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Preface

The first portion of the present FPHA Local Authority Management
Manual was originally issued in February 1942, as the USHA Management
Manual. In that form it consisted of Chapters I to IX, intended for
the guidance of locel authorities in the operation of FPHA-eided, low-
rent developments. In September 1942, Chapter X, War Housing, was
added and the manual theredby waa cunverted to serve in the management
of both low-rent and war housing developments.

Because of its wider applicadbility, the converted manual has en-
Joyed considerably increased popularity. Consequently, the supply of
Chapters I to IX is now exhausted. Because Chapter X was reproduced
in greater quantity than were the original nine chanters, the supply
of that chapter is more adequate. Pending the time when a complete
Local Authority Management Manual applicable to both low-rent and war
housing becomes available, this Temporary Local Authority Management
Manual for War Housing Projects has been assembled to serve war housing
projects only. It consiste of selected portions of the complete manual,
including Chapter X, a reprint of Chapter IX and reprints of those
portions of Chapters V to VII which are referred to in Chapter X.

This abbreviated form of the manual is offered as a temporary
expedient only, with the hope that it will serve a useful purpose in
prosecuting the war housing program,

All references to USHA throughout the reprinted portions of this
manual should be interpreted to read FPHA,
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Executive Order 9070, signed by the President on Pebruary 24, 1942,
has consolidated in the Federal Pubdlic Housing Authority responsidility
for the development and operation of the various urban and war public
housing programs undertaken by the Federal Government, In the organi-
zsation of FPHA, responsidility for the initiation of policies, standards
and procedures related to housing management activities has been as-
signed to the several divisions and offices under the supervision of the
Assistant Commissioner for Project Management,

FPHA procedural material applicable to the management of housing
developments by local housing authorities is organized in a LOCAL AU-
THORITY MANAGEMENT MANUAL. Its basis is the "Management Manual® issued
by the United States Housing Authority om Februery 23, 1942. The ma-
terial currently in that menual will continue in effect pending specific
revisions,

Chapter X which is now being added to this Manual includes ma-
terial pertinent to the activities of local housing authorities in
managing war housing, Other supplements and revisions will be released
as necessary to adapt existing policiee and procedures to the needs of
the reorganiged housing program,

No manual is expected to provide the answer to every problem
which may arise, It should be, however, a continuing aid and guide to
the entire management staff in understanding the job it has to do0, in
carrying on its work, and in measuring the success of management oper-
ation, It is hoped that the IOCAL AUTHORITY MANAGEMENT MANUAL will
give to each member of the staff a clear picture of the relation of
his particular function $o the management program as a whole.

‘/"L“S—zéw‘/o

HERBERT EMMERICH
Comntssioner

Revised "
Avgust 15, 19 e
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INTRODUCTION

THE NATIONAL HOUSING AGENCY

The President, acting under his war powers, created the National
Housing Agency by Executive Order 9070 on February 24, 1942, Thie
order consolidated iuto one agency for the duration of the war the
functions of 16 Federal asgencies working in the field of housing.

The National Eousing Agency is now responsible for the produciicn
of war housing to facilitate the production of war materials. It must
ascertain where housing is needed to prevent a shortage of labor in war
industries and to maintain the morale of workers and their families.

It muet investigate how much housing is needed, what sise homes, =ni at
what rentals. It must ascertain whether private builders are 23l a %o
build 1t or whether it must be turned over to a public agency 7o coi-
struction.

The National Housing Agency includes three comstituent uni: :. “ue
Federal Housing Administration stimulates private builders to dvi . wur
bousing through the insurance of mortgages on approved propertiss. rhe
Federal Home Loan Bank Administration encourages its member banks. ..;
well as savings and loan associations and other thrift and home-finzncing
institutions, to participate in the development of homes for war workers.
The Federal Public Housing Authority uses Federal funds to construct
public housing for war workers and their families, wtilizing the fscili-
ties of local housing authorities to the fullest extent possibdle.

Today these three constituent units are directed to the single zoal
of meeting the need for war housing promptly.

THE FEDERAL PUBLIC BOUSING AUTHORITY

The Federal Public Housing Authority, headed by the Federal Pudlic
Housing Commissioner, is responsidle for the Federal program of public
urban and war housing. Believing that responsibility for the program
should rest as closely as possible to the people affected, the Com-
missioner has established ten FPHA Regional Offices, and has delegated
to them the authority to make decisions. Under the Commissioner's
direction, the Central Office is concerned primarily with formulating
the prograz, setting policles and standards for its development and
operation, administering necessary operating and financial controls over
the field activities, and advising the Commissioner and the Regional
Offices about the operation of the program.

xiii
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The Central Office, as of Angust 15, 1942, 1is organized in ac-
cordance with its major functions, The Assistant Commissioner for De-
Yelopment assists the Commissioner in the development and conmstruction
of public housing, and supervises the formulation of technical standards,
site selection and project planning, land acquisition, the preparation
of plans and speclfications, the actual construction, and labor relations.

The Assistant Commissioner for Project Management assists the

Commissioner in the operation and management of public housing develop-
ments, including those operated directly by the FPHA and those operated
by local housing authorities and other agencies. He supervises the
functions of leasing and occupancy, operations and maintenance, project
services, and racial relations.

The Assistant Commissioner for Administration direscts the agency's
administrative functions and supervises the divisions of finance and

accounts, budget, and statistics; and through the Chief Administrative
Officer, is responsidle for the administrative planning, personnel, and
~office service divisiona.

2:» Commissioner is also assisted by an immediate staff, which in-
cludes the following officers:

The Executive Aseistant and the Administrative Asgistant, who
serve as aldes to the Commissioner;

The General Counsel, who acts as legal adviser to the Com-
missioner, and is responsible for the legal activities of
the FPHA;

The Chief Economist, who advises the Commissioner with respect
to economic and social prodlems;

The Director of Inter-Agency Relations, who aots as liaison

officer for effectirg the transfer of those functione of other
agencies transferred to the FPHA by Exacutive Order 9070.

As has been indicated, a large part of the responsidbility for the
progran 1s vested in the ten FPHA Regional Offices. The boundaries of
these regions and the locations of the Regional Offices are shown on
the accompanying map. 8Special offices have been established for the
metropolitan areas of Washington, D. C. and Detroit, Michigan, where
large scale housing programs are being developed.

The Regional Directors are immediately responsidle to the Federal
Public Housing Commissioner, and represent him in performing the
functions of the FPHA in their regione. The organization of the
Reglonal Offices is along lines similar to those of the Central Office.
Bach Director is assisted by an Assistant Director for Developmen’, an
Assistant Director for Project Management, and an Assistant Director

xiv
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for Administration, with duties similar to those of the corresponding
officers in the Central Office.

PROJECT MANAGEMENT BRANCH OF FPHA

The Assistant Commissioner for Project Management supervises the
following Divisions and Offices, which carry on the various specialized
functions involved in making the management program run.

The Division of Local Authority M ement reviews, post-audits and
évaluates the management of (1) all family-dwelling projects (excluding
trailer, dormitory, and dormitory apartment projects) operated by local
housing anthorities or other management agencies, and (2) all mutual
ownership housing projects, whether operated directly or through mansge-
ment agencies. The Division post-andits mansgement budgets and programs
and reviews project operations to determine compliance with approved
operating and fiscal policies, directing corrective action vhen required.
The Division also provides advice and assistance to the regional offices
in the execution of established policies, standards and procedures, and
initiates policies, standards and procedures with respect to aspects of
management not falling within the scope of other FPHA divisions and
offices.

