation Agreement is required for 

a tenure change at the existing residence, i.e., when a renter 

buys the unit that was being rented, or an owner sells and

o

leases back the owned dwelling, 
agreement is also required, 
expense information is collected.

In the latter case, a lease
In both cases, new housing
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Procedures for processing other household status changes are de

scribed in Section 11.06 and in the Special Recertification Manual.

06 - Verifying Information Provided by Clients
Information provided by clients at enrollment and subsequent 

recertifications is subject to verification by third parties, 
on the amount of income and asset information that was not documented, 
codes are assigned that determine the size of the sample selected for 

The sample size may vary during the program's operation 

depending on error rates, administrative circumstances, and other 

Forms are selected randomly according to the proportions 

specified for each code.

Based

verification.

factors.
Generally, verification involves calling or 

writing the institution or individual for which Request for Information 

Forms have been signed by the client to confirm the information provided 

See Section 11.03 and the Verification Manual for more

f

by the client, 

detailed instructions.
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CHAPTER 11.00 - CERTIFICATION

11.02 - PROCESSING ENROLLMENT APPLICATIONS

01 - Introduction ■

This section outlines the major steps in processing Enrollment
It presents general descriptions of the followingApplication Forms, 

required processing functions:
:
■

f
E receiving and logging the application packages, 

preliminary computer editing (optional), 
manual review, 
data processing,
errors in determining eligibility or allowance entitlement, 
selecting cases for third-party verification.

o
o
o
o
o
o

More detailed descriptions, including timing, ordering, and staffing 

specifications, are set forth in the Enrollment Instructions Manual 

and Verification Manual of the HAO.
In reviewing enrollment application materials, the HAO is most 

concerned with ensuring the completeness and accuracy of the enrollment 
process, and uses both computer and manual checking procedures, 
maintain the integrity of the review process, manual checking is 

normally performed by different staff members from those who administer 

the interviews.

To

02 - Receiving and Logging Enrollment Application Packages
The enrollment application packages are first reviewed for

For enrollees, a complete enrollment package consists of:completeness.

o a Preliminary Application,
o a completed and signed Enrollment Application Form,

o a signed Participation Agreement, and
:

!
;.
i
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o all applicable documentation or completed and signed Request 

for Information Forms.
packages will also contain a completed request for evalua

tion section of the Housing Unit Certification Form for the 

client's current dwelling, but it is not required.

o • Most

For applicants who have not signed the Participation Agreement,

a completed package may consist of the Enrollment Application Form

Incomplete application packages are sent back to the intervieweronly.
before continuing through the processing stages.

The Certification Log (Form 11.02-1) is used to track the status 

of all applications through the processing stages.
If present in the package, the request for evaluation is separated 

from the rest of the materials and sent to the housing evaluation staff.

03-Preliminary Computer Edit

When administratively appropriate, a preliminary computer edit 
The application forms of completed and loggedmay be performed, 

enrollment packages are sent to the data processing staff for key
punching and running the preliminary edit. The program checks whether 

data are properly entered and the entitlement correctly calculated.
For example, dates and location codes must be present and valid, and 

sex of each houshold member must be entered as "M" or "F." The program 

checks calculations by adding individual income amounts to verify the 

recorded total household income, subtracting deductions to derive 

adjusted gross income, and computing the allowance entitlement from 

the household size and income information. Applications with no 

errors are
The computer produces 

an edit/error listing that assists in making the corrections.

errors proceed to the manual review stage; those with 

corrected before or during the manual review.

04 - Manual Review

The manual review function can be performed either before or after 

It is designed to discover errors in policythe computer edit.
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Information that is not key-application, documentation, and coding, 
punched, such as worksheet calculations, is also checked by hand.

For example, policy application checks include determining whether 
earned income has been calculated over the correct period and is 

counted for all relevant household members, and whether each individual 
listed on the application meets relationship or dependency criteria. 
Necessary documentation is certified as being present and acceptable, 

and checks are made that documented information has been accurately
Coding must be manually checked since the 

computer can ensure that codes are valid, but cannot tell if a valid 

code has been used correctly.
Errors that are detected may be corrected by the specialist who 

checked the form or by the specialist who administered the interview.

transferred to the form.

05 - Data Processing

After the manual review and necessary corrections have been com
pleted, the applications proceed to data processing. If the preliminary 

edit was not previously performed, the forms are keypunched, computer- 
edited, and corrected as described in 11.02.03 above. All forms that 
have completed both the manual and computer editing processes are then 

submitted for storage on a computer data file. The hardcopy application 

forms are returned to their respective enrollment packages. The 

materials of nonparticipants are submitted for vault storage. Those 

of enrollees may be held from final storage awaiting completion of 
other processes (e.g., verification, housing evaluation).

06 - Errors in Determining Eligibility or Allowance Entitlement
The following procedures should be applied when an HAO staff error 

in the determination of eligibility or allowance entitlement is discovered.
If the client was determined eligible at the interview but is 

subsequently found to be ineligible, a designated staff member calls 

the client to apologize for the error, 
determination is sent (Form 11.02.02).

A letter explaining the final



determined ineligible at the enrollment
found to be eligible, the staff member 

letter (Form 11.02-3).

If the client was
is subsequentlyinterview but

Whereand follows up with a
required, another interview may have to be

calls the client 
additional information is

documentation that may be needed forInformation about
included with the letter to the client.

arranged, 
that interview is

When an error is
in monthly entitlement, the staff member also calls the client to 

apologize for the error and explain the circumstances, 
letter is sent (Form 11.02-4).

discovered causing a reduction of more than $5

A follow—up

increase in entitlement or a decrease ofIf the error causes an 
$5 or less, it is not necessary to call the client, but a letter is 

inform the client of the change (Form 11.02-4).sent to
If the client believes that the revision is incorrect, a formal 

hearing on the facts of the case is available through the HAO Appeals 

The HAO staff should assist the client in filing the appeal.

In cases of a determination of ineligibility or reduction of 

entitlement, the procedures relating to erroneous payments as indicated 

in Section 13.05.08 should be followed if (1) any overpayment has been 

made, or (2) the client shows evidence of having made commitments based 

on the entitlement as it was originally calculated.

Process.

07 - Selecting Cases for Third-Party Verification

All information provided by the client to the HAO may be subject 

to third-party verification. One step in processing enrollment 

applications is selecting certain enrollees’ forms for verification 

based on defined criteria and established sampling rates.

11.03 is concerned entirely with the verification process. Sample 

selection criteria and procedures for enrollment verification are 
described in Section 11.03.02.

Section
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The Housing Allowance Office

TO CLIENTS WHO WERE INCORRECTLY INFORMED 
THAT THEY WERE ELIGIBLE

MODEL LETTER:

Dear (Client):
In accordance with our telephone conversation of

(date)
, we are sorry to confirm your ineli-with

(Client Services Specialist)
gibility for the Housing Allowance Program for the reason checked below.

We apologize for the error, and encourage you to reapply for the 

program if in the future your circumstances change so that you may be 

eligible.

□ Your household does not meet the residency requirement.
Your household's adjusted gross income exceeds the program 

income limits.

Your household's total assets exceed the program asset limit.

a

n

Sincerely,

Housing Allowance Office

Address:

Phone:

Office Hours:

Form 11.02-2
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The Housing Allowance Office

TO CLIENTS WHO WERE INCORRECTLY INFORMED 
THAT THEY WERE INELIGIBLE

MODEL LETTER:

;

Dear (Client):
As you were notified recently by telephone, you are at present 

eligible to participate in the Housing Allowance Program.
As was discussed over the telephone, you have an appointment on 

o'clock to review your Enrollment Application 

Form to make sure that it is still accurate. When you come to your 
interview, please bring the information listed on the attachment to 

this letter. (You only need to bring items that have been marked 

with a check.) We are looking forward to seeing you at that time.

(Date) at

1

Once again, we apologize for the mistake and are happy that you
We are looking forwardare eligible to participate in the program, 

to seeing you.

Sincerely,

i

■

;

i

:
Form 11.02-3

:
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The Housing Allowance Office

TO CLIENTS WHEN AN ERROR HAS BEEN MADE IN THE 
CALCULATION OF THE ALLOWANCE ENTITLEMENT

MODEL LETTER:

Dear (Client):
(As you were notified recently by telephone) A mistake was made in 

the calculation of your household's allowance entitlement, 
the proper amount of your entitlement is $ 

allowance payments will be in this amount.
If you feel that this new amount is not in keeping with the 

rules for calculating the allowance entitlement, please contact the 

Supervisor of the HAO Client Services Section.
Sincerely,

We find that 
. Your regular monthly

program

Housing Allowance Office
Address:
Phone: _____
Office Hours:

Form 11.02-4
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CHAPTER 11.00 - CERTIFICATION 1

11.03 - VERIFICATION

=

01 - Introduction
To insure the accuracy of information provided by clients at 

enrollment and recertifications, certain cases are selected for
Case selection is based on sampling 

This section presents general descrip-
verification by third parties, 
rates established by the HAO. 
tions of the following aspects of the verification process:

sampling rates and criteria, 

processing guidelines,
resolving discrepancies between information provided 

by the client and by the third-party source.

o
o
o

More detailed descriptions, including timing, ordering, and staffing 

specifications, are set forth in the the Verification Manual of the HAO.

02 - Sample Selection
During the interview or subsequent processing of the enrollment 

and recertification forms, a code is assigned to each form that indi
cates the size of the verification sample for each type of transaction

Code assignmentand the probability that a given form will be selected, 
is based on the amount of asset and income information for which the
client did not provide acceptable documentation. The following table 

lists two sets of criteria: the first are used for enrollment, 
reinstatement, and annual recertifications; the second are used for 

semi-annual and special recertifications.

During the processing of the forms, cases are selected for 

verification (see the Verification Manual for specific timing).
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03 - Processing Guidelines
Verification takes place concurrently with but separately 

from other processing steps and may continue after the client has been 

notified of eligibility or has begun receiving payments, 
continues for those whose payments have been suspended, 
terminates participation, the process is stopped.

General principles.

Timing.

Verification
If the client

Specific instructions are outlined in the 

verification worksheet and the Verification Manual. 
principles are:

The general

Only items for which acceptable documentation has not been 

provided are verified.
Items that do not require documentation are not verified. 
Verification is performed by sending the appropriate 

Request for Information Forms to the third-party sources 

with letters explaining why the information is being 

requested.

o

o
o

04 - Resolving Discrepancies
A "significant" discrepancy occurs when third-party information 

differs from that provided by the client by more than $40 in monthly 

income or $1,000 in assets (or less if the new information makes the
In these cases, the client is informed of the 

discrepancy and is given a reasonable length of time to dispute the 

third-party's information by providing acceptable documentation
If the new information stands:

client ineligible).

supporting his position.

o the client's allowance entitlement is revised; for those 

already receiving payments, overpayment procedures may be 

necessary (see Section 13.05);
o if the new information results in the client's ineligibility, 

termination procedures are initiated; 
o if intentional misreporting is suspected, the case is referred 

to the appropriate staff member for further action.



11.03 (L

Discrepancies of amounts less than those defined above ("minor" 
discrepancies) do not require special change procedures. They are
noted in the client ?s file and are resolved at the next regular
recertification.
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CHAPTER 11.00 - CERTIFICATION!
1

11.04 - PROCESSING SEMI-ANNUAL RECERTIFICATIONS

!

01 - Introduction
Households enrolled in the allowance program are recertified 

periodically according to a predetermined schedule to confirm their 

continued eligibility and adjust their allowance payments when
All enrollees are required to recertify annually, as dis- 

Most clients are also required to recertify 

semi-annually, as discussed in the remainder of this section, 
on cost-effectiveness analyses, the HAO may exempt from the semi-annual 
process certain groups of clients whose income and other characteristics 

have shown a low frequency of change (e.g., elderly households whose 

main source of income is social security which is adjusted annually). 
However, the procedures described below apply to the majority of 
client households.

This section presents general descriptions of the following 

aspects of the semi-annual recertification process:

necessary, 
cussed in Section 11.05.

Based

timing,
initiating the process and obtaining the information,
processing returned Semi-Annual Recertification Forms (SARF),

processing recertification results,
procedures for late submissions,
data review,
verification.

o
o
o
o
o
o
o

More detailed descriptions, including timing, ordering, and staffing 

specifications are set forth in the Semi-Annual Recertification Manual, 
the Enrollment Instructions Manual, and the Verification Manual.



r,f Semi-Annual Recertifications02 - Timing
For each client, the timing of the recertification is defined by

The first due date for semi-the client’s recertification due date.
recertification is the first of the month that is approximatelyannual

six months after the date of the enrollment interview. Subsequent
semi-annuals are due at intervals of six months following each annual

The HAO may redefine annual recertification
For those

recertification interview.
due dates in order to balance the workload of the staff, 
clients affected, the semi-annual is automatically adjusted to six

months following the new annual due date.

03 - Initiating the Process and Obtaining the Information
Shortly before the due date, the automated system produces the 

following materials for each client:

o Semi-Annual Recertification Form (SARF, Form 11.04-1), 
o Mailing labels, 
o Household Status Report (HSR).

The semi-annual recertification is normally done by mail.
HAO sends the client a SARF which contains a series of questions 

designed to identify changes in the client's household status, 
client is requested to complete the questionnaire and return it to 
the HAO within one week of its receipt.

The SARF is designed to record changes to those topics covered

The

The

during the enrollment interview that are used to determine eligibility 
and allowance entitlement. They include household composition, 

income sources and amounts, and the amount of monthly rent (for renters 
only) . The HAO uses the SARF to signal whether basic changes in 

household status have occurred that would affect eligibility or 
allowance amount.

04 - Processing Returned SARFs

All SARFs returned to the HAO 

including the presence of the head of household
are reviewed for completeness, 

s signature. A



-

11.04(3)

staff member transcribes the SARF responses to a Recertification Form
If the SARF is complete and there have been no 

changes in the householdTs status, the HAO sends written confirmation 

of eligibility and unchanged allowance entitlement to the client 
(Form 11.04-4).

If there have been changes and if the SARF does not contain

(RF, Form 11.04-2).

!
sufficient information to complete the recertification, follow-up

Usually, the HAO will try to contact the
;
! contacts are necessary, 

client by telephone:

If the client is reached by telephone, the staff member attempts 

to obtain as much of the necessary information as possible 

during the call.
If all necessary information is obtained, the RF is 

completed and the case is ready for final processing.

1.

a.

If all necessary information cannot be obtained over 
the telephone, the sta£f member may ask the client to

A confirmation

b.

mail in the information or documentation.
letter may be sent (Form 11.04-9) and the case is held 

pending the client’s response, 
may be asked to come to the HAO to complete the case

In these cases, the HAO

Alternatively, the client

during a personal interview, 
may send a letter to the client confirming the appointment 
date and including a list of documentation items that

After allthe client should bring to the interview, 
necessary information and documentation has been collected 

(by mail or during an interview), the RF is completed and

the case is ready for final processing.
If the client cannot be reached by telephone, the HAO mails 

a letter requesting the client to call the HAO to provide 

the additional information that is necessary to complete 

the recertification (Form 11.04-5).

2.
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.05 - Processing Semi-Annual Recertification Results

Final processing steps depend on the results of the recertification:

If the client is still eligible and allowance entitlement is 

unchanged, a letter of confirmation is sent (Form 11.04-4) and
1.

the RF is computer processed.

If the client is still eligible but allowance entitlement has2.
changed, notification is sent (Form 11.04-8) and the RF is

If monthly payment is affected, it willcomputer processed, 
normally be reflected in the next regular check.
If the client is no longer eligible, notification is sent3.

The RF is not computer processed, 

initiated under the guidelines of Section 15.03.

Termina-(Form 11.04-10). 

tion is
If the client declines further participation, termination is 

initiated under the guidelines of Section 15.03.
4.

06 - Procedures for Late Submissions

If a client has not returned the SARF to the HAO within a reasonable 

time after it had been sent, the HAO mails a warning notice (Form 11.04- 

Reminder notices are also sent to clients who have not submitted 

the additional information or documentation that had been requested in 
a timely fashion.

7).

If a recipient fails to complete the recertification process before 
the next allowance checks

due date month), payments are suspended according to the procedures 
described in Section 15.02.

are to be generated (i.e., by the 15th of the

If any client fails 
the 10th of the

to complete the recertification process by
month follow!ng the due date

as described
month, terminationprocedures are 

if a client
initiated

in Section 15.03.
completes 

or terminated, 
initiated (see

recertificationsuspended 
dures are

requirements after being 

on or reinstatement proce- 
and 15.04).

Payment
Sectio

reactivati
ns 15.02

failUre
not

payments were
tion within the

suspended bee
Prescribed

A client whose 
to complete the recertifica- 

to the foregone amount.

ause of 
time is

entitled
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07 - Data Review
While processing semi-annuals, the data may be reviewed for 

completeness and accuracy. In addition, for clients who remain 

eligible, the RFs are submitted to computer editing as they are 

processed for automated storage.

I

08 - Verification
Information provided by the client for a semi-annual recertifica

tion is subject to third-party verification.
and the general procedure for verification are described in Section 

More detailed descriptions for verification are contained in 

the Verification Manual of the HAO.

I
Sample selection criteria

11.03.
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The Housing Allowance Office
MODEL FOR SEMI-ANNUAL RECERTIFICATION 

FORM COVER LETTER

Dear (Client):
The purpose of this Semi-Annual Recertification Form is to collect 

up-to-date information about your household’s size and income. This 
information will be used to review your eligibility for the program and 
to adjust the amount of your allowance payment, if necessary.

1. Instructions should be read carefully before 
answering each question. Answers should be 
printed in ink or bail-point pen.

The head of the household must sign the form.2.

3. The form must be returned to the HAO before 
the due date shown at the top of the next page. 
Your payments will have to be suspended if it is 
not returned on time.

After we review the form, it may be necessary to call you to obtain
youmore information or to ask for documentation to support information 

have provided.

We will notify you of the results of our review as soon as possible 
after we receive the form, 
payment is necessary, it will be effective with your check for the month

If a change in the amount of your allowance

of

All information you provide will, as always, be treated in a strictly 
confidential manner. However, like the information you have provided to 
date, it will be subject to verification.

If you need any assistance in completing this form, please call 
the HAO.

Sincerely,

Form 11.04-1 
Page 1 of 3



11.04(7)

The Housing Allowance Office 

MODEL FOR SEMI-ANNUAL RECERTIFICATION FORM

CSS NO.:CLIENT I.D. NO.: DUE DATE: PAGE 1

HEAD OF HOUSEHOLD:

1. IF THE ADDRESS AND PHONE NO. PRINTED BELOW ARE NOT CORRECT, PLEASE 
WRITE YOUR NEW ADDRESS AND PHONE NO. IN THE SPACE PROVIDED AT THE RIGHT.

ADDRESS:ADDRESS:

PHONE NO.:PHONE NO.:

2. IF ANY OF THE FOLLOWING PEOPLE NO LONGER LIVE WITH YOU, CROSS OUT 
THEIR NAMES.

3. IF ANYONE ELSE IS LIVING WITH YOU PLEASE LIST THEM BELOW.

BIRTHDATENAME SOCIAL SEC. NO.RELATIONSHIP

PLEASE WRITE IN THE AMOUNT OF MONEY THAT YOUR HOUSEHOLD IS NOW RECEIV
ING FROM ANY OF THE FOLLOWING SOURCES.

OR MONTHLY).

4.
(STATE WHETHER AMOUNT IS WEEKLY

$ $PENSIONS & ANNUITIES ALIMONY

FOSTER PARENTS PAYMENTS $SOCIAL SECURITY $

$ CHILD SUPPORT PAYMENTS $SSI

CITY OR TOWN WELFARE $ $SCHOLARSHIPS

OTHER WELFARE $ $CASH CONTRIBUTIONS

AFDC $ $STRIKE BENEFITS

$UNEMPLOYMENT INSURANCE $MILITARY ALLOTMENTS

VA BENEFITSWORKMANS COMPENSATION $ $

OTHER $ EXPLAIN----

Form 11.04-1 
Page 2 of 3

(PLEASE GO ON TO NEXT PAGE)
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RECERTIFICATION FORM (Continued)SEMI-ANNUAL

PAGE 2
CLIENT I.D. NO.:

NUMBER OF HOUSEHOLD MEMBERS RECEIVING MEDICARE:5. WRITE THE

6. EMPLOYMENT:

IN THE SPACE BELOW, LIST EACH PERSON 18 YEARS OF AGE OR OLDER WHO
(PLEASE PROVIDE ALL OF THE REQUESTED INFORMATION.;A.

IS NOW WORKING.

CURRENT 
RATE 

OF PAY

AVG. NO. 
OF HOURS 
PER WEEK

TYPE OF 
WORK

EMPLOYERNAME

IF ANYONE OVER 18 HAS LOST EMPLOYMENT, PROVIDE THE FOLLOWING 
INFORMATION.

B.

FORMER EMPLOYER DATE LAST WORKEINAME

**RENTERS ONLY** HOW MUCH RENT DO YOU PAY PER MONTH? $_7.

THIS DOCUMENT MUST BE SIGNED BY THE HEAD OF HOUSEHOLD WHOSE NAME APPEARS PS. 
THE TOP OF PAGE 1. IF THIS PERSON WILL NOT BE AVAILABLE TO SIGN THIS FORM 
BY THE DATE THIS FORM IS DUE AT THE HAO, PLEASE EXPLAIN WHY AND RETURN THE 
FORM UNSIGNED.

I CERTIFY THAT ALL THE INFORMATION I HAVE PROVIDED IN THIS FORM IS ACCURATI 
A5TD COMPLETE TO THE BEST OF MY KNOWLEDGE. FURTHERMORE, I CERTIFY THAT THE 
HOUSING ALLOWANCE PAYMENTS WHICH I HAVE RECEIVED, OR THEIR EQUIVALENT AMOUI
have been used for housing expenses.

SIGNATURE (HEAD OF HOUSEHOLD ONLY) DATE SIGNED

Form 11.04-1 
Page 3 of 3
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The Housing Allowance Office
MODEL LETTER: FOR CLIENTS WHOSE ELIGIBILITY STATUS AND 

ENTITLEMENTS ARE UNCHANGED

Dear (Client) :

We have received your Semi-Annual Recertification Form and have 

completed our review of the information you have provided.
Based on that information, you continue to be eligible for the 

Housing Allowance Program. There will be no change in the monthly 

housing allowance entitlement you presently receive.
If you have any questions, please contact (your Client Services 

Specialist) (Certification Specialist) (me) at the Housing Allowance 

Office.
Thank you for your cooperation.

Sincerely,

;

Form 11.04-4
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The Housing Allowance Office
MODEL LETTER: FOR CLIENTS WHO CANNOT BE REACHED BY PHONE 

TO PROVIDE ADDITIONAL INFORMATION FOR SEMI-ANNUAL 
RECERTIFICATION

Dear (Client):
We have received your Semi-Annual Recertification Form and very much 

appreciate your efforts in filling it out for us.
Based on what you have told us in the form, we find we need additional 

(information) (documentation) to complete the recertification process for 

your household.
I have been trying to reach you by phone to discuss this matter, but 

have not been able to do so.
Would you please call me at the number below so that I can explain 

these requirements to you, or come in and ask for me at the Housing Allow
ance Office.

Sincerely

Housing Allowance Office

Address:

Phone:

Office Hours:

Form 11.04-5
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The Housing Allowance Office

MODEL LETTER: TO CONFIRM INTERVIEW APPOINTMENT AND DESCRIBE
REQUIRED DOCUMENTATION

Dear (Client):

This is to confirm the conversation I had with you regarding your 
Semi-Annual Recertification Form and the appointment arranged for your 

Your interview is scheduled on 

the Housing Allowance Office.
In our discussion, I indicated that it would be necessary for you 

to provide certain documents to support information that you have pro- 
Please bring the following documents with you to your

interview. atat
(Time)(Date)

vided to us.
interview.

If you have any questions, please contact me.

Sincerely,

Form 11.04-6



11.04(22)

The Housing Allowance Office

FOLLOW-UP LETTER FOR SEMI-ANNUAL RECERTIFICATION 
WHEN SARF IS NOT RETURNED

MODEL FOR

Dear (Client):
Recently we sent you a Semi-Annual Recertification Form, blit we have 

not received it back yet.
We would like to keep you in the program, 

send us the form, we cannot complete your case and we will have to 

terminate you from the program.

If you would like help filling out the form, or have any questions, 
please call us at the number shown below.

PLEASE RETURN THE FORM WITHIN 5 DAYS.

However, if you do not

Sincerely,

FOR QUESTIONS OR HELP IN FILLING OUT THE FORM, please contact:

Form 11.04-7
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The Housing Allowance Office

MODEL LETTER: FOR CLIENTS WHOSE ELIGIBILITY STATUS 
IS UNCHANGED, BUT WHOSE ENTITLEMENT IS DIFFERENT

Dear (Client):
We have received your Semi-Annual Recertification Form and have 

completed our review of the information you provided.
Based on that Information, you continue to be eligible for the 

Housing Allowance Program.

__________ , your monthly housing allowance will change from_
However, effective with our payment for

| to
If you have any questions concerning this change, please contact 

me at the Housing Allowance Office.
Thank you for your cooperation.

Sincerely,

Form 11.04-8
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The Housing Allowance Office

FOR CLIENTS WHO ARE REQUIRED TO SUBMIT DOCUMENTATIONMODEL LETTER:

Dear (Client):
This is to confirm the following information you provided when I 

contacted you regarding your semi-annual recertification:

It is necessary that you provide documentation for the above infor
mation in order to complete our review. Please provide the following 
documentation:

Please send this information to
not receive your payment of the month of _____
completed our review.

If you have any questions, please contact

us as soon as possible.
until we have

You will

me.

Sincerely,

Form 11.04-9
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CHAPTER 11.00 - CERTIFICATION

11.05 - PROCESSING ANNUAL RECERTIFICATIONS

01 - Introduction
To confirm continued eligibility, all enrollees are recertified at 

The process involves administering an interview similar 

to the enrollment interview; the main purpose is to update the information 

on household composition, assets, income, and housing expenses that was
The clients1 dwellings are reevaluated to ensure

This section presents

least annually.

collected at enrollment.
continued compliance with the program standards, 
general descriptions of the following aspects of the annual recertification

process:

timing,
initiating the process and scheduling the interview,
conducting the interview,
post-interview processing,
computer data review (optional),
manual review,
data processing,
errors in eligibility or allowance entitlement,
verification,
housing reevaluation.

o
o
o
o
o
o
o
o
o
o

More detailed descriptions, including timing, ordering, and staffing 

specifications, are set forth in the Annual Recertification Manual, 

the Enrollment Manual, and the Verification. Manual.

02 - Timing of Annual Recertifications
Households enrolled in the allowance program are recertified periodi

cally according to due dates assigned on a predetermined schedule, 
due date for annual recertification is approximately twelve months after the

The first
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enrollment interview, rounded back to first of the month. Subsequent
twelve-month intervals from the 

Recertification due dates may be adjusted to
annual recertifications are due at
recertification due date.

the balance of workload at the HAO.improve

03 — Initiating and Scheduling the Annual Interview
At the appropriate time, the computer system produces certain 

materials for each client (e.g., Household Status Report, mailing labels,
Upon receipt of these materials,annual recertification roster cards), 

the appropriate staff member proceeds with interview scheduling:

A letter is mailed requesting that the client contact the
The letter may also contain 

a list of documents that the client should bring to the 

interview.
If the client contacts the HAO, an interview is scheduled.

The HAO makes a follow-up contact to confirm the appointment. 
If the client does not contact the HAO within a reasonable 

time, further attempts (by telephone or mail) are made to 
contact him.

Clients who cannot be contacted or those who indicate that 

they are no longer interested in participating are terminated.

1.
HAO to schedule an interview.

2.

3.

4.

04 - Conducting the Annual Recertification Interview

The interview is conducted in a manner similar to the enrollment
The program is not explained in detail again, but the inter

viewer answers any questions the client may have about the

interview.

Theprogram.
requirement of the annual housing reevaluation is explained as is the 

fact that failing the evaluation and not successfully upgrading the 

dwelling within 75 days of the annual due date will result in 
suspension.

payment

During the interview, the client s responses are compared for consis
tency to the HAO’s most recent information about that household (contained 
in the Household Status Report) . For certain differences or inconsistencies
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(e.g., change in income or sizeable change in assets), explanations are 

sought and additional documentation may be required.
If it becomes apparent that previous information was incorrect 

(whether because of client, HAO, or third-party verification error) and 

the client has been receiving incorrect payment amounts, overpayment/ 
underpayment procedures are initiated (see Section 13.05). 
is suspected of intentional misreporting, referral of the case is made to 

the appropriate staff member for further action.
The client's eligibility, maximum allowance entitlement, and monthly 

payment are redetermined based on the updated information, 
asked to supply any missing information or documentation as soon as

i ;

i:

i:
M

•!

If the client h

The client is ;
i

■

'■

possible and is informed that failure to do so in a timely fashion will 
result in payment suspension.

At the conclusion of the interview, all clients sign the Recertifica- 

Those who are still eligible do not need to sign a new 

Participation Agreement, but are given written confirmation of their new 

allowance entitlement.

:

tion Form.
!

Those who are no longer eligible receive written 

confirmation of this fact and are informed that termination procedures 

will be initiated.

05 - Post-Interview Processing
Several processing steps are taken after the interview, depending on 

the client's status:

For clients who missed their appointments, warning notices are 

mailed requesting that they call the HAO to schedule another 
appointment (preferably prior to the due date, but at least

Failing to complete the recertifi-

1.

before the end of the month). 
cation process will result in termination.
For those found ineligible during the interview, termination 

forms are prepared and processed.
For those still eligible, Housing Unit Certification Forms

2.

3.
(HUCF) are initiated and sent to housing evaluation for the 

annual inspection of the clients' dwellings.
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ceiling had been activated at the last semi- 

failure to meet the occupancy limit, and if that 
longer exists (reduction in household size or 

the number of acceptable rooms), the ceiling is

4. If an entitlement 
annual due to
condition no 

increase in
removed.

5. All materials are collected into recertification packages and
A complete package may contain:are reviewed for completeness.

o Recertification Form,
o all applicable documentation or completed and signed 

Request for Information Forms, 
o completed evaluation request section of the HUCF, 

o Client Master File folder.

Incomplete packages are returned to the interviewer before 

continuing through the processing stages.
Throughout the various processing stages, all materials relating 

to a client's annual recertification are tracked using a logging 

Recertification is completed when all materials have 

been processed and logged into the client's master file folder 

in the vault.

6.

system.

06 - Preliminary Computer Edit

When administratively appropriate, a preliminary computer edit may 
be performed. The recertification forms from completed packages of
continuing clients are sent to data processing for keypunching and running 
the preliminary edit. The program checks whether data are properly entered
and the entitlement correctly calculated (for examples, see Chapter 11.02. 
03). New information is checked against existing data; for example, the 

residence address on the recertification form can be compared to the address 
already stored in the computer file. Applications with no errors can
proceed to the manual review stage; those with 
or during the manual review, 
that assists in making corrections.

errors are corrected before
The computer produces an edit/error listing
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07 - Manual Review !
Manual review can be performed either before or after the computer 

edit. It is designed to discover errors in policy application, documen
tation, and coding. Information that is not keypunched, such as worksheet 
calculations, is also checked by hand. (For examples of typical checking, 
see Chapter 11.02.04.) Specific instructions for this process are con
tained in the Annual Recertification Manual,

08 - Data Processing
After the manual review and necessary corrections have been com

pleted, the recertification forms of continuing clients proceed to data 

processing. (The recertification forms of ineligible clients are not. 
keypunched or verified; they and any accompanying documentation are 

submitted for vault storage after the appropriate suspension and termi
nation forms have been processed.) If the preliminary edit was not 
performed, the forms are keypunched, computer-edited, and corrected as 

described in 11.05.06 above. The foms are then submitted for storage 

on a computer data file. The forms are returned to their respective 

packages. Some may be held from final storage awaiting completion of 

other processes (e.g., verification, housing evaluation); all are 

eventually submitted for vault storage.

09 - Errors in Determining Eligibility or Allowance Entitlement
The following steps are taken if an error is discovered that results 

in eligibility or entitlement changes:

The errors are corrected on the hardcopy form and correction 

forms are submitted for computer processing.
If the correction makes the client ineligible, the client is 

notified by telephone and mail of this finding, 
procedures are initiated and the housing evaluator is notified 

that the reevaluation is no longer necessary.
If the correction results in a change of $5 or more to monthly 

entitlement, the client is notified by telephone and mail.

o

o
Termination

o



11.05(6)

o If the correction results in a change of less than $5 to monthly 

entitlement, the client is notified by mail.

10 - Verification
Third-party verification of selected cases is performed in the same

(See Chapter 11.03.02 for samplemanner as for enrollment applications, 
selection criteria and the Verification Manual for specific instructions.)

11 - Housing Reevaluation
A client's dwelling must be reevaluated each year to ensure that it 

continues to meet program standards.
rated acceptable within 75 days of the annual recertification due date 

(i.e., if the unit is unacceptable, it must be upgraded or the client 
must move to an acceptable unit within the 75-day period) . 
ment is not met within the time limit, payments are suspended (if 

administrative capacity did not permit timely reevaluation, the time

See the Annual Recertification Manual 
and the Housing Evaluation Manual for instructions on performing the 

evaluations and filling in appropriate forms.

The unit must be evaluated and

If the require-

may
be extended by the Director).
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The Housing Allowance Office

MODEL: FIRST LETTER TO CLIENTS REGARDING ANNUAL RECERTIFICATION

IDear (Client):

Each year it is necessary to review your eligibility with the 

Housing Allowance Office through an interview with a Client Services 

Specialist.
WE ASK THAT YOU CALL THE HOUSING ALLOWANCE OFFICE WITHIN ONE WEEK 

in order to schedule this interview.
Since this is a program requirement, it will be necessary to 

terminate those people who do not come to the interview.

We look forward to hearing from you.

:

!

;

Sincerely,

k
(■

;

r

Housing Allowance Office

Address:
Phone:
Office Hours:

Form 11.05-1
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Housing Allowance Office

~ LETTER TO CLIENTS WHO HAVE NOT 
SCHEDULED AN INTERVIEW

The

MODEL: FOLLOW-UP

Dear (Client):
In a recent letter we

for the annual eligibility review, but we have not heard from
asked that you telephone us to schedule an

interview
you yet.

Whether you are receiving payments or not, PLEASE CALL WITHIN 5 DAYS
If we cannot complete your case by the fifteenthto schedule an interview, 

of next month (including getting additional documentation if necessary) 
you will be suspended and soon after that you will be terminated from the
program.

We look forward to your continued participation in the Housing Allow
ance Program and hope to hear from you soon.

Sincerely,

Housing Allowance Office
Address:
Phone:
Office Hours:

Form 11.05-2
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The Housing Allowance Office

MODEL LETTER: HAO ESTIMATE OF ELIGIBILITY

:
Annual Due Date: Client I.D.

HAO ESTIMATE OF ELIGIBILITY

Name of Head of Household IDate
-
=This is to confirm that in the annual interview conducted on this 

date I determined that your household is eligible to participate in the 

Housing Allowance Program and that your household will be entitled to

per month.
These determinations, however, are subject to the verification of 

the information you have provided in the interview. You should also be 

aware that my calculations will be double-checked. If errors are dis
covered, determinations as to your eligibility and the amount of your 
payment will be modified. If this should occur, you will be notified.

In order for you to continue to receive allowance payments, the 

following requirements must be met:
1. You must continue to live in housing that meets the standards 

of the Housing Allowance Program. The HAO must reevaluate your 
housing each year. The Housing Evaluation staff will contact 
you soon to arrange a convenient time to reevaluate your 
existing house. It is important for you to know that your 
housing unit must pass evaluation standards by the 15th of 
________________ in order for you to continue to receive pay
ments. Failure to comply with this rule will result in your 
being terminated from the program.

i

!receive a housing allowance payment of $ i
:
i
i
i

RENTERS ONLY must continue to have an HAO Lease Agreement with 
their landlord.

2.

If you have any questions about these above requirements, please 

feel free to contact me.
Sincerely,

Form 11.05-5
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The Housing Allovrance Office

WARNING NOTICE TO CLIENTS WHO DID NOT ATTEND THE ANNUAL 
RECERTIFICATION INTERVIEW

MODEL:

Dear (Client):
Since you did not appear for the interview we had scheduled, we ask 

that you call us and arrange another appointment.

This interview is important, 
it we cannot complete your case and will have to terminate you from the 

program.

PLEASE CALL WITHIN 3 DAYS. Without

We hope to hear from you.

Sincerely

Housing Allowance Office
Address:
Phone:

Office Hours:

Form 11.05-6
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The Housing Allowance Office

MODEL LETTER: LETTER TO CORRECT HAO ESTIMATES OF ELIGIBILITY 
AFTER ANNUAL RECERTIFICATION

Dear (Client):

When you attended your annual recertification interview, you were 

given a letter to confirm our estimates of your entitlement calculated 

at that time.
We have discovered that this calculation was incorrect, 

amount of your housing allowance entitlement is $____________
If you have any questions about your entitlement, please contact 

(the Certification Section) (your Client Services Specialist).

Sincerely,

The correct
per month.

Housing Allowance Office

Address:
Phone:
Office Hours:

Form 11.05-7
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The Housing Allowance Office 

WARNING NOTICE FOR INCOMPLETE ANNUAL RECERTIFICATIONMODEL:

Dear (Client):

Your annual recertification is now overdue. We are unable to 

process your case because you have not supplied information which we 

have discussed.

PLEASE SUPPLY THIS INFORMATION WITHIN 5 DAYS. Without this we 

cannot complete your case and you will be terminated from the program.
If you have any questions about the information we need, please

call me.

We look forward to hearing from you.

Sincerely,

Housing Allowance Office 
Address:
Phone:

Office Hours:

Form 11.05-8
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•:
•iThe Housing Allowance Office

MODEL LETTER: NOTICE OF PAYMENT AUTHORIZATION REVOCATION 
AND TERMINATION WARNING FOR FAILURE TO COMPLETE ;

ANNUAL RECERTIFICATION

.

Dear (Client):

, we wrote you requesting that youOn
r -

(re)schedule the annual recertification interview.
Since you have not responded, we are sorry to inform you that you 

will be terminated from the program unless we hear from you by ________ i
(date)

If you have been receiving payments, your payments have been suspended.
!•

I
;■

'
If you have any questions about this action, please contact us at 

the address or telephone number shown below.
• Sincerely,

L
!'
■:

Housing Allowance Office
Address:
Phone:
Office Hours:

Form 11.05-9
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CHAPTER 11.00 - CERTIFICATION

\11.06 - SPECIAL RECERTIFICATIONS AND OTHER
HOUSEHOLD STATUS CHANGES

=-
01 - Introduction :

The HAO may conduct special recertifications to handle changes in 

household status that occur between regular recertifications, 
may initiate some special recertifications when it determines that a 

household:

The HAO

;

has lost its primary source of earned income within the 

preceding 90 days (without replacement of 50 percent or 
more of the income lost) , or 

has an adjusted gross income of zero.

5o
■

o
:

A client may request a special recertification for several reasons 

including:

o a change of household head,
o hardship (a decrease of $40 or more in monthly income 

or an increase in household size), and 

o other volunteered changes.

In addition to special recertifications, other status changes may be 

processed that do not affect eligibility or allowance entitlement 

including:

Lease Agreement changes, 
place of residence changes, and 

tenure changes.

o
o
o
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presents general processing guidelines for handling 

and other status changes, 
set forth in the Special Recertification Manual.

This section 
special recertifications 

descriptions are

More detailed

02 - Processing Special Recertifications
The following guidelines are used for handling both HAO-initiated 

and client-initiated special recertifications:

1. Initiation
a. HAO-initiated Special Recertifications are initiated at 

the time of a client's special recertification due date. 

Due dates are established according to the principles of

Section 10.06.05, Requirements for Special Recertification. 

HAO-initiated specials are conducted only for clients who

The records of clients due forare receiving payments, 

specials are checked to determine which clients are re

ceiving payments. A letter is sent requesting that these 

recipients contact the HA0 (Form 11.06-1). Rules for 

determining how long to keep a client on a special recerti

fication cycle are set forth in the Special Recertification 

Manual and follow the policies of Section 10.06.05. If a

client fails to respond for the special recertification, 

payments are suspended. The HA0 attempts no further contact 
until the client's next regular recertification.

b. Client-Initiated Special Recertifications can be initiated 

at any time when the client wishes to contact the HAO.
2. Processing

a. Special recertifications may be conducted during an inter
view at the HAO or by telephone, 

the client the questions that are relevant to the special 
and enters the responses on a Recertification Form. All 
topics normally covered by a semi-annual recertification 
are also included.

The staff member asks

The staff member then recalculates 

allowance entitlement and redetermines eligibility using the 

new information in conjunction with information from the
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!
■

client's most recent Household Status Report. If the recer
tification is being conducted during an interview at the HAO, 
the client signs the Recertification Form. If the information 

is collected during a telephone conversation, a letter of 
confirmation is sent (Form 11.06-4) to the client to be signed 

and returned to the HAO.
b. For all special recertifications, the Date of Recertification 

(Part II of the Recertification Form) is (1) the date of the 

personal interview or (2) the date of the telephone conversa
tion during which the recertification information was obtained. 
This date is used as the Reference Date, that is, the date 

when the income, household composition, and other client 
information is valid.

c. Documentation guidelines are the same as for semi-annual re
certification; documentation should relate to client circum
stances as of the Reference Date.

d. For HAO-Initiated Specials, if the client has not contacted 

the HAO within a reasonable period of time after the first 

letter is sent, a follow-up letter (Form 11.06-2) is sent.
If the client has not submitted all necessary information, in
cluding documentation or signed Consent to Release Information 

Forms, by the fifteenth of the due date month so the case can 

be processed before the payments are run, the client is sus

pended as indicated in Section 15.02.
e. For Client-Initiated Specials the client is informed that the 

payment change date is the first of the month following the 

Effective Date; as with all recertifications, the Effective 

Date is the date upon which all requirements are fulfilled 

by the client.

3. Documentation
wnen documentation or signed release forms (when required) 

have been received, a staff member reviews the package for 

completeness and accuracy, may select cases for verification, 
and sends the form to be computer processed. Verification is

!

(!

:■

.

i
t
i

;

:

i
:

f

:

i
!

t
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conducted according to the specifications for serai annual 
recertification (see Sections 11.03 and 11.04.08).

4. Further processing occurs according to the changes resulting 

from the special recertification:
If the client has become ineligible, the termination process 

as described in Section 15.03 is initiated; the completed 

Recertification Form is stamped "Not Keypunched" and is 

filed in the client’s folder.
b. If, during the special recertification process, the client 

declines further participation a Termination Form (Form 15. 
03-1) is prepared, but no Recertification Form is prepared 

or filed.
If the client remains eligible but now has a new allowance 

entitlement, a letter is sent notifying the client of the 

change (Form 11.06-3). If no change occurred in the client's 

allowance entitlement or gross payment, a Letter of Acknowl
edgment (Form 11.06-5) may be mailed. The processed forms 

are then sent to Central Records, where they are filed.

a.

c.

03 - Client-Volunteered Changes: General

Occasionally during an initial enrollment or regular recertification, 
a client may volunteer information regarding a change in his circumstances 

effective after the Reference Date for the enrollment or regular recerti- 

The new information may be entered directly on the Enrollment 
Application or Recertification Form so long as the following criteria 
have been met:

fication.

the EAF or RF has not yet been keypunched;
the changes due to the new information are clearly indicated 

on the EAF or RF with a notation of date, and Specialist and 

client initial when the change was made (necessary to indicate 

changes made by the HAO after the client has signed the EAF or 

RF asserting that information has been correctly reported) ; 
the new information would warrant a separate special recerti
fication (hardship or volunteered information);

o
o

9

O
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o if the Reference Date of the reported change is within about one 

month of the Reference Date of the EAF or RF.

If all these criteria are met, a separate special recertification is not 
The EAF or RF is coded as if only the enrollment or regular 

recertification were occurring, 
separate special recertification is conducted and a special Recertification 
Form submitted.

necessary.
If the criteria are not met, then a

04 - Processing Changes in the Lease Agreement
Procedures for the review and processing of initial Lease Agreements 

(Form 10.07-3) are described in Section 13.02.03. Procedures relating to
subsequent changes depend on the nature of the change. 

Changes Not Affecting Payments. If the change does not affect payments 

(e.g., an increase in rent or utilities for a client whose allowance equals
the maximum entitlement), the HAO processes an HUCF (Form 10.08-1) to update 

housing expense information. A confirmation letter may be sent to the client.
Changes Affecting Payments. If the change affects payments (e.g., an 

increase in rent or utilities for a client whose allowance equals monthly 

housing expenses), the HAO processes an HUCF that updates housing expense 

information and changes the amount of the monthly allowance check. A 

confirmation letter is sent to the client.
New Lease. If the client executes a new Lease Agreement (e.g., moves 

into a new unit), the HAO processes the Lease Agreement and the HUCF in the 

same manner as for the initial Lease Agreement.

05 - Processing Changes to Place of Residence
Allowance program clients are obligated to notify the HAO before they 

move to a new residence (Participation Manual * Form 10.04-1, Section 7).
When a client moves from one residence to another, payments should not be 

made until a successful housing evaluation on the new unit has been completed, 
the client has actually moved to the new unit, and additional requirements 

indicated below have been met.
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taken, when the client 

that all requirements are met and 

overpayments that may have occurred.

When the client contacts the HAO regarding a move, the following 

steps are taken:

This section describes the processing steps

notifies the HAO of a move, to ensure 

that the HAO will recover any

1. A staff member reviews with the client the requirements for 

authorization at the new unit, and explains that payments are 

not allowed when a client is not living in an authorized unit. 