The Division of Direct Management is responsible for the same func-

tions described above, but in relation to (1) all family-dwelling projects
managed directly by the FPHA, except the mutual ownership projects; (2)
all trailer, dormitory, and dormitery apartment projects, whether operated
directly or through local housing anthorities or other agencies; (3) the
limited-dividend housing projects; (k&) the directly-operated PWA Housing
Division projects; and (5) the projects imcluded in the subsistence home-
steads, "Green Belt" towns, and similar specialized housing programs to
be transferred to FPHA by the Farm Security Administration.

The Division of Management Standards initiates policies, standards

and procedures governing leasing and occupancy activities, project mainte-
nance, the provision of commercial facilities and project services, fiscal
analyses, and other activities iunvolved in the management and operation of
housing projects; conducts studies related thereto; and provides advice
and assistance in such activitias to the Directors of Direct Management
and Local Authority Management, and, with their approval, to the regional
offices.

The Office of Housing Mansgement Training initiates policies, stand-

ards and procedures for the training of housing management personnel,

The Office of Taxation Analysis conducts studies and initiates
policies and procedures governing payments in lieu of taxes to loosl _
governmental jurisdictions, and reviews and makes appropriate recommsnda-
tions on all such payments.
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The Office of Rental Analysis initiates policies and standarde and
advises the Regional Ofiices regarding the method of determining ap-
propriate rentals, for the conformance of projects to local housing re-
quirements, and compliance with the requirements for equivalent elimina-
tion. The office reviews and makes appropriate recommendations on
requests for deferment of equivalent elimination requiremente on FPHA-
aided projects.

The Office of Racial Relations initiatee policles and standards,
and advises the Regional Offices, regarding racial relations in both the
development and management activities of the housing program.

THE LOCAL AUTHORITY MANAGEMENT MANUAL

The reorganization of the war housing program naturally requires
major adjustments in the procedural material governing management of
FPHA housing projects by local authorities. To simplify the transition
period as much as possible, and to expedite transmittal to local authori-
ties of the material needed for effective operation, the USHA "Manage-
ment Manual," issued on February 23, 1942, is being adapted to the
enlarged needs.

Under a new title, THE LOCAL AUTHORITY MANAGEMENT MANUAL, Chapters
One through Nine remain applicable to the low-rent housing program.
Chapter Ten will contain the new material pertaining to war housing
management activities, It will be recognized that much of the general
housing management information distributed through Chapters One to
Nine is of equal value in war housing, and local authorities shall feel
free to draw upon this material as well as upou their experience with
local techniques in working out management procedures within the legis-
lative and administrative framework of FPHA war housing requirements.

At the end of each of the first nine chapters will be found a sum-
mary of FPHA requirements for the low-rent housing program. These re-
gquirements are predicated upon the United States Housing Act of 1937,
as amended, end upon the provisions of the loan and Anmual Contridutions
Contract. They neither supersede nor change any provision conteined in
the text of those documents but are intended to express, for the assis-
tance of local housing authorities, the absolute management requirements
of the FPHA at this writing. By "absolute” is meant those provisions
which will not be waived by the Federal Public Housing Authority.

DEFINITIONS
The following definitions of "shelter rent®, "ghelter rent plus

utilities", end "statutory rentel value® have been given here since they
are the principal terms which have been redefined since the publication

of Bulletin No. 17.

xvi



*Bhelter Remnt® means the chsrge established for the use of a dwell-
ing unit excluding the furnisdlug of aiy utilities (i.e., water, heat, -
beating of water, and electricity or zas for lighting, cocking, or
refrigerstion).

¥Shelter Rent Plus Utilities” means "Shelter Rent" plue the charge
estadlished for the furnishing of such utilitiee {i.e., water, heat,
hesting of water, and electricity or gas for .ighting, cooking, or
refrigeration) as are supplied by the projoct and which are included in
the estabdliched rental charge. (In the cese of specific developments
ané in all tabulations, care must be taken to show the utility services
included in "Shelter Rent Plns Ttilities".)

"Statntogl BRental Value" means "Shelter Rent Plus Utilities” plus
the vaius or cost to the tenant of heat, light, water, and cooking fuel
vhen thess items are not included in "ihelter Rent Plue Utilities".
(*Statutory Rental Value" which has the same meaning as "Remtal® in
Bec. 2.(1) of the United States Houeing Act is used in determining the
highest income limit for aédmission of low-income families permitted under
the Act, XNote thet whem the furnishing of zas, electricity, or ice for
refrigeration i¢ not included in "Shelter Eent Plus Utilities", it may
not be added thor-*s in establishing "Statutory Rental Value".)

MANUAL SUGGEST: :5

This Marual is purposely issued in loose-leaf form so that additiens
and changes may de made as policies reguire revision. Criticisms of and
suggestions for Manual material will bde zincerely appreciated, since only
by full ccopsration between the M7IA snf the locel amthorities can this
volume be of meximum assistance ixn boih %he low-rent and the war housing
management prograns.

Assistant Commissioner
Zor Froject Management

Revised
Angust 15, 1942
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CHAPTER TEN -- WAR HOUSING

THE WAR HOUSING PROGRAM

In hundreds of cities and towns across the United States, factories
and shops are busy day and night making planes and ships snd tanks for
war. In these same cities every week mew factories are opening. To
each of these cities the workers are orowding to do the job that must
be done for victory. Many of them have come long distances to bring
their skills to the production line. In city after city eny wvacant
dwellings have long since been sought out and occupied.

In 1940, the United States undertook the task of providing for war
workers the dwelling space they had to have and that private capital
wes not able to provide for them. As the need has become more intense,
Congress has passed a number of acts sad appropriated over one billion
dollars to speed this work.

I. Federal Action on Wer Housﬂ

At first, the task of war housing was parcelled out to agenoies
for which housing or construction was already a peace-time duty: The
Army, the Navy, the United States Housing Authority, the Farm Security
Administration, Public Buildings Administration, Temnessee Valley Au-
thority, the Alley Dwelling Authority. New agencies were organized to
handle parts of the job:s The Federal Works Agenoy's Divisions of De-
fense Housing and of Mutual Ownership Defemse Housing, and the RFC De-
fense Homes Corporation.

The responsibilities of all of these agencies in conneotion with
the provision of public war housing (except certain projects on or
connected with military or naval reservations) have now been consoli-
dated in the Federal Public Housing Authority, ome of the three con-
stituent branches of the Netional Housing Agency. The powers and
duties in comnection with war housing now consolidated in FPHA are
based on the following statutes.

Public Act 671, 76th Congress, broadened the United States Housing
Act by adapting low-rent housing operations to war housing. Permanent
or demounteble family dwellings may be provided under provisions of
this law.

The War snd Navy Departments, under Public Aot 781, 76th Congress,
were suthorized to comstruct permanent and demounteble family dwellings.

215



276

FPHA
LHA MGT.

The amount eppropriated under this Act was $100,000,000, but approxi-
mately half of this emount was subsequently transferred for use under
the provisions of the Lanhem Act.

Under Publioc Act 849, 76th Congress (the Lanhem Act), $150,000,000
was authorized in October 1940, to provide family dwellings for workers
engeged in the nationel war effort. An additional $150,000,000 wase
authorized six months later. As subsequently emended in January 1942,
the Lanham Act authorized the eppropristion of an additional $300,000,000
to provide dwellings for families and living quarters for single persons,
including permanent and temporary shelters of all kiads. Title II of
the Lanham Act as amended in January 1942, authorized the appropriation
of $300,000,000 for public works in areas where an acute shortege of
facilities threatens the health, safety or welfare of persons engaged in
national wear activities. This wear public works progrem is administered
by the Federal Works Agency. Omn April 10, 1942, Title IV was added to
the Lanham Act, suthorizing the building of housing soccommodations and
facilities in or near the District of Columbis for employees of the
United States Govermment.

Public Act 9, 77th Congress, appropristed §5,000,000 to the
President for the development and operation of projects providing tempo-
rary shelter in localities where a shortege of housing existed by reason
of national defense activities. TIwo subsequent eppropriations of
$15,000,000 and $300,000,000 brought the total to $320 000,000, Under
this Aot treilers, dormitories and demountable dwellinga have been built,

Jypes of Public War Housing

The wer housing progrem now being cerried out by the FPHA under the
authority of the above Acts comprises several different types of dwel-
lings designed to meet varying housing needs.

1. Trailers are designed for use by married couples or families of
three or more. One trailer will constitute & unit for progremming pur-
poses. Cooking facilities, and necessery furniture (except linen, oook-
ing end eating utensils, and china) are provided in each trailer and
included in rent. Trailors will be located in trailer cemps with common
sanitary and laundry facilities. EKerosene or gasoline for heating and
cooking are supplied by the tenant; water and eleotricity are provided
by the project and included in rent. No housekeeping services are fure
nished by the project. Irailers are intended for short interim use only;
if need is expected to extend over the whole war period, other forms of
housing will be progremmed to replace treilers end permit their removal
to other critical localities.

Trailers are of two main types: (a) standard trailers approximately
9 by 20 feet in size, scoommodating 2 to 4 persons, and (b) expansible
treilers approximately 24 by 20 feet in sisze, accommodating up to 6 per-
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sons. These two types will be used by FPHA in meeting programs for
trailers to the extent theat they are available and seem adapted to the
particular progrem. A small number of dormitory trailers (for individe
uels and without cooking facilities) and a few portable houses are also
. available which may be used to meet needs progremmed for treilers.
Utility trailers may be used for the pro¥ision of common sanitary and
leundry facilities in trailer ceamps.

2. Dormitories are designed for use by individuals only. Accommo-
dations for one person will constitute a umit for programming purposes.
These accommodations will be in single or double bedrooms for sleeping
only, with common senitary facilities in the same building. Men and
women ere housed in separate buildings. Dormitories and dormitory

ts will be grouped in dormitory compounds with common recrea-
tion facilities, and with eating, health, and commercial facilities whon
they are not otherwise available. MNecessary furniture, heating, hot
water, electricity, cleaning, and linen and towel service are furnished
by the project and included in rent. Dormitories will be of temporary
construction %o be removed at the end of the war emergency; as far as
possible they will be constructed in panels and otherwise designed for
maximm salvage.,

3. Dormitory apartments are designed for use by married couples
who have no Eﬁ%en 1iving with them. (If full occupency of dormitery
apartments by couples iz not achieved after a reasonable reservation
period, they may be used by two individuals of the seme sex). Accommode-
tions for ome couple will constitute onme unit for programming purposes,
irrespective of possible occupancy by individuesls. These accommodations
will consist of one room for sleeping and very light cooking, private
shower and toilet, small sink, hot plate, and ice box. Bathtubs and
laundry tubs for common use will be in the same building., Dormitory
epartments and dormitories will be grouped in dormitory compounds with
cormwn recreation facilities, and with eating, health, and commercial
facilities when they are not otherwise available. Necessary furniture
(except eating and cooking utensils end china), heet, hot water, elec-
tricity or gas, linen and towel service are provided by the project and
included in rent, Dormitory apartments will be of temporary oonstructior
to be removed at the end of the war emergency; as far as possible they
will be constructed in psnels and otherwise designed for maximm salvege.

4. Family Dwellings are designed for use by families of three or
more persons (ohildren are counted as persons). (If full ocoupancy by

such families is not achieved after reasonable reservation, family dwel-
lings may be used for couples who accept 2 war worker or workers as
lodgers, or for groups of individual war workers.) Accommodations for
one family will comstitute a unit for programming purposes, irrespective
of possible ocoupancy by couples or individuals. Family dwellings are
full housekeeping units with one or more bedrooms, living and dining
space, bathrooms (generally with showers), snd full cooking facilities,
inoluding reange and icebox. Units similar in design to dormitery apart-

27
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ments but consisting of more than one room are family dwellings within
this definition.

Femily dwelling projects have recreetion, health and commeroiel
fecilities furnished when they are not otherwise available. Family dwel-
lings will not be made a part of dormitory compounds, so that children
will not disturt dormitory occupants, Family units may, however, com=-
prise a part of a project which includes a dormitory compound; in this
cage there will be separate recreation facilities for children, but the
family dwelling occupants may make use of common adult recreation
facilities and of eating, heelth, and commercial facilities, if furnished.
No furniture is initially provided by the project, but it may be provided
subsequently if required to meet the needs of families, couples, or
individuels. Heat and hot water, electricity or gas, may be provided
either by the project, and included in rent, or by the tenant. No domestic
services are provided by the project. Family dwellings may be temporary,
demountable, or permanent.

8. Temporery Family Dwellings will be of temporary comstruction to
be removed at the end of the war emergency; as far as possible they will
be constructed in panels and otherwise designed for maximum salvage.
Room sizes will generally be smaller, and density gemsrally greater than
that permitted on permanent projects.

b. Demountable Family Dwellings are suitable for permanent use
on their original site, but are designed so that they meay be teken down
and re-erected elsewhere if they are not needed for permsment use at the
end of the war emergency. Demountable family dwellings must meet all
the planning standards of permesnent family dwellings. Demoumtable
femily dwellings are, of necessity, prefebricated, but such fabrication
may be done either at a factory or on the site.

c. Permanent Family Dwellings are intended for permanent use on
their original site and no attention is paid to making them demountable.
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THE WAR HOUSING MANAGEMENT PROGRAM

I. Management lease Agreements

Manegement of FPHA war housing projects by local authoritiee will
be conducted under leaee agreements, using Form FPHA 1118, wnich is
reproduced on pages 281 to 287, Contracts of agency currently govern-
ing such mansgement of the earlier lLanham Act projects will be converted
to the new lease agreements as soon as may be practiceble in each in-
stance,

Use of the lease agreement will grestly simplify ihe administrative
and fiscal details of local authority management of Federally-owned war
housing projects, The rent to bde paid under the lease is so compuved
that all income in excess of actual operating coste will be returned to
the Federal Government,

II., Management Program Statements for Family Dwelling Projects

In addition to the lease, 1t is necessary that a manegement program
be formulated for each project under FPHA supervision, Such a program
consiste of a formal presentation of major policies, standards and pro-~
cedures which govern the administration of a particular housinz develop-
ment, .

Management progrems for FPHA-aided projects are presented to FPHA
through resolutions adopted by the local authoritiee {see pags 77).
Management progrems for Federally-owned war housing projects are develop-
ed in the form of statements issued by FPHA ir accordance with the pro-
visions of the management lease,

War housing projects for which management program resolutiomns are
required include: (1) projects owned by local suthorities under the
provisions of the United States Housing Act of 1937 as smended, which
the particular local authority desires to convert for the duration to
serve the war housing need in critical areas, either (a) %y its own
initiative, or (b) 2as a condition to the grsnting of prioritiss for con-
struction materials; and (2) projects owned and deveiocved by local au-
thorities as war housing projects pursuant to Public Lct b71.