Payment authorization at the new unit is effective as of the 

latest date among the following:

date household moves or asserts it will move into the new 

unit;
date of successful housing evaluation of new unit; 
effective date of acceptable Lease Agreement for 

new unit (renter only);
date of receipt of acceptable Lease Agreement 

(renter only);
date of receipt of Homeowner1s Expense Statement 
(homeowner only);
date of signature of new Participation Agreement if 

tenure is changed from renter to homeowner or vice versa.

o

o
o

o

o

o

2. The staff member asks whether the client definitely plans to 

move into the new unit. If the client is only thinking about 
it, the staff member stresses that the client is obligated by 

the terms of the Participation Agreement to notify the HAO 

before a move actually takes place. The staff member asks 

whether the client has already called the HAO to arrange for 

an evaluation; if no, then an HUCF is initiated.

3. If the client is definitely planning to move or has already 
moved, a housing evaluation is initiated. In the following 
steps, whenever payments may be suspended because a household
asserts it will be moving, the HAO stresses to the household
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Its obligation to inform the HAO if it decides not to move.
If payment is missed for any period between a household's 

assertion of a future move and a subsequent assertion that it 

did not move, the HAO is not obligated to make retroactive
All the following steps refer to households who are 

definitely planning to move or have already moved.
The staff member asks whether the household is still at the old 

If it is, the staff member checks to see whether the new 

unit has met all the requirements for payment authorization.
If yes, the HUCF is completed and the Effective Date for payment 

at the new unit is determined and filled in (see step 1). 
the Effective Date will be later than the last date for authorized 

payment at the old unit, suspension is initiated for the.interim 

period.

If the old unit is authorized, the client is entitled to the 

allowance check for the move-out month if it is determined that

H
iiii-
ii:

payment.
!;:•

4. ■

■

unit. II

If

5.

the household occupied and paid rent for (or will be occupying 

and paying rent for) the old unit for the first five days of the 

If not, and the new unit has not yet been authorized,
If the new unit has been authorized, no

month, 
payments are suspended, 
suspension is necessary.

•:
:
:

If the household has already moved from the old unit at the time 

it notifies the HAO, but the new unit is subsequently authorized,
However, if the new authorization

6. !

no suspension is necessary, 
date is later than the last day of the authorized move-out month
at the old unit (see step 5), any amount received for the interim

If the new unit has not been authorized,period is an overpayment, 
suspension of payments for the old unit is initiated (see step 5).
The client is notified that payments will be suspended until the 

new unit is authorized.

Payment authorizations for the new unit are processed when all 
appropriate materials have been received (e.g., HUCF indicating successful

The HUCF is processed as described inhousing evaluation, lease).



11.06m

the circumstances of the case, specialDepending on 

procedures may be necessary:
Section 11.06.06.

and intends to rent a new unit, a 

If a homeowner intends to
If the client is a renter1.

Lease Agreement is required, 
rent a new unit, a Renter’s Participation Agreement (Form 10. 

07-1) as well as a Lease Agreement is required, 
intends to purchase a new unit, a Homeowner s Participation

In the initial contact,

new

If a renter

Agreement (Form 10.07-2) is required, 
the staff member explains these requirements to the client

and transmits the appropriate forms (by mail or client pick-up) . 

If the client is a renter moving into a rental unit, processing 

relates to the Lease Agreement and HUCF and follows the steps 

outlined in Sections 11.06.03 and 11.06.06.

2.

If the client is either a renter or an owner purchasing a new 

unit, procedures are indicated in Sections 11.06.06 and 13.02.04. 

If the client is an owner moving into a rental unit, procedures 

are outlined in Sections 11.06.03, 11.06.06 and 13.02.04.

3.

4.

When all necessary materials are received, a staff member checks to 

see if a payment has been made for the current month. If not (such as
when the client has already been suspended), the HUCF is processed as for 

the initial payment authorization. The amount of a prorated check is 

indicated on the HUCF, when necessary, and a manual check is issued. If
payment has already been made, the HUCF is completed, but with no prorated 

This review procedure is necessary to avoid issuing both 

If the client has been suspended, the 

If there was no

amount entered.
a manual and an automated check.

client is notified of the reactivation of payments, 

suspension, but the monthly payment has changed for the new unit, the 
client is also notified.

06 - Processing Changes in Tenure

Changes in tenure include cases where owners become renters or 
renters become owners without a change of residence. Such cases are
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i;iir:.i

I
!Spossible but infrequent, 

an owner sells and then rents back the unit a Lease Agreement and Renter’s 

Participation Agreement must be executed; when a renter buys the unit 
being occupied the HAO must obtain a Homeowner’s Participation Agreement 
and a Homeowner’s Expense Sheet.

A housing evaluation is not required; but when :

s

1. When an owner changes to renter status, procedures for processing 

the Lease Agreement should be the same as in Section 11.06.03. 
Procedures related to the new Renter's Participation Agreement 
should be the same as in Section 13.02.04, except that HUCF pro

cessing should follow steps as outlined in Section 11.06,06.
2. When renter changes to owner status, procedures for processing 

the Homeowner’s Participation Agreement are the same as those 

indicated in Section 13.02.04 except that HUCF processing should 

be in accord with Section 11.06.06.

07 - Processing the Housing Unit Certification Form
for Special Changes

As noted in sections above, a Housing Unit Certification Form is used 

for all household status changes between regular recertifications where 

there is a change in residence or a change in housing expenses in an 

existing residence.

When Parts I through IV of the Housing Unit Certification Form 

have been completed (or Part I only when there has been no change 

of residence) and all other materials as required for the type of 
change (see sections above) are on file, Part V (Housing Expenses)

The procedures of Section 13.02.05

1.

of the HUCF is completed, 

are followed.
The forms are entered into the automated system as described in 

Section 16.04.
If the amount of payment is changed because of changes in housing 

expenses, the client receives written notification (Form 11.06-7). 
Otherwise, the client may receive written acknowledgment (Form

2.

3.
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of these notices and all other documents 

filed in Central Records.
11.06-5). Copies 
relating to the change are

08 - Processing Changes in Designation of Head
of Household
If the head of a participating household dies or moves away, 

remaining members may still be eligible for the program, 
of the HAO to facilitate the process by which they may constitute themselves

Additionally, the

It is the intent

household and continue to receive payments, 
original household head may remain with the household, if the household
as a new

desires to designate a new head.
In all these cases, a new household head must be designated and a 

Participation Agreement signed (even if the members remain the same 

but the head changes.) It is also necessary to collect revised household 

composition, income, and asset information to recalculate maximum allow

ance (M.A.).
If renting, the new household head must execute a new Lease Agreement 

with the landlord (unless the new head had signed the original Agreement) .
The following steps are used to process these changes:

new

When notified of the loss of or change in the head of the house
hold, the staff member explains processing requirements and 

transmits copies of the Participation Agreement and Lease Agree
ment (by mail or client pick-up).

Where required, processing related to the new Lease Agreement 
should follow procedures indicated in Section 11.06.03.
The Participation Agreement must be executed in person, 
copies are signed both by the client and the HAO staff member 
and one copy is given to the client.

If the former household head had died or if the former head 

remains with the household, the old Client I.D. may be retained. 
The new household head is entered on the Recertification Form 
(Fora 11.04-2) and other entries 

made.

items are recorded, and a recalculation of allowance entitlement 
is made at this time.

1.

2.

3. Two

4.

necessary for processing are 
Related changes in income and other household status
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5. If the former household head has moved away from the unit, a 

new Client I.D. must be created for the remaining members.

A Preliminary Application (Form 10.02-1) is processed using 

the name of the new household head with other information

a.

from the most recent Household Status Report for that house
hold. Appropriate notification is given to other staff 
members to prevent normal interview scheduling for these
cases.

b. Once the new Client I.D. has been generated, an Enrollment 
Application (Form 10.05-1) and Housing Unit Certification 

Form (Form 10.08-1) are prepared for the household, using 

the new name of household head and new Client I.D., and 

recording revised household status and housing expense 

information directly related to the loss of household head, 
but copying all other information from the most recent 
Household Status Report (for other household status informa
tion) and Housing Unit Certification Form (for information 

on the last evaluation) without change. The Effective Date 

is the date that the new situation is recorded on the EAF 

and HUCF.

:
■■

If the departed household head takes up residence elsewhere 

in the program area, attempts should be made to contact him 

and ask whether he is still interested in participating in 

If not, or if the HAO is unable to locate

c.

the program.
the former head, termination action for the old Client I.D.
should be initiated (see Section 15.03). 
wishes to continue participation, a recertification is 

necessary to determine eligibility, 

to be still eligible, the same procedures for households 

that have moved should be used (i.e., a housing evaluation 

of the new unit, new lease for a renter, etc.), 
allowance entitlement is based on the new household's size, 

income, and assets.

If the former head

If the head is determined

The new
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Recertification Form has been used, it is processed as 

recertification (see Section 11.06.02).
6. If the

If a newa special
Client I.D. has been created, the Enrollment Application and
Housing Unit Certification Form are processed as they would 

Ijg for a new enrollee (Sections 11.02 and 13.02) and the termi
nation of the old Client I.D. is processed in the normal manner

(Section 15.03).
7. When the former household owes the HAO money for advance or 

overpayments, if the former head moves away, the financial 
obligation moves with him; if he constitutes a new household 

and remains in the program, the financial obligation accrues 

to the new household; if he terminates from the program, the 

outstanding amount is due and payable immediately (unless the 

HAO decides to allow time-phased repayments—see Section 13.05). 
If the former head dies or remains in the household, the new 

household under the newly-designated head retains the financial 
obligation to the HAO.

8. For the deceased household head situation, (1) the Client I.D. 
is terminated for single-person households, but (2) for others, 
if the allowance check has already been sent and the household 

head died after the fifth of the month, the HAO may authorize 

that the check be deposited in the estate.

09 - Verification

Information provided by the client for special recertification is 
subject to third-party verification.

general procedure for verification are described in Section 11.03. 

detailed descriptions for verification are contained in the Verification 
Manual of the HAO.

Sample selection criteria and the

More
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The Housing Allowance Office

MODEL: FIRST LETTER TO CLIENTS REGARDING 
HAO-INITIATED SPECIAL RECERTIFICATION

Dear (Client):
As we have discussed, it is necessary for you to contact the HAO 

regularly so we can see if there have been any changes in your income.
Since this is a program requirement, 

it will necessary to terminate those people who do not contact me.
I look forward to hearing from you.

PLEASE CALL ME WITHIN 5 DAYS.

Sincerely,

;

Housing Allowance Office

Address:
Phone:
Office Hours:

Form 11.06-1
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The Housing Allowance Office

FOLLOW-UP LETTER TO CLIENTS WHO HAVE NOT 
CONTACTED THE HAO REGARDING THE 

HAO-INITIATED SPECIAL RECERTIFICATION

MODEL:

Dear (Client) :
In a recent letter I asked you to telephone the HAO so we can see 

if there have been any changes in your income, but I have not yet heard 
from you.

PLEASE CALL ME WITHIN 3 DAYS. If I do not hear from you I will not 
be able to process your case and you will be terminated from the 

I look forward to hearing from you.
program.

Sincerely,

Housing Allowance Office
Address:
Phone:

Office Hours:

Form 11.06-2
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i
The Housing Allowance Office

MODEL LETTER: FOR CLIENTS WHOSE ELIGIBILITY STATUS IS UNCHANGED 
AFTER SPECIAL RECERTIFICATION, BUT 

WHOSE ENTITLEMENT IS DIFFERENT IV1

•'

f

Dear (Client):

Based on the special recertification just completed, you continue
However, effective 

, your monthly housing

to be eligible for the Housing Allowance Program, 
with your payment for

(month)
allowance will be changed from __

If you have any questions concerning this change, please contact 
me at the Housing Allowance Office.

Thank you for your cooperation.

i

to

Sincerely,

1

i

The Housing Allowance Office

Address:
Phone:
Office Hours:

Form 11.06-3
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The Housing Allowance Office

CONFIRMATION OF SPECIALMODEL LETTER:
RECERTIFICATION CHANGES REPORTED BY TELEPHONE

Dear (Client)t

(date) _____  to inform us
We require your 

Please 

If it is correct,

Thank you for calling on
about the recent changes in your household's status, 
signature to confirm that the changes we recorded are correct, 
read the List of changes attached to this letter.

at- the bottom of the page and return it to us within one week.
Tf you. have any questions about the list, please contact me at the 

address and telephone number below.
Thank you for your cooperation.

Sincerely,

reallowance Off-:r.g
.•-d4re= <=:

•'Toner

t?;.>v Hours:

Fora* 11.. lo—4



■

11.06(17)

The Housing Allowance Office

MODEL: CONFIRMATION OF SPECIAL RECERTIFICATION CHANGES
REPORTED BY TELEPHONE

The following changes were reported for 

by telephone on
(Client)

(date)

CLIENT1S CONFIRMATION:
I confirm that the changes listed above are correct.

Client’s signature: 
Date:_______________

Form 11.06-5
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The Housing Allowance Office

MODEL LETTER: ACKNOWLEDGMENT FOR SPECIAL RECERTIFICATIONS

Dear (Client):

(date)Thank you for providing information to us on 

as to recent changes in your household’s status, 
tion, your household continues to be eligible to participate in the 

Housing Allowance Program and the amount of your allowance payment will 
not be changed.

If you have any questions concerning the above, please contact your 
Client Services Specialist at the address and telephone number shown 
below.

Based on that informa-

Your cooperation in this matter has been appreciated.
Sincerely,

Housing Allowance Office
Address:
Phone:
Office Hours:

Form 11.06-6
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The Housing Allowance Office

MODEL LETTER: CONFIRMING LEASE CHANGES RELATING ONLY 
TO RENT AND/OR RESPONSIBILITY FOR UTILITIES

/

Dear (Client):

This is to confirm the information you have provided about the
As you indicated (in our 

conversation) (by your notation on your allowance payment check):
recent change to your Lease Agreement.

Your rent has been changed to $_
______(date)________ .
You and your landlord have agreed to the following changes in the 
responsibility for utility payments effective

per month effective

(date)

$ Per 
Month

Person now Responsible 
for PaymentUtility

(complete as per information provided)

If the information presented above is in any way incorrect, please 

call me at (phone)
Sincerely,

! \

:Form 11.06-7 :
I

■

!
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The Housing Allowance Office

WHEN CLIENT HAS MOVED TO A NEW UNIT ANDMODEL LETTER:
PAYMENTS ARE CHANGED BUT HAVE NOT BEEN INTERRUPTED

Dear (Client):

Now that you have moved into a new unit, your regular monthly

payment will be $ You will receive this amount starting 

______  (month).with the check for

Please call if you

have any questions.

Sincerely,

{

1

Form 11.06-8
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CHAPTER 11.00 - CERTIFICATION
!

11.07 - POSSIBLE MISREPORTING

01 - Introduction

The HAO is obligated to examine cases of possible client misreporting 

that would affect allowance payments. If intentional misreporting (fraud) 
is suspected, the case must be referred to the U.S. Department of Housing

and Urban Development (HUD) for investigation and possible prosecution. 
The HAO is not an investigative agency, 

liminary examination of each case, and if doubt remains after this exami
nation, the case must be referred to HUD.

It is responsible only for a pre-

The Possible Misreporting Team 

(PMT) is responsible for assembling and analyzing the facts and determining
whether HUD referral is appropriate.

This section describes the policies and procedures for referral to PMT, 
further examination, referral to HUD, and other actions that relate to 

case disposition.

02 - Identifying Possible Misreporting Cases
A client may be suspected of misreporting when an HAO staff member 

discovers an ambiguity in information the client has provided, or when 

a third party reports that a client gave incorrect information to the HAO.
In general, the following types of casesReferral from within the HAO.

should be referred by staff members to the PMT:

o During a client contact (e.g., a recertification interview), the 

client admits, or the staff member suspects from apparent incon

sistencies, past misreporting.
o A staff member suspects or determines that an income source or 

asset was not reported when it should have been, 
o A staff member suspects or determines that a household relationship 

or household size has been misreported.
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significant discrepancy is discoveredo During verification, a 

and fraud is suspected.

If a case is referred by a third party, 
The PMT member asks the third party for 

Even if the third party declines 

member records the referral information.
referred to is an HAO client, but

ReferraIs from third parties^
a PMT member handles the contact.
his name, address, and telephone number.

Theto identify himself, the PMT 
third party is not informed if the person

be informed of general HAO procedures.may
When a case is referred to the PMT, regardless of the source, a PMT 

member makes a preliminary check of the HAO’s information about the house
hold as recorded in the client’s file and other HAO records, 
check shows that there is a basis for further investigation, a Misreporting 

Referral Form is completed (Form 11.07-1) and the case is entered on the 

Possible Misreporting Log (Form 11.07-2).

If this

For each new entry to the Possible Misreporting Log, a Possible 

Misreporting File is created, 
serial number.

These files are kept in order of the PMT 

Access to the PMT files is available only to PMT members, 
although the contents of individual files may be shown to other individuals 

on a "need to know" basis as determined by HAO management, 

includes a copy of the referral sheet and all relevant information about
The file

the case collected from both inside and outside the HAO.

03 - Gathering Further Information

The PMT meets regularly to discuss new referrals as well as to review 
actions which might be necessary for pending This involves examining 
the referral information and information currently available within the HAO.

cases.

If the PMT determines that an interview with the client is 
gather information relevant to the

necessary to
case, a letter is sent (Form 11.07-3) 

asking the client to contact the HAO for an interview appointment, 
the client does not respond, additional letters or telephone contacts 

If no contact can be made, the client is suspended.

If

are attempted.

At the interview, the client is informed of the discrepancy but is 
not informed of how it came to the attention of the HAO. 

given the opportunity to resolve the problem, either verbally or by
The client is



11.07(3)

supplying additional documentation. The PMT member should try to determine 

how well the client’s explanation compares with the misreporting allegation
and the available documentation.

If additional information is necessary, the client is given a list of 
documentation items that are required to resolve the discrepancy and a 
second interview may be scheduled. Once all pertinent documents have been 
assembled and the client has given his final explanation, the PMT meets
to determine the final disposition of the case and whether additional action 
is needed.

04 - Follow-Up Actions

Possible follow-up actions are determined by the PMT and HAO manage
ment and include:

Closing the case with no action taken.1. No further action is
required when the PMT determines that the client has not violated program 

standards and no overpayment has occurred.
No determination possible.2. The HAO may choose to write a note 

to the file describing the situation to alert the staff member handling 

the next regular recertification to do extra probing.
If the PMT dis

covers and verifies a factual error, one or more of the following actions 

may be appropriate:

3. Changes to client payments and payment status.

The maximum entitlement 

may be changed if the client or third party verification sources 

provide information indicating that the current entitlement is
The client is notified in writing (Form 11.07-4) and 

the change is processed through the computer system by using a 

Recertification Form (Form 11.04-2).
An overpayment is processed if the client is proven 

to have misreported in the past such that the household has re
ceived a larger allowance amount than it was entitled to. 
client is notified in writing (Form 13.05-2 or 13.05-3) and over
payment procedures prescribed by Section 13.05 are initiated.

Change in maximum allowance entitlement:o

incorrect.

Overpayment:o

The
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When information is provided by 

when another third party ?s
o Suspension and termination:

the client, by a third party, or 
written verification source (e.g., roster or recipients from
an income transfer program) indicates that the client is not 
eligible for housing allowances, the client is suspended and 

notified in writing (see Section 15.02). 
opportunity to formally appeal (see Chapter 14.00).

The client has the

The fact that a client has mis reported 

information does not necessarily mean that fraud has occurred.
(1) the representation of material fact is false or materially

Referring the case to HUD:3.
Fraud occurs

only when:
misleading; (2) the person making it knew it to be false or misleading; 
(3) it was made with the intent to deceive; and (4) the party to whom it
was made relied upon it or had the right to rely upon it to his detriment. 

If after the PMT examination the HAO suspects that fraud may have occurred, 
the case may be referred to HUD (Form 11.07-5). 
sent as part of the referral package although original case records are not 
permitted to leave the HAO.

The case is closed by the HAO when:

Supporting materials are

1. It has been referred to HUD.

The allowance entitlement has been changed, an overpayment 
processed, or the client terminated.
Both (1) and (2) have been undertaken.

It is determined that none of the preceding actions is appropriate 

because there is insufficient evidence to pursue the case or be
cause the evidence supports the client's position.

2.

3.
4.

05 - Reporting

The PMT prepares a monthly report for the HAO Director and the Chairman 
of the HAO Board of Trustees. The report summarizes the cases referred, 
cases closed, final dispositions and other selected statistics from the
Possible Misreporting Log. 

reports, although PMT serial numbers may be used if
No client identification is contained in these

necessary.
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The Housing Allowance Office
;
! MODEL: POSSIBLE MISREPORTING REFERRAL FORM

PMT SERIAL // 
Client I.D. #:Date Referred:

Tenure: Due Date: Process:

Client Name: CSS:

Client Address:

CS:

Client Phone Number: Receiving Pay:

Referral Source: MMA: $

Address: GP: $________________
Mo. Housing Expenses:

$

Phone Number: TERMSUSP

Explanation:

Violation:

Form 11.07-1
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The Housing Allowance Office

MODEL LETTER: REQUEST TO CLIENT TO CONTACT 
HAO REGARDING POSSIBLE MISREPORTING

Dear (Client):
During a review of our files, I found that we need further informa

tion to complete our records. Please contact me within one week at 
_________________  so that we might set up an appointment.

Since it is a program requirement that you supply information relat
ing to your eligibility and amount of allowance, if I do not hear from 

you within a week, you may be suspended or terminated from the Housing 

Allowance Program.
Thank you for your expected cooperation.

Sincerely,

Form 11.07-3

It
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The Housing Allowance Office

NOTIFYING CLIENT OF CHANGE IN M.A. DUE TOMODEL LETTER:
FINDINGS OF POSSIBLE MISREPORTING INVESTIGATION

Dear (Client):
Because you failed to report _________________________

have determined that your allowance payment is incorrect.
Effective with your next check, your monthly payment will be changed 

to $ ___________ .

If you have any questions about this action, please feel free to 
contact me.

, we

from $

Sincerely,

Form 11.07-4

I
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m
H

The Housing Allowance Office

MODEL LETTER: REFERRAL TO HUD FOR POTENTIAL MISREPORTING

Mr. ____________________________
U.S. Department of Housing and Urban 

Development

Dear Mr.
The HAO is concerned that a client case involving _____________ _____

may evidence possible misreporting in the receipt of payments from the 

Housing Allowance Program. We are enclosing herewith a detailed file 

of matters surrounding receipt of these payments.
We assume you will take appropriate action or advise us of further 

responsibilities in this regard.
•Very truly yours,

(HAO Director)

Form 11.07-5

uI
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CHAPTER 12.00 - HOUSING EVALUATION

12.01 - GENERAL DESCRIPTION

01 - Introduction
To receive allowance payments, a client must live in a unit that meets 

minimum program housing standards, 
physical conditions for habitability and requirements for occupancy.
The objective of the housing evaluation function is to determine if housing 

units in which clients wish to reside meet these standards.
After a client has completed the enrollment interview and signed the 

Participation Agreement, the housing evaluator arranges for and conducts an 

evaluation of the housing unit in which the client presently resides, 
clients who wish to move to other units, the evaluation of their prospective

These standards consist of specific

For

units will be scheduled following their request to the HAO for a new unit 
evaluation. Evaluations are conducted as soon as possible after the request 
for evaluation (Housing Unit Certification Form 10.08-1, hereafter referred 

to as HUCF) is received.
Whenever a client changes residence without arranging for an evaluation* 

payments are suspended until the unit is determined acceptable, 
wishes to receive allowance payments should have his unit evaluated and ap
proved in accordance with HAO housing standards before he executes a lease,, 
cr if he executes the lease, it should be executed subject ter an approved 

evaluation fche lease applies to renters only) ..
Cion of as maty units as- necessary as Long as he remains 

assistance ^
Tie hcusfnjr evaluation.*

dousing eoancarda* is net: ar he annrnisesri r*l±f; tire I 

Violet ions of lota! orUnarnrsf?„ as Trr-n?»r by lol|g

officials, are handled by owners arret xsTamrs ^tirnmn: xte i 

However., units undear formal nroseciitloTi bv IdueIL t-:f 

acceptable units for participants d tore ’Housing Ultwanc*:

A client who

A client nzav request, evalus—

■process.

HAO.
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CHAPTER 12.00 - HOUSING EVALUATION

12.01 - GENERAL DESCRIPTION

01 - Introduction

To receive allowance payments, a client must live in a unit that meets 
minimum program housing standards. These standards consist of specific, 
physical conditions for habitability and requirements for occupancy.
The objective of the housing evaluation function is to determine if housing 

units in which clients wish to reside meet these standards.
After a client has completed the enrollment interview and signed the 

Participation Agreement, the housing evaluator arranges for and conducts an 

evaluation of the housing unit in which the client presently resides, 
clients who wish to move to other units, the evaluation of their prospective 

units will be scheduled following their request to the HAO for a new unit
Evaluations are conducted as soon as possible after the request 

for evaluation (Housing Unit Certification Form 10.08-1, hereafter referred 

to as HUCF) is received.
Whenever a client changes residence without arranging for an evaluation, 

payments are suspended until the unit is determined acceptable, 
wishes to receive allowance payments should have his unit evaluated and ap
proved in accordance with HAO housing standards before he executes a lease, 
or if he executes the lease, it should be executed subject to an approved 

evaluation (the lease applies to renters only). 
tion of as many units as necessary as long as he remains eligible for program 

assistance.

For

evaluation.

A client who

A client may request evalua-

The HAO housing evaluation, conducted to determine compliance with 

program housing standards, is not to be confused with the local inspection
Violations of local ordinances, as determined by local enforcementprocess.

officials, are handled by owners and tenants without the involvement of the 

However, units under formal prosecution by local officials are not
Also,

HAO.
acceptable units for participants of the Housing Allowance Program.
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the HAO must perform a special review evaluation if it is notified that a 

unit it has previously evaluated and approved has been, or is about to be.
The HAO staff maintains

I

condemned or cited for serious code violations.
enforcement officials to assure that there is consistencycontact with local

the HAO officials and local officials.of interpretation between
This chapter presents a general description of the housing evaluation 

detailed descriptions and instructions are set forth in theprocess. More 
Housing Evaluation Instruction Manual of the HAO. 

prescribed in Chapter 2.00 of this Handbook.

The housing standards

are

02 - Evaluation Procedures
In general, requests for housing evaluations (HUCFs) are initiated by 

When a unit that was previously determined unacceptable has 

been upgraded, the client may request a reevaluation, 
in the program is subject to an annual reevaluation.

Each evaluation request (HUCF) is assigned to an evaluator who contacts 

the household to schedule a housing evaluation appointment at the client's 

Every effort is made to schedule the evaluation as quickly as 

possible after the request has been received.
The housing evaluator makes as complete and comprehensive an evaluation 

as possible.

the client.
Every housing unit

convenience.

The Housing Unit Evaluation Form (Form 12,03-1, hereafter 

referred to as the HEF), is the evaluator's guide for measuring how a unit

The form is designed as a checklist 

for an evaluator to use in determining existing deficiencies that must be

compares with the program standards.

considered in the housing evaluation process and to record data on the 
quality of the housing. It is essential that each member of the housing 

evaluation staff be thoroughly familiar with all provisions of the standards

and their interpretation in order to properly rate each unit.

Most evaluations are scheduled during regular working hours, 

it may be necessary to conduct some evaluations during the evening 
weekends.

However,

or on
Evaluation priority is to be given to households that are moving 

to new units rather than to households remaining in their present units.

The client is responsible for arranging for the entry of the evaluator; 
however, a landlord or his agent has the right to be. present at an evaluation.
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03 - Post-Evaluation Procedures

After the evaluation is completed, the Evaluation Supervisor or his 

designee reviews the data to determine if the unit is suitable for occupancy 

by the client.

explaining the results of the evaluation, 
discuss the results with the landlord.
an evaluation, the Evaluation Supervisor or his designee arranges to meet

Information about the program’s housing

Upon completion of the review, the client is sent a letter
If the client is a renter, he may 

If the clients or landlords contest

with them to review the findings, 
standards may be furnished to them, 
standards may be furnished to them.

It is the policy of the HAO, however, 
It is the policy of the HAO, however, 

not to refer landlords or homeowners to specific private contractors for 

However, the HAO may refer them to public or nonprofitrepair work.
organizations that may help them with necessary repairs.

After this meeting, if clients or landlords still disagree with the
results of an evaluation, they may appeal that evaluation by requesting a

If considered appropriate byreevaluation from the Evaluation Supervisor.

the Supervisor, a second evaluation will then be made in order to support
The Evaluation Supervisor or histhe upholding or denial of the appeal, 

designated assistant conducts the second evaluation.



5It

!
i

'*.
.1. -3- r

!
■•V■T t.

■

' *• ' .
<V>•:

:
: .

'

r»

.

.r- t- L

?
n

;i

■

*.
•.

■

‘ ••

#



■•I

12.02(1)
!

• : t!

CHAPTER 12.00 - HOUSING EVALUATION
: I

.1

;;
12.02 - EVALUATION REQUESTS AND SCHEDULING

01 - Introduction

This section describes the procedures that are followed for processing 

requests for an evaluation up to the point of undertaking the evaluation 

itself.

02 - Receiving Requests for Evaluations

There are eight different types of evaluations, 
evaluation are noted on Parts I, II and III of the Housing Unit Certification 

(Form 10.08-1) (HUCF) which is also used later to report the findings on the 

acceptability of the unit for program participation, 
quests are:

All requests for

The eight types of re-

1. Initial Enrollment Evaluation. The initial enrollment evaluation
is made to determine the acceptability of the housing unit for 

program participation if the client wishes to remain in the unit.
As soon as possible after a client executes the Participation 

Agreement, the request for evaluation section (Parts I, II and III)
The HUCF is checked for completeness 

It is logged into the Evaluation Section.
At the time of enrollment or at any time 

during program participation, a client may elect to move to a 

When the new unit is located he must request a new unit 
evaluation, which should be completed before the household executes 

a lease or moves to the new location, 

staff member and advise him of the address.
pletes the request for evaluation portions of the HUCF, which is 

then logged into the Evaluation Section.

of the HUCF is completed, 
and accuracy.

Pre-Move Evaluation.2.
new

unit.

The client must contact a
The staff member com-

i
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When a client requests an evaluation after 

he has moved into a new unit, a post-move evaluation is performed. 
The procedures which are described above in "Pre-Move Evaluation" 

are followed.
Annual Reevaluation.
reevaluated annually.
generated after the annual recertification interview.

When a client wishes to upgrade an evaluation of

3. Post-Move Evaluation.

Units occupied by program recipients are 

The HUCF for the annual evaluation is
4.

5. Reevaluation.
an improved unit that previously was found unacceptable, he should

Only those items and/orcall the HAO and request a reevaluation, 
conditions which caused the housing unit to be determined unaccept-

The request for evaluation portions of the 
HUCF are completed and the HUCF is logged in by the Evaluation 

Section.

able are reevaluated.

6. Quality Control Evaluation. When the Evaluation Supervisor or his 
designated assistant performs quality control checks, he selects 

the unit address (or Evaluator) to be checked, performs a full 
evaluation on an HEF, and then compares his results with the origi
nal HEF. The Quality Control HEF is filed with the original HEF
in the address file.

7. Other. This category is to be used for any other types of evalua
tions, such as special review evaluations and appeals evaluations. 
When an evaluation has been appealed and the Evaluation Supervisor 
determines that a second evaluation is warranted in order to re
solve a contested evaluation, he or his designated assistant conducts 

the second evaluation on an unnumbered HEF. After comparing the 
results of the original evaluation with the appeals evaluations, the
Supervisor informs the client of his decision. The appeals HEF is
filed with the original HEF. 
Reinstatement.8. This category is used to designate the type of eval
uation to be performed when a client is reinstated into the program.
If the reinstatement occurs within sixty days of the termination
date and the client still resides in the same unit he lived in before
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termination, the procedures for the 60-day rule are followed.
The client's Housing Unit I.D. number, his address, and occupancy 

determination are checked with the original file, 

have occurred, no evaluation is necessary and Part IV of the HUCF 

is filled out from the original HUCF. 
elapsed from the date of termination, a new evaluation is required.

If no changes

If more than 60 days have

03 - The Evaluation Control Log

Given the large volume of evaluations, a centralized source of data is 

required for effective management control of the evaluation process. 
Evaluation Section maintains a logging procedure for this purpose.

Evaluator's Daily Progress Report (Form 12.04-3) is used to update the log on 

status of each evaluation.

The
A Housing

04 - If the Unit Has Not Been Previously Evaluated
If the unit has never been evaluated by the HAO before, the following 

steps are taken:

A new address folder is established for the unit.
A Housing Unit I.D. number is assigned.
If the unit is located in a multi-unit structure which has been 

evaluated within the past year, and condition items in normally 

inaccessible common areas (such as basements or furnace rooms) 
were found acceptable in the last previous evaluation, those areas 

need not be examined again as a part of the new evaluation, 
tion scores from the previous evaluation should be transcribed to 

the new HEF.
The unit is then assigned for evaluation.

1.
2.

3.

Condi-

4.

05 - If the Unit Has Been Previously Evaluated
If the unit has been previously evaluated, the previous Housing Unit 

I.D. number is entered on the new HUCF and the following steps are taken:
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1. The number of persons to occupy the unit (indicated on the HUCF) is
checked against the size of the unit (indicated on the previous 

If the occupancy standard would be exceeded (see Sec-HEF) .
tion 12.05.04) this fact is noted on the HUCF so that the house-

A new evaluation is not required sincehold may be notified, 
the unit will not be acceptable regardless of other physical

If the occupancy standard would not be exceeded,c ircumstances. 
continue as follows:

2. A new evaluation is not required when the last previous evaluation 

for the unit was within the past 60 days and the new HUCF is for 

any type of evaluation other than Type 5. Reevaluation. In 

these cases, the use of previous evaluation results is noted on 

the HUCF and a letter is sent to notify the client that the unit 
is approved (if it passed the previous evaluation) or not 
approved (if it failed the previous evaluation).
In all other cases, a new evaluation is required. Parts I and II 

of the HEF are filled out. Procedures under Instruction 4 of 
Section 12.04.04 are followed for units in multiple-unit structures 

evaluated within the past year. The unit is then assigned for 

evaluation.

3.

06 - Scheduling Evaluations
1. Evaluation priority. It is the policy of the Housing Evaluation 

Section to complete every requested evaluation as quickly as possible. 
When an Evaluator must make a determination as to which evaluation to
schedule first, the following priority schedule is utilized:

o 1st Priority—New Unit evaluation (Pre-move and Post-move). 
o 2nd Priority—Initial evaluation, 

o 3rd Priority—Reevaluation of an unacceptable unit, 
o 4th Priority—Annual reevaluation.

*
An annual reevaluation is assigned the highest priority when 

vocation of payment authorization is imminent.
acceptable reevaluation within 75 days of the annual recertification due 
date.

re-
A recipient must have an

If not, suspension procedures are initiated (see Section 15.02).
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The priority which the other types of evaluations receive is at the 

discretion of the Evaluation Supervisor.
Evaluation completion time.2. It is recognized that circumstances 

may arise that will make it impossible for a Housing Evaluator to complete 

an evaluation within a prescribed period of time. An ideal situation 

would be for each evaluator to receive an assignment on one day and to 

complete the evaluation on the following day. This is not always possible,
however.
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The Housing Allowance Office

MODEL LETTER: APPOINTMENT CONFIRMATION NOTICE

Dear (Client):
We are planning to evaluate the housing unit at 

____ ____________________________ ____________ , on ____ (Street Address)
(Date)

, to determine whether it meets the standardsat
(Time)

of the Housing Allowance Program.
If you or your representative cannot be present for the evaluation, 

please let me know.
Sincerely,

Form 12.02-2
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CHAPTER 12.00 - HOUSING EVALUATION

12.03 - MAKING THE EVALUATION

01 - IntroducLion

Evaluations of units are documented on the Housing Evaluation Report 
(HEF, Form 12.03-1). This form serves as a guide to the evaluator to 

assure that he examines all aspects of the unit which are important in 

relation to the program1s Housing Standards. After the evaluation is 

complete and while he Is still at the site, the evaluator reviews his 

scoring on the form and determines whether the unit is certifiable with 

respect to its physical characteristics alone (adequate facilities, ade
quate natural light and ventilation, and absence of hazardous conditions). 
The determination as to whether the unit is certifiable with respect to 

occupancy (adequate living space) is made subsequently at the HAO when the 

space characteristics of the unit are matched against the size of the 

particular household that requested the evaluation.

02 - The Housing Evaluation Form
The HEF is divided into seven parts as follows:

Client Contact Record.o
contains address, identification 

codes, special directions or instructions, and the occupancy
The Housing Evaluation Section transcribes 

this information from the HUCF at the HAO before the evaluation *
contains information on the

Part I - Unit Identification:o

status of the unit.

Part II - Evaluation Instructions:o
type of evaluation to be performed and other instructions to 

the evaluator. This is also filled in by the Housing Evaluation 

Section prior to the evaluation.
Part III - Building and Site Characteristics: contains general 
descriptive information, about the building and the site, which is

o

i

!

I
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For example: type ofused in the evaluation itself. 

structure, 
the site.
Part IV - Room Evaluation:

not
siding and roofing materials, other buildings on 

(The completion of Part III is optional for the HAO.)
contains separate information about 

This is the part of the form on which
o

each room in the unit. 
the evaluator records data relating to adequate living space, 
adequate facilities and adequate natural light and ventilation. 
Part V - Housing Condition and Defective Paint Rating: contains

for the evaluator to rate the physical condition of each
o

space
site, building, and unit element specified under the hazardous 

condition section of the standard and the defective paint standard.

He identifies any hazardous condition, and also identifies less 

serious deficiencies relating to any of these elements.

contains information on improvements that

This in-
Unit Improvement Log:o
have been made in the unit in response to the program, 
formation is obtained on a voluntary basis.

03 - Determining the Certifiability of the Unit
After the evaluator has completed the evaluation, he first reviews 

Part IV (Room Evaluation) of the HEF. He begins with the section relating 

to the kitchen and one bathroom. In these sections the unit will be 

determined certifiable if it receives: (1) a score of "4" (facility 

present and in working condition) on items "a” through "e," "h," and 

either "f" or "g" in the full bathroom; and (2) a score of "4" on items 

"a" through "g" in the kitchen or, alternatively, an entry of "3" (dining 

facility) under Room Type when full kitchen facilities are not available.
He then reviews the sections relating to all rooms using the criteria 

set forth in the standards to determine the number of rooms that qualify 

as habitable rooms, and of these, the number that qualify as bedrooms.
Any room receiving a "1” or "2" rating on any item other than "g"
(privacy) cannot qualify as a habitable room. Any habitable room which
has a "1" rating for item "g" (privacy) cannot qualify as a bedroom. The
totals will be matched against the size of the client household requesting
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the evaluation later at the HAO to determine whether the standard for 

adequate living space has been met.
The evaluator then goes on to review Part V (Housing Condition

In this part, the unit will be determined not certifiable if 

it receives a score of Ml" (presence of hazardous condition) on any 

part of the items listed or "y" ratings on Questions 38(a) and 38(b).
At the end of the evaluation, the client is asked if there have 

been any improvements to the unit and the evaluator fills out the 

Dwelling Improvement Research Form accordingly.

Rating).
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Housing Allowance Office

HOUSING UNIT EVALUATION FORMMODEL:

1/15ALL/7ALL/1 ALL/*□N5 32799 REQUEST NO.HU-IDINPUT CODE •

1/20

CLIENT NAME
Middle InitialFirit NameLa it Nam*

1/59t/52- 1/45

CLIENT IDWORK TELE.HOME TELE.
2/1* □CLIENT ADDRESS

Str**t Numbtr
2/412/222/21

[HOD m i1 AptStreet Nama
2/57 2/592/50 2/522/45 m mm h mNm Elderly

Non-Elderly
Homeowner
Renter '■ i. of 

Persons In 
Household

State ZipCity/Town

INDIVIDUAL CONTACTS
I Date

Mo. Dy. Yr.
Tim* AM»1

PM ■ 2 Result
Line
No. Mn. PERSON CONTACTEDHr. Staff ID;

1 m m n m rm
3/23 3/2* 3/30

CD m □ m rm
m m □ m cm
CD CD □ CD rm 

CD CD □ CD 

CLU I 1 I CD CD □ CD CHI

.
01
3/15 3/17

02

03

04

05

06

EVALUATION APPOINTMENTS

CD m □ m cm0 1
4/15 4/17 4/28 4/30

DJ □ CD CEO 

CD □ CD CEO
02

03

m □04

RESULT
CODES

Called but Could Not Contact . .01 
Contact letter Sent 
Appointment Made 
Client Cancelled ...

Evaluator Cancelled 
Client Failed to Keep Appnt... .06 
Refused Entry 
Appointment Rescheduled.... 08

05 Completed Evaluation 
Incomplete Evaluation 
Quality Control Check 
Other (Specify)..........

•09
02 10

0703 11
04 12
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CHAPTER 12.00 - HOUSING EVALUATION

12.04 - POST-EVALUATION PROCEDURES

01 - Review of the Evaluation Reports

All of the HEFs are reviewed for completeness and accuracy of recorded 

The evaluator must complete any portion of a report that is
An evaluator may be requested to reevaluate a unit 

when the findings do not appear to be satisfactory, 
nee may accompany the evaluator on a reevaluation for the purpose of making 

a quality control check.

information, 
found to be incomplete.

A supervisor or desig-

02 - Making the Occupancy and Defective Paint Determination
After the HEF is reviewed and it is determined that the unit is accept

able, the capacity of the unit is considered with regard to the number of 
persons occupying the unit as described in the request for evaluation (HUCF). 

If the evaluator found violations of the defective paint standard, the pres-
The occupancy standard (see Section 

2.07) and the paint standard are applied to determine whether the unit is 

acceptable for occupancy by that household, 
completed.

ence of children under 7 is checked.

Part IV of Form 10.08-1 is

03 - Notifying the Household
The HAO sends a Notification to Client Form (one of six: Forms 12.04-2a, 

b, c, d, e, or f) and the Deficiency Checklist (Form 12.04-5) if appropriate 

to the client; copies are filed in the Evaluation File folder and in the 

Client Master File.

04 - Unacceptable Annual Reevaluation Notifications
When a unit is determined to be unacceptable after an Annual Reevaluation, 

the recipient is notified by letter which confirms that if the deficiencies 

are not corrected or the client does not relocate within 75 days of the annual



12.04(2)

recertification due date, the household will no longer be eligible to
If corrective action has not been takenreceive allowance payments, 

within the allotted time, further payments to the recipient are suspended
until the housing condition problems have been resolved or until the

client moves to an acceptable unit.
The Housing Evaluation Supervisor, with the concurrence of the 

Director, may grant extensions of time up to a maximum of six months where 

it is not feasible for required improvements to be made at the unit within
For example, roof and other exterior repairs may 

All such extensions will be granted on an
He will regu-

the 75-day time period, 
have to wait until spring.
individual case basis by the Housing Evaluation Supervisor.

Extensions may not be granted wherelarly review these special extensions, 
the unacceptable conditions endanger the health, safety, and welfare of$

In addition to these special cases, the HAO may grant a 

general waiver period to households whose dwellings fail the paint stan
dard for exterior surfaces during the winter months.

the household.

05 - Appealing the Evaluation Determination
If a client or landlord disagrees with the results of an evaluation, 

he may appeal that evaluation by making a request for a reevaluation to 

the Housing Evaluation Supervisor or his designee. After receiving such 

an appeal, the Supervisor or his designee will review the evaluation find
ings with the appropriate staff members. A reevaluation by the Evaluation
Supervisor or his designee will be scheduled when a further evaluation is 

indicated, to substantiate the determinations on the HEF. The Housing
Evaluation Supervisor or his designee determines if a second evaluation
is warranted.

The results of this evaluation are then reviewed with all staff members 

involved before a final determination is made by the Housing Evaluation 

Supervisor. His determination must be based upon whether or not the unit, 
after review, meets the acceptability criteria stated in Section 2.07. A 

final determination is made in writing to the person making the appeal and 

includes an explanation for the determination.
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If the Housing Evaluation Supervisor's final disposition of the 

matter is still disputed by the complaining party, the party is referred 

to the HAO Director, whose decision in the matter is final (see Chapter 
14.00).

|j

I
i

i,06 - Quality Control Checks
The objectives of quality control checks are to:

Assure quality performance by the evaluators.
Ensure uniformity and consistency of evaluation. 
Identify any deficiencies in implementing the 

program standards, forms, and the established system. 
Determine additional training needs of the housing 

evaluation staff.

o
o
o

i o

Quality control procedures may include the performance of quality 

control evaluations by the Housing Evaluation Supervisor or his designee 

(in most instances, the Assistant Evaluation Supervisor) on a specified
The simultaneous check is a quality control

A post

evaluation check is a separate evaluation conducted without the evaluator
This type of

evaluation should be conducted within ten working days of the original evalu- 
Telephone checks may be performed by calling the client after the 

Checks of the files may be made to spot incorrect coding,
The type and frequency of quality control evaluations are determined 

by the Supervisor and HAO management.
The Evaluation Supervisor or his designee makes the quality control 

check and, for field QCs, completes a Quality Control HEF.
the results of the quality control check with the evaluator and records the 

results.

!

percentage of all evaluations, 
evaluation made with the evaluator during the actual evaluation.

and at some time after he or she conducted the evaluation.

ation.

evaluation.
etc.

He then reviews

All units selected for quality control checks are randomly selected.
The selection should reflect a good cross section of types and locations 

of housing units and should be in accordance with the quality control 
procedure described in detail in the Housing Evaluation Instructions Manual.
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The results of the quality control evaluation should be compared with 

the original Housing Unit Evaluation Report to identify areas of different 
The results of this comparison should be reviewed with the 

Periodic staff meetings should be scheduled by the Housing 

Evaluation Supervisor to improve the consistency of rating by the Evaluators 

and to discuss variations.

interpretation, 
evaluator.

:
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The Housing Allowance Office

MODEL: HOUSING QUALITY CONTROL REPORT

Address of housing unit checked

TelephoneHead of household
Name of contact (if other than head

of household) _________________ _
Address ___

(Street No.) (Street) (Apt. No.)