In order to present a complete picture of management programe for
war housing, Specimen Forme 76 and 77, which embody the resolution
materiml required for the projects described above, are reproduced on
pages 289 to 299. The specific portions of the material in each form
to be used will vary with the circumstances involved in each particular
case. For projects in category (la), Specimen Form 77 shall be ueed,
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except that the first two paragrephs thereof shall be replaced by the
first four paragrephs of Specimen Porm 76, Projects in category (1b)
ghall use both Specimen Forme 76 and 77. Pina’iy, projects in cate-
gory (2), shall use only Specimen Form 77, maiking such modifications
in the two introductory paragraphs as may be needed to eliminate
references to Specimen Form 76 and to accurately describe the findings
upon which the resolution is based,

In cornection with Federally-owned family-dwellirg projects (lenham
Act, Public Acts 9 and 78l1) managed by local authorities, the manegoment
program statement implementing the lease agreement (or contract of
agenncy, if still in effect) shall be prepared in accordance with Speci-
men ¥orm 93 (see page 301), While this statement, as previously noted,
will be issued by FPHA, its contents will be worked out with the local
authority in order to sdapt the management program to local needs,
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Torm FPHA 1118

PREMISES
LEASED

FIXED AND
QUARTERLY
RENTS

INDENTURE OF LEASE
between UNITED STATES of
AMERICA acting through the
FEDERAL PUBLIC HOUSING AUTHORITY
(hereinafter called the "Lessor") and

(hereinafter called the "Lessee")

WHEREAS, The Lessor is the owner of a housing project situ-
ated in the — . _State of
(hereinafter called the "State") designated as
(wkich, es hereinafter in paragrsph 1
described, is called the "Project" or the "demised premises") and
desires to lesse the Project to the Lessee;

NOW, THEREFORE, THIS INDENTURE OF LEASE WITNESSETH:

1. That the Lessor, in consideration of the premises, of
the rente hereinafter reserved, and of the covenante, agreements
and the terms herein contained on the part of the Leseee to be
paid, kept and performed, has grented, demised and leased and by
these presents does grant, demise and lease to the Lessee, and
the Lessee heredby takes and hires the demised premises, consist-
ing of the site of the houeing project designated and officially
recorded as Project No. by the Lessor, together with
(i) the buildinge and structures erected thereon or in the course
of completion thereon by the Lessor, consisting generally of
buildings, containing dwelling unite and (1i) all
equipment, fi xtures, eppurtenances and supplies installed in or
located in or located on the site of the Project at the commence-
ment date of this Lease or as may be thereafter installed or
located thereon dy the Lessor in the course of completion of
said buildings and structures not heretofore completed; TO HAVE
AND TO HOLD the demised premises with the appurtenances thereunto
belonging for and during the term commencing on a date to be speci-
fied by the Lessor in a written notice from the Lessor to the
Leesee (euch date being hereinafter called the "Commencement Date")
and terminating on » (hereinafter called
the "Termination Date") unless the term is extended pursuant to the
provisions of Parsgraph 24 or unless soconer terminated in accordance
with any other provisions of this Lease.

2. The Lessee, for and in consideration of said demise, egrees
to pay to the Lessor (1) a fixed rent of Ten Dollere ($10.00) for
the entire term of this Lease including any extension thereof pur-
suant to parsgraph 24 of this Lease and (11) quarterly, on the 15th
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day of April, July, October and January of each year of the term
of this lease (including the fractional part, if any, of the
initial quarterly period of the lease term) and any extension
thereof, or upon the sooner termination of this Lease in accordance
with its provisions, a sum of money determined in the following
manner: An amount equal to the difference bc tween (a) the total
expenses of the Lessee incurred in the operation of the Project for
the immediately preceding quarterly period (including in the ex~
penses for the initial quarterly or fractional quarterly period the
said fixed rent heretofore paid) and (b) the total income of the
Lessee, derived from the operation of the Project, (each such amount
being hereinafter referred to as "Quarterly Rent®)

3. The Project shall be operated by the Lessee in accordance
with a budget approved by the Lessor. The Lessee shall, insofar as
such action has not already been taken by the lesscr, submit to the
Lessor a proposed budget of the management, operation, maintenance
and administration expenses of the Project for the initial term of
this Lease, and thereafter shall submit to the Lessor for its ap-
proval at least sixty (60) days before the commencement of each
succeeding extended term, a budget for its approval on forms fur-
nished by the Lessor.

4e The Lessee shall pay no taxes nor make any pgyments in lieu
of taxes for or with respect to the Project. The Lessor will make
all payments in lieu of taxes in accordance with the provisions of
applicable law and will notify the Lessee from time to time of the
amounts of such payments.

5. The Lessee shall provide all personnel, supplies and ser-
vices necessary to properly manage, operate, maintain and adminis-
ter the Project in accordance with the approved budget for each
year; shall select occupants for the dwellings and other facilitses
of the Project and permit them to contimme in occupancy only in
strict accordance with such standards for initial selection and
continued occupancy as shall be prescribed by the Lessor; and shall
charge and collect rentals from occupants in accordance with sched-
ules and rentals prescribed by the Lessor. The Lessee shall submit
the qualifications of the principal management personnel (as de-
termined by the Lessor) to be employed for the management of the
Project to the Lessor for approval prior to appointment. The Lessee
shall follow a schedule of wages and hours of work approved by the
Lessor for all employees engaged in the management and operation
of the project. No provision of this Lease shall be construed as
depriving the State or any political subdivision thereof of its
civil and criminal jurisdiction in and over the demised premises,
or impair or alter the civil rights and duties of the Lessee under
State or local law,
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ADMINISTRA-
TION FUND

ADVANCES
BY THE
LESSOR

ACCOUNTS
AND
INSPECTION

FURNITURE,
FIXTURES,
AND SUPPLLES

6. The Lessee shall deposit daily all revenues derived from
the management and operation of the Project (including, if any,
rentals from initial occupancy and before completion of the Project)
in the name of the Lessee in a bank approved by the Lessor (said
account being hereinafter called the "Administration Fund®*). With-
drawals from the Administration Fund shall be made by checks signed
by a duiy authorized representative of the Lessee approved by the
Lessor to pay only proper expenses incurred in the management, opera—-
tion, maintenance, and administration of the Project in accordance
with the approved budget for the then fiscal year; provided that the
Lessee may maintain a petty cash fund of not to exceed &_‘~__ .

7. In order to provide the lessee with funds which, together
with the Administraticn Fund, will be sufficient to meet all expanses
of managing, operating, maintaining, and administering the Project
(it being the intention of the parties hereto that the Lessee shall
manage, operate, maintain and administer during the term of this
lLease and any extension therecs without profit or loss to the Lessee)
the lessor will advanca tc the Lessee on the Commencement Date such
funds as the Lessor deens necessary for sucir purposes prior to partial
ly or substantially complete occupancy of the Project. Such advance
shall forthwith be deposited by the Lessee in the Administration Fund
and shall be disbursed therefrom only for the same purposes and in
the same manner as are the proceeds of rentals and other income de-
rived from the operatizu of the Project., Therszfiter the whole or
such portion or portions of said advance which, in the determination
of the lessor, are no longer necessary for the purposes aforesaid,
shall te returned %o the Lessor by the lessee togetheér with the pay-
ment of the Quarterly Reni. due next following the date of the notifi-
cation in writing by the lessor to the Lessee of its determination of
the amount of sajid advance to be so returned to the Lessor,

3. The Lessee shall at all times during the term cf this Lease
keep and maintarn complete books, records, journals, audits, accounts,
minutes of any proceedings, and other data reasonably pertinent to ite
management, operation, maintenance and administration of the Project,
disclosing the full and detailed nature of 211 transactions of the
Lessee related to its undertakings under this Lease according to an
accounting system and forms prescribed by the Lessor. All such books
records, journals, audits, accounts, minutes, and other data shatl be
oven Yo the inspection of an anthorized representative or representa-
tiv=2s of the Lessor at all times during resular business hours,

9. The Lessee shall be responsible and accounteble for all furni-
ture, fixtures, and supplies now on the Project premises and for all
additional egquipment and supplies acquired for use in commection with
the management, operation, maintenance, and administration of the
Project during the term of this lease and any extension thereof and
the lessee shall account therefor to the Lessor at such times as it
wez” require,
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10. The Lessee shail at all times maintain the Project in good
repair, order and condition suitable to the purposes thereof, but
shall make no major or extraordinrary repairs or improvements to the
Project without the prior written approval of the Lessor.

1l. Each employee or agent of the Lessee whose duties include
the receiving or disbursing of funds in connection with the Project
shall furnish a bond in such form, substance, and amount and with
such suretiss as shall be approved by the lessor. The lLessee (a)
may obtain public liability insurance with insurers and at such costs
as are satisfactory to the lLessor, protecting thc lLessée against
litigation and loss arising out of injury or death to any one person
in any one accident in the amount of $50,000 and agsinst litigation
and loss arising out of injury or death to more than one person from
any one accident in the amount of $100,000; (b) shall obtain a pol-
icy or policies protecting the Lesses against liability for the pay-
ment of workmen's compensation and employers! liability with insurers
satisfactory to the Lessor; and (e¢) shall obtain such other insurance
as is deemed necessary to the proper operation of the Project by the
Lessor. The insurance herein required shall be obtained by the Lessee
prior to the Commencement Date and shall be evidenced by certified
copies of binders or policies furnished to the lessor. Should the
Lessee at any time fail or neglect to renew such insurance coverage
during the life of this Lease, the Lessor may obtain same direct.

12. The lessee agreess upon the termination of this Lease, to
quit and surrender the demised premises to the Lessor in as good
repair, order and condition as when delivered by the Lessor, ordinary
wear and tear and loss, if any, by fire, tornmado, earthquake, or any
other casualty excepted, and at that time to duly deliver, assign and
transfer to the Lessor (i) all equipment, supplies and other assets
(including accounts receivable) then constituting the Project, whether
acquired before or after the Commencement Date, and (ii) the then
balance of the Administration Fund, after deducting therefrom an
amount equal to all undischarged and proper liabilities and obliga-
tions ancurred by the Lessee in accordance with the provisions of thas
Lease with regard to the Project.

13. The Lessor shall not be liable for any losses and damages
arising out of personal injuries, property damage or for loss of life
or property resulting from, or in any way connected with, the charac-
ter, condition, change in condition, or use of the demised premises,
The Lessee under this Lease is an independent contractor and all
persons employed by the Lessee shall be the lLessee's employees, ser-
vants, and agents and not the employees, servants, and agents of the
Lessor.

14+ The Lessee shall neither assign, mortgage nor pledge this
Lease or any interest therein without the prior written consent of
the Lessor,
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15, In event the Project is hereafter wholly destroyed or
rendered wholly unfit for its use under the terms of this lease, by
fire, tornado, earthquake, or any other casualty, then the period of
this lease shall terminate as of the date of such casualty, In
event the Project is hereafter partially destroyed or rendered par-
tially unfit for its use under the terms of this Lease by fire,
tornado, earthquake, or any other casualty, then the parties hereto
shall enter into such equitable arrangements as shall be mutually
satisfactory with respeci to continuation of the terms of this Lease
to that portion of the demised premises not so destroyed or rendered
partially unfit for use thereunder, If the parties heretoc are unadle
to make such mutually satisfactory arrangements then either party may
thereupon terminate the Lease upon written notice to the other party,
In event this lease is terminated for any one of the reasons stated
in this paragraph, there shall be a prompt accounting as of the date
of termination and a settlement between the Lessor and the Lessee
according to the terms of this Lease and particularly the provisions
of paragraph 12 hereof,

16, Anything in this lLease to the contrary notwithetanding, in
the event of default by the Lessee in the payment of any rent when
due or violation of any other provisiom of this Lease, or if a re-
cesiver of the property of the Lessee shall bde sppointed in any suit
or proceeding brought by or against the Lessee, or if the powers of
the Lessee to operate, manage and maintain the prcject in accord-
ance with the provisions of this lease are in any way curtailed or
limited by law or otherwise, or if the Lecsor deems it to be in the
public interest (in order to further the war efforts cf the Federal
Government) to terminate this lease: then, upon the hsppening of any
one or more of sald events, the lessor may terminate this lease and
ell rights of the Lessee hereunder, and thereupon the Lessor, its
representatives, agents, or assigns, shall have the right, without
furthsr demand or notice, to re-enter and take possession of the
demised premises, The Lessee for itself and any successors in in-
terest by operation of law or otherwise, heredy waives any and all
notice and demand for possession and agrees that upon any such de-
fault, violation, appointment or event, the Lessor may immediately
re-enter and fully recover the demised premises and dispossess the
Lessee or any said successors in interest without legal notice or the
institution of any legal proceedinga whatsoever. Nothing in this
paragraph contained shall 1limit or affect the right of the Lessor
to recover from the Lessee for any damages or losses suffered by the
Lessor arising out of the negligence of the lLessee, his employees,
zgents, or servants, or out of any violation by the Lessee of the
terms of this lLease prior to the termination thereof pursuant to the
provisions of this paragrsph,

285



WATVER

PEACEFUL
POBSESSION

EXECUTIVE
ORDLRS

MEMBER OF
CONGRESS

OTHER
PERSONS
NOTICE TO
LESSOR

NOTICE TO
LESSEE

286

FPHA
LHA MGT.

17. The failure of the Lessor to insisi, in any ons or more
instances, upon a strict performance of any of the covenants hereof,
or to exsrcise any option herein contained, shalil not be construed
as a waiver or a relinquishment of such covenant o:* option in any
cther instance, but Hhe same sihiall contliinuve and remain in full force
and effact, The Lessee agrees that the rights and remedies giveu to
the Lessor in this Lsase ars distinct, =epara’s and cwumiativo rusedies

. and that no ons of them whsther or not exercisad bty the Lessor, shall

be deeged to be in exclusion oi any of the others,

18. Tne Lessor covenants and agress that the lLssses upcu pay=
nent ¢f tha rents at the times and in the amouats in vhis ilease
providad and upon the psrfommance of a)i of the other covenants
and undsriakings cf the Lessees under this Lease, the¢ Lessee ahall
hold arw anjoy the demissd premises free from distuvrbancas by any
act of the lessor, ite successors or assigns for the term of this
imasg and for any extension thereof,

19. This lease :hall bs.gubject ¢o all applicable regulations
gset forth in Title II of Exscutive Order No, 9001 of Decembur 27,
1941, as extended by Executive Order Nu. 9116 of March 30, 1942,
which 2re hereby incorporated in and made a part of this leese by
reference ., Thes Le:zses warrants that it has not employed ay person
to scliciv or secure this Lease upon any egresment fcr & commission,
percentage, brokerags. cr ccatirgent fee. Brsach of this covenant
ehall give the Lessor the right to annul this lease, or, in its
digeretion to deduct from the advance to be made pursuant to para-
graph 7 thereof the amount of such commission, percentage, trokerage,
oy contingent fees,

20, No Mentar of or Delegate to Congress, or Resident Commis-
sioner, shall bte entitled to any share or part cf this Leass or any
benefit that may arise therefrom.