(Zip)(State)(City/Town)
Date evaluatedName of evaluator

Method used:___ TelephoneChecked by:
In person, with evaluator 

In person, without evaluator

1 1« When called to make an appointment with you,
(Housing Evaluator)

was there any problem in agreeing on a suitable time? (If yes) ,

provide details

(If no), was the per-2. Was the evaluator on time for appointment? 

son inconvenienced? Provide details

■; 3. Was the evaluator polite and courteous with you? 

details
(If no), obtain

j
■:

4. Did the evaluator look at the entire housing unit? 

vide details_________________________________
(If no), pro-

5. Determinations of evaluation deficiencies

6. Is the Quality Control Housing Unit Evaluation Report complete (Form 
12.05-1)? Yes No (Attach completed form to original HEF)

Form 12.04-la
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The Housing Allowance Office

MODEL: HOUSEHOLD NOTIFICATION OF EVALUATION FOR APPROVED UNITS

Dear (Client):
The Housing Allowance Office completed an evaluation of the housing

unit at
, 19__ . This housing unit meets the standards

established for the Housing Allowance Program.
Should you have any questions about the housing evaluation itself, 

please contact us.
As mentioned in the Participation Manual, if you are a renter, your 

payments will begin as soon as possible after you have submitted a lease 

and it has been approved by the HAO. If you are a homeowner, you will 
soon be notified when your payments will begin.

on

If you have any questions about this, please call.

Sincerely,

Form 12.04-2a
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The Housing Allowance Office

MODEL: HOUSEHOLD NOTIFICATION OF EVALUATION FOR APPROVED 
UNITS WITH DEFICIENCIES

Dear (Client):

Thank you for letting us complete an evaluation of the housing unit
located at

19__ . I am pleased to report that the housing unit now meets program
standards.

on

Although this unit is currently acceptable for occupancy by partic
ipants in the housing allowance program, our housing evaluator noted 

the deficiencies listed in the following report, 
with a / do not have to be corrected for you to receive an allowance 

payment; however, we would like to point them out to you because they 

are deficiencies that might deteriorate and affect your ability to receive 

allowance payments in the future, 
these items should be repaired or not.

As mentioned in the Participation Manual> if you are a renter, your 
payments will begin as soon as possible after you have submitted a lease

If you are a homeowner, you will

Those items marked

The decision is yours as to whether

and it has been approved by the HAO. 
soon be notified when your payments will begin.

If you have any questions about the evaluation or the attached forms, 
please contact me.

Sincerely,

Form 12.04-2b
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The Housing Allowance Office

MODEL: HOUSEHOLD NOTIFICATION OF EVALUATION OF AN UNACCEPTABLE UNIT

Dear (Client):
Thank you for letting us complete an evaluation of the housing unit 

located at
19__ . I am sorry to report that the housing unit does not meet the re
quirements established for the Housing Allowance Program. The attached 

report indicates the deficiencies that were noted by the Housing Evaluator.
Those items marked with an X must be corrected for the housing unit to

on

Until the X deficiencies are corrected and the 

unit meets the program standards, you cannot receive an allowance payment.
(In addition to items marked with an X, we have marked some items 

Items marked with a / do not have to be corrected for you to 
receive an allowance payment; however, we would like to point them out 

to you because they are deficiencies that might deteriorate and affect 
your ability to receive allowance payments in the future, 
is yours as to whether these items should be repaired or not.)

If you wish to receive an allowance payment, there are two courses of 
action available to you.

Have the X deficiencies in your present unit corrected and then 
request another evaluation from the HAO; or

qualify for the program.

$

with a /.

The decision

1.

2. Choose another housing unit that you believe will meet the pro
gram standards and request that it be evaluated.

If you have any questions about the evaluation or the attached forms,
please contact me.

Sincerely,

Form 12.04-2c
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The Housing Allowance Office

MODEL: HOUSEHOLD NOTIFICATION OF ANNUAL REEVALUATION 
FOR AN UNACCEPTABLE UNIT

Dear (Client):

Thank you for letting us complete an annual reevaluation of the 
housing unit located at ________________________________________ _______

, 19__ . I am sorry to report that the housing unit does
not meet the requirements established for the Housing Allowance Program. 
The attached report indicates the deficiencies that were noted by the 
Housing Evaluator. Those items marked with an X must he eorreeted for the 
housing unit to qualify for the program. Until the X deficiencies are 
corrected and the unit meets the program standards, you are not eligible 
to continue to receive allowance payments.

on

(In addition to items marked with an X, we have marked some items 
with a /. Items marked with a / do not have to be corrected for you to re
ceive allowance payments; however, we would like to point them out because 
they are deficiencies that might deteriorate and affect your ability to 
receive allowance payments in the future. The decision is yours as to 
whether these items should be repaired or not.)

As a participant in the program, there are two courses of action 
available to you:

1. Have the X deficiencies in your present unit corrected and then 
request another evaluation from the HAO; or

Choose another housing unit that you believe will meet the pro
gram standards and request that it be evaluated.

2.

If you wish to continue to receive allowance payments, it will be 
necessary for you to take one of the actions listed above. As you know, 
you must have a successful evaluation within 75 days of your annual 
recertification due date or your allowance payments will be suspended.
If you cannot meet this deadline, or if you have any questions about the 
evaluation or the attached forms, please contact me.

Sincerely,

\
.
:

Form 12.04-2d
I
;
;
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The Housing Allowance Office

MODEL: HOUSEHOLD NOTIFICATION OF ANNUAL EVALUATION 
FOR APPROVED UNITS

Dear (Client):
The Housing Allowance Office completed an annual evaluation of the 

housing unit at ______________________________________________________________
, 19__ . This housing unit meets the standardson

established for the Housing Allowance Program.
Should you have any questions about the housing evaluation itself, 

please contact us.

Sincerely,

Form 12.04-2e
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;l

The Housing Allowance Office

MODEL: HOUSEHOLD NOTIFICATION OF ANNUAL EVALUATION 
FOR APPROVED UNITS WITH DEFICIENCIES

3;

I

Dear (Client):

Thank you for letting us complete an annual evaluation of the housing 
unit located at on
19__ . I am pleased to report that the housing unit now meets program
standards.

Although this unit is currently acceptable for occupancy by partici
pants in the Housing Allowance Program, our Housing Evaluator noted the 

deficiencies listed in the following report, 
a / do not have to be corrected for you to receive an allowance payment; 
however, we would like to point them out to you because they are deficiencies 

that might deteriorate and affect your ability to receive allowance payments 

The decision is yours as to whether these items should be

Those items marked with

in the future, 
repaired or not.

If you have any questions about the evaluation or the attached forms, 
please contact me.

Sincerely,

i

:

Form 12.04-2f

I
::
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The Housing Allowance Office
MODEL: NOTICE OF FAILURE TO MEET ANNUAL REEVALUATION STANDARDS

Certification SupervisorMemo to:
Housing Evaluation Supervisor 

Failure of
From:

’s housing unit toSubject:
(Client’s Name)

meet annual reevaluation standards

Please be advised that the Housing Evaluation Section completed, on 

_______________ , an annual reevaluation of the unit located at
(Date)

. The unit was unacceptable
(Street Address)

, who is listed asfor occupancy by
(Client’s Name)

Proper notification has been sent to thepresently residing therein, 
client and he has not taken the necessary steps to improve housing con

ditions so that it would be acceptable for program participation, 
is, therefore, requested that payments be discontinued until the housing 

conditions are acceptable.

It

Form 12.04-4
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HOUSING UNIT DEFICIENCY 
"CHECK LIST"

The following is a report of the deficient conditions which the HAO Evaluator 
observed during the evaluation of the housing unit located at _________________

on

The items listed were evaluated according to HAO housing standards.

Items marked:
(X) INDICATE DEFICIENCIES WHICH ARE PRESENT THAT MUST BE CORRECTED 

FOR THE UNIT TO QUALIFY FOR THE PROGRAM.

Items marked:
(/) Indicate deficiencies which are present that we recommend you 

inspect and decide whether repairs or improvements should be 
made to prevent deterioration. These items do not affect your 
participation in the program at this time.

Items not receiving an (X) have met HAO housing standards.

EXTERIOR PROPERTY AREA

Improper sanitation and/or storage on exterior property area.1

A unit must not have any hazardous conditions. 
ditions include significant accumulations of litter, trash, 
garbage, and other debris that may harbor insects, rodents, or 
pests and/or create safety threats due to fire or the blockage of 
access, or the unsafe storage of flammable materials.

Hazardous con-

Location . Specify

2 Improper drainage and grading on exterior property area.

The grading and drainage in the exterior property area must 
create no hazardous condition. Hazardous conditions include 
cases where, due to topography and the absorbability of the soil, 
there is drainage or seepage into the building or excessive 
standing water which might undermine the structure or cause other 
threats of health and safety.

Location Specify

Presence of overgrown trees and noxious plant material on building 
exterior.

3

Form 12.04-5 
Page 1 of 8
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Trees and plant material must create no hazardous condition. 
Hazardous conditions include cases in which the property is so 
heavily overgrown with trees and plant materials that natural 
light is blocked from the structure and normal access is 
impeded; where property contains an overabundance of noxious 
plants which endanger the occupants, or trees or vines which 
threaten to damage the building.

Location Specify

Improper maintenance and/or repair of accessory structures and 
fences.

4

Accessory structures and fences in the exterior property area 
must create no hazardous conditions. Hazardous coYiditions in
clude cases in which such structures and fences have severe 
structural defects and are located close enough to the main 
building or areas of normal human activity on the lot that their 
potential collapse creates a threat to safety of the occupants.

Location Specify

BUILDING OR UNIT EXTERIOR

Building foundation in poor condition.

Foundations of the building must create no hazardous condition. 
Hazardous conditions include cases in which foundations have 
severe structural defects or are penetrable by water to the 
extent that the structural safety of the building is threatened.

5

Location . Specify

Wall surface in poor condition and/or maintenance.6

Walts and exterior surfaces of the building must create no 
hazardous conditions. Hazardous conditions include severe 
leaning or buckling, major holes or missing sections, or 
excessive cracking such that there is danger of structural 
collapse or of significant damage to the interior of the 
structure from the elements; and/or lead-based paint hazards.

Specify _____________________ __

Roof covering and/or framing in poor condition.

Roofs of the building must create no hazardous conditions. 
Hazardous conditions include severe sagging or buckling or 
major holes or missing sections such that there is a danger of

Location

7

i:
Form 12.04-5 
Page 2 of 8

I
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structural collapse or significant damage to the interior of 
the structure from the elements.

Location . Specify

Stairs, porches, or railings in poor condition or not 
structurally sound.

Stairsy porches3 and railings outside of the building must 
create no hazardous condition. Hazardous conditions include 
severe
or missing handrails.

8

structural defects, broken or missing stepsy and broken

. SpecifyLocation

Windows need repair or replacement.

Windows in the building must create no hazardous condition. 
Hazardous conditions include missing or broken windows and 
heavily damaged or rotted sashes such that severe weather damage 
to the interior of the unity loss of heaty or threats to safety 
are created.

9

Location . Specify

10 Doors and hatchways in need of repair or maintenance.

Doors and hatchways on the exterior of the building must create 
no hazardous condition. Hazardous conditions include missing 
or broken doors such that severe weather damage to the interior 
of the unity loss of heaty or threats to safety are created.

Location Specify

BUILDING OR UNIT INTERIOR

11 Lack of proper exits.

Means of exit from the unit and the building must create 
hazardous condition. Hazardous conditions include lack of 
at least two safe exits from the building leading to 
space outside of the building.

Location

no

open

Specify

12 Improper sanitation and/or storage.

A unit must not have any hazardous conditions, 
ditions include significant accumulations of littery trashy

Hazardous con

form 12.04-5 
Page 3 of 8
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garbage, and other debris that may harbor insects, rodents, 
and/or other pests and/or create safety threats due to fire, 
blockage of access or the unsafe storage of flammable 
materials.

lr
tLocation Specify __________________________ .

Walls in poor condition or in need of special maintenance to assure 
occupant safety.

Walls in the unit or in public spaces in the building outside of 
the unit must create no hazardous condition. Hazardous con
ditions include severe buckling, major holes or missing sections, 
evidence of persistent moisture, dry rot or insect damage such 
that there is a potential for structural collapse or other threats 
to safety, or lead-based paint hazards.

Location

13

Specify

14 Ceilings in poor condition or need special maintenance to assure 
occupant safety.

Ceilings in the unit or in public spaces in the building outside 
of the unit must create no hazardous condition. Hazardous con
ditions include severe buckling, major holes or missing sections, 
evidence of persistent moisture, dry rot or insect damage such 
that there is a potential for structural collapse or other 
threats to safety, or lead-based paint hazards. In repairing, be 
sure that repairs result in height 6r 6".

Location . Specify

15 Floors in poor condition or need special maintenance to assure 
occupant safety.

Floors in the unit and in public spaces in the building outside of 
the unit must create no hazardous condition. Hazardous conditions 
include severe buckling, noticeable movement under walking stress, 
major holes or missing sections, evidence of persistent moisture, 
dry rot or insect damage such that there is a potential for 
structural collapse or other threats to safety. Floors of bath
room and kitchen must be of properly installed inpervious 
materials so as to prevent leakage of water that would damage 
the structural system or create other threats to safety.

. Specify ____________________ ______ .

Stairs and railings absent, in poor condition and/or not 
structurally sound.

Stairs and railings in the unit and in public spaces in the 
building outside of the unit must create no hazardous condition.

Location

16

Form 12.04-5 
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Hazardous conditions include severe structural defects3 
broken or missing steps and broken or missing railings.

. Specify _______________Location

Improper or inadequate toilet or bath facilities and/or facilities 
in poor or inoperative condition

Toilet and bath facilities in the unit must create no hazardous 
conditions. Hazardous conditions include severly damaged* 
broken or cracked fixtures that endanger the users or which may 
result in leakage or flooding.

17

. SpecifyLocation

Improper or inadequate kitchen facilities and/or facilities in poor 
or inoperative condition.

Kitchen facilities in the unit must create no hazardous con
dition. Hazardous conditions include a severely damaged or 
broken stove3 sink3 or refrigerator that endangers the users or 
which may result in gas or water leakage3 fire3 or electric shock.

18

I SpecifyLocation

Absent, inoperative, and/or unsafe water heater.19

Water heater in the unit or in the building serving the unit 
must create no hazardous condition. Hazardous conditions include 
inadequate hot water3 gas leakage3 or danger of flooding.

Location . Specify

Absent, inoperative, and/or unsafe plumbing system.

Plumbing in the unit or in public space in the building serving 
the unit must create no hazardous condition. Hazardous con
ditions include any condition in which clean potable water is 
not distributed to fixtures in the unit or waste carried 
effectively from the unit to a public system or other disposal 
mechanism where there are cracks or broken pipes3 improperly 
sealed joints3 and other deficiencies that cause leakage and 
threats to health and safety.

Location

20

Specify ________

Absent, inoperative, and/or unsafe heating system.21

Heating system in the unit or in the building serving the unit 
must create no hazardous condition. Hazards include any breakage

Form 12.04-5 
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or damage to the source of heat, ducts, or fixtures such that 
heat is not adequately distributed to the unit or that there is 
a potential for fire or other threats to safety. Portable 
electric room heaters may not serve as primary sources of heat.
IInvented room heaters that burn gas, oil, or other flammable 
liquids are not acceptable as heating facilities.

Specify __________________________

Absent, inoperative, and/or unsafe electrical system.

Electric systems in the unit, in public spaces in the building, 
and in the exterior property area must create no hazardous condi
tion. Hazards include exposed, non-insulated or frayed wires, 
or improper connections, insulation or grounding of any component 
of the system, or the overloading of capacity such that there are 
threats to safety due to electrocution or fire. This covers 
electrical cable and equipment outside of the building as well 
as all components of the electrical system within the unit.

Location

22

Location Specify

ROOM EVALUATION

(Insufficient space for the number of persons occupying23 OCCUPANCY: 
the unit.)

The unit must have one bedroom (or other room suitable for 
sleeping) for every two persons occupying the unit. If there 
are seven or more persons in the unit, four bedrooms are re
quired. A unit occupied by more than two persons must have one 
habitable room in addition to the kitchen and bedrooms to serve 
as a general living area.

Inadequate ceiling height in ____________________ _____________ _______

6' 6" minimum required over 35 square feet of the floor area in 
each habitable room.

24

Inadequate natural light in _____________________ ________________________

Each habitable room except for the kitchen must have at least one 
window facing directly to the outdoors.

25

Inadequate ventilation in _______________ _______________________________

A.ll habitable rooms and bathroom must have at least one openable 
window or other source that provides the equivalent ventilation.

26

Form 12.04-5 
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Absent or inoperative electrical fixtures and/or outlets in27

I The kitchen must have two separate electric convenience outlets 
or one electric convenience outlet and one ceiling or wall 
electric light fixture with a safe switching device. 
habitable rooms and the bathroom must hare at least one electric 
convenience outlet.

All other

28 Inadequate heating in _________________________________________________

A heating fixture is required in every bathroom and habitable 
room except in cases where the capacity of a fixture in one 
location is clearly capable of heating more than one surrounding 
room.
source of heat for a room(s).

Absent or inoperative hot and cold water faucets or sink in kitchen.

Every unit must contain a kitchen sink with hot and cold running 
water.

Portable electrical heaters are unacceptable as the primary

29

Absent or inoperative cooking range and/or improper hookup in 
kitchen.

30

Every housing unit shall contain a kitchen which is equipped 
with a kitchen range or stove in good working condition or 
adequate space for this equipment with the appropriate utility 
attachments.

31 Absent or inoperative refrigerator and/or improper hookup in 
kitchen.

Every housing unit shall contain a kitchen which is equipped with 
a kitchen refrigerator in good working condition or adequate 
space for this equipment with the appropriate utility attachments.

Absent or inoperative flush toilet in bathroom.

Every housing unit shall contain a flush toilet in good working 
condition.

32

33 Absent or inoperative hot and cold water faucet or sink in bath
room.

Every unit shall contain a bathroom sink with hot and cold 
running water.

Form 12.04-5 
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Absent or inoperative hot and cold tub or shower in bathroom.34

Every unit shall contain a bathtub or shower with hot and cold 
running water in good working condition.

■

Inadequate floor area in35

Each habitable room must contain a minimum of seventy (70) 
square feet. \

.■

Location
i

Lack of proper privacy in _____________________________________

Every sleeping room shall provide a means to close off such 
room from the remainder of the unit.

36

Location
;

fi
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S
!!'
!:;!CHAPTER 13.00 - PAYMENTS

5
-13.01 - GENERAL DESCRIPTION :

{

101 - Introduction and Objectives
This chapter describes the major procedures by which the Housing 

Allowance Office makes housing allowance payments to enrolled households. 
The HAO uses an automated payments system which produces all regular 

monthly allowance checks and performs the basic bookkeeping functions 

for the disbursement of housing allowances, 
manual checks; however, these and other manual transactions are input to 

the automated system to assure the completeness of the bookkeeping func- 

The objectives of the payment function are:

At times the HAO also issues

tion.

o To make timely and accurate disbursements of housing allowance 

funds to eligible households.
o To maintain current and accurate records of the payment activity 

for each client.

02 - Contents of This Chapter
This chapter describes the work of initiating, modifying, suspending

Previous processing activities which lead toand terminating payments.
these actions are discussed in Chapters 11.00 (Certification) and

Subsequent processing related to the operation of
Related

15.00 (Termination), 
the automated payments system is described in Chapter 16.00. 
Financial Management Procedures are described in Chapter 6.00. The

major topics covered in this chapter are:

The Initial Payment. 
Processing Advances.

o
o
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Changes in Payments After Enrollment (due to recertification, 

housing expense changes, suspension, termination, reinstatement, 

and voiding of uncashed checks).
Processing Overpayments and Underpayments.

o

o

03 - Definitions of Payment Variables
Throughout operations affecting the payments system, the same defini- 

The following paragraphs contain these definitions for 

basic system variables and describe methods by which each variable may 

be modified.

tions are used.

1. Adjusted Gross Income (Y ): Adjusted Gross Income is the sum 

of all the income and deduction elements entered with Tables V 

and VI of the Enrollment Application (Form 10.05-1) or Recerti
fication Form (Form 11.04-2). Y represents the annualized rate 

of Adjusted Gross Income for the 12 months following the enroll
ment interview or recertification. When Y as calculated is

<*9
negative, zero is substituted. Definitions for the components
of Y are found in Section 2.03 and in the Instructions Manual 

&9
for the Enrollment Application. The automated system verifies 

the accuracy of the calculations on Tables V and VI and stores 

this information only if the arithmetic is correct or after 

it has been corrected.
Standard Cost of Adequate Housing (R*): The Standard Cost of 
Adequate Housing is defined in Section 2.09. The Table of R* 

values is internally stored by the computer system. The correct 
R* value for a household is automatically chosen and applied 

using the number of eligible household members from Table III of 
the Enrollment Application or Recertification Form.
Maximum Allowance Entitlement (MA) ; 
of assistance to which a household is entitled.

!

2.

3. This is the maximum amount 
This amount is

entered into the system from Table VI of the Enrollment Applica
tion or Recertification Form, 
calculates MA, using the formula

The system also independently
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MA = R* - 0.25 Y
ag ’

and verifies it against the amount entered from Table VI.
is negative, zero is 

substituted instead. If the amount calculated by the computer 
agrees with the amount from Table VI, MA is stored as an annual 
and monthly amount. The Maximum Allowance Entitlement is used 

to determine the households income eligibility for initial and 

continuing participation in the allowance program. For initial 
eligibility, MA must be no less than $120 per year. For con
tinuing eligibility, MA must remain greater than $ zero.

4. Monthly Housing Expenses (HE): This amount is the sum of all the 

housing expenses entered from Part VII of the Enrollment Applica
tion or Recertification Form or from Part V of the Housing Unit 
Certification Form (Form 10.08-1). The housing expenses elements 

and the total are entered into the automated system, which, in 

turn, verifies the accuracy of the arithmetic and, if accurate, 
stores them. Components of housing expenses and methods for 

deriving them are as defined in the Instructions Manual for the 

Enrollment Application.
5. Allowance Entitlement (A): Regardless of its Maximum Allowance 

Entitlement, a household may not receive an allowance payment 
that exceeds its housing expenses. The following formula is 

applied to determine the household’s Allowance Entitlement:

Notice in the above formula that if Y

A = Monthly Maximum Allowance Entitlement (MMA)
whichever 
is less

or
Monthly Housing Expenses (MHE)

After the Monthly Housing Expenses are entered from the Housing 

Unit Certification/Payment Authorization Form (Form 10.08-1) they
The system then compares MA and HE and 

the smaller amount as the Allowance Entitlement.
are verified and stored.
uses
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The same amount as A is also stored as the 

Gross Payment, except where the client requests a smaller pay

ment as explained in Section 13.02.08.

Deduction for Advances (Dl);

Gross Payment (GP):6.
I

:
:

This amount is automatically com-7.
puted by the system whenever the copy of an advance check is

Dl then remains unchanged until theinput to the system, 
advance is repaid in full, unless it is overridden on a Debit/:

I (See Section 13.03-)Credit Memorandum.
Deduction for Overpayments (D2): This amount is established by 

the HAO whenever the client’s account is debited with an over-
8.

payment, as explained in Section 13.05.
The Net Payment is calculated by the systemNet Payment (NP):9.

using the formula

NP = GP - Dl - D2.
\

04 - Methods for Changing Payment Variables
Whenever one of the above variables is changed by the appropriate 

input to the system, all of the subsequent variables are automatically
For example, if the housing 

However, if
recomputed with the exception of Dl and D2. 
expenses are changed, the system recomputes A, GP, and NP.
Dl or D2 is changed, the system recomputes only NP.

The inputs that can be used to change the above variables are as
follows:

1. Y : After the Enrollment Application has been processed, if 

it is found that an error was made (e.g., some of the income 

elements were over- or understated), Tables V and VI are re
submitted as a correction (see Section 16.03.02). 
client’s income changes, Tables V and VI of the Recertifi
cation Form are used to update Y 

semi-annual, or special recertification input.

This variable is determined internally from the number of 
eligible household members.

If the

as part of the annual,ag

2. R*:
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3. MA: The Maximum Allowance Entitlement is also entered each
or R* is made.time that a change to Y

system to verify the accuracy of the input.
Housing Expenses can be changed by submitting a Housing 

Unit Certification Form, or Recertification Form, 
expenses are changed because the client has moved to a new 

housing unit, the input must be a complete Housing Unit 
Certification/Payment Authorization Form, 
can be a partly completed Housing Unit Certification Form 

(using usage code "3" for miscellaneous update). 
housing expenses are being updated in conjunction with the 

semi-annual or annual recertification, a separate Housing 

Unit Certification Form is not necessary.
The Allowance Entitlement is never entered into the system.

This allows the
ag

14. HE: !
If these

Otherwise, it

If the

5. A:

It is automatically set to the lower of MA or HE.
The Gross Pay is never entered either, 
set equal to A except' as specified in Section 13.04.07. 
This variable is not normally entered into the system.
When the value computed by the system must be overridden,

If a refund in advance is made that 
is greater than the outstanding balance, the Debit/Credit 
Memorandum (Form 13.05-1) must be used to enter the repay
ment rate so that the client is returned the excess of the 

refund amount.
Same as Dl.
Net Payment is never entered into the system, 
computed as NP = GP -» Dl - D2.

It is automatically6. GP:

7. Dl:

Form 13.05-1 is used.

8. D2:
It is always9. NP:

05 - Form of Payment and Redemption of Housing Allowance Checks
Housing allowance payments are disbursed with a negotiable check 

payable to the head of household or any other eligible adult member of the 

household designated by the head of household.
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The checks are drawn on a special account maintained for the purposes 

of disbursing housing allowances, 
credited to this account.

Housing allowance checks will not be valid for more than $500 and 

will be void if not cashed within 60 days of issuance (see procedures in 

Section 13.04.06).

Refunds received from clients are also
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CHAPTER 13.00 - PAYMENTS

13.02 - THE INITIAL PAYMENT AUTHORIZATION AND FIRST PAYMENT

01 - Introduction

This section describes procedures for the review of the completed 

Housing Unit Certification Form (containing the results of the housing 

evaluation), the processing of Lease Agreements, and the processing of 
the Initial Payment Authorization and the first payment.

02 - Review of the Housing Unit Certification Form
The first step in the processing of the Initial Payment Authoriza

tion most often consists of the receipt of a Housing Unit Certification 

Form (HUCF - Form 10.08-1) after a housing evaluation has been conducted. 
The form is examined for completeness and the following actions are 
taken:

1. If the form is not properly filled out, the Housing Evaluation 

Section is contacted.
If the form is properly filled out, it is logged in the 

Certification Log by entering the date of receipt and the 

"Result" code.
If the HUCF indicates that no evaluation was performed or the 

unit was found unacceptable, the Specialist makes the appropriate 

entries and forwards the form for data processing.
If the unit was evaluated and found acceptable, the Specialist 
searches the appropriate folder for a copy of the approved Lease 

Agreement if the client is a renter, or for a new Participation 

Agreement and other documentation where there has been a tenure 

change since enrollment.

The Specialist proceeds directly to Section 13.02.05 below if 

(a) a renter whose approved Lease Agreement 
is on file; (b) a new home purchaser or owner who has become

2.

3.

4.

(See Section 13.02.04.)

5.
the client is:
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a renter since enrollment whose new Participation Agreement 
and related documentation is on file; or (c) a homeowner who has 

not moved or changed tenure since enrollment.
HUCF is filed in the appropriate folder to await the submission 

of required documents.

Otherwise, the

At regular intervals, Specialists review all appropriate folders 

which have been filed with the completed HUCF but are awaiting the sub-
If the only missing document is themission of required documents.

Lease Agreement, and the HUCF was received more than a month previously,
the HUCF marked with usage code 5 is submitted to the computer system.

03 - Processing the Lease Agreement
At the end of the enrollment interview, enrolled renter clients are 

told about HAO requirements related to the Lease Agreement (see discussion 

in the Participation Manual, Form 10.04-1, Sections 7 and 9, and Handbook, 
Section 10.07.05) and are given three blank copies of the agreement to be

When a client returns a signed copy of the Lease 

Agreement to the HAO, it is transmitted to the Specialist responsible for 
lease review.

executed (Form 10.07-3).

1. Upon receipt of the Agreement, the Specialist undertakes an 

initial review in accordance with the guidelines specified 

below. If the Agreement is acceptable, the Specialist searches 

the appropriate folder for a corresponding HUCF. If the 
HUCF cannot be found, the lease is filed in the appropriate 

folder.

If the Agreement has not been signed, the client is notified 

by phone or letter (model Form 13.02-1) that the HAO cannot 
accept Lease Agreements that have not been executed. Any 

problems that have been identified with other sections of the 

document are also discussed. The client is warned about the 

risks of executing a Lease Agreement until favorable results 

from a housing evaluation for the unit have been obtained. The 

unsigned Agreement is returned to the client.

2.
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3. If the Agreement has been signed but it is otherwise 

acceptable, the client is contacted by phone or letter (model 
Form 13.02-2) to notify him and discuss the reasons, 
reasons are such that formal modifications are required (see 

guidelines below), the requirements are reviewed with the client 
and three additional copies of the blank Lease Agreement form 

are made available to him.
If the reasons are such that only a clarification is required, 
the staff member obtains the views of both the client and the 

landlord on the topic.
solve the question at hand, he describes his contacts and the 

resolution in a cover memorandum or on the lease form, 
contacts do not resolve the issue, formal modifications and new 

signatures are required (see Step 2 above).
The Specialist then searches the appropriate file and checks to 

see if an HUCF is present for the unit to which the Lease Agree- 
If this form is not present the approved Lease 

Agreement and related documents are placed in the appropriate 

file.
If there is an HUCF present but the housing unit has not met 
program evaluation standards, the client may be sent a letter 

notifying him that he may not receive allowance payments while 

residing in that unit unless and until it is determined 

acceptable in a subsequent evaluation (model Form 13.02-3).
If there is an HUCF present and the housing unit is acceptable, 
the Specialist prepares a Payment Authorization (see Sec
tion 13.02.05 below).
If there is an HUCF on file which has already been keypunched

un-

If the

4.

If those views are consistent and re-

If the

5.

ment applies.

6.

7.

8.
and processed as incomplete because more than a month passed 

before the lease was received (see 13.02.02), then a new HUCF 

Part V is filled out to create a Paymentis prepared.
Authorization (see Section 13.02.05 below).

I

f
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In reviewing a Lease Agreement, Specialists should use the following 

guidelines to determine the acceptability of the document, 

is acceptable if:

The document

I
Appropriate and internally consistent entries have been made 

in Parts 1A, IB, 1C, ID, and IE.
The Agreement has been signed and dated by both the client and 

the landlord (or his agent).
The term as specified in Part ID is for one year or more.
There have not been any modifications whatsoever to the printed 

text of Parts 1A, ID, or IE or any component of Parts 2 or 3. 
There have not been any modifications of the printed text of 
Parts IB or 1C that alter the intent of the printed text or 

result in the conveyance of insufficient or ambiguous informa

tion .

1.

2.

3.
4.

5.

Any other provisions attached to and made a part of the Lease Agree
ment (see Part IE and Part 3) are read to assure that there are no 

conflicts with provisions of the HAO Lease Agreement.:: If the information provided as to responsibility for utilities 

(Part 1C) is unclear, or original entries have been changed without 
initialing by both parties, clarification may be obtained by the procedures 

specified under Step 4 above, without requiring formal modification of the 
Agreement.

■I

i ;

However, if the Agreement is unacceptable for any other'
i reason, a formal modification according to procedures specified under 

Step 3 above is required.i This necessitates either the preparation and 

execution of a new document by both parties, or the modification of the 

old document with both parties initialing all changes.

r

!
:••

04 - Processing for Changes in Residence or Tenure After Enrollment
If the unit the client intends to occupy as a participant has been

purchased by the client since the enrollment interview, a new Homeowner's 

Participation Agreement (Form 10.07-2) must be prepared if the client 
previously a renter.

was
A Homeowner's Expense Statement (Form 13.02-4) must
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be prepared (or a Special Recertification with a housing expense sheet 
must be processed) if the client was previously a renter or an owner.

1. At the time the client notifies the HAO about the purchase of 
the new home, the Specialist explains all processing require
ments and provides necessary forms (by mail or client pick-up).
He reminds the client that payments may be suspended if the 

unit is evaluated and does not meet program standards and 

discusses the impact of possible changes in housing expenses.
He tells previous renters that the new Participation Agreement 
may not be executed until the purchase has been completed. At 
this time he also initiates a new Housing Unit Certification 

Form for the new unit.
2. The Participation Agreement may be submitted in person or by mail. 

In either case, the Specialist checks to see that a Homeowner*s 

Expense Statement has been submitted.and an approved HUCF is on 

file for the unit before signing the Agreement.
3. If the signing is done in person, two copies are signed by both 

the client and the Specialist. One copy is given to the client 
and the other is retained by the HAO. If the signing is done by 

mail, the client is asked to sign and return both copies. Upon 

their receipt, the Specialist signs both, mails one to the 

client and sends the other for appropriate filing.
4. When the expense statement (and Participation Agreement for 

previous renters) are received, the Specialist searches the 

appropriate file for an approved HUCF. If an HUCF is present, he 

proceeds to the preparation of the Payment Authorization (Sec-
If an HUCF cannot be located, the documents are 

placed in the appropriate folder.
tion 13.02-5).

If the client was a homeowner at enrollment but intends to occupy a 

new rental unit or sell and rent back his current unit, a Renter’s Partici
pation Agreement is required in addition to the Lease Agreement. The above
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procedures should also be followed, except that a separate expense state

ment is not required.

05 - Further Payment Authorization Processing
When there is a Housing Unit Certification Form present for an accept

able housing unit and other required documents are available as specified 

above, the Specialist prepares a Payment Authorization as follows:

Enters the effective date of Initial Payment Authorization in 

Part I.
Completes Part V of the Housing Unit Certification Form by 

transcribing the appropriate information from the Lease or Home- 
owner fs Expense Statement and computing other standard housing 

expense items.
Enters amount of Monthly Maximum Allowance Entitlement from 

Table VI of the Enrollment Application.
Enters whichever is less—Total Housing Expenses or Maximum 

Allowance Entitlement—as the Monthly Gross Payment.
Calculates the amount of the initial prorated payment (see 

Section 13.02.07) and enters this amount.
Enters the total check amount.
Has the HUCF signed by the supervisor or his designee.

Arranges these Payment Authorizations prepared during the day into 

a batch and forwards them for payment and/or data processing.

o

o

o

o

o

o
o
o

however, the effective date of the Lease Agreement (for renters) 

or the date of intended occupancy as indicated on the Homeowner !s Expense 

Statement (for new home purchasers) is later than the date all materials 

have been received, the Specialist should hold all materials and prepare 

the Payment Authorization as of the date indicated, provided the client 
has indeed occupied the intended unit.

If

06 - Preparing the Initial Payment

Completed Payment Authorizations (HUCF, Part V) are then processed 

The appropriate staff member(s):as follows.
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Sends the HUCFs in batches for computer processing, and a 

copy to Financial Management.
Prepares a manual allowance check in the amount shown for the 

If an advance has been requested, the pro
cedures outlined in Section 13.03 are followed.
Records the amount of payment, the date, and the serial number 
of the check on the copy of the HUCF retained by Financial 
Management.
Mails the check together with the Notice of Payment Authoriza
tion Form (model Form 13.02-5a, 5b, 5c, or 5d) to the client. 
Sends the carbon copy of the check for computer processing 

and retains copies as appropriate for files.

o

o
initial payment.

o

o

o

If the initial payment is automated, a Debit/Credit Memorandum 

is completed and entered into the computer system.
After each run of the computer system, the HUCFs are returned for 

Checks may be made to see that data in the computer system are 

consistent with HUCF entries.
filing.

07 - Calculating the Amount of the Initial Payment
The first allowance payment is issued at the same time as the Initial

It is a payment covering the period between the 

date of the Authorization ("Effective Date") and the end of the same month 

on a prorated basis, 
the regular payments run, the check will also include the full amount for

Specifically, the Gross Payment for this first check

Payment Authorization.

If this occurs after the deadline for submission to

the following month, 
is calculated as follows:

nGPr — GP x f m N

where GP^ = Gross Payment (first check),
GP^ = amount of the regular Monthly Gross Payment,

n - number of days remaining in the month, including the day of 
Initial Payment Authorization (effective date), and

i
i
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N = total number of days in the month.
Gross Payment = $100 per month.

Date of Initial Payment Authorization = February 15, 1976. 
29-14

Example 1:

15GP = 100 x = 100 x = $51.7229
Example 2: Date of Initial Payment Authorization = February 1, 1976.

28GP = 100 x ■— = $10028
Example 3: Date of Initial Payment Authorization = March 31, 1976 

GP = 100 x 4 = $3.23
31

The date of the Initial Payment Authorization (entered as the "Effec
tive Date" on the HUCF) is established according to the following criteria:

(1) dateFor renters, it is set as the latest of the following: 
of acceptable housing evaluation, (2) first date of submission

o

of an executed lease, (3) effective date of lease, or (4) date of 
signature of Renter's Participation Agreement.
For home purchasers, it is set as the latest of the following:
(1) intended date of occupancy (as indicated on the Homeowner's 

Expense Statement or as subsequently modified by the client), or
(2) date of signature of a new Homeowner's Participation Agree

ment (previous renters only), (3) date of submission of Homeowner's

o

Expense Statement, or (4) date of acceptable housing evaluation.
(1) date ofFor other homeowners, it is set as the latest of: 

acceptable housing evaluation, or (2) date of signature of Home-
o

owner's Participation Agreement.

No deductions are made from the first allowance check.
advance requested by the client (see Sec-

However, the

first check may include an 
tion 13.03).
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i

! The Housing Allowance Office

MODEL LETTER: TO CLIENTS WHO HAVE SUBMITTED UNSIGNED LEASE
::

;

Dear (Client):
We have received the copy of the Lease Agreement you sent us for 

the housing unit located at:

:

;

(Address of Unit)

I am returning this copy to you since it has not been signed by you 

The Housing Allowance Office may not approve a.nyand your landlord.
Lease Agreement until it has been signed by both you and the landlord.

(I have reviewed the document, and it will be acceptable if signed
I urge you not to sign the form, however, until you have 

received notification from our Housing Evaluation Section that the unit 

has been evaluated and approved as meeting program standards.)
(I have reviewed the document, however, and it will not be accept

able in its present form for the following reasons:

in this form.

They must be 

You should be
You should explain these problems to the landlord, 

corrected on the signed document if it is to be approved, 
sure not to sign any Lease Agreement, however, until you have received
notification from your Housing Evaluation Section that the unit has been 

evaluated and approved as meeting program standards.)
Please call me if you have any questions.

Sincerely,

i
i

Form 13.02-1

!

;
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s

sousing Allowance Office i
I

FOR CLIENTS SUBMIi’iJLSG AN UNACCEPTABLE LEASEMODEL LETTER:

i

Dear (Client):

We have received your Lease for the housing unit located at:
;
}:

!
(Address of Unit)

-
.

We are returning this Lease to you because

They must beYou should discuss these problems with the landlord, 
corrected before the Lease Agreement can be approved.

I am sending you three additional copies of the Agreement form on 
which the changes I have indicated should be made (one copy for the 

landlord, one for your files, and the third to be mailed back to the

■

:

i
HAO) . ?

i
■Please call me if you have any questions. :
:Sincerely, I.:

:
|

's
:
!
:
:
:
;:

•;
1
1

Form 13.02-2
?
1

5
f

:•



13.02(11)

The Housing Allowance Office

MODEL LETTER: TO CLIENTS SUBMITTING AN ACCEPTABLE LEASE 
FOR A UNIT FOUND UNACCEPTABLE

Dear (Client):
We have received your Lease for the housing unit located at:

(Address of Unit)

Although the Lease is acceptable, we cannot begin your payments since
your housing unit was found not to meet the program standards for 

sanitary and safe housing at the evaluation performed on _________
(Date)

After the deficiencies are corrected you may request a new evalua
tion by calling me at

Sincerely,

Form 13.02-3
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The Housing Allowance Office

MODEL: HOMEOWNER’S EXPENSE STATEMENT

Dear (Client):
Since you are purchasing a home, the Housing Allowance Office needs 

to get new information as to your housing expenses, 
form and return it to me at the HAO. 
questions.

Please complete this
Please call me if you have any

Sincerely,

Please answer the following questions and sign as indicated: 
1. The address of my new home is _____________________________

2. I intend to move into the home on (date): ____________________________
3. The home has the following number of rooms (not counting bathrooms, 

hallways, unfinished attics or basements):
_________ rooms for the use of my household

_________ rooms to be rented to roomers or boarders (if any)

Signature

Either have the following filled in and signed by an officer of the com
pany that holds your mortgage, or attach other documentation from that 
company (as to your monthly interest and principal payments) and local 
government (as to your annual taxes), or bring such documentation with 
this form to the HAO.
1. The current amounts to be paid each

month on the mortgage for the property 
at the above address are:
Based on my company’s inquiries of local 
government, the total local real estate taxes 
and special tax assessments due for the above 
property over the past twelve months were:

Signature: __
Name: (print)
Title:

$ Interest

$ Principal
2.

$ Per Year
Company Name: 
Company Address:

Form 13.02-4
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The Housing Allowance Office

MODEL LETTER: NOTICE OF PAYMENT AUTHORIZATION 

(prorated check only)

Dear (Client):
We are pleased to inform you that you have been authorized to re

ceive housing allowance payments. Your regular monthly payment will be 

. You will receive this same amount each month as long as 

you continue to meet your obligations as a participant and your house
hold size, composition, income, and housing expenses, and the standard 

cost of adequate housing remain the same as they are now.
We are enclosing your first monthly payment in the amount of

_ which is prorated for the number of days remaining in this
month. You will receive your next payment and future payments in the 

regular payment amount specified above on or before the first day of each 

month.

$

$

Please call your Client Services Representative if you should have 

any questions.
Sincerely,

!

Form 13.02-5a
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.

The Housing Allowance Office

MODEL LETTER: NOTICE OF PAYMENT AUTHORIZATION 

(payment less than MA due to lower housing expenses)

Dear (Client):
We are enclosing your first housing allowance payment in the amount 

which has been prorated for the number of days remaining inof $
this month.

You will receive your next payment and future payments in the reg-

on or before the first day of each month.
, your allowance

payments are smaller because we are prohibited by law to exceed actual
housing expenses, which were calculated to be $_________ .

You will receive this same amount each month as long as you continue 

to meet your obligations as a participant and your household size, com
position, income, and housing expenses, and the standard cost of adequate 

housing remain the same as they are now.
Please call your Client Services Representative if you should have 

any questions.

ular amount of $ 
though your maximum allowance entitlement was $

Al-

Sincerely,

Form 13.02-5c

I
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The Housing Allowance Office

MODEL LETTER: NOTICE OF PAYMENT AUTHORIZATION 
(regular payment)

Dear (Client):
We are pleased to inform you that you have been authorized to re

ceive housing allowance payments. Your regular monthly payment will be 

_____ and your first payment is enclosed.
You will receive this same amount each month as long as you continue 

to meet your obligations as a participant and your household size, com
position, income, and housing expenses, and the standard cost of adequate 

housing remain the same as they are now.
Please call your Client Services Representative if you should have 

any questions.

$

Sincerely,

|

i

:

!
:

!
Form 13.02-5d
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CHAPTER 13.00 - PAYMENTS

13.03 - PROCESSING ADVANCES

01 - Policy for Advances
Specific rules and documentation requirements for the authorization

In summary, advances may beof advances are provided on Form 13.03-1. 
made to clients in conjunction with:

initial payment authorizations (advance for utility deposit and 

security deposit),
moves to a new unit (advance for utility deposit and security 

deposit),
tenure changes from renter to homeowner (advance for utility 

deposit), and
new household head (advance for utility deposit).

o

o

o

o

The amount of the advance may be no greater than required for the 

elements allowable for the situation (e.g., for utility deposit .only, for 

tenure change), but the amount also may be no larger than the smaller of:
I

! o four times the monthly Maximum Allowance Entitlement, 

o two times the monthly contract rent (for clients who are 

renters), and
o the amount otherwise approvable less the amount of any out

standing balances from previous advances and overpayments.

!

i

Following the receipt by the client of the approved advance amount, 

the client is obligated to repay the HAO the amount of the advance in 

from 6 to 10 monthly installments depending on HAO policy in force, 
the client’s monthly allowance payment prior to deduction for advance 

repayment continues to exceed the monthly advance repayment, the advance 

repayment is deducted from the allowance.

If

i If the client’s allowance
;
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declines so that the required monthly advance repayment exceeds the 

allowance, the client must pay the HAO either in monthly installments or 
by lump sum. If an advance is approved for the client while there is 

still an outstanding balance on a previous advance, repayment scheduled 

for the previous advance is discontinued, and a repayment scheduled for 

the new advance plus the outstanding balance on the previous advance is
The client mayinitiated based on a new series of monthly installments, 

of course pay off the outstanding balance by a lump sum payment at any

time.

02 - Processing for Approval of the Advance
The Request for Advance Form—Repayment Agreement (Form 10.07-4a, or

Form 10.07-4b when there is an outstanding balance from a previous advance
For Form 10.07-4a,or overpayment) is completed by the Specialist assigned, 

the following information is entered:

Amount of Advance. The amount requested.
Amount Financed. Same as Amount of Advance.
Finance Change. Always zero.
Total of Payments. Same as Amount of Advance.
Composition of Advance. If the advance is composed of more 

than one element (security deposit plus utility deposit for 

instance), the separate amounts and purposes are itemized. 
Repayment Terms. The period of repayment and amount of repay
ment are entered in appropriate places.
Other Entries. Appropriate entries are made in the Signature 

and Office Use Only sections.

o
o
o
o

;
O

O

o

After the form is completed by the Specialist, it is signed by the

The form may not be altered after it is signed by the client (ex
cept in the "For Office Use Only" box).

When Form 10.07-4b is used, the following information is entered:

client.

Amount Requested. The amount which is allowable (no larger than 

the smallest of four times the MA, two times the monthly contract

o
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rent for renters, or the amount allowable as stated in 

Form 13.03-1). Client may of course request a smaller amount 
than what is allowable.
Amount Outstanding from Previous Advances and Collectible Over

payments. Enter total amount.
Amount of Advance. Subtract amount outstanding from previous 

advances and collectible overpayments from amount requested. 
Amount Outstanding from Previous Advances. Enter outstanding 

amount from previous advances (does not include amount from 

outstanding overpayments).
Amount Financed. The sum of amount of advance and amount out
standing from previous advances.
Finance Charge. Always zero.
Total of Payments. Same as amount financed.
Other Entries. Same as for Form 10.07-4a.

o

o

o

o

o
o
o

The Request for Advance Form is held until all requirements for 

approval of the advance have been met. 
may be approved is less than the amount indicated on the form signed by the

"Declined" is written on the original 
Form 13.03-2 is used to in-

If the amount of the advance which

client, a new form must be completed, 
request form, after which the form is filed, 
form the client that a new form is necessary.

When the Request for Advance is approvable and all requirements for 

the advance have been met, the request is signed as approved.

03 - Processing Advances Which Have Been Approved
The Request for Advance Form (Form 10.07-4a or 10.07-4b), approved, 

signed and dated is forwarded for payment, 
processed in conjunction with initial payment authorization, the Request 
for Advance is forwarded at the same time as the HUCF.

A check is then prepared to cover the amount of the approved advance. 

If the advance is being processed in conjunction with initial payment 
authorization, a single check is prepared to cover both the first month’s 

allowance payment and the advance (or two separate checks may be prepared).

If the advance is being
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;

The check is then released to the client, after entering in the "For Office 

Use Only" section of the Request for Advance Form the check number and 

date.
Record of the advance is entered into the computer system through 

the regular processing of the keypunched check voucher, 
programmed to calculate D1 (the deduction for advances—see Section 

13.01.04 on definition of payment variables) by dividing the total amount 
of the advance by the standard number of months specified for repayment 

Program standards require that this number be between 

If the new advance is entered while there is an out
standing balance from a previous advance, the computer automatically takes 

the new advance amount plus the outstanding balance and divides by the 

standard number of months.
The HAO may wish to select a repayment period different than the 

standard number of months programmed in the computer, 
separate Debit/Credit Memo (Form 13.05-1) must be prepared to set the 
desired repay rate.

The system is

under HAO policy. 
6 and 10 months.

In these cases, a



13.03(5)

(0 co COPs 03 03 Ps X0) cco
d (1) X g ps § 03 xI O 01 

G X W rt -d 
« U -H i fl
4J *H >4 03
B H u a w

•H G CO CO 
M*J 3
a p o x co

01 oi -a 
t> c 
a 03

o 01 03 XIco o< co •h a *h o
X O X 
C G 03 
P Ps P X 
o x o o

CO T3

•H £ g
warn

•h a -h X 03 CO 
•H <D 0}
H M S 
•H *H 0) 
4J P 4J 00
P cr 3 C ai x oi

x co 
0) o3
Mr-4 a -H
COO) 
o x: -o
X 1) G 

CO 0) *H 
O 3 £ C
c o xj a
CO CO o

■H 4) U U 
X x

•d 4J QJ -a
03 CO 0)
<U X CO X
x o g x

P <u
n it w co
a) 41 C 4) -H

£ 0) ^ >
0 X X

O OH B 4)
X 0 O X CO

o Gco o
* U 0)

d to coIS 4-1 X Gco
Q) 3 

00 X o 4-1 oo
d x a u d

•H *H CO t0 X
tO r-f X CO 
33 -H CO CO d
O 4-1 4J
X P x

d 03
P PS P X 
O 4J O o0 M d

CO X co CO X
P O
O 44 10 CO 3

CO X i -d
CO 4J CO 03 
X d 4J X
L, Cj

0) ps d 
CO X to X 
to to
G Tl G 03 

CD
X X X X 
d X d X 

(D d

r—l i ^ d od 
co x co
X d X rH

d x
b 3 C 
x o d tu 
u d o. x
S co I g
B r) O ffl

X
X CO § ps o

X X o o
4-1 X O X

co a cu x
CD (D CO CO

O CO PS X
d V-4 <D 

d CD

Xo
d a)<D Ps Ps

CO X
x o co ^ x
d X G X d<u
0 4-1 X

dr d co 
x <D a) <d x
*H O *H O X
d S H 4) d
p <D o d d

CO X Xco
CO 9 d rd d x> 

cd a> 
x x x x 
d x c x 
<D 3 CD d

•H Cr* X 
rH (D rH 
O X O X

d
d CD d a) 

to 0
4J PS

X X X d 
G CO X X 
CD O rH O 
•H 0,rl 44 
rH 4) X CD 
0-0 3X

0dr X CO
COco d

CD CD X 
•H O ’rH 

CD d

X 03 
•H X 
d d rH
d o3 a d d

cd d 
•H cr x
rH (D rH 
O X O X

Bcr
CD af

O O O o o o o o o o o o o

C/Dw
o

5 4-4 4-4 4-4 4-4> 4-4 4-4 MH 4-4 4-4 4-4

§
X X X XW X X X x x X
CO CO CO X CO ■Ha CO o co o CO COo o CO ODo a
d

o Or
d

o odr
d

d-
d

o og dr
d

Dr dr
d

C4
d

dr
d

dr
d03 03 03 03 d

03 03 03 03 03 03Ps
X

Ps 3s< Ps x x' PS Ps X 3s 3s
•H X X X X XCd X •HX X X X •HO rH P rH P rH P rH P rH rHdr O u 8 gX d dX X X X X

S P CO p CO p pCO CO p p

X o o o o o o o o o oo
dr

c 03
do

X X ^ 
w G Ps 
d a o 

x P -h c 
o cr o co

d X Or 
4-4 X X 3 
O s-/ c o 

cd o 
d X o

■B 1 2 «

d
X o x 
in n o d

V4 CO
H

44 X X
X o x >, 

co g
4-t d 03 
O P
d CD

G d 3
X c

co co 
i gS X X 

O X d dx >X X X 03cr o 
x • 

X •
g •
X x c x o

o X 
•H *H 

X X 3

X O CO Xco 3 0
d 4-4 

O 03 O 
x (0 

0 d 
X X 
odd 
•H X -3

CU X

g p CO o 
d co

oa B
P

O X X 3 X X r-N 
O d 

d X oo 
P X C 
cr a to

a* oX x to dd 3 O d 
•H X 

X C X <0 
dr 03

d44 X
X X X do r^» M

CO d X r~> a 
X CO 
•rH X 
C O

a x X
H

X u
o a

x X 4-1
to O B M 

Ps G 
G CO -H
o d >

> -H O 
O X O rH 
M 10 CO H 
dr N O 
dr -H 0 44
CO X O 

O X to
d X 44 PS 
X X

x co a 
Ps

i O a co "d•H X to to CO oo 
r-'O G 
X -H 
■H O 3 
C co O

X 03
d

03 O d dr 
d X X p 
> X O CJ 
O P 44 O
X to d o

P U 
0 COd 1 pcO oN >i > a d xo O X *H

X to o 
a d <h 
cu p x 
co cr d 

d co

■

X X p rH XO d- •
a u 
co O

a x G H 
d d O 

d 44

<0 oX dr X
CO G

44
1 X -a o

d d

inG d G 
Ps a o 03

xpi 3 03 G.G d d d d x
X W to X to 

^ d ps
X G

G 'd*X c X Xx O G d toX o 3 ID O 
PS G 03

X Ps OO 
G CC Ps G Ps X 03 03d G X 

0 G § d P -a § oo § o ad 03 03 2£ r-Mc00 X oo o o o 
x tn00

H
c 3G P C c o ai od d *H d *H 

0 3X3 
G O
G rH X rH 
> rH CO rH 
03 O P O 
G X 0 X

CD d *H d
O 3 X
c o
G X x d •
> X CO > X

03 O P O O
G X 0 0 X

X o 5 X rH oa o x 
C o 
G x 
> x 
03 3

0 3 0 
G d Or 
G G

G d
03 X 
d
> 4>

•rH 00
d g

oo; o o CO ■8 5X CHO PG > Ps d 55o
03 x G 
G O 03

X X o Bx G G d P <D X•H > C 3o 5 uc oo d d d o 
x x u.X o so o o H X o

!



13.03(6)

I
-

The Housing Allowance Office1
I MODEL LETTER: WHEN REQUEST FOR ADVANCE CANNOT BE APPROVED: I=
I ::i I
=1

Dear (Client):
We are unable to approve the Request for Advance which you have sub

mitted (because) ______________________ ________________ *

i

:I
i(It is possible for you to make another Request for Advance in a 

different amount.) (Enclosed is a completed Request which you may sign 

Please keep the extra copy which is also enclosed.)if you desire.
(If you wish to do so, please contact the HAO.)

;
Sincerely, :

:
i

:

The Federal Equal Credit Opportunity Act prohibits creditors from 
discriminating against credit applicants on the basis of race, color, 
religion, national origin, sex, marital status, age (provided that the 
applicant has the capacity to enter into a binding contract); because 
all or part of the applicant's income derives from any public assistance 
program; or because the applicant has in good faith exercised any right 
under the Consumer Credit Protection Act. The Federal agency that ad
ministers compliance with this law concerning this creditor is:

:
l

1
$

*
■

■

!

{Federal Trade Commission 
Chicago Regional Office 
Suite 1437
55 East Monroe Street 
Chicago, Illinois 60603

I

i

i

|
f

i

]i
Form 13.03-2

:r

c:
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The Housing Allowance Office

MODEL FOR LETTER SENT WITH ADVANCE CHECK WHEN NOT PROCESSED 
AT TIME OF INITIAL PAYMENT AUTHORIZATION

Dear (Client):
Enclosed is a check for the advance which you have requested. As

indicated in the Request for Advance—Repayment Agreement Form which you 

have signed, a monthly deduction will be made from your housing allowance
Your payment will be $ forcheck until the advance is repaid.

_______ months (unless changed for some other reason).
allowance declines so that your monthly repayment exceeds the allowance, 
you are obligated to repay the HAO in monthly installments the difference 

between the monthly repayment and the housing allowance you would receive

If your housing

otherwise.
Sincerely,

5
Form 13.03-3
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CHAPTER 13.00 - PAYMENTS

13.04 - CHANGES IN PAYMENTS AFTER ENROLLMENT

01 - Introduction
After the client has been enrolled and is receiving regular allowance 

payments, different procedures are followed to change the amount of the 

entitlement depending on the circumstances involved:

The amount of the Maximum Allowance Entitlement (MA) may be 

changed through recertification.
The amount of the Allowance Entitlement (A) may be changed due to 

changes in housing expenses.
Payments may be suspended or terminated.
Payments may be reactivated.
Payments may be voided because they have not been cashed.
The Gross Payment may be set at a level different than the allow
ance entitlement

o

o

o
o
o
o

02 - Changes Through Recertification

In all types of recertifications, new information about the clients1 
household composition, income and other characteristics is entered on the 

Recertification Form (Form 10.04-2).
used in conjunction with unchanged information to re-check eligibility 

and redetermine the amount of the Maximum Allowance Entitlement.

Each time, the new information is

Pro
cedures for these determinations are essentially the same as those used 

in enrollment processing.
Steps in processing changes in payments due to recertification vary 

depending on the type of recertification involved, 
scribed for semi-annual, annual, and spec-ial recertifications in 

Chapter 11.00.

Procedures are de-
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03 - Changes Due to Changes in Housing Expenses
The amount of the payment must also be modified if a client's 

housing expenses increase when he has been receiving less than MA or
These changes may be recognized by the HAOdecrease to a level below MA.

when the client moves to a new residence, changes tenure, or changes his 

Changes in housing expenses after enrollment are allLease Agreement.
recorded and processed by means of the Housing Unit Certification Form 
(HUCF, Form 10.08-1) or the Housing Expense page of the Recertification

Procedures to be followed are described in Sec-Form (Form 11.04-2). 
tion 11.06.08.

04 - Suspensions and Terminations of Payments
Definitions, rules and procedures relating to the processing of sus

pensions and terminations are given in Chapter 15.00. 
processing involves the issuance of an instruction to the automated system 

to stop payments.
In the case of suspension, the instruction is issued by the Payment 

Suspension/Reactivation Log (Form 15.02-1). 
a client's payments without terminating him from the program as described 

in Section 15.02.

In the case of terminations, the Termination Form (Form 15.03-1) is 
(See Section 15.03.)

Rules and procedures related to the collection of amounts due to the 

HAO from the client at the time of suspension or termination are de
scribed in Section 13.05.

In both cases,

This log is used to suspend

used.

05 - Reactivation and Reinstatement of Payments
Procedures related to reactivate payments after suspension or 

reinstate a client after termination are described in Sections 15.02 and 
15.04.

If a client's payments are suspended but not terminated, his payments 

may be reactivated by using the same Payment Suspension/Reactivation 

Log (Form 15.02-1) or by submitting a new HUCF (Form 10.08-1) if the 

payment authorization reinstatement is pursuant to the certification of 
a new unit for the client.
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To reinstate a terminated client, the Reinstatement Log (Form 

15.04-2) is used. However, when a terminated client is reinstated to 

the program, his payment authorization is not automatically reinstated.
When payments are reinstated, a check is prepared covering a 

prorated share of the monthly Allowance Entitlement for the month in 

which the effective date of reinstatement occurs, i.e., as determined by
the number of days from the effective date to the end of the month in

Regular payments from therelation to the total days in the month, 
automated system are produced on a monthly basis thereafter.

06 - Voiding Checks
The HAO will void all housing allowance checks that have not been 

redeemed within 60 days of issuance, although if the recipient is in posses
sion of the check and expresses his intent to redeem the check as soon as 

possible the HAO Director may allow him to do so.
The Bank Reconciliation statement is reviewed each month and checks

The recipient is 

If the recipient cannot 
a Request for Cancellation

!

that have been outstanding for over 60 days are voided, 
called to inquire about the outstanding check, 
be contacted, or if the check has been lost 
of Payments (Bank Form) is sent to the bank, and a Request for Suspension

The client is notified that theof Payments (Form 15.02-1) is prepared, 

payment has been stopped.
Upon response from the bank notifying the HAO that a stop payment 

order has been issued, an entry is made to the Voiding Entries Log 

(Form 13.04-1) and manual payments register.
keypunching each month three days before the scheduled run of the 

automated payments system, 
been issued and recorded by the system, 
used to maintain the continuity of the check numbers when an error is made 

in typing up a check.)

This log is submitted for

: A Voiding Entry is made only after a check has 

(A Voiding Entry check is also
:

07 - Setting A Gross Payment Different Than the Allowance
Entitlement
In almost all cases the Gross Payment is set equal to the Allowance 

It is never set higher than the Allowance Entitlement.! Entitlement.

i
!
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However, Gross Payment may be set lower than the Allowance Entitlement 

in two circumstances:

1. When the client requests that his payment be less than the
In this case, the clientAllowance Entitlement as calculated, 

is required to sign a request form (Form 13.04—2), and the Gross 

Payment will be set at the level indicated by the client on this

form.
2. When the HAO Director permits an exemption to the occupancy

standard (Section 2.07.04) after it has been determined at semi
annual or special recertification that the household's size has

increased beyond that permitted for the size of the unit for
In this case, Gross Payment iswhich payments are being made, 

set at the amount that would have resulted if the Standard Cost
of Adequate Housing for the household's previous recorded size 

had been used in the Allowance Entitlement calculation.
Gross Payment is reset to be equal to the Allowance Entitlement 
as regularly calculated at the end of the exemption period 

established by the Director or when the household moves to a new 

unit, whichever is sooner.

The

When Gross Payment is to be set lower than the Allowance Entitlement, 
the amount (determined as indicated above) is entered as the ceiling for 

payments on Form 13.04-3. The ceiling is stored in the client's automated 

record. The system compares the ceiling with Gross Payment (GP) as 

regularly calculated. If the latter is a larger amount, GP is automatically 

reduced and set at the level of the ceiling. If the regular GP is less 

than the ceiling, GP rather than the ceiling determines the amount of the 

The same procedure is performed every time the GP changes for 

any reason. The ceiling may be changed or removed at any time by using 
Form 13.04-3.

payment.
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The Housing Allowance Office

REQUEST FOR REDUCED PAYMENT

The undersigned participant in the Housing Allowance Program 

("Participant"), on behalf of himself and all other members of his 

household, hereby waives all rights to any housing allowance pay
ments to which he would otherwise be entitled in excess of

) per month. Participant 
understands that, by signing this form, he shall have no claim to 

amounts in excess of the above-stated dollar amount for any allowance
, 19__ ; Participant may, how

ever, amend this waiver at any time to claim greater or lesser amounts 

of allowance payment, not to exceed his allowance entitlement, after 

signing such amendment.

5

?
Dollars ($

1

!payments made to him after
:

i
i
■

::
■

|
(Date) (Head of Household)

i
i

Form 13.04-2
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The Housing Allowance Office

GROSS PAY ADJUSTMENT

1. CLIENT ID 
(1-6)

2. TEST-NAME 
(7-11)

4. TRANS. CODE
(18-19) (20-21)

3. EFFECTIVE DATE 
(12-17)

1

5. NAME OF HEAD OF HOUSEHOLD

6. CEILING 
(27-31)

per month

7. SIGNATURES

Form 13.04-3
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CHAPTER 13.00 - PAYMENTS

13.05 - PROCESSING OVERPAYMENTS AND UNDERPAYMENTS

01 - Definition of Overpayments and Underpayments
If a client is paid more than he is entitled to receive according to 

program rules, the difference between what the client is actually paid 

and what he is entitled to constitutes an overpayment, 
less than his entitlement, the difference between what is actually paid 

and his entitlement constitutes an underpayment.
Overpayments and underpayments may occur because the amount of the 

payment during the period in which the client is authorized to rec-eive 

payments is not the same as his Allowance Entitlement as defined in Sec- 
They may also occur because payments are suspended too 

early or too late, determined as follows:

If he is paid

tion 13.01.04.

Any payment made for any period after the month in which the 

violation of program rules occurs is an overpayment in the
(a) the client is suspended because 

of living in a housing unit that has not been evaluated and 

approved, or living in a rental unit without an approved Lease 

Agreement in effect, or (b) the client is suspended or terminated 

because of another serious violation of program rules, e.g.,
For example, if the client moves to housing that has not 

been approved on May 15, he is permitted to keep the total amount 
he receives from the HAO for the month of May, but payments for 

June or any subsequent month constitute an overpayment.
Any payment made for any period after the month in which the 

effective date of suspension or termination occurs is an over
payment when the client has been suspended or terminated for any 

other reasons, e.g., being determined ineligible at a recertifi- 

For example, if the effective date of the termination

o

following circumstances:

fraud.

o

cation.
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?

1
is May 15, the client is permitted to keep the total amount he 

receives for the month of May, but payments made for June or 

any subsequent month constitute an overpayment.

02 - Causes of Overpayments and Underpayments
Overpayments and underpayments may occur because of errors made by 

the client or the HAO:

Client Error
incorrect information providedo The HAO makes payments based on 

by the client.
o The HAO suspends payments at the wrong time because the client 

failed to notify the HAO of a change in his circumstances as 

required, or otherwise violated program rules.

HAO Disbursement Error
o The HAO makes a clerical error in the issuance of the check. 
HAO Allowance Determination Error
o The client has provided correct information but the HAO makes 

payments based on staff errors in the determination of eligi
bility, Allowance Entitlement, or housing unit certification, 

o The HAO suspends or alters the payment amount at the wrong 

time due to staff error.

03 - Settlement of Overpayments and Underpayments
Repayment by the client to the HAO (in overpayment cases) or by the 

HAO to the client (in underpayment cases) is required in most, but not all 
Specific rules for settlement are provided in the chartcircumstances.

on Page 13.05(4).

04 - Calculating the Amount of the Overpayment or Underpayment

Processing is normally initiated by the staff member who discovers
that the overpayment or underpayment has been made, although this task 

may be assigned to others. The first step is to calculate the amount. 
This requires collecting information as necessary to determine 

(a) total payments actually made to the client during the period in
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question and (b) the total the client should have received under program 
rules.

The latter may necessitate reconstructing information on the client’s 

income, assets, etc., as of a series of past due dates for regular re-
The HAO may use Recertification Forms as work sheets forcertification.

this purpose—if so, they should be retained but marked ’’not to be key
punched . ” It may also be necessary to send Request for Information Forms 

to third parties for verification when documentation is not available from 

However, the HAO should use the best estimate possible based 

on client assertions, documentation and verification which can be gathered
the client.

with a reasonable degree of effort, 
underpayment is small, less effort is justified.

In cases where payment errors have occurred over a long period of 
differences over the past 12 months should be documented with the

If it can be reasonably determined that payment errors before 

that time were less than $10 per month, they need not be calculated in 

determining the amount of the overpayment or underpayment.
In calculating the payments the client should have received under 

program rules, adjustments he would have been entitled to under hardship 

special recertifications may be taken into account where documentation 

is readily available, as well as adjustments at the time of other regular 

and special recertifications.

If the amount of the overpayment or

time
most care.

As noted in the rules for settlement (Section 13.05.03) no pro
cessing is required for overpayments or underpayments of less than $1.00 

or any underpayments due to client error since they do not justify further
For overpayments of $1.00 to $9.99, the amounts 

are too small to justify the cost of collection of repayments from the 

client, but the case must be recorded.

administrative expense.

The staff member assigned prepares 

a form identifying the nature and amount of the overpayment. This form,
along with any supporting documentation that has been collected, is 

placed directly in the client's file. A copy of the form is forwarded 

to the Financial Management Section, which is responsible for tabulating 

a report on all overpayments of this type on a monthly basis, 
overpayment cases of less than $10, other changes are made in client

In all
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records as necessary to assure that the overpayment will not be continued 

into the future.
Futher processing for other types of cases is defined in Sections

to follow.

05 - Processing Overpayments of $10 or More—Client Error
or HAO Disbursement Error
Staff members calculate, certify and prepare a Debit/Credit Memo

randum (Form 13.05-1) with the overpayment amount entered as a Debit to
the client, and notify the client of the circumstances and actions

However, when the overpayment is $100 or more, the case mustrequired.
be reviewed by HAO management before the client is notified.

Where the client is being suspended or terminated from the program, 
the HAO demands a lump sum repayment and the full amount becomes due

The client is notified of the amount due andimmediately upon notice, 
the requirements for repayment by appropriate language (Form 13.05-2) in

corporated in the Notice of Suspension, the Notice of Termination, or a 

The full amount of the overpayment is entered inseparate letter.
Item 7a on the Debit/Credit Memorandum and forwarded to Financial Manage
ment to determine the amount entered in Item 7b.

When the client is expected to remain in the program, the full amount 
of the overpayment is deducted from the client’s next regular allowance 

payment (and subsequent payments as necessary until the total has been 

repaid).
ment (Form 13.05-3, notice incorporated in Form 11.03-4, or separate 

letter as appropriate). 
that the client is notified no later than the time of his next allowance 

The full amount of the overpayment is entered in Item 7a of the 

This same amount plus any previous overpayment

A letter is sent to the client to notify him of this arrange-

All reasonable efforts should be made to assure

: payment.
Debit/Credit Memorandum.
balance is entered in Item 7b.

The Debit/Credit Memorandum and supporting documentation is then 

sent to the Supervisor for Certification and Financial Management, who
When satisfied as to the accuracy of the determination 

and the action taken, both sign the form and transmit it for processing.

;
:
'

review the facts.:
1
!
I
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After processing, the signed form with supporting documentation is 

placed in the client’s file and copies of the form are retained for sec

tion files as needed.
Some clients may respond that making repayments as specified would

If so, the matter should be referred to the
His guiding principle in the establishment

create a severe hardship.
HAO Director or his designee, 
of repayment requirements should be to maximize the amount of public funds 

If he considers that a time-phased repayment plan would bestrecovered.
Tothis objective, he may establish such a plan with the client, 

do so when the client is suspended or terminated, Form 13.05-4 must be
In such cases the amount of each installment may

serve

signed by the client, 
be no less than $10 and the total period of repayment may be no longer

than 12 months.
In a repayment plan for a client who is expected to remain in the

The overpayment is repaid through regularprogram, Form 13.05-5 is used, 
monthly deductions from the client's allowance payments over a period not

The full amount of the overpayment is entered in 

The amount entered in Item 7b
to exceed 12 months.
Item 7a on the Debit/Credit Memorandum, 
is the sum of the new overpayment plus any previous overpayment balance 

divided by the number of months selected for the repayment period.

06 - Procedures for Collecting Overdue Repayments from the Client
The following procedures apply when the client has failed to repay 

the HAO either the full amount of an outstanding balance or an install
ment which is a part of an approved repayment plan, according to the due 
dates specified.

Financial Management regularly prepares a report to the Director on 

any overdue repayments, as of the first of that month, which includes such 

information as the client name, client I.D., due date missed, amount due 

on the due date, total balance due, and other comments on the circumstances 

of the case, including Information on any previous late payments, 
time, Financial Management also attempts to contact the client to remind 

him that the payment is overdue and ask about plans for payment.
<cllent is contacted by phone, a letter confirming the call is sent to the

At this

If the
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client with a copy to the HAO Director, 
by phone, a Reminder Notice (Form 13.05-6) is sent with a copy to the 
Director.

If the client cannot be reached

If the client has not paid the amount due by the first of the next 
month, Financial Management so notes in the monthly report and makes 

additional attempts to contact the client by phone or letter.
If after the first of the third month the client has not paid the 

amount due or presented a revised plan for repayment which is accepted by 

the Director, the Director must take action either to employ an attorney
or other outside organization to attempt to collect the amount or to

The Director should exwrite off the amount as an uncollectable debt, 
amine the facts of the case including information about the circumstances 

before and after suspension or termination to the extent they are known.
He should make a judgment as to whether the costs of collection are likely 

to be justified based on the amount due and the likelihood of eventual 
If the amount due is larger than $50 the Director writes arecovery.

letter to the files with a justification for his decision.
If the decision is to write off the amount, the case is held in 

pending for six months. If the client has not paid back the amounts due 

or reentered the program by that time, the write-off is implemented by 

using the Refund Log (Form 13.05-7) with the appropriate code, 
case the form is filled out by the Financial Management Specialist and 

signed by the Director.
If the decision is to make further attempts to collect, the Director 

arranges for those efforts with HAO staff, a responsible attorney or other 

organization as represented on a list of organizations for this purpose 

approved by the Board of Trustees.

In this

07 - Processing Refunds from Clients to the HAO
Clients may make refunds to the HAO for full or partial repayment 

of outstanding advances or overpayments at any time, 
from clients are processed by the Financial Management Section.

When the HAO receives a check from a client, the latest Clients*

Checks received

Accounts Receivable Report (see Section 16.06.04) is consulted and the 

client*s outstanding debit balances are verified. The client may have
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:
an outstanding debit balance for advances, for overpayments, or for both. 
If the amount of the refund is consistent with these balances, the check 

is recorded on the appropriate accounting records and also on the Refunds 

Log (Form 13.05-7), which is used as input to the automated system.
If the client has a debit balance for both advances and overpayments,

;
J

ii

Ifthe refund is used to pay off the balance specified by the client, 
the client has not specified which balance he wishes to pay off, the

For example, if the \
refund is first applied against the overpayment, 
client owes $50 for advances and $40 for overpayments and sends a refund ■

for $60, $40 of the refund is applied against the overpayment, thus paying 

The remaining $20 is applied against the advances.
If the amount of the refund is larger than the debit balances shown 

in the Clients' Accounts Receivable Report, the client's file is consulted 

to see if any Debit/Credit memos were filed since the last monthly cycle, 
the matter cannot be explained with the information on file, the client 
is called to find out the reason for the refund.

After a refund is recorded on the Refunds Log, the client is sent 
Form Letter 13.05-8 to acknowledge the receipt, 
is greater than the outstanding balance and the refund is accepted by the 

HAO, it will be necessary to enter a repayment rate on a Debit/Credit 
Memorandum to refund the excess amount to the client automatically, 
of the Refunds Log is sent to Information Services so that it can be 

entered into the automated payments system.

.
iit off entirely. :

5

If I
iI
:
*:
•:If a refund is made that

A copy
%

1
:■

08 - Processing Overpayments of $10 or More—HAO Allowance
iDetermination Error
IIn these cases the client has been formally notified of his eligi

bility and the amount of the allowance he will receive, and it is later 

discovered that due to an erroneous determination or action on the part 
of the HAO, the client has been paid more than he was actually entitled 
to under program rules, 
in these circumstances.

The staff member who determines the amount prepares a form 

identifying the nature, cause and amount of the overpayment, 
the error remains in the client's present computer record, he

'

)

;
The HAO will not collect repayments from clients

.5

If !
'i

■

i
4



13.05(9)

also prepares a Recertification Form and other materials as necessary to
He then forwards these forms alongimplement the required correction, 

with supporting documentation to the HAO Director who reviews the case. 
If the client's Allowance Entitlement is to be changed, the Director, 
or his designee, contacts the client to apologize for the error and 

explain the actions that will be taken (unless this has already been 

done while determining the amount of the overpayment).

The Director then prepares a memorandum indicating the nature of the 

error and its cause, and the recommended action for the case, 
memorandum with supporting documentation is forwarded to the Financial

The

Management Section where the overpayment is written off in HAO accounting
If the client's presentrecords and charged to the HAO Operating Reserve, 

computer record must be changed, the change is implemented as appropriate,
and a letter (Form 11.02-2 or 11.02-4 as appropriate) is sent to formally 

notify the client if his Allowance Entitlement is to be reduced.
The Director also prepares a report on a quarterly basis, itemizing 

all overpayments of $10 or more caused by HAO error which occurred during 

the quarter, and noting actions that have been taken (or are proposed) to
These reports

should be made available for review by the HAO Board of Trustees and HUD.
prevent the recurrence of similar errors in the future.

09 - Extension of Payments Not in Accord With HAO Rules
When a client’s payment is reduced after the discovery of an HAO 

error (as discussed in Section 13.05.06), the client might claim that he 

had relied on the continuance of allowance payments in amounts he was 

originally notified he would receive and is, therefore, entitled to 

additional assistance even though not in accord with HAO rules, 
could make a similar claim when his Allowance Entitlement is reduced due 

to a change in HAO Program Standards.
Although by the terms of the client's Participation Agreement the 

HAO is not legally obligated to make any compensating adjustments in situa
tions like these, reasonable arrangements may be made with HUD approval in 

some cases.

A client
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If a client makes such a claim, the matter is brought to the atten
tion of the HAO Director who investigates the circumstances and prepares 

For an adjustment to be considered, the Director must sub
stantially demonstrate that the client has relied on the HAO1s prior 

notification by a definite change in his economic relationship to the 

housing market, e.g., obligated himself by increasing his rent expendi
tures, securing a home improvement loan, incurring moving expenses. In 

principle, the extent of any recommended adjustment should be the 

minimum amount that can be reasonably determined as necessary to 

compensate the client for any losses he might suffer due to his reliance 

so defined. The form of any arrangement with the client should be an 

agreement to continue allowance payment at the rate the client was 

notified he would receive for a limited future period, subject to adjust
ments during that period as may be appropriate under the application of 
program rules.

If after preparing the report the Director believes that no adjust
ment is warranted, he sends the client a letter to that effect. If he 

believes that an adjustment would be appropriate, he prepares a letter to 

HUD recommending the action to be taken. The letter (with the report 
attached) is forwarded to HUD.

If HUD approves, the Director contacts the client and negotiates a 

document of agreement which must be signed by both parties. Any payments 

made to the client under such an arrangement in excess of the amount he 

would be entitled to receive under current HAO rules are charged to the 

HAO Operating Reserve.

Regular reports will be made to the HAO Board of Trustees on the 

status of any cases covered under this section beginning at the time 

letters requesting adjustment are sent to HUD.

a report.

10 - Processing Underpayments of $1.00 or More—HAO Error
When underpayments of this type are recognized, the HAO normally re

pays the client through the automated system at the time of his next 
regular allowance payment. In addition to his regular Gross Pay, that 
check will include a lump sum for the amount of the underpayment minus
any collectable outstanding overpayment balance. If, however, the client
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has an overpayment balance which is larger than the underpayment, the 

entire amount of the underpayment will be applied against that balance.
Staff members calculate, certify and prepare a Debit/Credit 

Memorandum for the underpayment. The full amount of the underpayment is 

entered in Item 7a (the system will automatically prepare a check and/or
adjust the overpayments balance in accord with the desired result in
dicated in the paragraph above).

The Debit/Credit Memorandum, along with supporting documentation, 
is reviewed by the Supervisor for Certification and Financial Management . 
If they approve the transaction, both sign the form and forward the 

original for keypunching. Copies are retained for section files. A 

letter (Form 13.05-9) is sent to notify the client of the transaction. 
After keypunching, the Debit/Credit Memorandum with supporting documenta

tion is returned to the client's file.
Under hardship circumstances the client may be reimbursed for an 

underpayment by a manual check prior to the next run of the automated 

In these cases, the staff member initiating the action enters 

the full amount of the underpayment and writes "manual payment required"
The form with supporting documentation is then 

reviewed by the Supervisor for Certification and Financial Management.
If approved, both sign the form, and Financial Management prepares the

The check is made out for the full amount of the underpay-
Copies of the check and

system.

on the appropriate form.

manual check.
ment minus any outstanding overpayment balance.
Debit/Credit Memorandum (if used) are forwarded for keypunching, and the

;
■

original check is mailed to the client with an explanatory letter
The Debit/Credit Memorandum and supporting documentation

■

(Form 13.05-10). 

are placed in the client's file.
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The Housing Allowance Office

MODEL LETTER FOR SETTLEMENT OF OVERPAYMENTS— 
SUSPENDED OR TERMINATED CLIENT

Dear (Client):
We have found that your household has been overpaid by the Housing

as a result of _______Allowance Office by $

during the period from to
(Date)

By the terms of your participation in the Housing Allowance Program,
(Date)

It is dueyou are obligated to repay this amount in full to the HAO. 
immediately as of your receipt of this notice.

If you believe this determination is unreasonable, or have any other
questions about this matter, please call me at

Sincerely,

Form 13.05-2
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The Housing Allowance Office

MODEL LETTER FOR SETTLEMENT OF OVERPAYMENTS— 
CONTINUING CLIENT

Dear (Client):
We have found that your household has been overpaid by the Housing

as a result of ___________________________Allowance Office by $

during the period from to
(Date)(Date)

By the terms of your participation in the Housing Allowance Program, 
you are obligated to repay this amount to the HAO. 
hy -deductions from your allowance payments, 
subtracted from your next check.) 
from your next

We will collect it
(The full amount will be 

(The full amount will be subtracted
___  checks. You will receive no checks for the month(s)
. The check for the month ofof __________  will be

After that you willrefmsf -as r essary to cover the remaining balance, 

gecgdrps payments as gsgsIL smear EA0 rules.)

If jot believe this determination is unreasonable, or have any other

questions accent tMs matter, please call me at

Sincerely,

Form 13.05-3
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The Housing Allowance Office

MODEL LETTER ESTABLISHING PLAN FOR REPAYMENT OF OVERPAYMENTS— 
SUSPENDED OR TERMINATED CLIENT

Dear (Client):
In accordance with your request, I will be able to allow you to re

pay the amount you owe the Housing Allowance Office on an installment basis.
. You may repay that amount in 

due the first of each month
due on

The total amount you owe is $____
______ payments of not less than $

(Date) and a last payment of $(Date)from to
(Date)
If you agree to this plan, please sign in the space provided below, 

and send the signed copy of this letter back to me. 
receive the signed copy, I must assume that the full amount is due immedi- 

Please call me if you have any questions.

Until such time as I

ately.

Sincerely,

I agree to the plan stated above for repaying 

the money I owe the Housing Allowance Office 

and will make payments as indicated.

(Signature) (Date)

I
'

: Form 13.05-4
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The Housing Allowance Office

MODEL LETTER FOR SETTLEMENT OF OVERPAYMENTS— 
CONTINUING CLIENT, AMORTIZED REPAYMENT

Dear (Client):
We have found that your household has been overpaid by the Housing 

Allowance Office by $
i

as a result of

during the period from to
(Date)

We have arranged for you to repay this amount through $ 

month deductions from your monthly payments.

(Date)
per

The amount of the deduction 

and the amount remaining to be paid will be shown on your check stub each 

The deductions will start with your next regular check and con
tinue until the full amount has been repaid.

If you have any questions about this settlement, please call me at

month.

Sincerely,

Form 13.05-5
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The Housing Allowance Office

MODEL: REMINDER OF OVERDUE REPAYMENT TO THE HAO

Dear (Client):
This is to notify you that we have not yet received your payment of

, made it clear that this amount$ . Our letter of
(Date)

was due to be repaid to the HAO by
(Date)

Please either repay this amount to the HAO directly or call me at
the HAO to discuss your plans for payment.

Sincerely,

Form 13.05-6
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The Housing Allowance Office

MODEL: ACKNOWLEDGMENT OF RECEIPT

Dear (Client):
We acknowledge receipt of your payment to the Housing Allowance

. This amount will be credited toOffice for the amount of $
(With this payment the remaining balance you owe the HAOyour account, 

is $__________ ,)

Sincerely,

1

Form 13.05-8

=3
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$

-
vThe Housing Allowance Office

I:MODEL LETTER TO NOTIFY CLIENT OF ADJUSTMENT TO 
AUTOMATED CHECKS DUE TO UNDERPAYMENT

Dear (Client):
We have discovered that there has been an underpayment in your reg

ular allowance payments amounting to $ 

result of __________________________

, which occurred as a

during the period from to
(Date)(Date)

(You will receive this amount in addition to your regular payment in
(We will apply this amount to your present
_______ . That balance will be paid in full,

) in addition to your reg-

your next monthly check.) 
overpayment balance of $_ 

and you will receive the difference ($

uiar payment in your next monthly check.) (We will apply this amount to 
your present overpayment balance of $ 

ment balance will be $
Your remaining overpay- 

. We will collect this new balance by 

deductions from your regular checks, as we have in the past.)
If you have any questions about this matter, please call me at

Sincerely,

Form 13.05-9
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The Housing Allowance Office

MODEL LETTER TO ACCOMPANY MANUAL CHECK FOR UNDERPAYMENT

Dear (Client):
We have discovered that there has been an underpayment in your reg

ular allowance payments amount to $ 

result of
which occurred as a

during the period from to
(Date)(Date)

(I have enclosed a check for this amount.) (We have applied this
amount against your present overpayment balance of $

is enclosed.)

. A check

for the residual of $
If you have any questions about this matter, please call me at

Sincerely,

Form 13.05-10
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14.01(1)

CHAPTER 14.00 - APPEALS PROCESS

14.01 - GENERAL DESCRIPTION

01 - Introduction
The appeals process provides a means for the reconsideration of actions 

by the HAO staff when a client believes he has been unfairly treated by the 

The objective of the appeals process is to help insure that the HAO 

administers the allowance program fairly, uniformly and accurately with due 

regard for the rights and interests of its clients.

HAO.

02 - Who May Use the Appeals Process
The appeals process may be used by anyone who has submitted a Prelimi

nary Application to the HAO and is not yet enrolled, as well as anyone who
It may also be used by people who have beenis enrolled in the program, 

terminated from the program, although they must ordinarily request a review 

within twenty working days from the effective date of termination.

03 - Scope of the Appeals Process
Complaints raised for review under the appeals process must relate to 

the client's participation in the program. . Such complaints generally regard 

determinations about eligibility, the timing or amount of allowance payments,
The following issues may not be reviewedor suspensions and terminations, 

as part of the process:

Housing evaluations (a separate process for the appeal of housing 

evaluation determinations is discussed in Section 12.06.08).
The substance of HAO program standards, rules and regulations 

(appeals most often relate to the application of these standards, 
rules and regulations, but an appeal requiring a change in 

standards, rules or regulations may not be made).
HAO authorizations of evictions.

o

o

o
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Landlord-tenant disputes or any disputes between clients
the HAO staff.

o
and other persons not on 
Failures to make any payments or portions of paymentso
because of insufficient Government funding.

04 - Summary of Appeals Process
If a client is dissatisfied with the action or decision of an HAO

staff member, he should bring this action to the attention of the staff
If the staff member is unablemember involved or another HAO staff member, 

to solve the problem to the satisfaction of the client, the client may 

appeal the action in question to the HAO Director, who appoints an Appeals 

The Appeals Examiner holds a conference with the client and any 

involved KAO staff and subsequently renders a decision based on the infor-
Examiner.

mation presented and discussed at the conference.
If a client believes the decision of the Appeals Examiner to be unfair 

and wishes to have the matter considered further, he must file a written 

"Request for Panel Hearing" with the HAO Director, 
to exercise his right to a panel hearing, the Director notifies the HAO 

Appeals Review Panel which then schedules a hearing and notifies the client
While it is the policy of the HAO to honor as

If the client chooses

of the time, date and place.
many valid requests for a panel hearing as possible, the HAO Director is not 
obligated to call for a panel hearing where the issue relates to a difference 

in the housing allowance of less than $10 per month or a difference in asset 
evaluation of less than $1,000 unless the latter affects eligibility.

Before the hearing, the complainant may (during business hours, on 

prior arrangement) examine any records or documents which the HAO Director 

or his designee considers appropriate and relevant to the issues to be 
presented to the Panel. The complainant may be represented at the Panel 
Hearing by counsel or some other person at his own expense, 

consent of the client, this counsel or representative may have the
Upon written

same
access to records or documents as does the complainant.

At the hearing, the complainant presents his objectives to the Appeals 

Examiner's decision, and the HAO presents the basis for its position, 
decision reached by the Panel is based upon the facts presented at the

The
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Hearing, and relevant HAO policies, procedures, and regulations, 
decision of the Panel is given in writing and is binding only upon the 
parties to the dispute in question, 
complainant’s right to further judicial review.

The

This decision does not affect the

03 - Staffing
The HAO Director has responsibility for appointing the Appeals Examiner 

for appeals conferences, and for initiating other substantive actions related
to the establishment and operation of the appeals process.

An HAO Appeals Examiner is a member of the HAO staff appointed by the 

HAO Director and serves in this capacity, in addition to his other HAO duties,
The Director may designate morefor as long as the HAO Director may require, 

than one Appeals Examiner to handle appeals.
If the Appeals Examiner assigned to a particular case has participated 

in the initial HAO decision and/or action which caused the client to make
use of the appeals process, or, if in the judgment of the Appeals Examiner or 
the HAO Director, the Appeals Examiner cannot objectively render a decision, 
he must disqualify himself from the present proceedings, 
then appoints a new Appeals Examiner for the particular appeal.

The HAO Director

i
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14.02(1)

CHAPTER 14.00 - APPEALS PROCESS

14.02 - RESPONSE BY THE OPERATIONS STAFF

01 - Response by the Staff Member With Whom
the Dispute Occurred
It is expected that when a client disagrees with an action or 

decision of an HA0 staff member, he will most often first discuss the 

problem with that staff member, either at the time the dispute occurs
When this happens, the staff member should first 

attempt to resolve the dispute, explaining program rules clearly to the 

If he believes it would be helpful, the staff member should 

discuss the matter with any other HAO staff who may be involved or have
If he has any questions or doubts about the 

appropriateness of his action, he should seek the advice of his supervisor.
The staff member should then tell the client (immediately or after 

any internal reviews and reconsiderations he thinks may be called for) 

that the original action stands or that revised actions will be taken.
If at this point the matter has not been resolved to the client's satis
faction, the staff member should inform the client of his right to appeal.

The staff member provides the client with materials describing the

or at a later time.

client.

relevant information.

rules for the formal Appeals Process and a copy of the Client Appeal Form 

(Form 4.03-1) . He may provide this information by mail with an appro
priate covering letter, or in person, followed by a letter confirming 

In either case, a copy of the letter is placed in thenotification, 

client's file.

The staff member then prepares a memorandum detailing the facts of 

the dispute for inclusion in the client's file, with copies to his super
visor and HAO management.
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CHAPTER 14.00 - APPEALS PROCESS

14.03 - CLIENT APPEALS CONFERENCE

01 - Filing an Appeal
If a client is dissatisfied with the staff member's treatment of his 

complaint, he may appeal the outcome to the HAO Director (Form 14.03-1) 
within twenty working days after receiving notice of such decision. A 

client must have raised his complaint with at least one HAO staff member 
prior to filing an appeal.

Accordingly, on receipt of a client appeal, the HAO Director examines 

the client's file to determine if there is a memo to the files indicating 

that the client has previously raised his complaint with members of the 

HAO staff. If there is no such record, the Director contacts relevant 
staff to verify that there has been no previous complaint raised. If there 

is no such record and no verification, the HAO Director sends a letter to 

the complaining client informing him that he must seek to resolve the prob
lem he is raising with the HAO staff member involved or another HAO staff 
member before the Director can consider an appeal (Form 14.03-02).

02 - Notification of Appeals Examiner
If, upon receipt of a client appeal, the HAO Director determines that 

there is a previous record of the dispute in question, he promptly notifies 

an HAO Appeals Examiner by forwarding to him a copy of the appeal, together 
with any correspondence or documentation he may have regarding the dispute 

in question.
Upon receipt of the appeal and other documentation forwarded by the 

HAO Director, the Appeals Examiner promptly examines the appeal to ascer
tain whether any or all of the issues raised in the client's appeal are 

proper for appeal (for a list of those issues which are not proper for 

appeal, see Section 14.01.03 above).



14.03(2)

If the Appeals Examiner determines that there are no grounds 

raised which can be heard by means of the appeals process, he immediately 

so notifies the client in writing (Form 14.03-3) and so notes in the 

client’s file.

03 - Setting the Appeals Conference
If the Appeals Examiner determines that one or more of the issues 

raised in the client's appeal is within the scope of the appeals process, 
he sets a date for conference, to be held no later than 15 working days

The Appeals Examiner then invites the complaining 

client (Form 14.03-4) to the conference, noting the grounds on which the
after such decision.

appeal is to be discussed, as well as those which cannot be reviewed,
The Appeals Examiner alsostating the reasons for such exclusions, 

secures the attendance of any HAO staff members whose presence appears
necessary for the resolution of the issues to be reviewed on appeal.