21, No member, officer, ageui or employee of the Lesssee shall
have any interest, direct or indirect, in any contract for property,
materials or services made or furnished in comnection with the per-
formamce of any of the Lesseefs undertakings under this lwase,

22+ Any notice, request, demand, or other communication re-
quired to be given by the terms of this Lease to the Lessgor by the
Lessee shall be given or addressed to the Federal Public Housing
Cormissioner, Longfellow Building, Washington, D. C., and shall be
deemed sufficiently given if sent to him by registered mail, ad-
dressed as aforesaid and deposited in the United States mail in a
sealed envelope with sufficient postage prepeid thereon.

23, Any notice, request, demand or other communication required
to be given by the terms of this Lease to the Lessee by the lessor
shall be deemed sufficiently given if sent by registered mail to the
Lessee at dsposited
in the United States mail in a sealed postage prepaid or franked
envelope.
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EXTENSION
)F TERM

24. The term of this Lease shall be automatically extended from
time to time for consecutive periods of one year each from and after
the Termination Date, unless terminated sooner in accordance with the
provisions of this Lease and unless either party thereto shall, at
least thirty (30) days prior to the Termination Date or at least
thirty (30) days prior to the termination of the last extended term
of one year, duly notify the other party in writing of its intention
to terminate the Lease on the Termination Date or on the last day of
the last extended term, as the case may be. All of the provisions of
this Lease shall continue in full force and effect for any and every
extended term thereof,

IN WITNESS WHEREQF, the parties hereto have executed this Lease

this day of s 94,
ATTEST:

By
ATTEST:

THE UNITED STATES OF AMERICA

BY
For the Federal Public
Housing Commissioner
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Specimen Form Ne. 76 (for use in connectiom with priorities)
Rev. 7/20/42

®RESOLUTION ESTABLISHING PREFERENCES FOR THE
SELECTION OF FAMILIES OF LOW INCOME WAR
WORKERS A3 TENANTS FOR THE

WHEREAS, the President of the United States, on May 27, 1941, de-
olared that a state of unlimited nationsl emergency confronted this
country, which requires that its military, navel, air snd civilian de-~
fenses be put on the basis of readiness to repel aggression, and called
upon all local officials to put every commmity in order for msximmm
productive effort; and

WHEREAS, there are loocated within a reasonable commiting distance
from the Development (herein
called the YDevelopment") places where persons are employed in essential
war plants; and

* WHEREAS, this Autherity finds that within its area of operation, as
defined in the “Housing Authorities Law® of this State,* there is am
acute shortage of safe and sanitery dwellings which impedes the national
war progrem in this State and that unless the provisions of this reso-
lutiom are put into effect the necessary safe and sanitary dwellimgs will
not otherwise be provided when needed for persons employed in such es-
sential war pleants and that an emergency exists in its area of operatiom
by reason of these facts; and

WHEREAS, this Authority desires to help alleviste such oconditioams
by making dwellings in the Development aveilable to low-income persoms
employed in such essential war plants and their families.

NOW, THEREFORE, BE IT RESOLVED by the as
follows:

l. It is hereby found and declared that femilies, whose anmuel in-
come is § or less, lack the amount of income which is necessary
to enable them, without financial assistance, tc live in decemt, sefe
and sanitery dwellings without overcrowding.

«Conferm to ocorrect citation of appropriate State legislationm.
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2. This Authority shall establish income limitse for admission to
the Development which are appropriate to the finding and declaration
set forth in Section 1 hereof, To that end families whose income does
not exceed $ , shall be eligidle for admission to occupancy
of the Development, The number of dwelling units assigned $o various
rental grades established or to be established by this Authority shall
be increased or decreased to the extent necessary to give full effect
to the method (to be adopted by this Authority) of preferential se-
lection for occupancy of families of war workers of low imcoms, pro-
vided the gross income from rentals derived, or to be derived from the
Development are not, or will not be, decreased therebdy,

3. Tenants for the Development shall be selected in accordance
with standards, to be adopted by this Authority, which shall provide
that reasonadble preference as to occupancy will be given to families
of war workers of low income for the duration of the war emergency,
Such occupancy standards, including the order of preferences, shall
be established by resolution of the Authority which shall de satis-
factory to and aspproved by FYPHA, Reasonabdle preference t0 families
of war workers of low income means the project will be exclusively
occupied by such war workers if a sufficisnt numdber of qualified
(under the occupancy standards to be established by this Authority)
applications from such war workers are received within 30 days after
the entire Development is available for occupancy, provided appli-
cations are taken by this Authority at least 60 days before any part
of the Development is available for occupancy, Ia the event this
Authority does not start taking applications 60 days prior to the time
any part of the Development is available for eccupancy, this Authority
shall reserve the dwellings in the Development for occupancy by war
workers of low income for such additiomal period beyond 30 days after
the entire Development is available for occupancy as FPHA may reason-
ably request, Reasonable preference to families of war workers of low
income also contemplates that familied of war workers of low income
shall be given first preference of available units at all times during
the continuance of the national emergency.

4, Por the purpose of this resolution, the term ®war workers"
shall mean persons engasged in essential war plants, the locations of
employment for which are within a reasonable commuting distance from
the Development and which are confirmed to this Authority by FPHA as
being essential to the national war effort, Tenants for the Develop-
ment shall not be selected until such confirmation has been odtained
by this Authority from FPHA,

5. This Authority shall utilize only such minimum quantities of
scarce materials and equipment as are essential for the proper con-
struction of the Development and shall use, if a source of supply is
available, practical sudstitutes or alternates for any such scarce ma-
terials or equipment, Upon request of FPEA, this Authority shall
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modify plens and specifications to eliminate scarce materials or equip-
ment and, in lieu thereof, utilize substitutes or alternates recom~
mended by FPHA, provided a source of supply for such FPHA recommended
substitutes or alternates is available.

6. The Executive Director of this Authority is hereby directed
(upon the basis of the action taken by this Authority in adopting this
resolution to grent preferemce for occupency of the Development to
families of war workers of low income, and to use minimm quantities
of scarce materials and equipment for constructing the Development)
to request FPHA to mske application, through the proper channels of
the Federal Government, for an appropriate priority rating to aid this
Authority in obtaining the materials neceasary to complete expe-
ditiously the conmstruction of the Development.

7. Any and all materials and equipment acquired, by this Authority
or by any contractor engaged to construct the Development, umnder any
priority rating obtained from the Federal Government for the Develop-
ment, shall be used solely to construot and complete the Development.

8. After the granting of such a priority and during the period of
the national emergency as declared to exist by the President, this Au-
thority will not rescind, alter or amend this resolution without the
prier consent in writing of FPHA and, to the extent that this reso-
lution conflicts with any prior reseolution or stamdard adepted by this
Authority, this resolution shell control; provided, however, that
nothing herein contained shall be construed to alter or amend the re-
quirement prohibiting the admission of any family to the Development
unless the member of the family who signs the lease and is responsible
for the rent is a citizen of the United States.
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Specimen Yorn 77
Revised &/5, /42

MANAGRWGNT RBGOLUSLON
RBSOLUTION 0.