If the client requests a change of time of the conference or a 

reasonable postponement, he must inform the Appeals Examiner by written 
or oral notice no later than three working days before the date for 

which the conference is scheduled. The Appeals Examiner makes every 

reasonable effort to meet such a request. Except in unusually extenuating 

circumstances, only one such request is honored for each client appeal.
The Appeals Examiner must notify the client that he will no longer have 

recourse to the appeals process if he exceeds this limit.

04 - Preparation for Appeals Conference
Prior to the conference, the client and/or his representative may, 

during business hours, upon prior arrangements, review any documents which 

the HAO Director or his designee considers appropriate and relevant to the 

case as well as any documentary evidence the HAO staff intends to present 
at the conference in support of its position. The Appeals Examiner gives 

the client a list of all HAO staff expected to attend the conference 

later than three working days before the date of the conference. If the 

client intends to bring a representative to the conference or call any 

other persons as witnesses in support of his position, he must submit 
comparable list to the Appeals Examiner by the same date.

no

a
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05 - Failure of Client to Attend Appeals Conference
If the client fails to appear for a scheduled conference without 

showing just cause for his absence, and has not contacted the HAO at 
least three working days prior to the date scheduled for conference to 

request a change in the date, the Appeals Examiner notifies him that he 

has waived further right to appeal the issues which were to be presented, 
and that the HAO action or decision from which the appeal was to be 

taken shall stand (Form 14.03-5).

06 - Conduct of Appeals Conference
The purpose of the appeals conference is to ascertain all relevant 

facts concerning the client’s appeal, so that the Appeal Examiner can 

render an informed decision with regard to the issues under consideration. 
In order to maintain as complete a record of the conference as possible, 
a member of the HAO staff is assigned by the Director to attend the 

conference and prepare a written record of its proceedings from which the
Appeals Examiner prepares his own summary; this summary is used by the 

Appeals Examiner in deciding the appeal (see 14.03.07 below), and may be 

used for the information of the Appeals Review Panel, should the client 
subsequently refer the Appeals Examiner's decision to the Panel.

The conference is conducted in private, and takes place at the 

HAO during business hours or at a reasonably convenient hour for 

the parties concerned. Other arrangements are permissible on mutual 
agreement of the Appeals Examiner and the client.

The Appeals Examiner conducts the conference in an informal 
He hears the arguments of both the client and/or his 

representative and HAO staff with whom the client has the dispute 

Both the client (and/or his representative) and 

involved HAO staff may call witnesses, though all parties should 

attempt to limit witnesses to a reasonable number.
Examiner and the client and/or his representative may question all 
parties and witnesses in an informal manner in an effort to clarify 

the issues and questions raised.

manner.

in question.

The Appeals
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07 - Decision of the Appeals Examiner
The Appeals Examiner prepares a summary of the proceedings of 

the conference based upon the record prepared by the assigned member 
of the HAO Director's staff and his own notes promptly after the

This summary is sent to the complainant 
The complainant then has seven working days in 

which to send comments on the summary to the Appeals Examiner, 
days after the summary is sent, the Appeals Examiner renders a deci-

conference has been held.
with Form 14.03-6.

Seven

sion on the appeal and presents it to the HAO Director for concurrence. 

He may modify his decision based on the Director's review.
Director's concurrence has been obtained, the Appeals Examiner then

(a) a statement

When the

forwards the following, in writing, to the client: 
of his decision, and the reasons therefor; and (b) a statement as to
the actions to be taken as a result of the decision, if any actions 

are required (Form 34.03-7). He also forwards copies of these 
materials to the HAO Director and involved HAO staff, 
notice to the client also indicates that, unless the client files a 

Request for Panel Hearing (Form 14.04-1), the decision is final; a 

copy of Form 14.04-1 is included with the Appeals Examiner's decision, 
if such decision holds in favor of the original HAO action.

The written
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The Housing Allowance Office

MODEL: CLIENT APPEAL FORM

NAME OF HEAD OF HOUSEHOLD: CLIENT I.D. NO.

NAME OF CLIENT:__________
(if different from above)

ADDRESS:: (City, Town, or Village)(Street) (Zip);
PHONE:

HAO ACTION BEING APPEALED (describe your complaint as fully as you can. 
If you know the names of HAO staff involved or the dates of the actions 
you are appealing, give them also) :_______________________________ .

:
:

:
■

;-•

=

: (ATTACH ADDITIONAL SHEETS IF NEEDED)

HAVE YOU DISCUSSED THIS MATTER WITH AN HAO STAFF MEMBER?;
YES O NO □
IF YOU HAVE NOT DONE SO, PLEASE CONTACT THE STAFF MEMBER WHO TOOK THE 
ACTION YOU WANT TO APPEAL, OR YOUR CLIENT SERVICES SPECIALIST, BEFORE 
FILING THIS APPEAL: HE/SHE MAY BE ABLE TO HELP YOU SOLVE YOUR PROBLEM.

1
5

I!: DATE:«
(SIGNATURE)

.

*
Form 14.03-1

j
■

*
.
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The Housing Allowance Office

MODEL LETTER: REQUEST TO CLIENT TO SEEK APPEALS RESOLUTION

Dear (Client):
We have received your request for review of your problems regard

ing

We have asked to help you
resolve this problem. He will contact you shortly. If you are not 
satisfied with the resolution that he suggests, please contact my 
office.

Sincerely,

Form 14.03-2

V
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The Housing Allowance Office

MODEL LETTER: NOTICE TO CLIENT THAT APPEALS EXAMINER HAS FOUND 
NO PROPER ISSUES FOR APPEALS REVIEW

Dear (Client):

I have reviewed your appeal, dated , concerning

on behalf of the Director of the HAO. While we are anxious to resolve 

any problems you may have concerning your participation in the Housing 

Allowance Program, we cannot solve the problems you have raised through 

our appeals process. As we have explained in the Part'ic'ipat'Lon Manual 

(INSERT APPROPRIATE LANGUAGE CONCERNING PARTICULAR CRITERION BY WHICH 

CLIENT COMPLAINT IS BEYOND SCOPE OF APPEALS PROCESS.) If you have any
further questions about your problem, please feel free to call me at

(address)(phone) or send a letter to me at the HAO at

Sincerely,

Appeals Examiner

Form 14.03-3



14,03(8)

The Housing Allowance Office

NOTICE TO CLIENT OF APPEALS CONFERENCEMODEL LETTER:

Dear (Client):

I have set a conference to discuss your appeal concerning

o'clock (a.m./p.m.) at 
__________ . (IF ANY ISSUES HAVE

at (time)for (day and date)
(address)the HAO,

BEEN EXCLUDED FROM APPEAL, ADD A SENTENCE BEGINNING "We will not be able 

(excluded issue) at that time becauseto discuss
.") If that date or time is not

, and we can try 

please be sure to call at

(explanation)
(phone)convenient for you, please phone me at 

to arrange something more convenient for you: 
least three days before the conference date if you need to change it. If
you miss the conference and do not contact us, you may jeopardize your 
right to further appeal.

You nay bring someone with you at your own expense to the hearing to 

represent you (such as an attorney) if you wish. If you are going to bring 

a representative or any other persons who will help you, please call or
write to give me their names no later than three days before the conference. 
A list of the RAO staff members who will attend the conference is attached 

If you and your representative wish to review any HAO 

records concerning your problem before the conference, please phone 

the number above to arrange to come into the HAO to see them.
The conference is not a formal hearing.

to this letter.

me at

We will discuss the problem
you have raised in an effort to solve it as easily as possible. You
will have the opportunity to question HAO staff about your problem, and 
I will try to get all the facts straight. After the conference,

Form 14.03-4 
Page 1 of 2
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NOTICE TO CLIENTS OF APPEALS CONFERENCE (Continued)

I will write up a report summarizing the conference and send a copy 

to you for your review.
After agreement by the HAO Director, I will send you a copy of the 

If you are not satisfied with my decision, you will be 

able to request a hearing by a panel made up of members of the 

community.

Then I will make a decision on your complaint.

decision.

If you have any questions, or wish to change the conference 

date, please call me.

Sincerely,

Appeals Examiner

Form 14.03-4 
Page 2 of 2
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The Housing Allowance Office

NOTICE TO CLIENT WHO HAS FAILED TO 
ATTEND APPEALS CONFERENCE

MODEL LETTER:

-
Dear (Client):

As I notified you by letter on (date of writing of Form 14.03-4), 
I scheduled an appeals conference for (day, date, time of scheduled 

conference), to discuss your problem concerning (subject of appeal) 
___________________________________________________. According to our rec

ords, you did not attend the conference, nor have you notified me of 
the reasons for failing to attend. As a result, you can no longer 
appeal this problem through the appeals process of the HAO. The 

HAO action which was the subject of your appeal will stand.
If you have any further questions relating to this issue, please 

(phone)______________.call me at

Sincerely,

Appeals Examiner

Form 14.03-5
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The Housing Allowance Office

COVER LETTER FOR APPEALS EXAMINER CONFERENCE 
SUMMARY SENT TO CLIENT

MODEL LETTER:

Dear (Client):
Enclosed is a copy of my summary of our appeals conference, held

to discuss your problem concerning ________

(subject of conference)
(date)on

I will base my decision of your appeal on the summary.
The summary is based on a report written by a member of the HAO 

Director’s staff who attended the hearing as well as my own notes 

from the conference. If you think some of the information is wrong, 
or that I may have left something that happened at the conference
out of the summary, please send me your additions or corrections at

(seven working days from date of this letter) .the HAO, no later than 

If I receive your comments by then, I will consider them in making a 

decision on your appeal; I will notify you in writing of the result of
your appeal promptly after that date.

If you have any questions about the summary or your appeal, 
(phone)________ .please call me at

Sincerely,

Appeals Examiner

:

Form 14.03-6
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The Housing Allowance Office

MODEL LETTER: APPEALS EXAMINER DECISION

Dear (Client):
After considering your problem regarding

(date of conference) , Iwhich we discussed at a conference on ___
propose to resolve the matter as follows:

OPTIONAL: (USE ONLY IF APPEAL IS DECIDED AGAINST THE CLIENT)

If you are not satisfied with this resolution, you may request a 

hearing from the Housing Allowance Program Appeals Review Panel by com
pleting the attached Request for Panel Hearing and returning it to the 

HAO by mail or in person.
If you wish, you may be represented at your hearing by an attorney 

of your choice (at your expense) or by some other person, 
tative may help you fill out the Request for Panel Hearing.

Your represen-

(20 working days fromIf we do not receive the enclosed form by 

date of letter) , the resolution suggested above will become final.
If you request a hearing, you and your representative may inspect 

any documents which the HAO Director or his designee considers appropriate 

and relevant to the issue at the HAO office.

Form 14.03-7 
Page 1 of 2
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APPEALS EXAMINER DECISION (Continued)

Please remember that if you wish to request a hearing you must 
do so by (20 working days from date of letter) .

If you have any questions concerning this resolution, please call
me at

Sincerely,

Appeals Examiner

Concurrence

HAO Director

Form 14.03-7 
Page 2 of 2

I
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CHAPTER 14.00 - APPEALS PROCESS

14.04 - FORMAL APPEALS REVIEW PROCESS: APPEALS REVIEW PANEL HEARINGS

01 - Filing of Request for Hearing
If a client is dissatisfied with the outcome of the conference conducted

by the Appeals Examiner, he may file a Request for Panel Hearing (Form 14.04- 

1) by the HA0 Appeals Review Panel.
After receiving a Request for Panel Hearing, the staff of the HAO 

Directors office immediately checks the form for completeness and stamps
In most cases the staff then:it with the date of receipt.

Returns one stamped copy to the complainant with a letter indicating 

that the HAO Director is arranging for a hearing.
Notifies the Chairman of the Appeals Review Panel of the filing and 

recommends a date, time and place for the hearing.
Forwards to the Chairman of the Panel five copies of the Request 
for Panel Hearing and of the Appeals Examinerfs summary of the 

appeals conference, his decision and any materials received from 

the complainant in connection with his appeal—all for distribution 

to the Panel members.
Notifies the Appeals Examiner of the client's Request for Panel 

Hearing.

o

o

o

o

If the issue at hand relates to a difference in the allowance payment of
less than $10 per month or a difference in asset evaluation of less than 

$1,000, unless the latter affects eligibility, the HAO Director may decide
If so, his staff notifies thethat a panel hearing should not be held, 

complainant of this decision in writing.
If the complainant has not filed a Request for Panel Hearing within 

twenty working days after the Appeals Examiner sent the complainant 
written notice of his decision, the Appeals Examiner's decision of the

appeal becomes final.

V

'
sI
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02 - Scheduling the Hearing
When the HAO Director receives a Request for Panel Hearing he notifies 

Generally, the hearing is scheduled to take place with

in ten working days of the Director!s receipt of the Request. The Chairman 

sets the date, time, and place of the hearing, and notifies the complainant 
(Form 14.04-3) by registered mail or personal delivery, and sends copies of 
the notice to the HAO Director and to the other Panel members. If the client 
did not file the Request within twenty working days of the Appeals Examiner's 

notification to the client of the Appeals Examiner's decision, the Director 

sends Form 14.04-2 to the client informing him that the Request for Panel 

Hearing cannot be considered.

the Panel Chairman.

03 - Composition and Selection of Appeals Review Panel
The Appeals Review Panel consists of five members who review disputed 

issues brought before them by the HAO Director on request of an HAO client. 

The members of the panel are selected by the HAO Director, 
individuals who have been active in local housing and community development 
issues and who would be sensitive to the needs of the eligible population 

and fair in their review and judgment on issues likely to come before the 

The HAO Director selects five members to sit on the panel, 
five members serve for a period of time as designated by the HAO Director.

Candidates are

panel. All

04 - Panel Chairman and Vice Chairman

Before the first meeting to hear complaints, the Panel elects a 

Chairman and Vice Chairman from among its members.

Panel Chairman has responsibility for convening the hearing, informing the 

Panel members and the complainant of the time and place of the Panel hearing, 
presiding over all Panel hearings, and writing Panel decisions.
Chairman is absent from a hearing, the Vice Chairman acts as Chairman for 

If both officers are absent the Panel chooses an Acting 
Chairman for purposes of that hearing.

The Appeals Review

If the

the hearing.
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05 - Quorum for Panel Proceedings
Panel hearings may not be held nor may other Panel business be 

conducted without the presence of at least three Panel members, 
the event of absences of particular Panel members for more than two 

consecutive Panel proceedings or for more than three out of any 

given five Panel proceedings, the HAO Director may designate other 

persons to replace those members.

In

06 - Remuneration of Panel Members
Panel members may be reimbursed for expenses related to their 

attendance at hearings as may be approved by the HAO Director, 
remuneration is given for other Panel meetings, including delibera

tions regarding hearings attended.

No

07 - Panel Conflict of Interest
Panel members may not hear or participate in the decision of any 

complaint that relates directly to their own participation in or other
In the event that this policyinvolvement with the allowance program, 

results in the impossibility of a quorum to hear a particular complaint, 
the HAO Director may select sufficient temporary Panel members to provide

a quorum.

08 - Preparation for Hearings
The complainant and/or his representative may (during business 

hours and upon prior arrangement) examine before the hearing any 

document the HAO Director or his designee considers appropriate and 

relevant to the case, the Appeals Conference record and any HAO rules 

and regulations.
If the complainant so desires, he may be represented by counsel 

for Panel hearings, at his own expense.

09 - Conduct of Hearings
! The hearingAll hearings are conducted in an informal manner.

The Appeals Examiner or any other HAO staff member 
designated by the Director shall represent the HAO at the hearing.
is private.:"

I
*
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If the complainant cannot appear for the hearing as scheduled, he 

must contact the HAO no later than three working days before the scheduled 

hearing, and the Panel will postpone it for a reasonable period (normally
If the complainant does not appear forno more than five working days). 

the scheduled hearings and has not requested a postponement, the Appeals
Examiner*s decision stands, and the complainant is so notified by letter 

(Form 14.04-4).
At the hearing, the complainant is required to sustain the burden of 

proving that the decision of the Appeals Examiner was incorrect, 
complainant and the HAO may each present witnesses, documentary evidence 

and arguments, dispute evidence relied on by the other, and confront and 

cross-examine all witnesses on whose testimony or information the other 

Any oral or documentary evidence may be received by the Panel 
without regard to whether or not that evidence would be admissible under 
rules of evidence employed in judicial proceedings, 
accepted is limited, however, to facts and issues raised by the complainant 
and the HAO staff rebuttal.

The

relies.

The scope of evidence

Appropriate records of the proceedings, in the form of minutes, are 

kept by a member of the HAO staff designated by the HAO Director. The 

Appeals Chairman must approve these minutes before distribution. Copies 

of these minutes are distributed promptly after the hearing to all parties 

in attendance and to Panel members who may have been absent.
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The Housing Allowance Office

MODEL: REQUEST FOR PANEL HEARING

Name of Head of Household

HAO Request No. Client I.D. No.

Date

Name (If different from above).
(First) (Middle Initial) (Last)

Address
(Street No.) (Street)

(City/Town)

(State) (Zip)

I hereby request a hearing by the Housing Allowance Program Appeals 

Review Panel regarding the following matter (describe the problem in as 

much detail as possible, including dates of HAO actions, staff involved, 
address of any housing unit involved, etc.):

(Attach additional sheets if necessary)

Form 14.04-1 
Page 1 of 2
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The Housing Allowance Office 

REQUEST FOR PANEL HEARING (Continued)

Solution requested (if known):

I understand that the Housing Allowance Program Appeals Review 

Panel will notify me promptly of the date and place scheduled for the 

hearing.
I understand that I as complainant have the responsibility of 

proving that the decision of the Appeals Examiner was incorrect.
I also understand that I may be represented at this hearing 

either by an attorney (at my expense), or by someone else, and that, 
prior to the hearing, I and my representative n^ay review the Appeals 

Conference record, HAO rules and regulations and any document I have 

filed or prepared that the HAO Director or his designee considers 

appropriate and relevant to this appeal.

(Signature)

Form 14.04-1 
Page 2 of 2
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The Housing Allowance Office

NOTICE TO CLIENT OF LATE FILING OF REQUEST 
FOR PANEL HEARING

MODEL LETTER:

Dear (Client):

We have received your Request for Panel Hearing for your problem 
concerning (ground for appeal)

As stated in the Participation Manual and in the letter from the Appeals

(date of Examiner's decision letter)Examiner dated

order for your request to be considered, it was necessary for your re
quest to have been received by (20 working days after Examiner's letter). 
Because your Request was received after that date, it will not be 

possible to appeal the Appeals Examiner's decision to the Appeals 
Review Panel, 
stand.

, in

Therefore, the decision described in his letter must

If you have any questions about your appeal, please phone the 

Appeals Examiner, (name of Examiner), at (phone)

Sincerely,

Form 14.04-2

..

.
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The Housing Allowance Office

MODEL: NOTIFICATION OF HEARING

Client I.D. No.HAO Request No.

Date

Name
(Last)(Middle Initial)(First)

Address
(Street)(Street No.)

(City/Town)

(Zip)(State)

Description of Appeal:

Your hearing has been scheduled with the Appeals Review Panel on 

o’clock a.m./p.m. at __________________________ .at
(date) (time)

If you cannot appear for this hearing, see me at
(location)

(address)
at least three working days before the dateor call

(phone)
set for the hearing, and the Panel will reschedule it and notify you. 
If you do not appear and have not contacted us, the previous ruling of 
the Appeals Examiner will stand, 
call the telephone number above.

If you have any questions, please

Sincerely,

Chairman
Appeals Review Panel

cc: HAO Director 
Panel Members Form 14.04-3
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The Housing Allowance Office

NOTICE TO CLIENT WHO HAS FAILED TO 
ATTEND APPEALS REVIEW PANEL HEARING

MODEL LETTER:

Dear (Client):
According to our records, you did not attend the Appeals Review

(date of hearing)Panel Hearing scheduled for 

problem concerning _________
, to discuss your

(subject of appeal)

Because you did not attend the hearing and we have no record of your 
attempting to notify the HAO of your inability to attend, the previous 

decision of the Appeals Examiner, of which you were notified by letter
, must stand.(date of Form 14.03-7)on

If you have any questions regarding your participation in the 

Housing Allowance Program or your appeal, please call the Appeals 

(name of Examiner) (phone)_____.Examiner, , at

Sincerely,

Chairman
Appeals Review Panel

Form 14.04-4
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CHAPTER 14.00 - APPEALS PROCESS

14.05 - PANEL DECISION AND APPEALS

:'

01 - Decision of the Panel
After consideration of all facts presented, as well as appropriate 

HAO rules and regulations, the Panel reaches its decision by voice vote 

or show of hands in an informal closed meeting or by written ballots sub-
A majority of those present must approve 

In the case of a tie vote, the decision of the Appeals 

No Panel members absent from a particular hearing may 

take part in a decision based on that hearing.
After the decision is reached, the Panel prepares its written deci

sion, including a statement of findings and conclusions and the reasons 

or basis therefor, regarding all material issues raised by the parties.

:

; mitted to the Panel Chairman.;.
the decision.
Examiner stands.

;

i

The Panel Chairman has responsibility for writing the decision of the 

Panel but may delegate such responsibility to any other Panel member who
This is done within a reasonable time after the

Copies of the written

[

I. attended the hearing.

date of the hearing (generally five working days), 
decision with a cover letter (Form 14.05-1) are mailed or delivered to 

the parties involved and their representatives, and a copy is forwarded to

:■

the HAO Director.

02 - Effect of the Decision
If the decision of the Panel is in favor of the complainant, the HAO 

Director promptly takes all actions necessary to carry out that decision.
If he determines that the Panel has acted arbitrarily or exceeded its 

authority, he submits a written report stating the basis for his judgment 
to the HAO Board Chairman. If the Chairman of the Board of the HAO agrees, 
he promptly submits a request for a review of the decision by the U.S. 
Department of Housing and Urban Development. He simultaneously notifies 

the complainant of his request to HUD by mailing him a copy, and will,
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upon request of the complainant, promptly forward any response by the

If the Chairman of the Board does.not agree, thecomplainant to HUD. 

decision of the Panel is final.I
: If HUD determines that the Panel has acted arbitrarily or exceeded

its authority, it so notifies the HAO Board Chairman in writing, modifying
Likewise, if it believesthe Panel's decision to the extent necessary.

the Panel did not act arbitrarily or exceed its authority, it shall so
In either case the Boardnotify the HAO Board Chairman in writing.

Chairman forwards copies of HUD's letter to the complainant, the members
of the Panel and the HAO Director.

03 - Complainant Appeals of Hearing Panel Decision
A decision by the Panel that is in favor of the HAO, including any 

modifications in a Panel decision which have been made by HUD under the 

provisions of 14.05.02, above, does not affect any rights the complainant 
may have to judicial review.

04 - Payment Status During Appeals Process
If the complainant received allowance payments before he filed an 

appeal with the Director, payments are continued at a level determined 

by the HAO in accordance with program standards until appeal is completed; 
subsequent continuation of payments is determined by the outcome of the 

appeal in question.
If the dispute is over improper use of allowance payments or other 

charges which the HAO claims are due, the HAO Director may order a sus
pension of payments, pending the resolution of the appeal.
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! The Housing Allowance Office

MODEL LETTER: APPEALS PANEL DECISION

!
1

!
Dear (Client):

Enclosed is a copy of the decision of the Housing Allowance 

Program Appeals Review Panel, which heard your appeal regarding

(subject of appeal)

i

:
i

at a hearing on (date of hearing) Included in the decision is a
statement of the actions to be taken by the HAO to implement this 

decision.
i.

If you have any questions regarding this decision or your 
participation in the Housing Allowance Program, please call your 
Appeals Examiner,

i

(phone)(name of Examiner) , at

Sincerely,
i

Chairman
Appeals Review Panel

..

:
!

}
:•

Form 14.05-1
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CHAPTER 15.00 - SUSPENSION AND TERMINATION
!

15.01 - GENERAL DESCRIPTION

01 - Introduction
Suspension is the process by which payments to an authorized recipi

ent are stopped on a temporary basis, due to an infraction of HAO rules. 
Reactivation is the removal of a suspension, i.e., the initiation of 
regular payments again when all requirements for the removal of the sus
pension have been met.

Termination is the process by which a client's participation in the 

housing allowance program is ended either voluntarily, at the client's 

initiative, or involuntarily, at the initiative of the HAO. Termination 

may apply to any clients who have signed a Participation Agreement, either 

before or after they have begun receiving allowance payments. (It there
fore does not apply to anyone who has submitted a Preliminary Application 

but has not yet signed a Participation Agreement.)
Reinstatement occurs when a terminated client has once again met all 

of the requirements for enrollment in the program and signs a new Partici
pation Agreement. In these cases, the client is assigned the same Client 
I.D. Number used during previous participation and all prior records are 

carried forward. A reinstated client is not automatically authorized for 

payment even if the household was receiving payments before termination.
As with enrollees, payments are authorized only when, and as long as, pro
gram housing requirements are met.

This chapter defines HAO policies and procedures relating to these 

four types of administrative actions. Relevant administrative objectives 
are:

o To detect justifiable causes for suspension and termination 

quickly and efficiently. *
o To be fair to the client in processing suspensions and termina

tions, providing appropriate notice with a clear explanation of
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the reasons for the proposed action, providing reasonable time 

for the client to correct the cause where applicable, and
the use of the HAO Appealsproviding adequate information on 

Process.
o To process approved suspensions, terminations, reactivations and 

reinstatements in an orderly but expeditious manner in order 
to avoid error and minimize administrative cost.

02 - Suspension
Suspension is warranted when a client household fails to fulfill its 

obligations as a participant as defined in the Participation Agreement. 

Specifically this may include:

Causes related to the recertification of eligibility: Failureo
to provide information as the HAO may require for recertifica
tion. Failure to provide accurate information when information 

is given to the HAO. Failure to permit the HAO to verify such 

information.
Causes related to program housing requirements: Failure too

reside in housing that has been evaluated and approved specifi
cally for the client. Failure to permit the HAO to evaluate 

the client's housing unit.
o Causes related to the program Lease Agreement (renters only) :

Failure to enter into an HAO approved Lease Agreement for each
unit in which the household resides as a participant and to 

have such an agreement in effect at all times. Failure to notify 

the HAO when the rent or responsibilities for utilities under an
existing Lease Agreement have been modified, 

o Causes related to housing expense requirements: Failure to
spend an amount for housing expenses in any six-month period at 
least equal to the allowance payments the client received during 

that period.

Causes related to overpayments: Failure to return to the HAO 

any amounts the client receives in excess of the amounts they 

are entitled. Failure to repay advances in accordance with the 

terms specified.

o
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:;
Causes related to Participation Agreements: Failure to entero
into a new Renter Participation Agreement or Homeowner Partici
pation Agreement as appropriate when the client changes tenure. 
(Clear refusal to do so is the equivalent of a voluntary 

termination.)
General causes:

;

Failure to abide by the standards of theo;
allowance program.I

03 - Reactivation
Reactivation occurs when a suspended client corrects the original 

cause(s) for suspension applicable to the case, and there are no other 

currently applicable reasons to continue the suspension, 
if the household has been suspended due to failure to permit the HAO to 

evaluate its housing unit, reactivation does not occur until the approval 
of the unit has been processed.

For example,

t
04 - Voluntary Termination

As stated in the Participation Agreement, a client household may with
draw from the program and terminate its agreement at any time merely by

When the HAO is so notified,notifying the HAO of its decision to do so. 
a staff member will attempt to discuss the decision with the client in 

order to determine the reasons and to seek to resolve any problems, 
the client’s decision is firm, however, the request for termination is

When

processed expeditiously.

.
05 - Involuntary Termination

There are two basic grounds for involuntary termination by the HAO as 

established in the Participation Agreement:

o When a change in the household's place of residence, composition, 
income or assets has made it no longer eligible for the program 

in accord with program standards, 
o When a household has failed to fulfill its obligations as a 

participant as defined in the Participation Agreement.
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The latter condition, therefore, includes grounds for suspension 

as enumerated in Section 15.01.02. Normally if one or more of those 

causes exist, the client is suspended first, and if the cause for suspen
sion is not corrected within a reasonable period of time, the client is 

terminated.
Two special cases should be noted. First, if the client is suspended 

because of failure to reside in housing that has been evaluated and 

approved or failure to keep and HAO approved Lease Agreement in effect, 
the client is never terminated on those grounds. (In such cases, after a 

prolonged suspension, clients often fail to recertify and are terminated 

for that reason.) Second, if a client is suspended for providing inaccu
rate information to the HAO and the client subsequently provides the 

correct information, this is not sufficient to cause reactivation if the 

matter is being examined as a case of possible fraud. Reactivation occurs 

only when and if it is determined that there are insufficient grounds for 

pursuing criminal action or the client is found not guilty. The client 
is terminated if found to be guilty of fraud.

06 - Reinstatement
The reinstatement process begins when a terminated client contacts 

the HAO to request reinstatement. The process usually requires a full 
interview, similar to the enrollment interview, to determine if the .client
is once again eligible, to determine the amount of the allowance entitle-

In some cases,ment if so, and to execute a new Participation Agreement, 
however, when a client has been terminated for failure to complete 

recertification requirements and the client requests reinstatement a short 
time thereafter, reinstatement may be made without the additional full 
interview.
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CHAPTER 15.00 - SUSPENSION AND TERMINATION

15.02 - PROCESSING SUSPENSIONS AND REACTIVATIONS

01 - Processing Suspensions
Procedures leading to the discovery of a cause for suspension are 

described elsewhere in the Handbook. Those related to the recertifica
tion of eligibility and housing expense requirements are discussed in 
Chapter 11.00 . 
cussed in Chapter 12.00.
Chapter 13.00.

Those related to program housing requirements are dis-
Those related to overpayments are discussed in 

These chapters also define the required warnings about 
suspension and termination that must be given to clients in each
circumstance in those areas.

In all cases the client is notified of the suspension by letter.
(1) notify the client that payments will be suspended, 

stating the effective date, (2) explain the reason for the suspension,
(3) explain what the client must do to correct the circumstance so as to 

cause reactivation, (4) (where applicable) remind the client of rights 

under the HA0 Appeals process, and (5) (where applicable) warn the client 
that termination will occur if corrective action is not taken within a 

reasonable period—the exact period must be specified in the letter and 

in no case shall be less than two weeks from the effective date of the 

The HAO Director may require that some or all such letters 

be approved by a Supervisor before they are sent to the clients.
When the appropriate warnings have been sent to the client and the 

specified waiting periods have elapsed, the suspension is initiated by 

making appropriate entries in the Payments Suspension/Reactivation Log 

The form may be initiated by the staff member that 
identifies the cause for suspension and/or by a Specialist generally 

assigned to handle suspension processing, 
initiates suspension only upon receipt of adequate documentation from the 

staff member that identified the cause, 
form must assure the retention of documentation that supports the suspen

sion as may be required for subsequent review of the action.

The letter must:

suspension.

(Form 15.02-1).

In the latter case the Specialist

The staff member who initiates the
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Completed forms are forwarded for keypunching and entry into the
When the transaction is entered, the system will automat-

Copies of
data system.
ically stop further payments until instructed to reactivate, 
all forms may be forwarded for the records of the staff section responsible

As an alternate procedure, the HAO Directorfor payment authorizations, 
may require that keypunching for some or all forms be held up until an HAO

An HAO SupervisorSupervisor reviews and approves them for data entry, 
may spot check forms from time to time in relation to the documentation

supporting suspension.

02 - Processing Reactivations
When the client has taken corrective action sufficient for reactiva

tion, appropriate reactivation entries are made on the Payments Suspen
sion/Reactivation Log (Form 15.02-1). 

member who documents the corrective action or by a Specialist generally

The staff member who initiates 
the form must assure the retention of documentation to support the 

reactivation as may be required for subsequent review of the action.
Completed forms are forwarded for keypunching and entry into the data

This is done either by the staff

assigned to handle reactivation processing.

When the transaction is entered, the system will automatically 

reinitiate the printing and mailing of regular payments to the client. 
Copies of all forms also may be forwarded for the records of the staff 
section responsible for payment authorizations.

system.

As an alternate procedure, 
the HAO Director may require that keypunching for some or all forms be
held up until an HAO Supervisor reviews and approves them for data entry. 
An HAO Supervisor may spot check forms from time to time in relation to 
documentation supporting reactivation.
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CHAPTER 15.00 - SUSPENSION AND TERMINATION

15.03 - PROCESSING TERMINATIONS

01 - Initiating Voluntary Terminations
When a written or oral request from a client to terminate from the 

program comes to the HA0, the staff member attempts to discuss the 

reasons for the request, to make sure the client understands the conse
quences of termination, and to resolve any problems that can be resolved.

If after this discussion the client still wishes to terminate (or 

if after a reasonable period of time it has not been possible to contact 
the client), the staff member proceeds as follows:

i o A Termination Form (Form 15.03-1) is filled out and forwarded 

for Termination Review. (The HAO Director designates one staff 
member of the rank of Supervisor or-higher to be responsible 

for all termination reviews.)
o Immediately thereafter, if the client’s request was not written, 

a letter is sent to the client to confirm that the request was 

made and that it was received by the HAO. (While it is pre
ferred that the client submit a written request for termination, 
the HAO may accept an oral request if this written confirmation 

procedure is followed.)

:
i

-

02 - Initiating Involuntary Terminations
When termination is warranted due to ineligibility, the client is 

notified of the timing of termination as a part of the recertification 

process in which ineligibility is determined (see Chapter 11.00). A 

Termination Form is filled out and forwarded for Termination Review at
the appropriate stage in that process.

When termination is warranted for other reasons, the client's pay-
A control system is maintainedments normally will have been suspended, 

on all categories of suspension cases that would normally lead to termina
tion so that the staff will take note at the time the termination warning
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period has elapsed without corrective action on the part of the client. 
When this occurs, a Termination Form is filled out and forwarded for 

Termination Review.

03 - Termination Review and Subsequent Processing
In the Termination Review, the level of examination varies depending 

on the cause for termination. In routine cases, only spot checks may be 

required. In special circumstances more thorough examination may be 

warranted including checking of facts and documentation with the staff 
member that initiated the Termination Form and with the client. If the 

matter is an active case in the HAO Appeals Process, the Termination 

Form is held in a pending file until the Appeals case is resolved. Approved 

Termination Forms are signed by the reviewer and forwarded for keypunching 

and entry into the data system. (Copies are sent to other staff sections 

as may be appropriate to notify them of the action.)
Entry of the termination transaction into the data system automatically 

terminates the client from the program, 

sponsible for checking as necessary to assure that the appropriate termina
tions have been processed.

The termination reviewer is re-

After processing, the original Termination Form 
is returned to be placed in the client's file in central records.
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The Housing Allowance Office 
TERMINATION FORM

PART I - IDENTIFICATION
12-17 13-191-6 7-11 31=Termination

33=Correction
tT rurnT i

Effective Date UsageClient I.D. Test Name

MA per Mo. $. 
Payment Rec'd

Head of Household
Y NResidence Address

Y NRen te rMailing Address
Y NElderly

PART II - TIMING/CIRCUMSTANCE (KP Col.22) (Circle Number)

6 Error in Original Applic.
7 Error in Recertification
8 Other, before first Semi-annual
9 Other, after first Semi-annual

1 Semi-anr.ual Recertification
2 Annual Recertification
3 Special Recertification
4 Verification - Original Applic.
5 Verification - Recertification

PART III - REASON FOR TERMINATION (KP Col.23 - KP circled letter only) (Circle
- check one or more boxes as secondary reasons ifone letter as primary reas 

client indicates)
:
1

INV. VOL.1
: A __j Kl

LI
Assets too high 
Income too high
Household composition does not meet program standards 
Moved or moving out of Program Area 
Moved or moving into subsidized housing 
Moved or moving into nursing home
Failed to recertify or complete recertification req.'s. 
Failed to allow housing evaluation
Didn't spend a sufficient amount for housing expenses 
Fraud
Death of head of household 
Administrative burden 
Allowance too small
Housing Evaluation not approved; client doesn’t wish to move 
Lease not approved; client does not wish to move 
Concerned about confidentiality 
Concerned about "welfare image"
Feels assistance is not needed at this time 
Wants to join other assistance program 
Could not identify reason
Other (Explain).............. .........................................................................

■

i—! MC- D N
o!

H PC
E
□F

G~!

:B «nrM
tH
u I
V jw H
X
Y

JO Z[_

Date letter sentPART IV - APPROVALS
Requested by..........
Termination Review

Date
Date

Form 15.03-1
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CHAPTER 15.00 - SUSPENSION AND TERMINATION

15.04 - PROCESSING REINSTATEMENTS s

01 - Introduction
Clients who have been terminated from the program may subsequently 

be reinstated if at the time they request reinstatement they are eligible 

Only in cases of legally proven fraud will reinstatement 
In most cases, the reinstatement procedure requires 

a full interview with the client, similar to initial enrollment and 

annual recertification interviews, and the processing of most forms re
quired for initial enrollment as well as one or two extra forms required

In a smaller proportion of cases, in which the client 
applies for reinstatement a short time after he has been terminated for 

failure to complete the requirements of a recertification, or if reinstate
ment occurs a short time after the client was terminated due to a mistake 

made by the HAO, a short form of reinstatement is used, in which the 

interview may not be necessary; the short form of reinstatement involves 

ensuring that all requirements for the missed recertification have been 

completed, and that additional forms necessary for reinstatement are com
pleted .

to participate, 
processing be denied.

for reinstatement.

02 - Types of Reinstatement
In the normal case, in which a client has been terminated because 

he became ineligible, or failed to complete recertification requirements 

by specified deadlines, a Regular Reinstatement is conducted, 
volves:

This in-
3

o Full interview.
o Completion of Reinstatement Request Form 

(optional).
o Completion of Recertification Form (Form 11.04-2) with Usage 

Code 27.
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New housing evaluation (unless unit successfully evaluated 

within 60 days of interview).
New Participation Agreement.
Acceptable lease must be on file; information contained on 

lease must be current (for renters only).
Completion of Request for Evaluation (Form 10.08-1).
Entry to computer system from Reinstatement Log (Form 15.04-3) 

(Usage Code 32).

o

o
o

o

o

When the proper forms have been submitted to the computer system, the 

due date cycle for the client is automatically adjusted to start the 

annual cycle at the time of the reinstatement Effective Date.
For clients who have failed to complete recertification requirements 

by specified deadlines and have consequently been terminated, or who have 

been terminated due to an HAO error, if the client is able to meet all 
necessary requirements by the 15th of the month which is 2^ months 

following the due date for the missed recertification, or within 2 months 

of the date of termination if due to HAO error, and if no recertification 

was due during those two months, a Short Form Reinstatement may be pro
cessed. (These deadlines may be extended by the HAO Director in special 
cases.) This involves:

Completion of all requirements for recertification that 
missed.

Completion of Recertification Form with Usage Codes 21, 22, 23, 
or 25.
New Participation Agreement (not required if HAO error) . 

Completion of Payment Authorization via HUCF (Form 10.08-1) 
(where appropriate) if the client has moved to a new unit; 
otherwise completion of a Payment Authorization via the Sus
pension/Reactivation Log (Form 15.02-1, Usage Code 42) for 
other reinstatements.

Entry to computer system from Reinstatement Log (Usage Code 32).

o were

o

o
o

o

For Short Form Reinstatements, the due date cycle is not adjusted—the same 

cycle is used which was in effect before termination.
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For a client who was terminated, after which the appeals process 
determined he should not have been terminated, an Appeals Reinstatement 
is processed. In such cases the HAO determines whether the Regular Re
instatement or Short Form Reinstatement process is most appropriate, 
based on whether enough time has elapsed since termination that the client
has missed important processing stages such as recertifications, in which 

case reinstatement similar to a Regular Reinstatement is appropriate, or 
whether data on the client is current, in which case reinstatement similar 

to a Short Form Reinstatement is appropriate.
Form 15.04-1, Key Dates for Reinstatements, indicates dates to be 

used in relevant forms.

!
I
!

03 - Processing for Regular Reinstatement - Interview
A full interview is completed with the client similar to the interview 

conducted for an annual recertification, except for a few additional 
(1) a new Participation Agreement is signed, (2) steps are 

taken as needed to assure that HAO lease requirements are met, and (3) 
appropriate records and reports are checked to see if any matter associated 

with the client's previous participation affects reinstatement status, e.g., 
if the client had a financial obligation to the HAO that remains unpaid.

The Recertification Form (Form 11.04-2) is completed just as it is 

for an annual recertification, with the following exceptions:

!

elements:

;
:

;

I
Usage Code is 27.
Cause of termination is handwritten in Part I below boxes for 

client I.D., test, name, etc.—e.g., "terminated for failure 

to complete annual recertification"; "terminated for income 

ineligibility"; "terminated for asset ineligibility." 

notation is not keypunched.

o
o■.

■

This

The Housing Unit Certification Form (Form 10.08-1) is initiated
Evaluation Type is coded as 8 (Reinstatement).following the interview.

Above Part I is handwritten "Regular Reinstatement."
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The recertification packages are forwarded for further processing.
Participation Agreement, documen-The packages contain the RF, HUCF, new 

tation received from the client, and the client's file.

04 — Processing for Regular Reinstatement - Further Processing
The reinstatement packages are logged in on the Reinstatement Log, 

which is identical in format to the Certification Log (Form 11.02-1).
The package is checked for completeness and the HUCFs are sent in daily 

batches to the Housing Evaluation Section where a housing evaluation is 

initiated unless a successful evaluation has been completed within 60 days
Verification is conducted just asof the date of reinstatement interview, 

it is for annual recertification, 
completeness and accuracy, just as is done for an annual recertification. 
Other parts of the reinstatement package are checked for completeness and 

accuracy (e.g., new Participation Agreement is present), 
processed as are initial enrollments.

When the HUCF is returned from the Housing Evaluation Section, if

The Recertification Form is checked for

The file is then

the Housing Evaluation was successful, then Question 3, Effective Date,
(1) date of housing evaluation, (2)is filled in with the latest of:

effective date of lease, (3) date of submission of executed lease, and 
(4) date Participation Agreement was signed. Note that this rule applies 

even if a valid lease was on file from some previous time, and even if a 

successful housing evaluation had been completed within 60 days of the
request for evaluation. 
Question 4 is entered as 11.

Part V is completed, and the Usage Code in

If the Housing Evaluation indicated the 

housing unit was not acceptable, the Usage Code in Question 4 is entered
as 15, Incomplete Unit Certification.

When a successful housing evaluation has been completed (if necessary) 
and the HUCF returned, and when a new Lease Agreement has been received 

(if necessary), payment authorization may be made. The first payment is 
calculated just as it is for an initial payment when a client first enrolls
in the program. A proration is calculated so that payment begins effec
tively on the Effective Date on the HUCF.
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05 - Processing for Short Form Reinstatements
For clients who have failed to complete recertification require

ments by specified deadlines and have consequently been terminated, or 

who have been terminated due to an HAO error, if the client is able to 

meet all necessary requirements by the 15th of the month which is 2^ 

months following the due date for the missed recertification, or within 

2 months of the date of termination if due to HAO error, and if no re
certification was due during those 2 months, a Short Form Reinstatement

(The deadlines may be extended by the HAO Director formay be processed, 
special cases.)

For reinstatements following failure to recertify, the first require
ment for a Short Form Reinstatement is that all requirements for the missed 

recertification be completed. For annual recertification, the usual cause 

for termination is failure of the client to schedule or attend an annual
recertification interview. When the client does come in for an interview, 
the date of the interview is entered as the Date of Recertification (Part II,
Question 2 on RF), and documentation and verification are gathered to docu
ment the information as of the Date of Recertification. In some cases,
however, the client attends the annual interview and elects to bring in 

documentation to the HAO; failing to supply the documentation by the speci
fied deadline, he is terminated, 
filled in with the date of the interview, and documentation and verification 

provided must provide information as of the Date of Recertification, 
a new situation has developed, such as the client receiving a different 
amount of income, the change may be reflected through a Special Recerti
fication (although it is not necessary to reflect the change), but the 

information on the RF for the missed annual must still refer to the Date

The Date of Recertification is still

If

of Recertification already entered. Alternatively, a Regular Reinstatement 
may be held, which of course entails a complete new interview. In this 

case the Date of Recertification would be filled in with the date of the 

new interview, and documentation and verification must refer to the client’s 

situation as of the interview date. For the Short Form Reinstatement, the 

RF Usage Code is 22, and the Specialist conducting the reinstatement writes 

in Part I of the RF “terminated for failure to complete annual recertifica
tion." Other requirements for the annual recertification, such as an
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The evaluation is initiated 

Evaluation Type is coded as 8 (Re
annual housing evaluation, must be met also.

by the Client Services Specialist.
Above Part I is handwritten "Short Form Reinstatement/instatement).

Annual." All other aspects of the Short Form/Annual are the same as for

the Regular Reinstatement.
For Short Form Reinstatements following termination due to failure to

recertify at the Semi-Annual Recertification, the Date of Recertification 

on the RF (Part II, Question 2) is filled in with the date upon which the 

client signed the SARF; if the date was not filled in by the client, the 

date the SARF was received in the HAO (which is date stamped on the SARF) 
Documentation and certification will refer to the client's

If a new situation was
is used.
situation as of the Date of Recertification, 
developed, such as the client receiving a different amount of income, the 

change may be reflected through a Special Recertification (although it is 

not necessary to reflect the change), but the information on the RF for the 

missed semi-annual must still refer to the Date of Recertification already 

Alternatively, a new SARF may be signed by the client, andentered.
documentation provided based on the new Date of Recertification, if the 

Effective Date can occur by the 15th of the month which is 2h months 

following the due date. Usage Code 21 is used on the RF for the Short Fora, 
and "terminated for failure to complete semi-annual recertification" is
handwritten on Part I of the RF. Other aspects of the usual semi-annual 
recertification are completed, but also a new Participation Agreement must 
be signed; an entry to the computer system from the Reinstatement Log is 

made, and Form 13.03-18, Usage Code 42, is completed to authorize payment; 
an HUCF is not necessary.

Processing for a Short Form Reinstatement following termination for 

failure to complete an HAO-initiated Special Recertification is identical 
to processing for a Short Form/Semi-Annual, except that a SARF is not 
necessary, and the Date of Recertification (RF Part II, Question 2) is 

filled in with the date of principal contact with the client; "terminated 

for failure to complete HAO-Initiated Special" is entered in Part I of 
the RF, and the RF Usage Code is 23.

For Short Form Reinstatement/HAO error, only Parts I and II of the 

RF need be completed; the Effective Date and Date of Recertification are
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both filled in with the date the reinstatement is performed, 
tion due to HAO error" is entered in Part I of the RF.
Code is 25.

"Termina- 
The RF Usage

A Payment Authorization (Form 13.03-18) is processed just 
as for a Short Form/Semi-Annual, and the Reinstatement Log is used. 
Additionally, processing for Underpayments may be appropriate—refer to 

Handbook Section 13.05.

06 - Processing for Appeals Reinstatements
When an Appeals Reinstatement is conducted, a 27 RF is processed for 

a Regular Reinstatement, and a 21, 22, 23, or 25 RF for a Short Form/ 
Appeals; criteria for choosing which one is used are stated in Section 

15.04.02.

I
!
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.01 - OVERVIEW

01 - Objectives and Introduction
HAO program operations are supported by an automated information

system (computer system) that is coordinated with manual program record
keeping procedures. The objectives of the information system are to

Facilitate the prompt and accurate processing of application 

data to determine client eligibility; calculate allowance pay
ments; and prepare detailed client records, notifications, and 

payment checks.
Organize and report program operations data that are useful for 

the management of the HAO, i.e., a program management informa
tion system.
Provide the inputs necessary for accurate program activity and 

financial reporting to HUD to document the use of federal pro
gram funds.
Ensure that the confidentiality of sensitive program information 

is maintained.

o

o

o

o

02 - Role of Information Services
Information Services is responsible for the operation of the auto

mated information system and the maintenance of centralized HAO client 
records.

The software programs that constitute the basis for the automated 

information system are operated at an outside computer installation as 

noted below. The Information Services staff act as the intermediary
between the outside computer installation and the users of the informa
tion system. More specifically, the responsibilities of the staff are to
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Distribute the outputs ta the appropriate EA0 staff members.

Mala tain centralized EAQ client files.

Ensure that the computerized EAQ files are properly stared and 

bached up .
Ensure that regular maintenance programming is properly performed 

and that special informational requests of the HAO management are 

satisfield promptly and accurately.

a resscssa-

o

c

o

o

03 - Computer Installation

The HAO Computer System is installed and operated at a computer

The operations staff of the data center are

in charge of processing the system under the instructions of the HAO

The data center's contractual responsibilities

installation outside the HAO.

Information Services staff.
are to:

a prearranged schedule, 

is feasible, by tele-
Make computer time available according to 

Clean the input data, when such cleaning 

phone consultation with the HAO.
within

o

o

turnaround times.the specified
Deliver inputs and outputso
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Maintain the tape log provided with the system user’s manual 
and store the tape files in a safe place (see Subsection 16.01.08 

below).
Perform routine maintenance programming.
Provide a monthly reconciliation statement using the appropriate 

tape file generated by the Payments System (see Section 16.06.04 

below).

o

o
o

04 - Central Records
The HAO Director assigns a section to be responsible for the mainte-

The various sections ofnance of the HAO’s centralized manual client files.
the HAO maintain their own specialized files as described in this Handbook 

under the procedures relating to the various program functions, 
tion, the original or a copy of all documents pertaining to a specific

These

In addi-

client household is also forwarded to Central Records at the HAO.
documents are also specified throughout this Handbook wherever the related

Section 16.08 below reviews in detail theprocedures are described, 
documents received and stored by Central Records.

05 - Anonymity of Clients and Confidentiality of Information
The HAO is administered in a manner to ensure the greatest degree of 

anonymity to clients. Therefore, except as is necessary for the perfor
mance by the HAO of its duties in administering the program, no person or
agency is informed of the fact that a client has applied, is enrolled, or
is receiving a housing allowance, or is or has been in any way connected 
with the program. No information concerning the client is provided other 

than (1) upon written request by the client specifying the information to
be provided and the person or agency to whom it is to be given; or (2) 
as required by law, as determined by a written legal opinion of the 

attorney for the HAO.

All confidential or sensitive forms are kept in the Central Records 

storage room or area of the HAO office, 
during regular business hours.

This room or area is open only 

Each file cabinet or storage area within 

the room is locked to protect the confidential nature of its contents.

m
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■

No individual keys to the storage area or room or to the locks thereon 

are issued to individuals other than those determined by the HAO Director.
Each individual file cabinet or storage area is closed and secured at

Information contained within the manual

■

: the close of each business day.
Client Master File is accessible only to personnel with a valid "need toi

; know." This "need to know" concept applies to all other confidential or 
sensitive records that are stored within the secured area.

Computer tapes of payments or other sensitive information captured 

on computer tapes is treated in the manner prescribed above for confi
dential information. Financial records, books, and other records of an 

essential nature belonging to the HAO are secured in a manner that pro
vides a reasonable guarantee of their safety and preservation.

Client certificates of disbursement are retained by the HAO’s local 
financial agency in a vaulted area. Checks used for making manual pay
ments to authorized clients are retained at the HAO office in a secured

i

rt;

A

■

area.

06 - Computer System Overview
The main functions of the HAO Computer System are to:

Process Preliminary Applications and produce scheduling rosters 

for the enrollment interviews.
Process Enrollment Applications and compute the maximum allowance 

entitlement amounts.

Maintain automated records for all client households partici
pating in the program, reflecting both current status and 

historical information on these households.
Produce special-action or status listings required for the day- 
to-day operations of the HAO, such as recertifications and 

housing reevaluations.
Produce automatically housing allowance payments and related 

registers and payment summaries, and the bank reconciliation tape. 

Produce management information reports that help management in 

the performance of control and planning functions.

o;;

,'
O

o

o

o

o
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The HAO Computer System consists of the following central subsystems:

Preliminary Applications Processor. 
Enrollment Applications Processor. 
File Maintenance.
Selective Listing.
Payments.
Housing Evaluation Forms Processor.

1.
2.
3.
4.
5.
6.

The relationships between these subsystems are illustrated in Ex
hibit 16.01-1.

The Preliminary Applications Processor captures the information con-
After editing and cleaning the data,tained in Preliminary Applications, 

and assigning the Client Identification Number, it stores information in a 

Preliminary Applications Master File and produces mailing labels for the 

related acknowledgment notices as well as the scheduling rosters for the
enrollment interviews. The scheduling of enrollment interviews is per
formed manually with the help of these rosters.

The Enrollment Applications filled out at the enrollment interviews 

are keypunched as input to the Enrollment Applications Processor, which 

edits and cleans the data from the applications and stores them in
In addition, the Enrollment Applicationsthe Original Applications File.

Processor calculates the allowance entitlement and performs other eligi
bility tests for purposes of verifying the manual calculations and

Based on this screening, it creates new client records 

These new records are added to the Client 
Each household’s record in this master file will evolve 

over time to reflect changes or events that have occurred since the
By contrast, the Original Applications File de

scribes each application household as of the date of application and 

remains static.
The Client Master File is maintained through the File Maintenance 

System (a subsystem of the Computer System). 
variety of inputs reflecting household events, such as the completion of 
the unit certification, the submission of a recertification, etc.

determinations. 
for each eligible household. 
Master File.

original applications.

This subsystem processes a

As
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a result of this processing, the File Maintenance System produces the 

updated Client Master File, the Transactions History File, and the Audit 
Trail Reports.
input that was processed against the Client Master File.
Reports show essentially the same information but in hard copy form. 
Using the Transactions History File or the Audit Trail Reports, it is 

possible to retrace the evolution of each client’s record in the Client 
Master File.

The Selective Listing System reads the updated Client Master File 

and produces a variety of "special action" reports.
lists of clients due for recertification, lists of clients due for

The Transactions History File contains a record of each
The Audit Trail

Examples of these

are:

unit reevaluation, and so forth.
The Payments System processes all manual financial transactions 

between the HAO and its clients conducted during the month, such as manual
In addition, thechecks, adjustments to previous transactions, etc.

Payments System reads the updated Client Master File to generate automated
The payment amounts will not be calculated by the Payments 

System itself but by the File Maintenance System as the "household events" 

are processed.
previously stored in the Client Master File, 
tions and the internally generated transactions are merged to produce the 

various registers and the payment summaries by household.
The Housing Evaluation Forms Processor is completely independent 

from the other subsystems described above; its function is to capture, 
edit, clean, and store the full details of each housing evaluation form 

(Forms 12.03.1 and 12.03.2).

payments.

The Payments System simply reads the payment amounts
The input manual transac-

07 - Computer Files
The HAO Computer System uses three major types of files:

Temporary files: These are disk files that are deleted immedi

ately after the processing run is successfully completed. No 

information is lost through the deletion of these temporary 

files.

o
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Transactions files: These files evolve over time only by theo
addition of new records. It is therefore possible to break them 

into additive segments. The HAO system has three transactions 

files—the Transactions History File (see Section 16.04.05), the 

Payments History File (see Section 16.06.05), and the Housing 

Evaluations File (see Section 16.07.05). 
o Master files: These files evolve over time by adding new records

The HAO system has three masterand by updating existing records, 
files—the Client Master File (see Section 16.03.05), the Pre-
liminary Applications Master File (see Section 16.02.05), and the 

Original Applications File (see Section 16.03.05). The updating 

of old records in the Client Master File is for the purpose of 
reflecting the most recent information on each client household.
On the other hand, old records in the Preliminary Applications 

Master File and the Original Applications File are updated only to 

correct data-entry errors.

!

All transactions files and master files are permanently stored as 

described below.
At any time each transaction file consists of one or more segments. 

Each segment is recorded on a separate magnetic tape reel, 
consists of the collection of its segments, 
tains one year of transactions, except as noted below, 
this segmentation are to make the processing more manageable, since only 

the current segments need to be used, and to reduce the risk of possible 
loss of the entire file.

For the Transactions History File and the Housing Evaluations File, 
a segment may be terminated at the end of each program year and a new seg- 

Thus for these two files the current segment includes only 

transactions of the current year.
For the Payments History File, the segmentation is slightly different. 

Since the payment history transactions are needed to validate the manual 
input transactions at each cycle of the Payments System, the current seg
ment of the Payments History File must contain, at all times, at least one

A complete file 

Typically, each segment con- 
The purposes of

;!

ment started.
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year of transactions. This is achieved by allowing the current segment to 
overlap partially with the segment of the previous year.

Thus the current segment for 1977, for example, contains at the 

beginning of the year a duplicate of the 1976 segment and grows until it 

contains two years of payment transactions (1976 and 1977).
1977 the 1976 transactions are removed, and the 1977 segment becomes the 
new current segment for 1978.

Two copies of each past segment of each of the three transactions 

files are maintained, 
fireproof storage area, 
and fireproof area, 
operations of the Computer System, 
is received, signed by an authorized HAO staff member, the data center staff 
uses the files for the required processing and immediately returns' the files 

to their storage area.

The current segment of each transaction file is maintained by the 

"grandfather-father-son" method. 
the latest cycle is referred to as the "son."
from the previous cycle and which is input to the latest cycle is referred

The "grandfather" is defined similarly.
The previous son becomes the father; the 

father becomes the grandfather; and the grandfather is retired, 
method allows the last and next-to-last cycles to be rerun, if necessary.

At any given time, copies of each of the grandfather, father, and
Master files are not segmented and are stored 

using the procedure described above for the current segments of the trans
action files.

At the end of

One set of copies is kept at the data center in a 

The other set is kept by the HAO, also in a secured
These past segments are not needed for the routine

When a written request for processing

The version of a file that emerges from 

The version that emerges

to as the "father." 

of each cycle a new son emerges.
At the end

This
*

son cycles are available.

*
Provided, of course, that the inputs to these cycles are kept.

I
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.02 - COMPUTER SYSTEM: PRELIMINARY APPLICATIONS PROCESSOR

01 - General Description
The Preliminary Applications Processor System processes Preliminary 

Applications and produces scheduling rosters, mailing labels for miscel
laneous notices, and management information statistics on preliminary 

applicants.
The Preliminary Applications Processor is run whenever a sufficiently 

large batch of applications is available, 
scheduling queue and the time elapsed since the last processing are 

important factors in the timing of each processing run.
The major link between the Preliminary Applications Processor and 

the other parts of the data processing system is the client I.D. number 
that is assigned when the Preliminary Application is processed and is used 
as the identifying (key) number for the client household in all of its 

transactions with the HAO.
Exhibit 16.02-1 represents a summary flowchart of the Preliminary

The description of inputs, computerized functions, 

outputs, and automated files is keyed to this flowchart.
The manual procedures related to the Preliminary Applications Pro

cessor are described in paragraph 16.02.06 below.

The size of the interview

Applications Processor.

02 - Inputs
The inputs to the Preliminary Applications Processor consist of:

o Preliminary Applications (Form 10.02-1). 
o Corrections to Preliminary Applications (Form 10.02-1). 
o Preliminary Applications Batch Control Form (Form 10.02, Section 1). 
o Preliminary Applications Client Control Data (Form 10.02, Section 2).
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.
:

EXHIBIT 16.02-1: PRELIMINARY APPLICATIONS PROCESSOR SYSTEM FLOWCHART
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1. These forms (10.02-1) are filled out by 

the preliminary applicant and completed by an HAO staff member as described 

in Section 10.02.

Preliminary Applications.

2. Corrections to Preliminary Applications. The correction form 

(Form 10.02-1) is identical to the Preliminary Application Form except in
It is also distinguished from the original form by the value of the 

input code field.
Regular corrections (Input Code = 1).

color.

Regular corrections are used to 

correct the information contained in a Preliminary Application previously 

processed. Required fields for data correction are:

Transaction Code (= P). 
Card Code.
Serial Number.

o
o
o

Input Code.
Client I.D. Number. 
Scheduling Roster Number.

o
o
o

Deactivations (Input Code = D). A deactivation can be used to purge 

a record which should not have been processed in the first place. For 
example, if two members of the same household submit two separate Prelimi
nary Applications, they are both processed, and the duplication is later 

discovered, one of the applications should be deleted. A Deactivation 

requires the same data elements as a Regular Correction. Deactivated rec
ords are not actually removed from the file, but a special flag is set so 

that they are ignored for reporting purposes.
Reactivations (Input Code = R). If a record is deactivated by mistake, 

it can be reactivated with a Reactivation. This requires the same data 

elements as Regular Corrections and Deletions.
Lost Applications (Input Code = 3). The Preliminary Applications 

Processor checks and requires the presence of every individual serial 
number between the first and the last serial number in every run. If the 

application corresponding to a particular serial number is lost or voided, 
a dummy record carrying that serial number is inserted in the batch. An
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f
:
*
:
IIThe following data ele-input code of "3" identifies these dummy records, 

ments are required:
>

i
1

o Transaction Code (= P). 
o Card Code (= 1). 
o Serial Number, 
o Input Code (= 3).

='I
.5

*
*
-3. Preliminary Applications Batch Control Form. The following data 

elements are captured from this form (Form 10.04-2 Section 1):
II
5

Last Serial No. processed in previous run.
Last Client I.D. No. processed in previous run.
Total number of new applications in the batch (excluding lost 

applications).
Total number of Corrections in the batch.
Total number of Deactivations, Reactivations in the batch. 
First serial number of new applications in the batch.
Last serial number of new applications in the batch.

o
.

o
o

o
o
o
o

I
The applications within a batch are to be in serial-number order 

(including lost applications and correction forms). 
range keypunched from the Batch Control Form therefore exactly specifies 

all of the serial numbers present in the batch.
Preliminary Applications Client Control Data (Form 10.02-2, Sec- 
With this form, several client I.D. numbers are entered to the 

system (one for each scheduling roster).
each scheduling roster who were contacted for scheduling.

The serial-numberI
f
t

4.
tion 2) .

These are the last clients from 

This informa
tion may be used by the system to produce mailing labels for the reminder 
notices (Form 10.03-5). It may also be used to compute the distribution 

of waiting times for clients who have not yet been contacted for scheduling*
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*
03 - Computerized Functions

The automated processing of Preliminary Applications consists of the 

following program modules, as shown in flowchart form in Exhibit 16.02-1.
The inputs first are sorted by serial number and within1.' Sortl.

serial number by card number.
Edit Program.

in the form of an Edit List, 
is handled as a separate transaction, 
edit checks are written to the Preliminary Applications File (F.l).

2. This program edits all the inputs and lists them 

Each Preliminary Application or correction
Those transactions that satisfy all

This

is a temporary "transactions" file, different from the Preliminary
At this time, the system generates and assigns 

Transactions found in error
Applications Master File, 
a client I.D. number to each application, 
are flagged with the appropriate error message in the Edit List, but are 

not written in the Preliminary Applications File (F.l).
If no errors are found in any of the inputs, the system can proceed

to the Update, Merge, Print Program described below. Otherwise the 

system stops. Inputs in error are corrected and resubmitted until all in
puts are free of errors.

3. Sort2. After all the inputs have been written in the Preliminary 

Applications File (F.l), the system -sorts the Preliminary Applications by 

scheduling roster and by client I.D. numbers with the scheduling roster.
The assignments to scheduling rosters are by geographical area and 

tenure category (homeowner/renter) as described in Section 10.02.03.
4. Update, Merge, Print Program. The Update, Merge, Print Program 

sequentially processes the sorted Preliminary Applications File (F.2) 
against the old Preliminary Applications Master File (F.3) and creates 

the new Preliminary Applications Master File (F.4). The program performs 

the following specific tasks:

Update: For each correction transaction in the Preliminary 

Applications File (F.2), the program locates the application
o

*
This subsection is of a rather technical nature and may be skipped 

without impairing the continuity of the section.
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1:

\

bearing the same client I.D. number in the old Master File (F.3) 
and substitutes the data elements in the correction record in 

the new Master File (F.4).

;
;
:

For each of these updates the pro
gram lists in the Corrections Register the contents of the new 

record as well as the contents of the old record.
I.D. number of a correction does not match any of the numbers in

:
>If the client

the old Master File, or if the record has been deactivated, the 

correction is rejected and listed as an error in the Error List. 
This means that no transactions other than a reactivate input 
code can be processed against a deactivated record.

The new and the corrected applications are merged into
The key to the

;
:
:

!
1iMerge:o
?the Preliminary Applications Master File, 

merging is the scheduling roster and the client I.D. number.
The Update, Merge, Print Program produces all the outputsPrint:o

idescribed below, with the exception of the Edit List, the Lost 
Applications List, and the Audit Trail report, which are pro
duced by the Edit Program.

i

:
3
;

04 - Outputs ;
The outputs of the Preliminary Applications Processor may consist of 

the following (HAO management may decide to suppress some of these outputs 

and may have others produced by special programs to meet new administra
tive needs):

l
;
!1

■ I
-;
i
;1. Edit List. This list is produced by the Edit Program and shows 

all of the inputs as read by the system. Rejected inputs are flagged by 

the appropriate error message. The Edit List is used to make the neces
sary corrections to inputs that are in error.

2. Lost Applications List. All Preliminary Applications input as

i
»
1

lost (Input Code 3) are listed here.

3. Audit Trail Report. This report summarizes the activity of the 

It reports whether the batch control card is missing or 

invalid, and whether discrepancies exist between the listed totals and the 
actual counts.

!•:
Edit Program.

If the Edit Program runs without errors, the last serial

;

:
I
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processed and the last client I.D. assigned are printed, for use in the 
next Edit Batch Control Form.

Error List. This list is produced by the Update, Merge, Print 
Program and shows correction inputs that were rejected by the system 
because their client I.D. number could not be matched with any of the 

numbers in the old Master File, or because of inconsistencies in a 

deactivation or reactivation transaction.

Corrections Register. This register lists all corrections to 

previously entered Preliminary Applications. For each correction processed, 
the application before the correction and after the correction is exhibited.

6. Scheduling Rosters. Each application from the batch processed is 

listed in one of several scheduling rosters (Form 10.02-3). Within each 

roster the listing is by client I.D. number, with an ordering by date of 
receipt of the application. These listings may be used for scheduling the 

enrollment interviews, as described in Section 10.03.
The rosters from each run of the Preliminary Applications Processor 

are appended to the corresponding rosters from previous runs and rep
resent the continuation of previously produced rosters. Thus the rosters 

become continuous and chronological lists of all preliminary applicants.
7. Mailing Labels for Acknowledgment Letters. For each Preliminary 

Application processed, the Computer System produces two mailing labels.
The labels show the roster number and are ordered by that number and by 

client I.D.; this facilitates locating a particular label within the set of 
labels.

4.

5.

If an applicant’s address changes during the scheduling process, the 

necessary correction is made on the scheduling roster and a correction 

input may be prepared to update the applicant’s record in the computerized 

Preliminary Applications Master File.
8. Mailing Labels for Reminder Notices. Preliminary applicants may

be reminded of their status on a monthly basis until they are first con-
Form 10.03-5 is used for this purpose.tacted by the scheduling staff.

At each run the computer may produce these labels only for applicants who
The date of the last reminder noticeare due to receive a reminder notice, 

issued is stored in each applicant’s record for that purpose. The numbers



16.02(8)

1

of the last applicants from each roster who were contacted as of the date 

of the "run" are input to the system for this purpose.
If the Preliminary Applications Processor is not run on a strict 

monthly schedule but on an ad hoc basis, the frequency of the reminder 

notices will be approximately monthly.
Management Information Report. At the end of each run, the9.

Preliminary Applications Processor produces, a brief statistical summary of
From time to time, special programs maythe run for management purposes, 

also be written to produce other statistical reports which the HAO finds

useful.
10. Schedule Cards. An index card is printed to aid in maintaining 

The card contains the client I.D., Preliminary Appli-a scheduling file.
cation Serial Number, name, address, phone number, family size, tenure,

roster number, and elderly/nonelderly flag.

11. File Folder Labels. A pressure-sensitive label is printed con
taining the client I.D., Preliminary Application Serial Number, and name. 

It is used for the client's folder in Central Records.

05 - Automated Files
The Preliminary Applications Master File (F.3 and F.4) has information 

captured from the input source document and information generated inter
nally by the system.

The Preliminary Applications File (F.l and F.2) has basically the same 

record layout as the Master File, 
are accessed sequentially.

Both files have fixed length records and

'
Files F.l and F.2 are temporary working files and are disposed of 

immediately after each run. The Preliminary Applications Master File (old 

F.3 and new F.4) is backed up and stored as described in Subsection 16.01.08.

k
06 - Manual Procedures

The inputs consist of Preliminary Applications, corrections to pre
viously processed Preliminary Applications, the Batch Control Form, and 
the Client Control Form. The presence of all forms implied by the Batch 
Control Sheet is verified and the batch is logged in. The Batch Control

*
The detailed processing schedule described in this subsection is 

meant to serve as a guideline.
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Form/Client Control Form becomes part of the log.
been logged in, a copy of the keypunch instructions is attached and sent 
for keypunching.

When the inputs are all keypunched and key verified, the old master 
file tape number and the date are recorded into the Data Entry Log and

A copy of the Batch Control
Form is also attached to the keypunched input, but the source input 
documents remain at the HAO.

The data center runs the Edit Program and obtains the Edit List, 
the list shows no errors, the data center continues processing, 
are errors, the HAO is notified, resolves the errors, and resubmits the 

corrected forms for normal processing during the next regular run.
When the processing has been completed, the data center sends the 

inputs, the outputs, and a copy of the new Preliminary Applications Master 
A staff member verifies that all inputs are included 

and records the receipt in the Preliminary Application Data Entry Log. 
then examines the outputs, specifically the statistics included in the 

Management Information Report, to make sure that the outputs are consistent
If he notices any

discrepancies, they are investigated with the help of the data center and, 
if necessary, the system is rerun.

If the outputs appear correct, the staff member "logs out" the 

batch and returns the source input documents and the outputs to the 

appropriate staff members.
The keypunched input cards and the new Preliminary Applications Master 

File back up tape are stored in the fireproof storage area, the old "grand
father" is returned (see Section 16.01.08) and the Tape Log is updated.

After the batch has

the input cards are sent to the data center.

If
If there

File to the HAO.
He

with the numbers recorded in the Batch Control Form.

*

*
To be provided as part of the System User's Manual.
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.03 - COMPUTER SYSTEM: ENROLLMENT APPLICATIONS PROCESSOR

01 - General Description
The Enrollment Applications Processor processes enrollment applica

tions, verifies calculations of maximum allowance entitlement and other 
eligibility criteria, and creates a record in the Client Master File for 

each eligible applicant; it also produces various listings, mailing labels 

for confirmation letters, and management information statistics on
The Enrollment Applications Processor is run on a weeklyapplicants. 

schedule.
For each eligible applicant, this processor sets up a record in the 

Client Master File. In addition, all applications are stored in a 

separate Original Applications File. The Client Master File is a dynamic 

file, reflecting only the latest available information about each client.

The Original Applications File, on the other hand, is a static file.
Even though the file itself grows by the addition of new applications, 
each record in the file remains unchanged, except for data entry correc-

This common keyThe key to both files is the client I.D. number, 
makes it possible to establish cross-references between the two files.
tions.

Exhibit 16.03-1 represents a summary flowchart of the Enrollment 
Applications Processor.

I

02 - Inputs
The Enrollment Applications Processor processes the following types

of inputs:

1. Enrollment Applications. (Input Code = blank.) The main input 
to the Enrollment Applications Processor is the Enrollment Application 

Form (Form 10.05-1).
2. Corrections to Previously Processed Enrollment Applications.

:
i
i

(Input Code = 1.) The system has the capability to process corrections!
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:

EXHIBIT 16.03-1: ENROLLMENT APPLICATION'S PROCESSOR SYSTEM FlQV.CHART
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5
to original applications, 
corrections.

The same enrollment form may be used for 

Other than the Client I.D. Number and Name of Head of House
hold, only the data elements requiring correction are filled out, 
keypunched, and entered to the system, 
unaffected by the correction process.
Table IV, the entire Table IV must be reentered.

Data elements left blank are
However, if a correction affects

Similarly, if a correc
tion affects Table V or Table VI, both tables must be reentered, 
sense, Tables V and VI are treated by the system as a single table, 
a correction affects Table III entries, the following rules apply.
Table III line entry must be complete.

In that
If

Each

To add a new member, a full line
To change some of the infor

mation on a member, a full line starting with the same member number is 

To delete a member, only the member number and three "*s" in 

the first three positions of the member name are entered.
Corrections to original applications are submitted to compensate for 

If the client's eligibility determination was in
Instead, the application must be

starting with a new member number is entered.

entered.

data entry errors.
error, a correction can not be used. 
resubmitted (see below).

Corrections (or Resubmissions, for that matter) must not be used to 

process updates to the Client Master File.
* The following example is to clarify the distinction between updates 

to the Client Master File (to be handled by the File Maintenance System)
If an applicantand Corrections to the Enrollment Applications Processor.

changes his address after submitting his application, an update to the
but no correction to the Original

*
Client Master File is required,
Applications File is made because the information in that file reflects

On the other hand, if thethe address at the time of application, 
applicant's address is keyed incorrectly, a correction to the Enrollment

A separate correction to the Client Master File 

(through the File Maintenance System) may also be required.
Application is required.

*
If the applicant is not eligible, he is not represented in the Client 

Master File and no update is required.3
;
;
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The primary purpose of a correction to the Enrollment Application 

is to correct the Original Applications File. If the application being 

corrected is an eligible one (i.e., a Client Master File record exists 

for that client), the system also makes the corresponding corrections to 

the Client Master File (CMF) record, provided that the latter has never 
been updated by the File Maintenance System. If the CMF record has been 

previously updated, the correction may not be proper and therefore is not 
performed. Instead, a warning message is printed (in the Errors List) 

indicating the possible need for a correction to the CMF through the File 

Maintenance System.
3. Resubmissions. (Input Code =2.) If the correction to the 

original application is substantive or involves a change in eligibility, 

the complete application may be resubmitted. Resubmitted applications are 

specially flagged at input, with the use of the input code, to avoid re
jection by the Edit Program as a duplicate input.

A resubmitted application cancels and replaces the original application 

in the Original Applications File. The action against the Client Master 
File varies with the circumstances described in the following matrix.

I
;

Original Application was
Eligible Ineligible

Resubmitted 
Application is Eligible Case 1 Case 2

Ineligible Case 3 Case 4$;
!

Case 1. The CMF record is corrected, if it has not been pre
viously updated by the File Maintenance System. If it has, 
the correction is not performed but a warning message is 

issued calling for a correction through File Maintenance.
Case 2.

o

I
!
!

A previous CMF record does not exist.o A new one is
created.
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Case 3. A previous CMF record exists. A special flag is set 
in that record, indicating that the client's CMF record must 
be terminated through File Maintenance. The Client is listed 

in the List of Clients to Terminate (see outputs). Selective 

listing produces a similar warning every week until the record 

is terminated.
Case 4. The Client Master File is not involved at all in this

o

o
case.

If an Enroll-(Input Code = D. R.) 
ment Application record must be purged from the Original Applications File 

because it should not have been processed in the first place or because it 

was submitted with the wrong client I.D., it may be deactivated using in-

4 Deactivations/Reactivations.

put Form 16.03-1.
A deactivation causes the system to place a special flag in the

For all intents and purposes, that record is 

If the ‘deactivated record was an eligible 

one and had a CMF counterpart, the client is listed in the List of Clients 

to Terminate, to remind the user that a termination through File Maintenance 

is expected by the system.
The only valid transaction that can be processed against a deactivated

Reactivations, which are submitted on 

Form 16.03-2, are used when a record is deactivated by mistake, 
reactivated record was an eligible one and had a CMF counterpart, the 

client is listed in the List of Clients to Reinstate, to remind the user 
that a reinstatement through File Maintenance is expected by the system.

corresponding OAF record, 
then considered nonexistent.

OAF record is a Reactivation.
If the

i=

*
03 - Computerized Functions

Exhibit 16.03-1 illustrates the automated processing to be performed
This processing consists ofby the Enrollment Applications Processor, 

the following program modules:

*
This subsection is of a rather technical nature and may be skipped 

without impairing the continuity of the section.
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1. Edit Program, This program edits all the Enrollment Applica
tions and corrections to original applications and lists them in the form 

of an Edit List. Each data element in an application is checked for

validity and consistency with other data elements.
The Edit Program also screens each new or resubmitted application to 

determine eligibility by calculating the maximum allowance entitlement 
and by checking other eligibility criteria. Corrections to original

The resultsi
Enrollment Applications are not subjected to this screening, 
of the computer screening are compared to the determinations of the inter- 

If a discrepancy is found, the application is rejected with the

!

view.
appropriate error message.

Applications and corrections that satisfy all edit checks are added
Those found in error are flagged withto the Temporary Transactions File, 

the appropriate error message in the Edit List, but are not added to the
Temporary Transactions File.

The system can proceed to the Merge-Update step, using the Temporary 

Transactions File produced by the Edit Program, 
excludes applications that were found in error, 
ceeding to the next step, the Edit List is reviewed, the errors corrected, 
and the entire deck of input cards is resubmitted, 
recycling, a new Temporary Transactions File is produced, superseding the 

When the Edit List is free of errors, or when authorized to 

ignore any remaining errors, the system operator proceeds to the next step. 

Applications containing major errors, or errors that cannot be corrected 

quickly, may thus be dropped from the process and recycled the following 
week.

However, this file 

Therefore, before pro-

As a result of thisi

s
previous one.

;

2. Merge and Update Program. The Merge and Update Program sequen
tially processes the Temporary Transactions File. The program performs 

the following specific tasks:

Merge: For eligible applicants, the program creates a new 

Client Master record and provides it with information captured 

from the input application form and information generated

o

internally by the system (e.g., date of processing, status flag, 
etc.). This new Client Master record is merged into the old
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*
Applications, both eligible and ineligible, 

are merged with the old Original Applications file to create the 
new Original Applications File.

While merging new applications with the old Original 
Applications File (F.12), this file is also updated with the 
corrections described in Section 16.03.02.

This program also produces some of the outputs of the 

Enrollment Applications Processor as shown in the flowchart of 
Exhibit 16.03-1 and described below in Section 16.03.04.

Client Master File.

Update:o

Print:o

Most of the output reports of the Enroll
ment Applications Processor are produced by the Merge and Update program

This file is subsequently sorted, for-

3. Print Reports Program.

and written to a Reports File, 
matted and printed by the Print Reports program.

04 - Outputs
The outputs of the Enrollment Applications Processor may consist of 

the following (HAO management may decide to suppress some of these outputs 

and may have others produced by special programs to meet new administrative 
needs):

:

1. Edit List. This list is produced by the Edit Program and fully 

displays all the inputs (new and resubmitted Enrollment Applications and 

corrections to previously processed applications) as read by the system.
The Edit List is produced in Client I.D. sequence.

2. Errors List. If a duplicate client I.D. number is found when 

merging new applications into the old Client Master File and the old 

Original Applications File, the new application is rejected and listed in 

the Errors List.
Similarly, for resubmitted applications and corrections, if a matching 

client I.D. number is not found in the Client Master File or in the Original 

Applications File, or if the transaction is inconsistent with existing

!

i
!
;
i

i:

*
If the application is a resubmitted one, a record of it may already 

exist in the Client Master File. See 16.03.02, Resubmissions.

!
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information in the old files, the resubmitted application or the correc
tion is displayed in the Errors List, but it is not processed.

This report is printed in client I.D. sequence.
List of Clients to Terminate. This list, ordered by client I.D., 

shows all clients for whom a termination input must be submitted through
The need for such action

3.

s
the File Maintenance System using Form 15.02-2. 
arises when an originally eligible application is resubmitted as ineligible
or when an eligible application is deactivated.

4. List of Clients to Reinstate. This list, by client I.D., shows 

all clients for whom a reinstatement input must be submitted through the 

File Maintenance System using Form 15.02-2. The need for such action 

arises when an eligible application, which was previously deactivated, is 

reactivated.

i

i

This list, produced in application 

serial number sequence, shows each input application in its entirety, in 

a convenient format.
List of Resubmissions.

List of New Applications.5.

This list, produced in application serial 
number sequence, shows for each resubmitted application the old and the 

new applications in their entirety.
List of Corrections.

6.

7. This list, produced in application serial 
number sequence, shows the old application (before the correction) and 

the new application (after the correction), in their entirety.
List of Ineligible Applicants, 

by application serial number, 
tion:

8. Ineligible applicants are listed 

This list may include the following informa-
=

Client I.D. number.

Date of enrollment interview.
Name of head of household. 

Telephone numbers (work and home). 
Mailing Address.

Reason for ineligibility.
Name of enroller.

o
o
o
o
o
o
o
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9. List of Eligible Applicants. This list is similar to the List 
of Ineligible Applicants described above but in addition shows the 
maximum allowance. It is arranged in Client I.D. Number order; it 

is used to examine the results of the Enrollment Applications Processor 
run.

10. Mailing Labels for Confirmation Letters. The Enrollment Applica
tions Processor may produce sets of mailing labels. They may be used for 

mailing letters of confirmation of eligibility or for mailing letters of 
confirmation of ineligibility. These labels are produced in the same 

sequence as the corresponding lists of eligible and ineligible applicants.
11. The Enrollment Applications

Processor produces a brief statistical summary of each run. 
statistics are similar to the ones described for Preliminary Applications. 
They indicate not only numbers of applications arranged by various cate
gories, but also allowance entitlements by the same categories, 
to time, special programs may also be written to produce other statistical

Management Information Report.
These

From time

reports which the HAO finds useful.

05 - Automated Files
The Enrollment Applications Processor uses the following computerized

files:

1. Temporary Transactions File. This file has the same data elements 

as the input application form (or correction form) . It contains one rec
ord for each input transaction from the currently processed batch that

has satisfied all edit checks. As a temporary work file, it is deleted 

after the "run" in which it was created.
2. Client Master File. The Client Master File has a record for each 

eligible client kept in sequence by client I.D. number. New records are 

added to this file by the Enrollment Applications Processor, as described 

above. Information contained in these records is updated through the 

File Maintenance System. (See Section 16.04.)
The Client Master File contains at all times the most recent informa

tion available on each eligible client. Historical information on these 

clients, such as previous addresses, past incomes, etc., is kept in the
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Transactions History File (described in Section 16.04.05) rather than in 

the Client Master File.
Most of the data elements on a Client Master File record are captured

from the Enrollment Application form, but some are obtained from the inputs
All are updatedto the File Maintenance System (see Section 16.04).

through the File Maintenance System.
The storage and retention of the Client Master File is as described 

in Section 16.01.08.
Original Applications File.

: The Original Applications File has 

one record for each application ever processed by the system.
3.■:

The records

are kept in sequence by I.D. number.
The information contained in the Original Applications File pertains 

to the date of the original application and is not changed as the facts
Corrections to this file are madeabout the household change over time, 

only to compensate for data entry errors discovered after the fact.
The storage and retention procedures described in Section 16.01.08 

apply to this file.

*
06 - Manual Procedures

The inputs consist of verified Enrollment Applications and corrections 

to previously processed Enrollment Applications, 
an entry in the Enrollment Applications Data Entry Log and adds the batch 

to the stack of Enrollment Applications awaiting keypunching.
The staff member processes the Enrollment Applications on a first-in, 

first-out basis.

The keypunched Enrollment Application inputs are logged out and sent 
to the data center.

The data center runs the Edit Program and obtains the Edit List, 
the list shows no errors, the data center continues processing, 
are errors, the HAO is notified, resolves the errors, and resubmits the 

corrected forms for normal processing during the next regular run.

The staff member makes

If
If there

*
The detailed processing schedule described in this subsection is 

to serve as a guideline.
meant
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When the processing has been completed, the data center sends the 

inputs, outputs, and a copy of the new Original Enrollment Applications 

File to the Information Services Section, where they are verified and 

logged in. The outputs and the statistics included in the Management 
Information Report are examined to ascertain that the outputs are con
sistent with the numbers recorded in a log. Any discrepancies are 

investigated with the help of the data center and, if necessary, the 

system is rerun.
If the outputs appear to be correct, the staff member logs out the

Other HAO staff members review the outputs and if major errors in
If the

batch.
the processing are found, they return the batch for reprocessing, 
errors are minor, they prepare correction forms to be submitted with the

next batch.
The keypunched input cards are stored along with the new back-up 

Original Enrollment Applications tape in the fireproof storage area, 
old "grandfathers" for these files are retired (see Section 16.01.08), 
and the Tape Log is updated.

The
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.04 - COMPUTER SYSTEM: FILE MAINTENANCE

01 - General Description
As described earlier, the Enrollment Applications Processor initiates 

a record for each eligible applicant in the Client Master File. This 

file plays a central role in the HAO Computer System. Each client’s rec
ord in this master file is affected by a variety of financial and 

nonfinancial transactions. The Payments System described in Section 16.06 

processes all financial transactions. All other inputs for the Client 
Master File are handled by the File Maintenance System. Some of these 

input transactions, such as semi-annual and annual recertifications, unit 
certifications and reevaluations, terminations, etc., correspond to 

specific milestones in the HAO-client relationship. Others, such as 

corrections to data entry errors, etc., are usual and customary file 

maintenance transactions.
The File Maintenance System processes both kinds of transactions and

Thus updated, each client’s record in 

the master file reflects the latest available information about the house- 
Equally important is the ’’historical” information about clients and 

This information is kept in the Transactions History

updates the Client Master File.

hold.

their dwelling units.
All input transactions processed by the File Maintenance System 

are stored in the Transactions History File after they have been used to
If necessary, it is thus possible to re-

File.

update the Client Master File, 
construct the Client Master File at any time by starting with an earlier 
version of the master file and reprocessing the transactions stored in

the Transactions History File.
The outputs of the File Maintenance System primarily consist of 

listings of transactions processed, 
and are used by the responsible staff to review the results of the pro
cessing and ensure that all inputs submitted by them have been correctly 

captured and processed.

[

These lists serve as audit trails
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Some of the inputs processed by the File Maintenance System affect 
the allowance entitlements and the corresponding monthly payment amounts. 
All such occurrences are also documented by the File Maintenance System 

through listings and notices.
The File Maintenance System is usually run on a weekly schedule 

after the Enrollment Application Processor System and before the Selective 

Listing System.
Exhibit 16.04-1 represents a summary flowchart of the File Mainte

nance System.

:
■!

:!
:
:
:
I

02 - Inputs
The File Maintenance System processes the following input forms:

Housing Unit Certification Form (10.08-1) Transaction Code = 1. 
Recertification Form (11.04-2) Transaction Code = 2.

Termination Form (15.03-1) Transaction Code = 3.
Reinstatement Log (15.04-2) Transaction Code = 3.
Payment Suspension/Reactivation Log (15.02-1) Transaction Code = 4. 
Due Date Adjustments Log—Transaction Code = 5.
Gross Pay Adjustment Form (13.04-2) Transaction Code = 6.

o
o
o
o
o
o
o

.
Each of these input forms can be put to several uses, 
an input form are distinguished by the Usage Code as explained below for 
each input form.
Code.

The various uses of

The forms themselves are identified with the Transaction ■

;

The following data elements are keypunched at the beginning of each 

card for all input forms and all usages:
:

o Client I.D.

o Test Name (first 5 characters of the name of head of household), 
o Effective Date of the transaction,
o Transaction Code,
o Usage Code, 
o Card Code.
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EXHIBIT 16.04-1: FILE KMflTCKAKCE SYSTEM FLOWCHART
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These data elements taken together (in that order) constitute the Transac- 
All inputs are processed in ascending order by Transactiontion I.D.

I.D.
The1. Unit Certification Form (10.08-1) Transaction Code = 1.

Unit Certification Form consists of five parts and is used for several
Part II identifies thePart I serves as the Transaction I.D.purposes.

client for whom a housing evaluation is being requested, 
identifies the housing unit to be evaluated and then being certified. 
Part IV contains the summary results of the evaluation and the unit

I Part III

Part V is filled out and constitutes a Payment Autho-certification data.
rization.

The data elements captured from this form are indicated on the form 

itself and described in the instructions to the form.
The Unit Certification form has 8 possible usages as described below:

Unit Certification/Payment Authorization.

Annual Reevaluation.
Unit Certification Updates.
Error Corrections.
Incomplete Unit Certifications.
Error Correction for Income Unit Certification. 

Other.
Reinstatement.

Usage Code = 1. 

Usage Code = 2. 
Usage Code = 3. 
Usage Code = 4. 
Usage Code = 5. 
Usage Code - 6. 
Usage Code = 7. 
Usage Code = 8.

o
o
o
o
o
o

.v
o
o

2. Recertification Form (11.04-2) Transaction Code = 2. As a
general rule, only the transaction I.D. and the information that has 
changes are entered. The following special rules apply for Tables III,

Each of these tables (V and VI are consideredIV, V, and VI of the form.

as one table) can be used in one of two modes by checking the appropriate 

box at the top of the table. When the 'REPLACE' mode is checked, the 

entire contents of the table are reentered. For example, if Table IV 
is used in this mode, all of the asset information previously stored in
the Client Master File is cleared and replaced by the contents of the 
input table. When the 'UPDATE' mode is checked, specific lines in the 
table can be added, deleted, or modified, as follows:
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The updating rules for Table III are as explained 

in 16.03.02 under Corrections to the Enrollment 
Application.
- To delete a line, the asset code with amount 

= $0 is entered.
with that particular asset code.

- To add a line, the asset code with the appro
priate amount is entered, 
delete all assets with that particular asset 
code.

- To change a line, the asset code with the new
This will also first delete

all assets with that particular asset code.
When a deletion, addition, or change is made, 
the new total assets value is also entered to 

allow the system to perform an internal accuracy 

check.

Table III:o

Table IV:o

This will delete all assets

This will first

amount is entered.

Tables V,o
(These two tables are considered as a single 

table.)
- To delete a line, the member number, income/ 

deduction code, with past 12 month amount equal 
to $0 are entered, 
with that particular combination of member 
number and income/deduction code.

- To add a line, the member number, income/deduc
tion code the past 12 month amount are entered. 
This will first delete all previous lines with 

that particular combination of member number 
and income/deduction code.

VI:

This will delete all lines

To change a line, the member number, income/de
duction code, and the correct next 12 month 

amounts are entered. This will, also, first 

delete all lines with that particular combina
tion of member number and income/deduction code.
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•:

s
: When a deletion, addition, or change is made, 

the new next 12-month adjusted gross income 

and the new maximum allowance entitlement are 

also entered to allow the system to perform an 

internal accuracy check.

;
i

: :

:
The above rules apply under all of the recertification form usage codes 

listed below:

i Usage Code = 1, Semi-annual recertification. 

Usage Code = 2, Annual recertification.

Usage Code = 3, Special recertification.

Usage Code = 4, Recertification update.

Usage Code = 5, Error correction.

Usage Code - 6, Verification update.
Usage Code = 7, Reinstatement recertification.

o
'
; O
;

o-
o
o
o
o

The semi-annual, annual, and special recertifications are described in 

Sections 11.04, 11.05, and 11.06, respectively. All changes in household 

information (such as changes in mailing address, telephone numbers, name 

of payee, housing expenses, etc.) which must be processed between the 

scheduled recertifications and which do not require a special recertifica
tion are processed as recertification updates.

3. Termination Form (15.03-1) and Reinstatements Log (Form 15,04-2), 
Transaction Code = 3. The Termination Form and the Reinstatements Log 

described in Sections 15.03 and 15.04 is processed on a weekly basis and 

constitutes an input to the File Maintenance System. The following data 
elements are keypunched for input:

Client I.D.
Test Name.
Effective Date.

Transaction Code (= 3).

Usage Code (1 = Termination; 2 = Reinstatement; 3 = Error Correc
tion) .

o
o
o
o
o
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Card Code.o
Reason Code for termination or reinstatement.o

A termination automatically implies suspension of payments.
Reinstatement of a client must be

How
ever, the converse is not true, 
followed by a separate payment reactivation (see below) to resume pay
ment s.