BRI 4N I Air

BESOLUTION ESTiNLIERING POLICIRS RELATING
70 TEE SHANTING OF PREFNRELCE PO FAMILIRS
OF YWAR WORKINS

VHEZEAS, thig Anthority on . 19 .
adopted Resolution No. _f which provides, smong other things,
that reasonable prsferance es to oocupavey of Projest No. _would
ve given to fumilios of war wih<is a;I ;.n‘u insie fur the duratin of
the war anergency and that approprists =257 ouas etaniards getting
forth tne order 2¢ such proeareucas »«w} e selublished by resolubion
of thic Autkorisy: sl

VWBXRMAS, this Avthority v w deelr«i o0 .ebeilich euch ocCuUPALIY
standards ool order < srefurerces 1o arocriaito with the provisions
nf the aforonauid Rasolwilen Beo, -

B O

Nw' :mghwéﬁ:g‘:' };E 1'! k‘st”‘,}l‘mo ‘L“" 'Gu:i’%.:‘ Y e e b A L w ibea o2 2RI AL GNRMARYS (ST 6‘,;
follows:

PERLOD OB

Gee. 1, Thiy reml\xuan ahedd ssmatn in offect during the pericd

of b Watinmua®l Beargenoy srd shall tui ke wpusded without the prisy sy

proval. of the FAh in writiaug., Thie rescliciics is applicable only to
Project Wo. __ . Mo tie oxbept thay his resolution conflicts wish
sny pricr rreslutica or stundsed adsrprad %v onis Aubtharity, this

rasolution sbhall sontye?.

BLIGIBL ALY Bk o v vovin
Sue. 2. Dwellings shsll v et
&. In-migrsat civilian wer wosrve o o0 sheir tamdiies.

b. Besident olviliau war workers bt aeed of housing snd their
feailles. 2/

L L T T T @IS Ly ae e TP AT

L/ "recimer Yorm 76

2/ IS the Gevelopment 1e to serrs 4 miii%ws ¥ «r naval post, dase ox
reservavion and all dwellings will it rv nesded by eilvilisn war
workere, the following shoulid Bo wice.. “uo. Milivary and nave?
Personnel and their fam.lies.”
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The family mmet conform to the regulations adopted by this
Authority in Resolution No.  (prohibiting the admission of any
family to any FPHA-aided project unless the member of the family who
signed the lease and is responsible for the rent is a citizen of the
United States).

The annual net family income at the time of admission mast not de
in excess of § » oxcept that families of essential war workers
with incomes above that amount who meet the requirements of this Section
may be admitted when there is no other housing available to such fami-
11es at a reasonadle rental.

DEFIRITIONS

Sec. 3. For the purpose of determining eligidility in Section 2
above:

a. Oivilian war workers are werkers engaged or to be engaged in
plants connscted with and essential to the war effort, or civilian em-
ployees of the United States in the Navy and War Departments assigned
to duty at naval or militaery reservations, poste or bases that have
been designated by the FPHA as plants or establishments to be served
by the development.

b. A civilian war worker may be considered in-migrant:

(1) Who is a family head who desirse to bring in his family
which now lives beyond the area within whick, giving due con-
sideration to available common carrier transportation facilities,
it 1s practicable to commute to work each day; or who lives with
his family in a residence beyond practicable dally commmuting
dietance from his place of work.

3/ Thie item has been werded to permit flexibility in meeting the needs
of esgentinl war wr-ers where ircome limite are not required by law

but where privaie oo .ni.. Tez teen programmed for the locality.
Vhere income limite ~r nrt reguired by law and where no private
housing ig prograze::.. .:r tre locality, this iten may be omitted.
V¥here income limits are required by law, the purt of this item be-
ginning "except that families of . . . . . " ghould be omitted.

For FPHA-gsided projects not under P.A. 671, and for all FPHA-alded
projects in those States where the state-enabling legislation has
not teen amended to remove income limitations for families of war
workers, income limitations must be established after making ap-
propriate findings by resolution that the families to be housed can
not obtain adequate housing within their financiasl reach. For FPHA-
aided projects not under P.A. 671, the income limits must be so
established as not to violate the statutory limitation on rent-income
ratios. For all FPEA-alded projecte in States where ernadbling legis-
lation has not been arended so as to remove income limitations for
families of wer wvorkare, the limitatione on rent-income ratios, if
any, in the enadiing icgielstion must De observed.
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(2) ¥ho has recently come into the locality and is living
in a trailer, tent, shack, or other temporary shelter, or under
tevrorary arrangements or makeshift conditions so intoleradle
te t0 impalr efficlency.

(3) Who is forced to move because his present dwelling is to
be demolished or converted to other use or the possession thereof
recovered by the leesor (in a manner permitted by the Emergency
Price Control Act of 1942 and the regulations issued thereunder
by the Price Administrator), and will migrate from the locality
unless war housing ie provided for him.

¢. Practicable commuting distance shall mean that access may de
had from the domicile to the plant Ly established common carrier at a
cost not to exceed $ per round trip or requiring traveling time
not greater than hours per round trip.

d. Resident civilian war workers may be considered in need of
housing 1f they are living under doubled-up, over-crowded, or other subd-
atandard houring conditions.

RENTALS
Sec. U. The monthly shelter rent plus utiliiies shall be:

1 BR —— 2 ER » 3BR , 4 BR

These rentals shall aprly to all families whose net incomes at the
tips of eduiseion are in excess of $ /.

¥omilies whose annual net family incomes at the time of admission
do nast exceed the highest limit established for admission in Resolution
No. » which establishes the rent and income limit schedules for
Jow income families, shall pay a rental in accordance with the schednle
established therein. 5/

y Existing rent grades for low income families may make it necessary

to use different amounts for famiiies of different sizes to insure
. & loglcal progression of rents.

5/ 1t is suggested that the regular low-rent resolution be adopted
prior to the adoption of Specimen Form 77 in order that policies
will be established in the event it is not poesidle to achieve
full occupancy with war wirkers within the period of reservation.
However, 1f the local authority is confident that full occupancy:
will be achlieved with war workers, the low-rent resolution need
not be adopted, and adjustments should de made in this Section.
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Pamilies whosa annual net family incomes at the time of admission
ere within the following amounts shall pay the rentals provided delow: §/

Family Income
Grade ¥-1  Grade ¥-2 Grade ¥-3 I/
2 Persons $ to § $ to $ $ to $
3 or 4 Persons to to to
5 or 6 Persons to to to
7 or more to to to
Rents
Monthly Monthly
Shelter Statutory
Bent Plus Rental

Grade Utilities Yalues
1 Bedroom Units W-1 $ $

w-.2

w3
2 Bedroom Units V-1 $ — $

-2

v-3
3 Bedroom Units  W-1 $ $

v-.2

W-3

DWELLING UTILITIES

8ec. 5 (a) Heat, hot water, cold water, electricity for lighting
and refrigeration and gas for cooking will be furnished and included in
the above rentals. 8/

Q_/ These grades shall be set to bridge the income level that may exist
between the top income limit for admission established for low
income families and the income limit set above in Section 4.

1/ UNormally the maximum income limits in Grade ¥-3 will be the same
amount for each of the sizes except for the condition indicated under
footnote 4 above.