4. Payment Suspension/Reactivation.. The Payment Suspension/ 
Reactivation Log (Form 15.02-1) described in Section 15.02 is processed 

to resume payments previously suspended. The following data elements 

are keypunched for input:

Client I.D.
Test Name.
Transaction Code (= 4).
Usage Code (1 = Suspension; 2 = Reactivation; 3 = Error 

Correction).
Card Code.
Reason Code for suspension.

o
o
o
o

o
o

A suspension does not cause the system to lose the amount of the allow
ance. A reactivation implies a return to the allowance entitlement 
prevailing at the time of the suspension.

5. Due Date Adjustments Log Transaction Code = 5. This log

is used to postpone some clients’ due dates for recertification or for
The following data elements are capturedannual unit reevaluation.

from this form:

o Client I.D. 
o Test Name, 

o Effective Date, 
o Transaction Code (= 5).
o Usage Code (1 « Actual Adjustment; 2 = Error Correction), 

o Card Code.
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!

New reevaluation due date.
New annual recertification date.

o
o!

If a new annual recertifica-These adjustments are processed as follows, 
tion due date is entered, the annual recertification stored in the file
is changed to that new date and the semi-annual recertification due date

If a new annual reevaluationis also shifted by an equal number of days, 
due date is entered, the annual reevaluation due date stored in the file

If either the reevaluation or the recertifi-is set to that new date, 
cation due date is left blank in the input form, the corresponding date

in the file is left unchanged.

6. Gross Pay Adjustment (Form 13.04-2) Transaction Code = 6.
The use of this form is described in Section 13.04. The following data 

elements are keypunched for input to the system:

Client I.D.
Test Name.
Effective Date.
Transaction Code (= 6).
Usage Code (1 = Original; 2 - Error Correction). 
*Floor' Amount.
'Ceiling' Amount.

o
o
o
o
of
o

o

7. Miscellaneous Updates Log (Form 16.04-1). The update and error 

correction capabilities described in conjunction with the above input 
forms can be submitted to the system (i.e., to keypunching) by using the 

main form itself or by using the Miscellaneous Update Log.

The system does not distinguish inputs submitted with this Log from 

similar inputs submitted on the original form.

Following the Transaction I.D. section, the data elements to be 

updated or corrected are recorded in the appropriate columns, using 

the keypunch card column numbers for these data elements as shown in the
main forms.
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*
03 - Computerized Functions

The File Maintenance System performs its functions with the following 
program modules:

1. Sort. The inputs described above are sorted by transaction I.D.:

Client I.D.

Test Name (first 5 characters of head of household). 
Effective date of the transaction.
Transaction Code.
Usage Code.

o
o
o
o
o

to produce the sorted transactions file.
2. Edit Program. This program edits the sorted transactions file and 

lists the transactions in the Edit List. Each data element in each input 
is checked for validity and consistency with other data elements of the 
same input.

Inputs that satisfy all edit checks are added to the Valid Transac
tions File. If no errors are found in any of the inputs, the system 

proceeds to the next step. Otherwise, the computer processing stops to 

allow manual corrections to be made. Corrected inputs are reentered and 

reedited. If the reediting results in no further errors, the input 
transaction is appended to the inputs file. This process is reiterated 

until all inputs have been accepted by the system. Inputs that cannot be 

corrected within a few hours are removed and resubmitted the following 

week.
3. Update. This program processes the Valid Transactions File 

against the old Client Master File to produce the new Client Master File. 
The program also appends the processed inputs to the Transactions History 

File.

The Update Program is used to perform the following specific tasks:

*
This subsection is of a rather technical nature and may be skipped 

without impairing the continuity of the section.
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I
1. For unit certifications:

Check that the client is eligible (i.e., already represented 

on the Client Master File and has not been terminated). 
not, reject the input and list it in the Error Rejects List. 
Update the Unit Certification Section of the Client Master 
record by storing the data elements of the Unit Certifica

tion Form.
Compute gross pay based on the previously calculated maximum 

allowance entitlement and the actual housing expenses entered 

via the Unit Certification Form.
Set the payment authorization field.
Write an entry to the output List of Unit Certifications/
New Payment Authorizations,
Write an entry to the Summary of Changes in Payments.
Write an entry to the Notice of Changes Report.

For recertifications:
Check that the client is on the Client Master File and has not 
been terminated.
Error Rejects List.
Update the date of last recertification and recertification 

flag data elements in the household certification section of 
the record.
Update the household size and composition section of the 

Client faster record to reflect changes in the household size 
and composition.

Update the incomes section of the record to reflect 
changes in income., assets, or deductions.

Recompute and update the maximum allowance entitlement, 
allowance entitlement, and the payment amount fields.
Update the housing expense data.

Write an entry to the Summary of Changes in Payment.
Print a Notice of Change in Payment.

For unit reevaluations:

Check that the client is on the Client Master File and has not 
been terminated.

O
:! If

i
o

■

n
o

o
!

o

o
o

2.
o

If not, reject the input and list it in the
J

o

©
■

l
'

© any

o

o
o
o

3.

o
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o Check that the client household and its residence are
certified. Otherwise, reject the input and list it in the 

Error Rejects List.
o Update the unit certification section of the Client Master 

record by updating the date of last evaluation, approval/ 
rejection code, serial number of Form 1*2.03-2, and unit re- 

certification.
o Write an entry to the output List of Unit Reevaluations.

For payment suspensions/reactivations:
o Check that the clientTs payment status is consistent with the 

attempted action. Otherwise, reject the input and list it in 

the Error Rejects List.
o Update the payment status of the client.
o Write an entry to the List of Payment Suspensions/Reactiva

tions .
o Write an entry to the Summary of Changes in Payment.
For terminations and reinstatements:
o Check that the status field in the household identification

section of the record is consistent with the attempted update. 
Otherwise, reject the input and list it in the Error Rejects 

List.
o Update the status and the date of last status change fields.
o Write an entry to the output List of Terminations/Reinstate

ments .
o Write an entry to the Summary of Changes in Payment.
o Print a Notice of Change in Payment if the client is authorized

at the time of termination.

For miscellaneous updates:
o Determine whether the update is permissible and valid.

specific validity checks vary with each field. If the update 

is not valid, reject it and list it in the Error Rejects List.

o Update.

=
=

4.

5.

*

6.
The

For example, if a recipient is being reinstated, he must have been 
previously terminated.
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9
i List the old and new values of the updated field in the List 

of Miscellaneous Updates.
Recompute the maximum allowance entitlement, the allowance 

entitlement, or the payment amount as necessary.
Write an entry to the Summary of Changes in Payments, if 

necessary.
For reinstatement recertifications:

Check that the client is on the Client Master File and has
If not, reject the input and list it

o
:i

:
o

I
o

7.
o1 not been terminated, 

in the Error Rejects List.
Update the date of last recertification and recertification 

flag data elements in the household certification section of 
the record.
Update the household size and composition section of the 

Client Master record to reflect changes in the household size 

and composition.
Update the incomes section of the record to reflect any changes 

in income, assets, or deductions.
Update the housing expense data.
Recompute the dates for semi-annual and annual recertifica

tion based on Step 2 (date of recertification), 
tion dates are rounded back to the first of the month.

o

o

o

o
o

Recertifica-:

:

All processed inputs, excluding error rejects, are appended to the 

Transactions History File.
Sort.4. This sort takes the lists of transactions processed and 

orders them by effective date within head of household name.

04 - Outputs

The File Maintenance System may produce the following outputs (HAO 

management may decide to suppress some of these outputs and may produce 

others by special programs to meet new administrative needs):

1. Edit List. This list is produced by the Edit Program and shows 
all the inputs as read by the system.

j
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Rejected inputs are flagged with the appropriate error message. 
Edit List is used to make the necessary corrections to inputs that were 
in error.

The

2. Errors List. This list is produced by the Update Program. Un
like errors in the Edit List, the transactions in the Errors List are 

valid in themselves but inconsistent with the contents of the old Client 
Master File.

3. List of Miscellaneous Updates. This list shows the miscellaneous 

updates processed by the File Maintenance System. For each record affected, 
the list shows the values of the updated fields before and after the update. 
The entries are ordered by client I.D. number and by field number within 

the same client record.
This list is used to verify that the miscellaneous update requests 

submitted to him were processed properly.
Management Information Report. This report may include the 

statistics listed below as they pertain to the particular weekly run of the 

File Maintenance System:

4.

Total error rejects.
Total initial unit certifications processed (incremental and 

cumulative) .
Total repeat unit certifications processed (incremental and 

cumulative).
Total incomplete unit certifications (incremental and cumulative). 
Total incomplete unit certification error corrections (incremental 

and cumulative).
Total semi-annual recertifications processed (incremental and 

cumulative).
Total annual recertifications processed (incremental and cumula
tive) .
Total number of changes in status by type (incremental and cumula

tive) .
Total number of changes in payment authorization by type (incre

mental and cumulative).

o
o

o

o
o

o

o

o

o
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Total number of due date adjustments by type (incremental and 

cumulative).
Total number of gross payment adjustments by type (incremental 

and cumulative).
Number of reevaluations processed (incremental and cumulative), 

by Pass, Fail, and Total.
Total number of miscellaneous updates processed, by type.

o

o

o

o

From time to time, special programs may also be written to modify established 

reports or to produce other statistical reports which the HAO finds useful.

5. Summary of Changes in Payment. Clients whose maximum allowance 

entitlement, allowance entitlement, or payment amount have changed as a re
sult of the inputs processed by the File Maintenance run for the previous 

week are listed in this report. Any of the following inputs may have 

caused a change listed in the report:

o Unit certification/new payment authorization, 
o Recertifications, 
o Payment suspensions/reactivations, 

o Terminations/reinstatements, 
o Miscellaneous updates.

The information shown in the Summary of Changes in Payment may consist of 
the following:

Client I.D. number.

Source of change (which caused input). 
Effective date of change.

Previous maximum allowance entitlement. 
New maximum allowance entitlement. 

Change in maximum allowance entitlement. 
Previous housing expenses.
New monthly expenses.
Change in monthly expenses.

o
o
o
o
o
o
o
o
o
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Previous gross payment amount. 
New gross payment amount.
Change in gross payment amount.

o
o
o

For a particular client many of the above entries may not be applicable. 
Not included in this report are changes in monthly adjustment amount 
resulting from new advances made to the client or from other debits and 

credits to the client's outstanding as well as direct changes to the rate 

at which the client is to pay off his outstanding balance; such changes 

are processed by the Payments System (see Section 16.06).
The entries in the Summary of Changes in Payment are arranged in 

client I.D. number order, and the listing is concluded by the following:

Total change in maximum allowance entitlement. 
Total change in monthly expenses.
Total change in gross payment amounts.

o
o
o

This report may be used by the payments specialists in reconciling the 

differences in grand totals in the disbursement registers for two consecu
tive months.

This list shows all semi-6. List of Semi-Annual Recertifications.
annual recertifications processed by the File Maintenance System in 

chronological order by due date and, within due date, in alphabetical
The input information and any changes

The total
order by name of head of household.
in allowance amounts are included for each entry in this list, 

number of semi-annual recertifications processed is shown at the bottom of

the list.
The Semi-Annual Recertifications List is used to audit the accuracy 

and completeness of the processing of Semi-Annual Recertification Forms 

by the File Maintenance System.
List of Annual Recertifications. This list is similar to the7.

List of Semi-Annual Recertifications described above.
8. List of Unit Certifications/New Payment Authorizations. This

list shows all the unit certifications processed in the last run of the
The information listed is the same as in theFile Maintenance System.
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I

input Unit Certification/New Payment Authorization Forms but also in
cludes maximum allowance entitlement and allowance entitlement.

The total number of unit certifications processed is also computed
The entries in the list are ordered by date of certifica

tion and alphabetically within the same date.
The payment amount received by the household in any given month may 

differ from the amounts shown in this list if any adjustments are made 

for repayment of advances and/or settlement of past over- or underpay

ments.

and displayed.

3

I The List of Unit Certifications/New Payment Authorizations is con

cluded with the following:

Total new maximum allowance entitlements. 
Total new monthly payments.

o
o

This list shows all unit reevalua
tions processed by the File Maintenance System during the weekly run.
The entries are in chronological order by due date of reevaluation and 

in alphabetical order within the same date, 
following information.

List of Unit Reevaluations.9.

Each entry includes the

o Client I.D. number, 
o Name of head of household,
o Date of reevaluation.
o Serial number of Evaluation Form (12.03-1). 
o Accept/reject code (showing cause of rejection).

The List of Unit Reevaluations and the corresponding source docu
ments (i.e., the Unit Reevaluation Logs) are checked for accuracy and 

completeness.
10. List of Terminations and Reinstatements. This list shows all 

terminations and reinstatements processed by the File Maintenance System 
during the weekly run.
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The entries are in chronological order by date of termination or 
reinstatement and in alphabetical order within the same date, 
includes the following information:

Each entry

m

Client I.D. number.
Name of head of household.

o
o

Termination or reinstatement code.o
Effective date of termination or reinstatement. 
Reason for termination or reinstatement.
Monthly allowance entitlement at time of action.

o
o
o

The List of Terminations and Reinstatements and the corresponding 

copy of the Termination Form (Form 15.03-1) and the Reinstatement Log 

(Form 15.04-2) are verified against the original log.
List of Payment Suspensions/Reactivations. This list shows all11.

payment authorization revocations and reinstatements processed by the File
The entries are in chronologicalMaintenance System during the weekly' run. 

order by effective date of the action and in alphabetical order within the
same date. Each entry includes the following information:

Client I.D. number.
Name of head of household.
Suspension or reactivation code.
Effective date.
Reason for suspension.
Allowance entitlement at the time of suspension.

o
o
o
o
o
o

The List of Payment Suspensions/Reactivations and the corresponding copy 

of a manual input log is checked with the original log.
List of Due Date Adjustments. This is a list of all due date 

adjustments processed by the File Maintenance System during the last run. 

Each entry includes:

12.

Client I.D. number.
Head of household name.

o
o
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Update/correction code.
Unit reevaluation date. 
Reevaluation change.
Annual recertification date. 

Recertification change. 
Effective date.

o
o
o

!
o
o

!
O

The following totals will be shown at the end of the report:

o Total number of recertification due date changes, 
o Total number of reevaluation due date changes, 

o Total number of error corrections.

This is a list of all gross 
Each entry in-

13 . List of Gross Pay Adjustments.
pay adjustments processed since the last computer run. 

eludes:

Client I.D. number.o
Test name.o
Effective date.
Transaction Code (61 = new, 62 = correct). 
Name of head of household.

o
oi

o
Floor. 
Ceiling.

o
o

05 - Automated Files

The following automated files are used by the File Maintenance System:

1. New Transactions File. This file contains the information from 

the various input forms described above. Inputs are in card image form 

with a special code indicating the specific transactions (i.e., input) 
type.

As a temporary work file, the system deletes the New Transactions 

File as soon as the processing is completed.
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2. Transactions History File. The Transactions History File is 

built up by collecting the inputs from each weekly batch, 
contents of the Transactions History File would, therefore, be the same 

as the Inputs File, but also include the date on which the transaction

The record

was processed by the Computer System.
The file is not kept in any specific sequence; it will evolve by 

the addition of each week’s new transactions to the end of the previous 
week’s copy of the file.

The storage and retention procedures for this file are the same as 

those that apply to all permanent files of the system; these procedures 

are described in Section 16.01.08.
Client Master File.3. See Section 16.03.05.

*
06 - Manual ProceduresI

The inputs, consisting of Unit Certification Forms, Recertifica
tion Forms, the Payment Suspension/Reactivations Log, the Termi
nation Form and the Reinstatements Log, and Miscellaneous Update 

Forms, are received by Information Services staff on a daily basis, 
daily inputs are recorded with appropriate entries to the appropriate 

data entry logs.
The forms are keypunched and verified on a first-in, first-out basis. 

Inputs received on a given day are not keypunched until all previously 

received inputs have been keypunched, 
bottom of the appropriate data entry logs and sends the keypunched inputs 

to the data center.
The data center runs the Edit Program and obtains the Edit List, 

the list shows no errors, the data center continues processing, 
are errors, the HAO is notified, resolves the error, and resubmits the 

corrected forms for normal processing during the next regular run.
After the inputs have been fully edited, and after the week’s Enroll

ment Applications have been successfully processed, the data center 
completes the processing of the File Maintenance System and sends the

The

The staff member fills out the

If
If there

*
The detailed processing schedule described in this subsection is 

meant to serve as a guideline.
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keypunched inputs, outputs, and copies of the new Client Master File and 

new current segment of the Transactions History File (see Section 16.01.08) 

to the HAO.
The staff member receives the package, verifies that it is complete, 

and records the receipt on the File Maintenance Processing Log (Form 16.04-3) . 
He then examines the outputs to make sure that they are consistent with the

If he notices any discrepancies,numbers recorded in the Data Entry Logs. 
they are investigated with the help of the data centerTs systems analysts
and, if necessary, the system is rerun.

If the outputs appear to be correct, the batches are logged out on the 

File Maintenance Processing Log (Form 16.04-3) and the source documents and 

related outputs are returned to the various HAO sections who review their 

respective outputs thoroughly. If major errors are discovered in the pro
cessing of a batch, it may require a rerun of the week’s File Maintenance 

processing. For minor errors, Miscellaneous Update Forms are prepared and 

submitted to be processed the following week.
The keypunched input tape, the new Client Master File tape, and the 

new Transactions History File tape are stored in the fireproof storage area, 
the old "grandfathers" for these files (see Section 16.01.08) are retired, 
and the Tape Log is updated.

*

*S To be provided as part of System User's Manual.
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The Mousing Allowance Office 
MODEL: UNIT CERTIFICATIONS DATA ENTRY LOG

Client 
I.D. No.

Client 
I.D. No.

Client 
I.D. No. Cl

QJ
Q> DateDateDate

T1
2
3
4
5
6
7
8
9

10
11
12
13
14
15
16!
17
18
19
20
21
22
23
24
25
Week ending____________
Submitted to Data Center

Total number

(date; time)

Usages (see Form 10.08-1) Form 16.04-2

ftMfll
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The Housing Allowance Office

MODEL: FILE MAINTENANCE PROCESSING LOG

Reprocessing: Yes Submitted to Data Center
(date;time)

No Input Tape No.
(date;time)

Received from Data Center for error correction
(date;time)(date;time)

Returned to Data Center for error correction
(date;time)(date;time)

Completed job received from Data Center
(date;time)

Client Master File Tape No.

Transactions History File Tape No.

Remarks:

Source documents and outputs returned to: 
Certification Section

(initials)(date;time)
Housing Evaluation Section

(initials)(date;time)
Chief of Client Services

(initials)(date;time)i

Form 16.04-3
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT i

16.05 - COMPUTER SYSTEM: SELECTIVE LISTING

01 - General Description
Immediately following each weekly processing by the File Maintenance 

System, the Selective Listing System is run to facilitate the day-to-day 

activities of the HAO.
The Selective Listing System, which requires no manual inputs, 

produces selective listings and notices from the Client Master File 

based on each clientTs status with respect to recertification, reevalua- 

The Semi-annual Recertification Forms are also initiated by 

the Selective Listing System.
The various lists produced by the system display activity-related 

totals and other statistics that may'be useful in evaluating and pre
dicting the day-to-day work load of the HAO.

The flowchart shown in Exhibit 16.05-1 summarizes the Selective 

Listing System.

tion, etc.

■ *
02 - Computerized Functions

The Selective Listing System performs its functions in three phases:
In this phase, the program reads the Client Master 

File sequentially and applies the appropriate selection logic to determine
1. Select Phase.

whether a record belongs in any of the outputs described below (Sec
tion 16.05.03) . For each output, the appropriate information is ex
tracted and added to the corresponding output file.

In most cases, the selection and extraction process is accompanied 

by the setting of appropriate flags in the Master File to indicate that

*
This subsection is of a rather technical nature and may be skipped 

without impairing the continuity of the section.
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. 'i

EXHIBIT 16.05-1: SELECTIVE LISTING SYSTEM FLOWCHART
1

Run: Request
1

Xn SelectClient
Master
File

(F.13)Sort(F.8) Print

2J i V.r List of Enroll 
. Not Yet Autnor 
I For Paynent

Semi-Annual
Recertificatic
Forms

List of Clie-t 
Awaiting i 
Special Action

Annual
Recertificatioi 
Forms

Client
HRSs (Micro
fiche) '

ars
ized n

X
Annual
Reevaluatior 
Master Lirt

xX
Semi-Annual 
Recertificatio 
Master List

Annual
Recertificatioi 
Master List

l

I
!

1 .Mailing 
Labels for 
Warning 
Notices^-:—

Mailing Labels 
For Warning 
lot ices

jfc
Household
Status
{Reports

Household
Status
Reports

;
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the record was selected. These flags are used to avoid unnecessary 

selection of the same records in a subsequent run of the Selective
For example, when a client is selected for inclusion in 

the Annual Recertification Scheduling Roster, a flag is added to the
At the following run of the system, the same client is 

not selected for the Annual Recertification Scheduling Roster, even 

though the client may still be due for recertification.
Each output file produced during the Select Phase 

is sorted into the order specified below in the description of the out
puts .

Listing System.

client’s record.

2. Sort Phase.

3. Print Phase. In this phase, the program passes the sorted 

output files, in the order described below, provides format for the con
tents of the file, and produces the outputs.

03 - Outputs
Outputs produced by the Selective Listing System may include (HAO 

management may decide to suppress some of these outputs and produce others 

by special programs to meet new administrative needs):
List of Enrollees Not Yet Authorized for Payment. Clients who

have signed the Participation Agreement but who have not yet received 

the payment authorization are listed in this report, 
listed in two different orders:
of household and by the date of Participation Agreement, 

the report shows the following information:

1.I

These clients are
alphabetically by the name of the head

For each entry,

Client I.D. number.
Name of head of household.

o
o
o Mailing address
o Telephone numbers (work and home). 

o Homeowner/renter code,
o Maximum allowance entitlement,
o Date of Participation Agreement.

This report reflects at any given time the lags from participation to
It is used by the HAO management in evaluatingpayment authorization.
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For this purpose, this report includes a totalprocessing procedures, 
of maximum allowance entitlements listed.

:

For each client due forSemi-Annual Recertification Forms.2.
semi-annual recertification, within three weeks the computer fills out 
the appropriate section of the recertification form (Form 11.04-2).
The forms are printed in chronological order by due date and alphabeti

ze forms are reviewed and mailed tocally within the same due date.
The client is asked to review the information printed bythe clients.

the computer, make all necessary corrections due to changes since the 

last certification, and return the form to the HAO office.
Semi-Annual Recertification Master List. This list is ordered3.

chronologically by due date and alphabetically by name of head of house
hold within each date; it contains all clients due for semi-annual 
recertification, including clients previously listed but who have not 
yet had their semi-annual recertification form processed. Each printing 

of this report therefore represents a complete list. For each entry, 
the following information is shown:

Client I.D. number.o
Name of head of household.o
Due date for semi-annual recertification.oI
Payment status.o

/

Clients who have failed to submit their recertification form before their 
due date are specially flagged.

Semi-Annual Mailing Labels.4. For each client for whom a semi
annual recertification form is printed, the computer prints mailing 

labels to be used in mailings to clients. The mailing labels are pro
duced in the same order as the roster and master list described above.

5. Household Status Reports (HSR) for Semi-Annual Recertifications.
For each client due for a semi-annual recertification, an HSR is printed 

containing the most recent information the HAO has about each household. 
The HSR is used as a guideline for comparison with completed SARFs.

Annual Recertification Master List, 
the Semi-Annual Recertification Master List.

6. This list is similar to 

It is a chronologically
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iordered list of all clients due for annual recertification, including 

clients previously listed but who have not yet had their annual recerti
fication form processed, 
shown:

For each entry, the following information is =

5

Client I.D. number.
Name of head of household.
Due date for annual recertification. 
Payment status.

o
o
o
o

This list is used to monitor the annual recertification process.
For each client due for7. Annual Recertification Mailing Labels.

an annual interview, the computer prints mailing labels to be used in 

correspondence to that household.

Household Status Reports (HSR) for Annual Recertification. For8.

each client due for an annual interview, an HSR is printed containing the 

most recent information the HAO has about the household, 
as a guideline during the interview.

Annual Reevaluations Master List.

The HSR is used

This list is ordered by 

reevaluation due date and alphabetically by name of head of household
It contains all units due for reevaluation, in

cluding units previously listed but which remain due for reevaluation. 
For each entry, the following information may be shown:

9.

within each due date.

Client I.D. number.
Name of head of household.

o
o
o Unit number,
o Due date for reevaluation,
o Elapsed days since due date,

o Date unit failed.

A status flag indicates that the unit has not yet been reevalu

ated or that it has been reevaluated but found deficient.
10. Client HSRs. HSRs are produced in as many copies as needed for

Each entry shows allall active clients and those recently terminated, 
pertinent information from the computer file.
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i
:
;

. This list displays

each Client Master File record where an inconsistency has occurred in 

the system and needs to be resolved by submitting a transition, 
example would be a record that was put on the Client Master File by the 

Enrollment Applications Processor because the client was eligible, 
a correction is made to the Original Applications File on assets making

Unfortunately the Client Master File may have been 

updated by a transaction such as a Unit Certification Form making it 

impossible for the Enrollment Applications Processor to correct the Client
The Enrollment Applications Processor can only set a

List of Clients Awaiting Special Action.11.
i
. An:

Later

the client ineligible.

Master File record.
flag in the Client Master File record to note the current inconsistency

Thisbetween the Original Applications File and the Client Master File, 

list is used to identify the inconsistencies between files.

04 - Automated Files
The Selective Listing System uses the Client Master File, 

is described in Section 16.03.5.

This file

*
05 - Manual Procedures

After the File Maintenance Processor is run, the data center processes 

the Selective Listing System.
When the Selective Listing System has been processed, the data center 

forwards the outputs and a copy of the new Client Master File and Transac
tions History File for storage.

The appropriate staff member receives the package and records the 

receipt on the Selective Listing Processing Log (Form 16.05-1). 
package is verified as being complete and the outputs are examined to make

Any problems are investigated with the 

help of the data center and, if necessary, the system is rerun.
If the outputs appear to be correct, the staff member distributes 

them and obtains the initials of the authorized staff members receiving them.

The

sure that they appear reasonable.

*
The detailed processing schedule described in this subsection is meant 

to serve as a guideline.
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IfThese st.aff members review their respective outputs thoroughly, 
they discover major errors, they may require a rerun of the week’s

For minor errors they prepare andSelective Listing System processing, 
submit Miscellaneous Update Forms to be processed the following week.

The new Client Master File tape is stored in the fireproof storage 

area, the old "grandfathers" for this file (see Section 16.01.08) are
*

retired, and the Tape Log is updated.

To be provided as part of the System User's Manual.
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.06 - COMPUTER SYSTEM: PAYMENTS

01 - General Description

The Payments System processes all financial transactions between
Some of these transactions, such as first 

month’s payments, advances, adjustments, receipts from clients, etc., are 

manual transactions and are input to the Payments System to keep a 

complete and accurate record of all HAO-client transactions.

the HAO and its clients.

However,
the majority of financial transactions consisting of regular allowance 

payments are generated by the Payments System itself and therefore* do 

not require any inputs. The system generates payments based on informa
tion contained in the Client Master File that is updated by the File
Maintenance System.

As these transactions are processed, the system updates each Client's 

Master File by posting the transactions to a variety of aggregative fields, 
such as total gross payments (before deductions), total advances, total 
deductions, etc.

Records of individual transactions are not stored in the Client 
Master File but in a separate Payments History File.
Payments History File is coded by type of transaction, such as manual 
check, refund, debit/credit memorandum and automated check.

Each record in the

In addition,

the relevant attributes of the client are also coded into each payment 
Examples of these coded client household attributes would 

be income group, household size, race, geographical area, housing unit 
type and size, age group, renter/homeowner status, etc.
History File thus contains sufficient information, to cross-tabulate and 

analyze payment transactions in a variety of ways.

The Payments System produces, in addition to checks, a magnetic 

tape of all payments made for use by the data center in preparing the

transaction.

The Payments
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reconciliation statement, a disbursements register, individual payment
summaries by client, and several others reports described below.

Exhibits 16.06-1, 16.06-2, 16.06-3, and 16.06-4 represent in flow-
These phases arechart form the four phases of the Payments System, 

described in Section 16.06.03 below.

02 - Inputs
The following types of inputs are processed: 

1. Manual Payments. If a client household receives authorization

for payment in the middle of a payment cycle, the specialists in charge 

of payments may prorate the first month1s allowance and prepare a manual 
Similarly, if the client household is authorized for an advancepayment.

payment, the payments personnel may prepare a manual check.
The originalThese manual checks are prepared with a carbon copy, 

is mailed to the recipient and the copy is sent to Information Services
After the copy has been keypunched and 

the data entered in the computer files, it is filed.
Each batch is headed with a batch control sheet showing the following 

information:

in batches of 20 to 30 checks.

o Batch number (entered sequentially by Information Services staff), 

o Check serial number range (e.g., 036501 to 036525). 
o Batch total net payment amounts, 
o Total number of checks in batch.

[

The checks within a batch are arranged in check number order. The following 

information is captured from the main body or stub of each check:

Check serial number.
Client I.D. number.
Name of payee.

Transaction type (i.e., manual payment, which is implied by the 
form type) .
Date of transaction.
Gross Allowance Payment Amount.

o
o
o
o

o
o
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EXHIBIT 16.06-1: PAYMENTS SYSTEM - PHASE I FLOWCHART
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EXHI&IT 16;06(2)HvPAYM£ffTS -SYSTEM - PHASE II FLOWCHART
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EXHIBIT 16.06-3: PAYMENTS SYSTEM - PHASE III FLOWCHARTi
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PAYMENTS SYSTEM - PHASE IV FLOWCHARTEXHIBIT 16.06-4:
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o Advance Amount. 
o Over/Under payment amount.
o Name of head of household (first 5 characters are used).

The data entry staff keypunches the manual payments directly from the 
carbon copies of the check. The information on the batch control sheets
is also input to the Payments System. 

Voiding Entries.2. For checks that are lost, destroyed, or other
wise voided by the HAO, a voiding entry is made on the Voiding Entries Log 
(Form 13.04-1) and input to the Payments System.

A distinction should be made between void checks and voiding entries. 
The latter are made only for transactions previously processed by the 
Payments System. For example, if a stop-payment order is issued for an 

outstanding check, a voiding entry is made, 
mistake is made in typing a manual check, the check is voided and entered 

as a void check simply to maintain the continuity of the check number 
The system treats void checks as ordinary checks with $0.00

On the other hand, if a

sequence.
amount.

Voiding entries are made in a log (Form 13.04.1). Each voiding entry 

has the following data elements:

Client I.D. number.

Name of head of household (first 5 characters). 
Original check serial number.
Original transaction date.
Date of voiding entry.
Transaction types (manual or generated check). 

Voiding action code.

o
o
o
o
o
o
o

The first 5 characters of the name of the head of household are used to
validate that the correct computer record is being updated.

The Adjusting Entries Log (Form 16.06-1) is
There are no adjust- 

If a computer payment is in error

3. Adjusting Entries.
used to correct data entry errors for manual inputs, 
ments to computer-generated payments.
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due to inaccuracies in the Client Master File (such as incorrect rent
either the error is discoveredamount) , one of two things could happen: 

before the payment is sent out and used by the client, or it is dis-
In the first case, the payment is voided using acovered after the fact, 

voiding entry as described above, and the correct payment is prepared 

In the second case, the payment becomes a de facto correct 
In that case, the difference is settled by a refund to the 

HAO or by a deduction from a subsequent payment to the client, 
or the deduction is a new transaction, distinct from the original trans

manual ly. 
transaction.

The refund

action.
The data elements

o Client I.D.
o Name of head of household (first 5 characters). 
o Original transaction date, 
o Transaction type.

are referred to as the transaction identifiers and are required to locate

If the adjustment is to onea transaction in the Payments History File, 
of these data elements, Form 16.06-2 (Transaction I.D. Corrections Log) 
is used instead of the Adjusting Entries Log (Form 16.06-1).

The date of the adjusting entry and the adjusting Action Code (or 

transaction in correction action code) are also required elements.
On an adjustment, if one of the dollar fields is being altered, all of 
the dollar fields must be inputted to provide a means of verifying the 
accuracy of the data.

Refunds to the HAO. 
on the Refund Log (Form 13.05-7).

Services Section for input to the Payments System.

4. Refunds from clients to the HAO are recorded 

The log is received by the Information 

Data entry errors
associated with the input of refunds to the Payments System are corrected 
with adjusting entries as described above.
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03 - Computerized Functions*

The automated Payments System has four distinct phases, 
first phase, the system edits the inputs, validates them against the old 

Payments History File and generates a Transaction File similar to the 
History File.

In the

The second phase validates the inputs against the Client 
Master File, generates automated payment transactions and produces the
Transactions Proofs, the Accounts Receivable Register and the Totals

These reports are used to determine the accuracy of the 
inputs and internally generated transactions.

If errors are found, the necessary corrections are made and Phase I 

is reiterated until the reports show no further 
the system prints checks.

Summary reports.

In Phase IIIerrors.

In Phase IV, the check serial numbers used during Phase III are fed 

back to the system. These numbers are inserted by the system int<3 the 

check number field of the computer-generated payments. Until Phase IV, 
After a check numberthe system leaves these check number fields blank, 

has thus been assigned to transactions, the system produces the various 

registers and the bank reconciliation tape and then merges the current- 

period transactions with the Payments History File.
The successive steps of the Payments System are described below in 

more detail.
1. Batch Edit Program. After the inputs are sorted in check number 

within batch number sequence, the Batch Edit Program verifies that all 
check serial numbers are accounted for and that the batch totals are 

accurate.
2. Edit Program. This program edits all the input transactions and 

writes valid transactions to the Input Transactions File. An edit list 

is produced. The Edit Program validates the inputs for absolute errors 

and inconsistencies between the input data and data in the Payments 

History file. Errors with the Client Master File are not located at 

this stage.

This subsection is of a rather technical nature and may be skipped 
without impairing the continuity of the section.
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3. Sortl. At this step the Input Transactions File (F.14) is sorted 

by Action code within Action Date within Check, Refund, Debit/Credit 
serial numbers within the transaction type within original transaction 

date within client I.D. number.
This program validates the input

transaction against the Client Master File, updates the "payments 

tion of the Client Master File, and generates automated transactions, as 

follows:

4. Generate/Update Program.
sec-

For all original inputs, the program validates the 

client I.D. number by locating it in the Client Master File and 

by verifying that the name of head of household is consistent 

with the client I.D. number.
Update: For each valid input transaction and each internally 

generated transaction (see below), the program updates the 

appropriate totals in the "Payments” section of the Client 

Master File.
Generate Payment Transactions: For each client, the system 

checks the payment authorization code. If the recipient is 

authorized for payment, the system generates a payment trans
action, updates the appropriate totals and balances in the 

Client Master File, and adds the transactions to the Current 
Period Transactions File. In addition, this program produces 

the report file for the Accounts Receivable Register, the print 

file for generated checks, the Manual Transactions Proof, the 

Automated Transactions Proof, a listing of errors encountered 

between the inputs and the Client Master File, and various 

totals for reconciling purposes.

Validates:o

I

o

o

5. Accounts Receivable Print Program. This program formats and 

It also provides entire fileprints the Accounts Receivable Register, 
totals.

6. Check Writer Program. This program constitutes Phase III of 
It processes the Check Writer Print File and printsthe Payments System, 

the checks.
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7. Assign Check Numbers. This program is the first step in 

It accepts as keypunched card input 
the range of check serial numbers used during the printing of checks in 

Phase III excluding those that were wasted due to paper jams or other

Phase IV of the Payments System.

mishaps.

The program passes the Current Period Transaction File and assigns 

the correct number to each automated check in that file, thus producing 

a completed version of the Current Period Transactions File.
The Current Period Transaction File is then sorted by 

The transactions are thus grouped by type in the

8. Sort3.
check serial number, 
following order:

Data Elements Check Number Range
Refunds 000,001 - 000,999

010.000 - 199,999
200.000 - 999,999

Manual checks
Automated checks

This program prepares the Bank Reconcil
iation Tape, which is given to the HAO's bank as input to its Bank

It also prepares the Check Register (described

9. Bank Reconciliation.

Reconciliation Program, 
in Section 16.06.06).

Print Payment Register. This program passes the Current Period 

Transactions File (the input to 8 above) and produces the Payments 

Register.

10.

11. Merge and Print Payment Summaries. This program merges the

Current Period Transactions File with the Payments History File to
Voiding and adjusting entries toproduce the new Payments History File, 

old transactions replace the old record.
The client payment summaries for the year are printed during this

merging process.

04 - Outputs
The Payment System may produce the following outputs (HAO management 

may decide to suppress some of these outputs and produce others by special 

programs to meet new administrative needs):
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:

This lists

all valid transactions that have affected the Client Master File.
The staff in charge of payments reviews the following listings to 

reconcile the accuracy of the totals provided on the Automated Transac
tions Proof, and thereby, the accuracy of the automated checks:

1. Manual and Automated Transactions Proof Reports.:

:
Previous months’ Automated Transaction Proof
List of New Payment Authorizations (from File Maintenance

System)
List of Changes in Allowance Entitlement and Monthly Payment 

(from File Maintenance System)
List of Terminations and Reinstatements (from File Maintenance 

System)
List of Payment Authorization Revocations (from File Maintenance 

System)
Current Month’s Manual Transaction Proof

■ o
i O

■

t

o

o

o

o

The File Maintenance System listings are used with the previous 

month's Automated Transaction Proof to determine the actual numbers of 
checks that should be written and the total gross allowance amount for 

those checks. The Current Month’s Manual Transactions Proof columns for 

changes in monthly over/underpayments and advances repayment notes are 

used with the Previous Month’s Automated Transaction Proof change columns 

and total deduction amounts to determine the actual amount of over/under
payments and advances that should be reflected in the current month's 

automated checks. With these figures the total net payment amount for 

the current month's checks can be verified.

Batch Totals Summary Report. This report exhibits a variety 

of totals grouped by type of input form. These totals show the antic

ipated record count and dollar amounts (if original entry manual checks, 
refunds, or adjusting entries) by type of input and the actual values 
processed.

2.

3. Summary Totals Report. This report provides record counts and 
appropriate dollar amounts by each Transaction Type, and within Transac
tion Type, Action Code. Overall file totals of Gross Allowance Amount,
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1

Over/Under Payments Amount and Net Cash Amounts broken down by deficits, 
credits and balance of each are provided.

4. Checks. The basic allowance payment for both renters and home- 
owners is in the form of a check (Form 13.02-1).

The information printed on the check may consist of:

-
:

s
=
=

Client I.D. number. 
Name of payee. 
Mailing address. 
Residence address.

o
o
o
o

Net check amount.o
Date of payment.o

The following may be printed by the computer on the check stub:

Client I.D. number.
Name of head of household.

Date of payment.
Gross Allowance Payment.
Over/Under Payment Amount.

Advance Amount.
Net payment.
Outstanding balances of Over/Underpayments and Advances. 
Monthly Rent Amount, if Renter.

o
o
o
o
o
o
o
o
o

The check number, bank name, and account number normally are pre

printed .
5. Check Register. This is a listing of all checks in check 

number order, showing for each check the check serial number and the 

amount. The Check Register is used in reviewing the Bank Reconcilia
tion Statement to be received from the HAO's bank. It includes only those
transactions that affect the bank account (except deposits) from which

Thus, manual and automated checks, voiding entries,payments are drawn, 
and adjusting entries are included, but refunds are not.
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This magnetic tape file is given to 

the HAO's bank as input to the Bank Reconciliation Program.
Using this tape and the cancelled checks, the bank's data center 

Bank Reconciliation Statement showing all checks issued and 

the items that have cleared for payment.

6. Bank Reconciliation Tape,

prepares a

The Payments System prints forPayment Summaries by Client.7.
each active client a summary of year-to-date payment transactions on

Transactions, including checks, debit/credit memorandums, 

voiding and adjusting entries, and refunds are listed individually.
Year-to-date

microfiche.

The list shows only transactions for the current year, 
and life-to-date totals are provided by client and for the entire file.

This register shows all payment transac-8. Payments Register.
tions of the current period grouped by client.

The line entries in the Payments Register show the following in
formation:

Client I.D. number
Name of head of household.
Gross payment amount (allowance).
Advance amount (debit or credit) .
Over/Underpayment Amount (debit or credit). 
Net payment amount (debit or credit).

o
o
o
o
o
o

There is one line entry per transaction. Voided and adjusted 

amounts appear under the applicable columns for the fields affected. A 

total is provided for each column, and each column total is divided into 

subtotals by renter and homeowner.

05 - Automated Files

The Payments System uses the following computer files: 
Input Transaction File.

financial transactions between clients and the HAO.

1. This file contains manually generated

Each record reflects
one transaction, such as manual payments, voiding entries, adjusting 
entries, and refunds to the HAO. The data elements in each record 
the ones described in the corresponding input forms.

are
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The Input Transactions File is a temporary work file and is 

deleted after successful completion of the Payments System run. 
Current Period Transactions.2. The Current Period Transactions

File is similar to the Input Transactions File hut also includes a 

record for each internally generated financial transaction as well as 

one for each manually generated input transaction.
Payments History File.3. The Payments History File is built 

up by merging, each month, the Current Payment Transactions File with
the old Payments History File from the previous month.
History File is kept in sequence by check serial number 
tion type within original transaction date within Client I.D. number.

The Payments History File is stored and retained as a permanent 
file, as described in Section 16.01.08.

Client Master File.

The Payments 

within transac-
*

4. See Section 16.03.05.

**
06 - Manual Procedures

The inputs, consisting of manual checks, debit/credit memos, 
voiding entries, adjusting entries, transaction I.D. correction entries, 
and refunds are received by the Information Services Section for the 

payments specialists.
Manual checks are batched and submitted for processing, 

contains up to 25 checks.
batches, verifies that they are complete, and adds them to the Manual 
Checks Data Entry Log (Form 16.06-3).

Voiding entries, adjusting entries, transaction I.D. corrections 

and refunds are submitted near the end of the month prior to the pay

ments run.

Each batch
The appropriate staff member receives the

k
For refunds, this key is called the "refund form serial number," 

but it serves the same role as the check serial number.
The detailed processing schedule described in this subsection is 

meant to serve as a guideline.
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After the input forms have been logged in, they are added to the

stacks of forms awaiting keypunching.
All Payments System inputs received during the month are keypunched 

The keypunched inputs and a copy of each batch control
sent to the data center.

and verified.
form accompanying the input source documents are

The data center runs Phase I of the Payments System and obtains
If the edit listings show no errors,the Batch Edit and Edit Listings, 

the two Phase I reports are delivered to the appropriate staff member who
records the receipt into the Payments Processing Log (Form 16.06-5) and

forwards them to the payment specialists.
If the edit listings contain error messages, the HAO is notified, 

resolves the errors (especially those that would affect payments) , and
All errors that would affect the timely issuance of

Other errors

that cannot be corrected within a reasonable time are handled during

resubmits the run. 
allowance checks must be corrected before Phase II is run.

the next month's processing.
Phase II is then run and the reconciliation process is performed 

If the contents of these reports are seriously in 

error, the problems are investigated and resolved with the help of the 

Otherwise, the appropriate HAO manager initials the Pay

ments Processing Log (Form 16.06-5) to authorize the data center to 

proceed with Phase III and Phase IV of the Payments System.
The data center completes the processing of the system.

(Section 16.06.04).

data center.

A tape copy
of the new Client Master File and new current segment of the Payments
History File is stored. The Bank Reconciliation Tape produced by the Pay
ments System is kept at the bank's data center and is used by the staff
to produce the Bank Reconciliation Statement.

The appropriate staff member receives the package, verifies that it
is complete, and records the receipt on the Payments Processing Log 
(Form 16.06-5). If the outputs are incomplete, the problem is investi
gated and, if necessary, the system is rerun.

If the outputs are complete, they are delivered to the payments 

specialist who initials the Payments Processing Log (Form 16.06-5). 

the payment specialist(s) discover major errors in the outputs, they 

may request a rerun of the system with supervisory approval.

If

Minor
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£

r
rerrors are corrected through the use of voiding and/or adjusting entries 

and substitute manual checks, which will be processed by the system in 
the following cycle.

The keypunched inputs data, the new Client Master File tape, and 

the new Payments History File tape are stored in the fireproof storage 

area, the old "grandfathers’1 for these files (see Section 16.01.08) are 
retired, and the Tape Log is updated.

The source input documents are returned to the payments specialists.

!
I
ir
:
:
;

i:
=-
■*

To be provided as part of the System User's Manual.
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The Housing Allowance Office

MODEL: MANUAL CHECKS DATA ENTRY LOG

Batch TotalsCheck Nos.Date
Received

Batch
Record Cnt. Net AmountToFromNo.

r

Form 16.06-3
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The Housing Allowance Office
1

MODEL: DEBIT/CREDIT MEMORANDUM DATA ENTRY LOG

Serial Numbers 1Batch
Number

Date
Received

Number of Entries 
in BatchFrom To

S
-z
-
s

Form 16.06-4
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The Housing Allowance Office

MODEL: PAYMENTS PROCESSING LOG

Type of run: Regular | | RerunMonth of

Inputs submitted
(date;time)

Remarks
(Describe type of errors and resolution)

Phase I reports received
(date;time)

Authorization to proceed
(initials)

Comments
(Describe reason for denying authorization)

Outputs received
(date;time) 

Client Master
(initials, payments specialist) 

_ Payments History _________
Remarks:

Form 16.06-5
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.07 - COMPUTER SYSTEM: HOUSING EVALUATION FORMS PROCESSOR

;i
,
\i
■01 - General Description ?
i

The Housing Evaluation File Processor creates and maintains a history 

file containing the results of evaluations of housing units currently 

occupied or under consideration for occupancy by participants in the 
Housing Allowance Program, 

on Housing Evaluation Forms which are entered to the processor and used 

to update the HEF History File.
The Housing Evaluation File Processor is run weekly to process 

Housing Evaluation Forms and to produce management information statistics. 
The contents of the file may also be sorted and printed according to a 

variety of sequences as explained in'Section 16.07.03 below.
Exhibit 16.07(a)-(d) represents summary flowcharts of the Housing

The descriptions of inputs, computerized func
tions, outputs, and automated files are keyed to this flowchart.

:tThe results of these evaluations are recorded

;

_
■

?

i

;
i

Evaluation File Processor. ;

l02 - Inputs
The Housing Evaluation Form (Form 12.05-1) serves as the input to 

the Housing Evaluation Form Processor, 
distinguished by the Input Code as explained below.

The following data elements are keypunched at the beginning of each 

card for all usages:

'
This form has several uses as

Serial number. 
Input Code. 
Housing Unit I.D. 

Card Code.

o
o
o
o
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16.07-1 (a) edit-update run kgqe

HOUSING 
EVALUATION 

- ' FORMS

£
INPUT CARDS

SORT BY:
SERIAL 
INPUT CODE 
HU-ID 
CARD CODE 
1 INF Ht£££R

INPUT OLD . 
HISTORYCARD

FILE FILE

HEF PROCESSOR

management
INFORMATION 
^ REPORT

NEWEDIT/ERROR
LISTING HSiTCRY

FILE
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'l16.07-1 (b) UPDATE ONLY RUM linn?

HOUSING 
EVALUATION 

• 'FORMS _

i ;i

£
INPUT CAROS

SORT BY:
SERIAL • 
INPUT CODE 
HU-ID 
CARD CODE 
I TNP MI)Mqro

INPUT OLD
CARD HISTORY
FILE FILEa*

HEF PROCESSOR

MANAGEMENT 
INFORMATION 

REPORT _
ERROR
LISTING

NEW
HISTORY 

FILE ,
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16.07-1 (c) EDIT ONLY RUN MODE

HOUSING
EVALUATION

FORMS

££
INPUT CARDS •

SORT BY:
SERIAL 
INPUT CODE 
HU-ID 
CARD-CODE 
1 TNF-N’JMRER

»

INPUT
CARD
FILE

3Z-
MAMAGEMENT
INFORMATION
REPORT

h’EF PROCESSOR ->

rr

EDIT
LISTING
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f
1

16.07-1 (d) PRINT ONLY RU;| KOpr

HISTORY iFILE >
HOUSING

EVALUATION
FORf-lS

■■

I

SORT ■

(OPTIONAL)
SORTED
HISTORY

FILE

'
!
If

MANAGEMENT 
INFORMATION 

REPORT'__

;
HEF PROCESSOR4 :

;
■

;
■

!•X- !
IHISTORY

PRINT-OUT

v

•;

fe

h
I

t
1.
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These data elements taken together constitute the key. All inputs 

are processed in ascending order by this key.

(Input Code = blank.) The main input to 

the Housing Evaluation Forms Processor is the Housing Evaluation Form 

(Form 12.03-1).
2. Corrections to Previously Processed Housing Evaluations. (Input

1. Housing Evaluations.

C0(je =1.) The system has the capability to process corrections to
The same housing evaluation form is used.original housing evaluations.

Other than the Serial Number and Housing Unit I.D., only the data elements
requiring correction are completed, keypunched, and entered to the system. 
Data elements left blank are unaffected by the correction process; however,

For example, tocertain data elements may only be corrected as a group, 
correct any part of an address, the entire new address must be entered as

a correction.
Corrections to original housing evaluations are submitted to com-

If the results of the housing unitfs
Rather, the evalua-

pensate for data entry errors, 
evaluation were in error, a correction is not used.

tion is submitted as a reevaluation.
3. Deactivation. (Input Code = 2.) Housing units not currently 

occupied by participants in the Housing Allowance Program may be deactivated 

by use of Input Code = 2. Only existing, active records may be deactivated. 
Only card number 01 is keypunched and only the key data elements on that 
card are entered. The system ignores any other information.

Reactivations. (Input Code =3.) Housing units ^previously de
activated may be reactivated by use of Input Code = 3. 

other than the key data elements are recognized by the system, 

or further evaluations are accomplished using the appropriate input codes.
Incomplete Evaluations. (Input Code - Blank, Action Code =2.)

An incomplete HEF is submitted whenever a requested evaluation is not 
made or whenever an evaluation is interrupted and cannot be completed.

All input cards except 1, 2, and 5 are optional. However, if an 

optional card is submitted, it must be complete.

4.

No information

Corrections

5.
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i i
(Input Code - Blank, Eval-Type - 5.) A reevalua

tion is submitted whenever a unit is reevaluated after it has been de-
The purpose is to rate only those items found to be

Reevaluation.6. •;

iclared substandard, 

inadequate at the previous evaluation. ;
I

* '103 - Computerized Functions niThe automated processing of Housing Evaluation Forms can be accom
plished in five distinct run modes, each offering different capabilities. :

i
■ ;

ii• :•
1. Edit-Update Run Mode. This is the normal run mode used for cre

ating and updating a history file (see Exhibit 16.07-l(a)). 
two output files are involved, 

taining corrections and additions to the history file, and an old history 
file which is to be updated.
updated history file and an edit/error listing.

is written onto the history file only if no errors have been found, 
corrections, the corrected record is written onto the history file only 

if it is error free; if not, an unchanged history record is written onto

■ :Two input and 

The inputs consist of a card file con-
?
*
'

!The outputs generated consist of a new,
For new records, a record

For
.
■

;
I:the history file instead of the corrected record.

2. Update Only Run Mode. This mode (see Exhibit 16.07-1 (b)) is 

identical to the above edit/update mode except that the edit phase is not 
performed and, as a result, only an error listing is produced instead of 
an edit/error listing. In the error listing, new HEFs are shown only if 

errors have been found; otherwise, they are omitted from the listing. 

Corrections, deactivations, and reactivations are always printed even if 

they contain no errors.
3. Edit Only Run Mode. This mode (see Exhibit 16.07-1(c)) edits

1

:
i

fi

!:

input cards and produces an edit/error listing, but does not update the
It is designed to be used as an editor for the cards prior

I:
*history file.

to their inclusion in a processing run which updates the history file. :'
!In this run mode, only cards creating new HEFs (blank input code) are 

Cards correcting existing HEFs cannot be checked because theedited.

This subsection is of rather technical nature and may be skipped 
without impairing the continuity of the section.
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The edit/error listing con- 
In the case of new serial 

A new serial number 
correction,

records being corrected are not available.
tains the cards read listed by serial number, 
numbers with errors, error messages will follow, 
without error messages indicates a correct HEF; however, 
deactivation, and reactivation cards without error messages do not
necessarily mean error free cards since they are not checked against the

history file.
4. Print Only Run Mode.

used to print the HEFs stored in the history file, 
in any desired order by sorting the input history file tape in the de-

When sorting on a key

This mode (see Exhibit 16.07-1(d)) can be
The HEFs are printed

sired order prior to the execution of the program, 
other than serial number, serial number should be specified as the minor

sort key.
5. Microfiche Run Mode. This mode is identical to the Print Only Run 

Mode (step 4), except that all printed output is produced on microfiche.
The program allows the user to select a range on one of the following

keys:

o SERIAL (SELECT-WORD = "SE") 
o HU-ID (SELECT-WORD = "HU") 
o CLIENTID (SELECT-WORD = "CL") 
o REQUEST NO. (SELECT-WORD = "RE")

The selected key and the desired range are specified through the 

of a JCL parameter card.
use

The following three parameters must be specified:

SELECT-WORD ("SE," "HU," "CL," "RE")
SELECT-LOW
SELECT-HIGH

o
o

o

If the SELECT-WORD is SE, the program will print all HEFs whose 

serial number is within the SELECT-HIGH/SELECT-LOW serial number range.
Similarly, if the SELECT-WORD is HU, the program will print all HEFs 

whose HU-IDs are within the SELECT-LOW/SELECT-HIGH HU-ID If the
tape is not properly sorted prior to the execution of the program, the

range.
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I
if

printing will terminate as soon as a key (e.g., HU-ID) greater than 
SELECT-HIGH is encountered.

Prior to processing by any of the above run modes, keypunched input 
cards must be sorted into the proper sequence, 
following order:

!nn:i
. ■

They are sorted in the
}\

Serial Numbero s
Input Code 

HU-ID 

Card Type 

Line Number

1
I

o
o
o
o i

t
04 - Outputs :■

I:Outputs produced include (HAO management may decide to suppress some 

of these outputs and produce others by special programs to meet new 

administrative needs) :

r

f,
1. Edit/Error Listings. Edit/Error Listings are produced by three 

of the four run modes (PRINT ONLY Run Mode does not produce an Edit/
Error Listing). The following describes the general format of the listings 

produced.
The listing is produced in serial number order, each serial number 

starting on a new page. The listing usually shows all serial numbers 

being added or changed. (UPDATE-ONLY Run Mode error listing shows new 

serial numbers only if errors are found.) Old history records which are 

not being modified are never shown on the listing, even though they are 

copied to the new history file.
The following table summarizes the information contained in the 

Edit/Error Listing:

i;

:
i

!
;

Corrections De- 
activations, etc.

New 
SerialMode

AllAllEdit/Update 

Update Only 

Edit Only

AllErrors Only 

All All
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Records containing errors are flagged with the appropriate error

message.
At the end of each run, the2. Management Information Report.

Housing Evaluation Forms Processor produces a brief statistical summary
From time to time, special programsof the run for management purposes, 

may be written to modify existing reports or produce new ones that the HAO

may find useful.

05 - Automated Files
The Housing Evaluation Forms History File is a cumulative file con-

The file is sorted 

The
sisting of all HEFs entered to the computer system, 
by serial number and contains all information about a unique HEF. 
storage and retention requirements for this file are the same as those 

that apply to all permanent files of the system; these procedures are de

scribed in Section 16.01.08.

*
06 - Manual Procedures

The inputs consisting of new Housing Evaluation Forms, Corrections, 
Deactivations, and Reactivations are received by the Information Services 

staff on a daily basis from the Housing Evaluation Section.
The input forms are keypunched and batched weekly for transmission to 

The input forms are returned to the Housing Evaluationthe data center.

Section.
The HAO determines the run mode to be employed and informs the data 

The keypunched inputs are delivered to the data center.
The data center runs the HEF Processor and returns the keypunched 

inputs, outputs, and copy of the new HEF History File to the Information 

Services Section.

center.

The Information Services staff receive the package, verify that it
is complete and make appropriate entries in the HEF Processing Log 
(Form 16.07-1) and the tape log. Any discrepancies are investigated with

*
The detailed processing schedule described in this subsection is 

meant to serve as a guideline.
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L
■

i
the help of the data center’s systems analyst and, if necessary, that 
system is rerun.

•!

The Information Services staff then examine the Edit/Error Listing
All other errors are corrected by re-and resolve all data entry errors, 

ferring to the source documents and by consulting with Housing Evaluation 

The errors are resolved and prepared for submission to the next
If major errors are discovered, it may require

staff .
run of the HEF Processor. 
a rerun of the week’s HEF processing.

The data entry staff stores the keypunched input file and the new 

HEF History tape in the fireproof storage area, retires the old "grand
father” for this file (see Section 16.01.08), and updates the Tape Log.

rJ :
ir

!
*

*Provided as part of the System Userfs Manual,

■
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The Housing Allowance Office

MODEL: HEF PROCESSOR PROCESSING LOG

)Submitted to Data (EnterReprocessing: Yes
(Date; Time)

No Input Tape No.:

Run Mode:

EditEdit/Update Update

(to)Range:(Select-Word:Print

Completed Job Received From Data Center:
(Date;Tir;e)

I H’ F History File Tape No.

Remarks:

Source Documents and Outputs Returned to:

Housing Evaluation Section
(Date; Time) (Initials)

Form 16.07-1
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CHAPTER 16.00 - RECORDS AND DATA SYSTEMS MANAGEMENT

16.08 - CENTRAL RECORDS FILING SYSTEM

01 - Central Records

Central Records, under supervision as assigned by HA0 management, is 

responsible for the handling, release, and control of all source docu
ments used in the processing of each client through the program. For 
security reasons, the responsible section must have strict control over 
all records and files. Procedures established must be strictly followed 

to insure accurate knowledge of the whereabouts of every file. It is also 

the function of Central Records to be of service to the other divisions of 
HA0 in regards to information contained in all the records. All records 

will be available to authorized personnel during the working day. The only 

restriction placed on the use of these records is that they be returned to 

Central Records.

02 - Filing System
The filing system used by Central Records is a straight numerical 

system using the Client I.D. number as the key.
File Format. Each household applying for a housing allowance is

After the Preliminaryassigned a Client I.D. number by the computer system.
Application is processed and the Client I.D. number is given, each client’s

Each folder is given a labelrecords are assigned to a specific folder.
which the head of the household name and Client I.D. number are typed.on

Each file may contain the following documents for each client, as 

applicable:

Preliminary Application 

Enrollment Application 

Supporting documents 

Participation Agreements
Documents obtained as a result of verification

o

o

o

o

o
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Notice of Confirmation of Eligibility or Ineligibility 

Approved lease or homeownership documents 

Request for Advance
Unit Certification Payment Authorization Notice 

Semi-annual Recertification Form(s)
Annual Recertification Form(s)
Supporting documentation for recertification
Documents obtained as a result of verification of information 

submitted with recertification 

Notices of Change in Payment
Annual reevaluations (Unit Certification Form)
Miscellaneous updates and corrections 

Special correspondence 

Payment summaries 

All warning notices
All notices of payment authorization revocation 

Grievance reports 

Notice of Termination

o
o
o
o
o
o
o
o

o
o
o
o
o
o
o
o
o

Initial Establishment of the File. Preliminary Applications are 

received, reviewed and assigned a serial number. These forms are key
punched for the Preliminary Applications processing run. Preliminary 

Applications remain in the keypunch area until the computer run has been 

evaluated and determined to be correct. Upon this determination, a file 

is created for each Preliminary Application.
Enrollment and Incomplete Records Procedures. After the initial 

file is created it is stored in an incomplete file section until the 

enrollment process begins. After the Preliminary Application is 
processed, an enrollment interview time is established. The files 

for clients with interviews are distributed to the appropriate inter
viewers .

After the enrollment interview, the contents of the file are 

viewed for completeness. When the documents are complete the Enrollment 
Application is forwarded for keypunching and processing by the Enrollment 
Applications Processor. The eligible clients' enrollment forms are returned

re-
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to the appropriate staff member with all of the correct outputs from 
the computer run.

When the client has received authorization for payment, the completed 

file is released to Central Records for filing in the Client Master File.
A check is then performed to certify that the required documents are com
plete and in the file before it can be put away, 
documents are present, the file pocket may be filed.

Filing Procedure for Periodic Documents Received.

If all the required

Source documents
are retained by keypunch staff until their successful computer run is 
completed. After the determination of a successful run, these forms are 

released to Central Records.
Depending on the specific type of source document, they may be re

turned to the submitting section together with the outputs for review 

and then sent to Central Records for filing, 

documents are to be filed as described earlier.
The rest of the source

i
03 - File Control Check-Out Procedure

The HAO i9 responsible for developing and maintaining file control 
procedures that insure the completeness, accuracy and confidentiality of

Only Central Records Personnel are allowed to retrieve 

Information or files may be released to authorized members of the 

If an unusual request for records is submitted, the requisi
tion must be signed by the requestor's supervisor.

Control of files is maintained by the use of a requisition form
The HAO maintains a requisi-

clients' records.
files.
HAO staff.

in conjunction with an out-folder method.
tion system that tracks the location of all folders outside the vault.

The
!

No single document may be released from the Central Records area.
The staff member requesting the records 

is responsible for their integrity and for returning them to Central Records.
whole folder must be taken out.

04 - Records Retention Policy
HAO client files stored in the vault may be purged of all non-current 

records in accordance with the standards outlined below. Limitations of
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space in the vault and the cost of alternate methods of storage require 

systematic disposal of inactive records. Responsibility for record 

disposition is designated by HAO management.
Selection Criteria for Record Retention. Retention of file folder 

documents will depend on the status of the client at the time of the 

review, and also whether or not a claim against the client exists, 
all, there are four status categories for applicants and clients which 

should be recognized for the purpose of record retention:

In

Ineligible applicants 

Current nonrecipients 

Current recipients 

Terminated clients

o
o
o
o

Only those clients who do not owe the HAO money (either from advances or
The file folders of

In addi-
overpayments) are included in these procedures, 
those who do owe money will remain in the vault indefinitely, 
tion, the files of any clients that are involved in possible misreporting, 
special appeals or equal opportunity (housing discrimination) proceedings

are exempted from the guidelines below until such proceedings have been 

concluded:

o Ineligible Applicants. File folders for ineligible applicants 

can be pulled and disposed of one year after the determination 

of ineligibility. Accordingly, the Client I.D. for an ineligible 

applicant would appear on a file disposal printout with a 

notation that the folder contents be destroyed one year after 

the date of the enrollment interview, or any time thereafter, 
o Terminated—EENP (Enrolled Eligible Not Paid). File folders

for terminated clients who never received payments can be dis
posed of two years after the client has been terminated. Accord
ingly, the Client I.D. for a terminated client—EENP would appear 
on a file disposal printout with a notation that the folder con
tents be destroyed two years after the date of termination, or 

any time thereafter.

■
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■

Terminated—Recipient, No Money Owed, File folders for
terminated clients/recipients who owe no money to the HAO can 

be disposed of two years after the date of termination, 
ingly, the Client I.D.s for these clients would appear on a file 

disposal printout with a notation that the folder’s contents be 

destroyed two years after the date of termination, or any time 
thereafter.

o

■

Accord-

Still Enrolled—EENP. File folders for existing clients who 

never received payment are to be retrieved and screened for 

documents that are three or more years old. All documents over 
three years old may be discarded with the exception of the 

Preliminary Application, Participation Agreement, and the most 
recent Lease Agreement.
Still Enrolled—Recipient, No Money Owed. File folders for 
existing clients who have been authorized for payment and who 

do not owe money to the HAO are to be retrieved and screened 

for documents that are three or more years old . All documents 

over three years old may be discarded with the exception of the 

Preliminary Application, the Participation Agreement, and the 

most recent Lease Agreement.
Housing Evaluation Forms. Housing Evaluation Forms (HEFs) are 

stored separately from other client data in housing unit address 

order. All HEFs for a given address that are over one year old 

may be destroyed except that the most recent complete HEF and 

subsequent upgrades must be retained. If the only HEF for a 

given unit is incomplete, that HEF will be saved.
Computer Listings. Copies of computer listings produced as 

management tools are stored in the vault. They include weekly 

edit and error lists, Household Status Reports, Client Directories, 

Scheduling Rosters, etc. Edit and error lists will be retained 

for two years. All other computer listings may be destroyed after 

one year or pursuant to other policies adopted by the HAO.

o

o

o

o

At a time designated by the 

responsible manager, a computer listing of clients whose files may be
Selecting File Folders to be Destroyed.
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The following clientsdestroyed in their entirety will be generated, 

should be included in the listing:

1. Ineligible applicants whose interview date is one or more years 

earlier than the review date (from OAF).
2. Terminated clients who never received payments and whose termina

tion date is two or more years earlier than the review date (from 

CMF) .
3. Terminated recipients who do not owe the HAO money and whose 

terminated date is two or more years earlier than the review 

date (CMF).

The listing should provide the following information:

o Client I.D. number 
o Name of household head
o "Test date" (date of interview or date of termination) 

o Review date (date of computer list) 

o Space for staff memberTs initials/comments

The staff member will check the file folder to ensure that all
documents have the Client I.D. and name of household head that appear on 

the computer listing. If the documents agree with the listing, the 

folder is set aside for transferral to the responsible manager, and the 

staff member initials the computer listing in the space provided, 
manager will arrange for all such folders to be shredded under proper 
supervision.

Selecting File Folders to be Reviewed.

The

At the time designated by 

the responsible manager (either once a year for all clients or at the 

time of each client’s annual recertification) the staff member will re
view the contents of the client's folder for documents that may be 
destroyed:

1. Clients who are still enrolled and never received payments: 

all documents whose effective dates are three or more years
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Iearlier than the review date except the Preliminary Application, 
the Participation Agreement, and the most recent Lease Agreement. 
Recipients who are still enrolled and who do not owe the HAO 

money from advances or overpayments: 
effective dates are three or more years earlier than the review 

date except the Preliminary Application, the Participation Agree
ment, and the most recent Lease Agreement.

2.

all documents whose

This staff member reviews the contents of the folder and pulls the 

documents that are three or more years old (with the exceptions noted 
above) . The forms are all reviewed to ensure that the Client I.D. and the 

name of the household head conform with the identifier of the folder, 
staff member stamps the date of disposition on the folder and initials it. 

The selected forms are transferred to the responsible manager who will 
arrange for shredding under proper supervision.

Selecting Housing Evaluation Forms to be Destroyed.

The

At the time
designated by the responsible manager, a computer listing of HEFs will be 

The HEF computer file will be sorted by (1) address, and
The list of all HEFs for each HU-ID should provide

generated.

(2) evaluation date.

the following information:

I Address
HU-ID
Client I.D.
Serial Number 
Evaluation date
Review date (date of computer list)
Space for staff members' initials/comments

o
oI
o
o
o
o
o

The staff member will first review the list of HEFs and check those 

over one year old, assuring that the most recent completed HEF and sub
sequent upgrade evaluations (regardless of date) is retained for each

The address folder is then reviewed and all checked HEFs on the 

The staff member reviews the selected forms to ensure 

that the Client I.D., HU-ID, address, and serial number agree with the

3

I address. 
list are removed./

1
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If they do, the staff member initials the line on the
The HEFs are transferred to the responsible

computer listing, 
listing in the space provided.
manager who will arrange for shredding under proper supervision. 

Documenting Record Disposition. The computer listing used for 

identifying and reviewing file folders and HEF records to be destroyed,
and which have been annotated by the staff, will be retained in the vault 

as an audit trail. The date of disposition and the staff members1 
initials on the file folders will serve as documentation for currently 

enrolled clients’ records.

‘
i
l
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-

The Housing Allowance Office

MODEL: FILE/FOLDER REQUISITION

i

Client 
I.D. // Name

Documents
or

Information
Requested

Requested by Release Date Release Time
i

Information

i

;
Return Date Time Received by

!
1
:

■

Form 16.08-1
I



16.08(10)

■:
Scc
<D N

§
v£)
r—<

E
£■53

cc'
<u2

5
o
Q>

g(1)
IO o 

h= q
Oh ?w 3 ^

<i> q*o o
C UJ 03

Ecn x 
5°V)

co

g § 
< 8

UJ
O)*
C -I

• <fv) 2s*
X o

Q
<D 53 £

JC § £H 2 u

!

5
g*



CHAPTER 17.00 - HOUSING AND EQUAL
OPPORTUNITY INFORMATION services !

17.01 ^eneral^escriptxon

01 - Objectives

HAO housing and equal opportunity information services 
to convey both general and detailed information

are intended 
to clients in order to

assist them in finding and securing acceptable housing 
choice that meets program standards.

of their own
In addition to providing relevant 

information to clients (as discussed in this Chapter), the HAO also
1

provides direct Equal Opportunity Support Services (discussed in 

Chapter 18.00).

02 - Topics and Form of Delivery
The HAO provides information to clients on the following topics: 

the housing allowance program and its requirements; program housing 

standards; leases and landlord—tenant relationships; equal opportunity 

in housing; characteristics of local neighborhoods and housing oppor
tunities; purchasing a home; home improvements and repairs; and related 

issues.
Information on these topics is delivered by HAO staff in any of 

three ways:

Information sessions thatStructured Information Sessions.o

follow a set format of presentation and discussion about one 

topics listed above may be offered to individual 

clients or groups of clients.

Informal Information Sessions.

or morei

Information given by the 

HAO on any of the above topics, delivered to suit the immedi
ate needs of an individual client or group of clients, i.e., 
advice that may be offered after a client*s unit has failed

o

I

a housing evaluation.

I
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Printed Material. Printed material containing information 

on the above topics is handed out or mailed to clients as 

appropriate. This may include listings of available hous
ing units on the market, HUD pamphlets, relevant publica
tions by other agencies, and materials specially developed 

by the HAO to assist its clients.

o

03 - Policies
The HAO's basic policies with respect to the delivery of housing 

and equal opportunity information services are:

1. Client participation in HAO housing and equal opportunity 

information services activities is optional. Clients are 

not required to attend any information sessions or use any 

information materials to be eligible to participate in the 

program or to receive payment, and the HAO at no time implies 

that the use of such services is required. However, clients 

are made aware of the services that are available and are 

encouraged to request any that interest them.
The HAO does not provide information services on topics 

other than the housing and equal opportunity topics listed 

in Section 17.01.02. When clients identify needs for other 

types of information and service, the HAO will refer them to 

other specific agencies that may be able to assist them.
There is no HAO follow-up on these referrals; clients are 

expected to secure such services without additional help 

from the HAO.
3. In providing information to clients, the HAO does not

recommend or endorse any particular suppliers of housing 

services. The purpose of HAO information is to make the 

client more fully aware of housing opportunities that are 

available and to inform him of sound methods for choosing 

among them, but not to steer him toward any particular 

choice of suppliers.

2.

j
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r

4. HAO staff do not participate directly in any negotiations,
i

dealings or transactions between clients and suppliers of 
housing services.

5. Clients may be encouraged to take advantage of HAO housing 

and equal opportunity information services at various times 

during their participation in the program, e.g., during the 

enrollment interview, and later, if after a reasonable period 
they have not been able to secure acceptable housing. The 

HAO is responsible for designing and maintaining a cost effec
tive information service program using the three forms of 
delivery noted in Section 17.01.02 to their best advantage
in response to a realistic assessment of client demand.

_
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CHAPTER 17.00 - HOUSING AND
equal opportunity

information services

17.02 ^PROCEDURES A Km CONTENT
!

01 - Structured Information Sessions: Method
The methods used for presenting structured housing and equal 

opportunity information sessions should be chosen 
and retention of information by the client.

!
to enhance interest 

The sessions should rely 
on a variety of presentation/response modes including lecture, slide
presentation, handouts, and question and answer periods, 

should be regarded as participatory experiences; thus presenters should 
attempt to encourage direct client participation where possible.

HAO management is responsible for developing and maintaining 

a manual containing complete outlines and texts for HAO structured 

information sessions, and for maintaining trained staff to handle presen

tations as required.

The sessions

:
;

Objectives and Content02 - Structured Information Sessions:
The paragraphs below list the basic objectives of structured infor

mation sessions on each topic identified in Section 17.01.02 and thereby

indicate suggested content:

o The Housing Allowance Program and Its Requirements. To
purposes of the housing allowance 

program; nature of the administering organization; eligibility 

requirements and method of determining allowance payments; 

the content of the enrollment interview; the rights and 

obligations of clients and the HAO as specified in the 

Participation Agreement; the nature of program housing 

requirements; availability of advances; the nature and 

timing of requirements subsequent to becoming authorized 
for payment.

familiarize clients with:

i

;

;

:
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Program Housing Standards. To make clients better able to 

judge the adequacy of their current housing unit and other 
housing units by explaining the program housing standards.
The text of each standard is reviewed and examples are 

given to illustrate conditions that warrant both failure 

and acceptance. Standards are grouped into four general 
categories relating to: adequate living space; adequate 

facilities (kitchen, bathroom, electricity, etc.); 
adequate natural light and ventilation; and conditions 

that endanger the health and safety of the occupants.
The types of repairs typically called for under different 
types of failure circumstances are discussed.
Leases and Landlord-Tenant Relationships. To familiarize 

the client with the rights and obligations of tenants and 

landlords and the purposes of lease agreements so the client 
can negotiate effectively in securing rental housing. The 

general terms and objectives of lease agreements are discussed 

and the terms of the required HAO lease are explained in 

detail. Advantages and disadvantages are outlined with 

respect to: (1) securing the rights and responsibilities 

of tenants and landlords; (2) assuring equal opportunity 

in housing, and (3) making known the procedures for redress 

of tenant grievances. The client is also told about other 

agencies and resources within the community that may provide

o

!

o

assistance with landlord-tenant problems. 
Equal Opportunity in Housing. To provide clients with infor
mation and skills in understanding equal opportunity laws, 
the available courses of action if the client suspects his 

rights have been violated, the specific Equal Opportunity 

Support Services offered by the HAO, and the available

o
;

j

:
remedies under the law.

Characteristics of Local Neighborhoods and Housing Oppor-o

tunities. To provide clients with skills and information 

related to making the decision to move and searching for i
:
■

I
:

■

;
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and choosing new housing, 

client an approach to evaluating the decision to move based 

on matching family needs and interests with housing resources 

available in the community, 

of searching for alternate housing.

and resources of residential environments in the different 
neighborhoods in the program area are reviewed, 
given to effective procedures for evaluating specific housing 

units and neighborhood environments in relation to household
The client is given information about community groups 

and agencies that provide additional assistance in searching 

for and securing new housing.
Purchasing a Home.

This session first offers the
I
=
■

=It then covers effective methods
i

The characteristics \

Emphasis is

needs.

To familiarize renter clients with theo

process of home purchase, available home purchase options 

for clients in the program area, and the benefits and responsi
bilities of homeowner ship, 
methods for searching for and evaluating home purchase options. 
The steps in the process of home purchase and financing are 

reviewed as are the key purchaser obligations involved and 

potential risks to be avoided, 
community groups and agencies that offer additional assistance 

to home purchasers.
Home Improvements and Repairs.

Material is offered on effective

Information is provided on

To provide clients with informa
tion and skills related to the maintenance, repair and improve- 

The session covers the operations of basic

o

i ment of housing, 
systems within housing, maintenance suggestions to avoid

!:
!

breakdowns and hazards, and appropriate approaches to repair
Suggestions are offeredgiven different problem situations, 

on effective methods for acquiring qualified assistance in
making repairs (workmen, contractors, public agencies or 
community groups that offer assistance) and steps involved 

in financing larger repairs and improvements.

03 - Structured Information Sessions: Scheduling and Evaluation
HAO management shall obtain information on client demand for 

information sessions in the enrollment process and at various other
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times during a client's participation in the program, 
be offered according to demand as determined by HAO management, 
sessions are normally held at the HAO but may be held at other loca-

Individual ses-

Sessions shall

The

tions to suit the convenience of staff and clients, 
sions may include presentations on one or any combinations of the 

topics as outlined in Section 17.02.03.
HAO management is responsible for obtaining comments from clients 

on the usefulness of the sessions, and from time to time, revising
]session contents to respond to client interests and new information

Staff shall periodically submit a report to thegained by the staff.
HAO Director on the information sessions and steps being taken to

improve them.

i

04 - Informal Information Sessions
Informal information sessions are scheduled for individual clients 

or small groups of clients when warranted to address particular issues 

For example, several clients might have problems getting 

landlords to understand the HAO Lease Agreement and might need special 
assistance on that topic; some clients may be interested in making 

substantial improvements to their homes and need to know more about 

how to obtain financing; some clients, after failing an evaluation for 

their current unit, may need information to assist them in the decision 

as to whether to move to a new unit or repair the current unit and 

effective methods of following up on either decision.
Informal sessions are scheduled to meet needs such as these.

The sessions are offered by trained staff drawing on appropriate 

materials from the manual for structured information sessions and 

other information that may be relevant.

or concerns.

j
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CHAPTER 18.00 - EQUAL OPPORTUNITY SUPPORT SERVICES

18.01 - GENERAL DESCRIPTION

01 - Goals and Objectives

An important goal of the housing allowance program is to help 

achieve equal opportunity in housing—to provide services that will 
help client households gain the same access to housing choices enjoyed 

by households of similar rent-paying capacity, regardless of their 

race, color, religion, sex or national origin.
To this end, the HAO has established three service objectives.

The first of these is to provide useful information that helps program 

clients become more effective consumers in the housing market and in 

particular enables them to identify and know how to deal with illegal 
discrimination in regard to their search for housing, their attempts 

to secure housing once located, and their efforts to make the best 
use of their housing once secured, 
tive are described in Chapter 17.00. 
the subject of this chapter are:

HAO efforts to achieve this objec- 

The other two objectives which are

o To provide for assistance to clients in their search for
housing as such attempts relate to equal opportunity, includ
ing, where appropriate, escort services to housing units, 

o To provide for assistance to clients who suspect they have 

been the victim of discriminatory housing practices in the 

enforcement of their legal rights.

02 - Role of the HAO in Equal Opportunity (EO) Support Services
In the development of the allowance program, HUD recognizes that 

outside community groups (e.g., legal services programs, human rights 

commissions, fair housing groups, etc.) may be better equipped than the
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HAO to provide the two types of equal opportunity services noted above 

and to provide other complementary services as well, 
of the program to strengthen such groups rather than to weaken them by 

competition. For this reason, the HAO attempts to meet its equal oppor
tunity objectives by referring client requests to such local groups for 

action where possible, and working with them to strengthen their service 

capacity for the benefit of HAO clients.
The HAO meets the expense of needed E0 legal services within the 

limits of its budget. It attempts to contract with a local legal services 

group to provide the service, or where no local group with sufficient 
capability exists, to enter into an appropriate arrangement with a private 

attorney. (The group or individual providing legal services is referred 

to as the EO Counsel in the remainder of this Chapter.) It is expected 

that escort services normally are provided by local groups on a voluntary 

basis, but when this resource is not immediately available, HAO staff is 

called upon to provide this service.

It is the intent

03 - Responsibility for EO Support Services in the HAO
The EO support function in the HAO is the responsibility of the 

Housing Equal Opportunity Officer. The Housing EO Officer is a trained
Equal Opportunity specialist who deals directly with clients on EO questions 
and problems. The EO Counsel deals directly with the Housing EO Officer.

04 - Assistance During the Search for Housing

Clients who may have EO problems are encouraged to call the HAO for

additional information and clarification as they undertake the search for 
new housing. The HAO makes provisions for escort services when clients
request it, provided that a special need exists, for example, for minority 

clients who have concerns about seeking housing in non-minority neighborhoods 

and elderly or handicapped persons who have mobility problems, 
service consists of transporting the client to and from a housing unit of 

It may be provided by community organizations in the Program

The escort

his choice.
Area, or by the HAO.



18.01(3)

-
-
-
=
-05 - Assistance in the Enforcement of EO Rights

When a client believes he has encountered discrimination related to
participation in the program, he should notify the HAO and discuss the 

complaint with the Housing EO Officer. The Housing EO Officer obtains 
the necessary factual information, informs the participant of his rights 

and responsibilities under the provisions of Title VIII of the Civil
Rights Act of 1968 and the Civil Rights Act of 1866, fills out the neces
sary form, and refers the case to the local equal opportunity counsel.
At this time, the Housing EO Officer also informs the client of his 

right to file his complaint with the Department of Housing and Urban 

Development or the appropriate state agency, 

use the local equal opportunity counsel, he is told that this in no way 

abridges his right to also file his complaint with HUD or the appropriate 

To facilitate this, he gives the client a HUD Form'903 and 

tells him how to fill it out and where it should be sent.

If the client chooses to|

I
state agency.

When a problem is referred to him, the counsel interviews the com
plainant and verifies the facts.

When satisfied that the facts stated by the household warrant it, 

and with the written consent of the client, the equal opportunity counsel
He may then attempt tofiles the appropriate motion in District Court.

resolve the complaint through conciliation with the concerned parties
If this procedure does not satis-where he deems this approach workable, 

factorily resolve the issue and result in a settlement, appropriate court
As appropriate, the case is coordinated with the 

Office of Equal Opportunity, Department of HUD, and with local and state
action is instituted.

antidiscrimination agencies.
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CHAPTER 18.00 EQUAL OPPORTUNITY SUPPORT SERVICES

18.02 - STAFFING

01 - The HAO Equal Opportunity Staff

The Housing EO Officer, and staff that may be assigned to the function, 
are responsible for disseminating written and oral information about the 

nature of fair housing laws, how they are implemented, detection of discrim
inatory housing practices, and the procedures that clients should follow 

in order to secure acceptable housing of their choice.

02 - The Equal Opportunity Counsel
The services of a local counsel are retained to handle matters involv

ing housing discrimination encountered by HAO clients.
Officer is responsible for developing the working agreement with the local

The counsel is responsible

The Housing EO

EO Counsel with the approval of the HAO Director, 
for following up all complaints and reports of discrimination until they have 

Where appropriate, this may include assistance to the client 
in the verification of alleged discriminatory practices, conciliation efforts
been resolved.

and agreements, and representation of the client in prosecution under the 

relevant federal and state laws and local ordinances.
The EO Counsel maintains files on complaints he receives and informs 

the client and the Housing E0 Officer of the status of the complaints on a 

monthly basis.

03 - Equal Opportunity Staff Relationships
The Housing EO Officer acts as the principal source of technical 

assistance in the areas of equal housing opportunities and housing
In addition, the Housing EO Officer, 

with the assistance of the EO Counsel, is responsible for assisting in 

the training of other employees in equal opportunity program requirements. 
The Housing EO Officer maintains an active working relationship with HUD

discrimination to all HAO staff.

I

'
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The Housing E0 Officer maintains contact with 

and remains currently advised about the activities of the state and 

local fair housing agencies and private organizations whose activities 

relate to equal housing opportunity.

equal opportunity staffs.

04 - Staff Training
The Housing E0 Officer and the E0 Counsel attend special training 

sessions on aspects of equal housing opportunity and the fair housing 

laws.
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CHAPTER 18.00 - EQUAL OPPORTUNITY SUPPORT SERVICES

18_._03 - ESCORT SERVICES FOR UNIT VIS ITS

01 - Policy

It is the policy of the HAO to make provisions for escort services for 

clients who wish to select another unit in which to reside, provided that a 

special need and willingness to use the service has been demonstrated, 
service may be necessary for minority clients who are seeking housing in non
minority neighborhoods as well as for elderly or handicapped persons, 
escort service may be provided by community organizations in the Program 

Area, or the HAO.

This

The

02 - Procedure
Upon receipt of a request from a client for escort services, the 

Specialist fills out the Escort Services Request Card (Form 18.03-1) and 

sends it to the Housing EO Officer.
Request Card and enters it into the Escort Services Log (Form 18.03-2).
If appropriate a participating community organization (e.g., church groups, 
the League of Women Voters, local fair housing groups, etc.) may be contacted

The Housing EO Officer receives the

to provide the service.
Alternatively the Housing E0 Officer may designate an HAO staff member

This consists of providing transportationto provide the escort service, 
to and from the units which the eligible client designates.
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The Housing Allowance Office

MODEL: ESCORT SERVICES REQUEST CARD

Date of RequestClient Name:
/ /Address:

Phone No. _________________
Client Service Specialist:_____________
Organization Providing Escort Services:

Date of Service: ./ /

Form 18.03-1



I
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The Housing Allowance Office

MODEL: ESCORT SERVICES LOG

£
Date of 
Request

Escort Agency/ 
Name of Contact

Date of 
Request

Date of
Escort ServiceClient’s Name

Form 18.03-2
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CHAPTER 18.00 EQUAL OPPORTUNITY SUPPORT SERVICES

18.04 - HANDLING DISCRIMINATION COMPLAINTS

01 - Receiving Complaints

The Housing EO Officer is responsible for receiving oral and written 

housing discrimination complaints from clients. At the discussion with 

the client, the Housing EO Officer obtains all the necessary information 

about the alleged discriminatory act and completes the Discrimination 

Documentation Form in triplicate (Form 18.04-1). He then informs the 

client about the complaint process as defined in Title VIII of the 1968 

U.S. Civil Rights Act and the Civil Rights Act of 1866. He advises the 

client about his rights and responsibilities under these laws. He also 

informs the client about his right to private litigation. The Housing 

E0 Officer informs the client about'the free legal counsel available to 

him and sets up an appointment with the local Equal Opportunity Counsel. 
The Housing E0 Officer sets up and maintains individual files on all 
clients who have alleged housing discrimination problems. He sub

mits a monthly report to the HAO Director about the number and 

status of the housing discrimination problems that he is currently 

handling.

02 - Complaint Investigation
The investigation of the complaint is carried out by the EO Counsel 

upon his receipt of a copy of the Discrimination Documentation Form from
The Counsel first talks with the complainant,the Housing E0 Officer, 

reviews the information stated in the form, and asks any questions that

may be pertinent to his investigation.
If after this discussion the Counsel and client have decided that 

further action is called for, the Counsel undertakes a thorough verifica

tion of the alleged facts, 
investigators, recruited from local organizations such as church groups,

Where appropriate, paid or volunteer

{ \
:

:
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local fair housing groups, the League of Women Voters, etc., help with
The Housing E0 Officer and staff may also assist.the investigation.

Training for investigators is conducted by the E0 Counsel with assistance

from the Housing E0 Officer.
After the verification is completed to his satisfaction, the Counsel

discusses the case with the Housing E0 Officer and describes the course
If the EO Counsel isof action he proposes to recommend to the client, 

in private practice (i.e., not a local legal services group), the HAO
Director1s approval is required before the Counsel takes any court action

on behalf of an HAO client.
The Counsel then meets again with the client, reviews his findings, 

explains all of the alternative means of handling the case that are 

available, and makes his recommendation on the action he believes is 

most appropriate.
Written consent from the client must be obtained by the Counsel

On the consent form (Form 18.before instituting any legal proceedings.
04-2) the client must also specify that he wants the HA0-E0 Counsel to
represent him in subsequent action. (The HAO will not pay for legal 
assistance provided by other attorneys.) If the client selects the HAO 

counsel and signs the form, the Counsel next files the appropriate motion 

in district court.

03 - Conciliation of Complaints
If appropriate, the EO Counsel then contacts all parties involved in 

the alleged discriminatory practice to resolve the complaint through
If these efforts do not prove successful in a reasonable 

period of time (generally no longer than ten working days), conciliation 

efforts cease and formal civil proceedings are instituted if the client 
agrees.

conciliation.

04 - Enforcement

The EO Counsel then goes on to represent the client 
proceedings in the U.S. District Court. If the 
is in private practice, prior approval must be

in the appropriate 

opportunity counsel 

from the HAO Board

equal 

obtained



of Trustees and from HUD before program funds are disbursed to the equal 
opportunity counsel for further counsel and/or assistance to the client 
at the appellate level.

05 - Information Regarding Status of Complaint
The equal opportunity counsel regularly informs the client and the 

Housing E0 Officer of the status of the client*s case.

06 - Other Legal Services
When a client has a specific problem about his lease, code enforce

ment violations, etc., the HAO staff refer him to the appropriate local 
agency(s) or community groups for aid in remedying the problem.
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The Housing Allowance Office

DISCRIMINATION DOCUMENTATION FORM 
(Derived from Housing Discrimination Complaint Form 0MB No. 63-R1226)

MODEL:

STATE OR LOCAL
Date

FEDERAL COVERAGE

1_____ L___Equal Opportunity Specialist PRIOR ACTION

PRELIMINARY DETERMINATION

PLEASE TYPE OR PRINT
Telephone Numberl. Noma of aggriev*d parson or orgonixation (Last fiame —First A'an« — Middle Initial) (Mr. Mrs. Miss)

Srraar Address, City, County, Sroia ond ZIP Coda

2. Whom it this comolainr ogoinsr?
Street Address, Ciry, Counry, Srora ond ZIP Coda Telephone NumberNoma (Lest .Sams —First .Yarn# —Middle Initial)

I* the parry naned above a: (Cheek applicable bos or boxes)
; Owner ■ ■ Broker j‘ . Salesman _

If you have nomad an individuol obowa ond you know rhor ha wo* coring for a company in rhi* cose, check th<s bon ond wrile rho name
and oddre** (Street. City, County, State and ZIP Code) of rha company, in (hit fpaca.

Builder Supr. or Manogar * Bonk or Other Lendar

y
Noma end Idanrify Orhar* (if any) vou believe violated rha law in rhit cate

3. Whor did rhe parson you are complaining ogoinsr do?
(Check applicable box or boxes)

Refute ro rent, tell, or deal with you 
; ; Discriminate -n the condition* or rtms of talc,

renro!. occupancy, or >n tervicat or foci fit*st 
Advertise in a discriminatory «ay 

I I Faltaly deny housing wot ovcilcbia 
Engage in blockbusting 

; Dif crifTinsre m financing

I Ditcriminate in broker's services

! j Other (Explain in sox 6 below)

5. Whor kind of house or proporty wot involved?

; Single family house

•*" ' A house or building for 2, 3, or *1 families 
, A building for 5 fomili 
_ Other, including vocont lond held for 

residential use (Explain in bos 6 below/ 
Did rhe owner live there?

wi Y«*

4. Do you believe there was dis
crimination because of?
(Check applicable box and write 

your race, color, religion, or 
national origin on the line below 
the box checked)

es or more

___Rece or Color

No i__ I Unknown

Is rhe house or property (Check applicable bos)
:__ . Being sold; Religion Being rented
Wnaf is rhe address of the house or property?
Street___When did ocr or acts OCCurVBe sure to include mosr recent 

date, if several dates are involved) . : Norionol Origin
Ciry,

CD Sex
County Stole

6. Summarize in your own words wnaf happened. Use this spcce tor a brief and
what heppened may be provided on cn atfechmenf.

concise stofemenf of fhe focts, Addifioncl detoils of

(Dace)
(Signature)

Form 18.04-1

“1
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The Housing Allowance Office

fAUTHORIZATION AND CONSENT -

-

(TYPE IN NAME OF PARTICIPANT)I, , a participant in the 
(Site II name) Housing Allowance Program, hereby authorize

(TYPE IN NAME OF EO ATTORNEY) , a member of the Bar of the State 
of Indiana to represent me in action necessary in pursuing the 

discrimination complaint(s) I have filed with the Housing Allowance 

Office, Inc. Such action may include, but is not limited to, the 

filing of administrative complaints and initiation of a lawsuit or 
lawsuits in the appropriate United States District Court, under 
applicable Federal, State, and local statutes and ordinances. I 

understand that approval of the United States Government is necessary 

before funding will be made available to pursue legal actions relating 

to the above-described discrimination complaint(s) at or beyond the

appellate level.

SIGNED:DATE:

t

Form 18.04—2=r\