8/ This section should, of course, be worded in accordance with the
utilities furnished in the particular Development.
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Sec. 5. (b) The amount of electriocity to be furnished in the rent
shall be

Type of Dwelling and
ter No, of Kilowatt Hours

1. 2BR 3R

Tenants using more than the above amounts of electricity shall de
charged the cost of such excess use.

OCCUPANCY LIMITS

Sec. 6. The number of persons permitted o occupy each bedroom
shall be determined by the bedroom's capacity to provide for adequate
furniture and healthful, comfortable, sleeping arrangements, giving
consideration to the age, sex and relationship of the members of the
family. Tamilies should be assigned to the smallest available unit
wvhich is suitable to their need, and each bdedroom shall de occupled dy
at least one person. IExcept in the case of one-dedroom units, use of
the 1living room for regular sleeping purposes should be avoided.

Within the above policies, the management shall establish limits
as to the minimuam and maxinum aumber of persons to occupy each size and
type unit in the project. Such limits shall be considered as flexidle
%0 meet changing conditions and in relation to exceptional individual
cases.

The group of persons to occupy a dwelling must constitute a natural
fanmily or a cohesive family group except that lodgers will be permitted
under certain circumstances as outlined bdelow. Dwellings shall not be
rented to a pereson living alone.

"A natural family or e cohesive family group" may include (1) de-
pendent relatives or other dependents clearly established as an inherent
part of the family group, (2) working adults kmown to have regularly
1lived as an inherent part of the family group, whose earnings are an
integral part of the family income and whose resources are available
for use in meeting family expenses.

Where bedroom space permits, and with the approval of the manager,
families may be permitted to take in lodgers who are war workers.

9/ 1Include this section and/or a similar section for gas if either
electricity or gas 1s included in the rent and if meters are
installed, or the wiring or gas piping is so arranged that meters
can be installed.
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The amount paid by the lodger for room and board shall de included
for the purpose of determining the family income. Ko additional rental
charge will be made by the management in addition to the scheduled reant
for the size of unit occupied dy the family and the lodger. 10/

PREFERENCE

Sec. 7. All accommodations shall be held for in-migrant civilian
war workers until such time as there is no reasonable prospect of
further need for housing by in-migrants.

The order of preference among in-migrant civilian war workers shall
be in accordance with the importence of their ocoupation. 11/

As among "vital" in-migrant war worker applicants, first preference
will be given to those whose present actual family residence is beyond
practicable accessidbility to the plant. Second preference will bde given
to workers living under temporary housing conditions. Third preference
will be given to those who might migrate from the area because of being
forced to move. As among "essential" in-migrant war workers, a similar
order of preference shall be observed. As among "other” in-migrant war
workers, a similar order of preference shall be observed.

If there are dwellings available which are not needed by in-migrant
war workers, resident civilian war workers in need of housing may be ac-
cepted as tenants. Among such resident war workers the order of prefer-
ence shall be based upon importance of -icupation, i.e., "vital" workers
shall be given first preference, "essential® second, and "other" third. 12/

If dwellings are available which &~ not needed by in-migrant or
resident war workers, families of low income eligible in accordance with
the provisions of Resolution No. 13/ may be accepted.

In order to give full effect to the adbove preference for the fami-
lies of war workers, the project will be exclusively reserved for the
families of civilian war workers, if a sufficient number of eligidle
applications from such famillies are received within 30 days after the
entire development is available for occupancy, provided applications
are taken by this Authority at least 60 days before any part of the
development is available for occupancy. In the event this Anthority

10/ These occupancy limits are recommended in order that the local am-
thority will have sufficient latitude in meeting the needs of
families of war workers.

The relative importance of occupations may be obtained from the

war plant. The two most essential in each plant shall be considered
"vital" occupations.

As among military and naval personnel (if they are to be accepted
in the development) the order of preference shall be determined by
the commanding officer.

The resolution establishing the normal rent and income schednle.
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does not start taking applications 60 days prior to the time any part of
the development is available for occupancy, this Authority shall reserve
the dwellings in the development for occupancy by eligible families of
civilien war workers for such additional period beyond 30 days after the
entire development is available for occupancy as FPHA may reasonadbly re-
quest. If the development is opened in portions, these same rules sghall
apply to each portion as it is maede available for occupancy. Preference
to eligible families of war workers also contemplates that eligidle fami-
lies of war workers shall be given first preference of available unitse at
all times during the continuance of the national emergency.

In selecting the families of in-migrant and resident war workers,
the number of dwelling units assigned to the various rental grades in
Resolution No. 14/ shall be disregarded, provided that in no
event shall the groes income from rentals be less than that which woula
be obtained from the assignment established in such resolution.

DWELLING LEASE

Sec. 8. There is attached hereto, marked Appendix A, the form of
Dwelling Lease to be used for all tenants in the Development.

DESIGNATED WAR PLANTS

Sec. 9. Dwellings shall be avallable only to war workers employed
or t0 be employed by the following war plants:

Other plants or naval or military posts, bases or reservations as
may from time to time be certified by the FPHA shall be included in this
list.

;_y The resolution establishing the normal rent and income schedule.
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Specimen Form No, 93
Revised 8/5/u2

MANAGEMENT PROGRAM

For ," Project No.
(Name of Project)

ELIGIBILITY FOR ADMISSION

Sec, 1, Dwellings shall be available to:
8, In-migrant civilian war workers and their families,

b, Resident civilian war workers in need of housing and their
femilies, 1/

The annual net family income at the time of admission must not be
in excess of § , except that families of essential war workers
with incomes above that amount who meet the requirements of this Section
may be admitted when there is no other housing availatle to such fami-
lies at a reasonable rental, 2/

DEFINITIONS

Sec, 2. Yor the purpose of determining eligibility in Section 1
aboves

&, Civilien war workers are workers engaged or to be engazed in
plants connected with and essential to the war effort, or civilian em-
ployees of the United States in the Navy and War Depvartments assigned to
duty at naval or military reservations, poste or bases, that have been
designated by the FPHA as plants or establishments to be served by the
development,

b. A civilian war worker may be considered in-migrant:
(1) Who is a family head who desires to bring in his family

which now lives beyond the area within which, giving due considera~
tion to available common carrier trensportation facilities, it is

;/ If the development is to serve a military or naval post, base or
reservation and all dwellings will not be needed by civilisn war
workers, the following should be added: "¢, Military and naval
personnel and their families,®

2/ This provision should be omitted where substantially no private
war housing is available in the community,
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practicable to commute to work each day; wi . Jid7ou wieh his
family in a residence beyond practicabdle deiiy coumuiing distance
from his place of work,

(2) Who has recently come into the iie: «ur .. %5 living ia
a trailer, tent, shack, or other temporary :n. il:.iy. «¥ under tempo-
rary arrangements or makeshift conditions . . :icicbls as to
impair efficiency,

(3) Who is forced to move because hiw .l slwiling 18 t0
be demolished or converted to other use s: i.s .asiccsion thereof
recovered by the lessor (in a manner perwi .. s7 iy & Kuergency
Price Control Act of 1942 and the regulsail:.:s :cened thareunder
by the Price Administrator), amd will migvss: ~cus the locality
unless war housing is provided for him,

¢, Practicable commuting distance shall w...: .« - L3o039
had from the domicile to the plant by esta‘blial;:-;: EEAS, X
cost not to exceed $ per round trir - _agulving traveling

time not greater than hours per rourd v.:p.

d, Resident civilian war workere may bde cun ;w el ha need of
housing 4if they are living under doudbled-up, ov: sied, or other sub-
standard housing conditions, ‘

RENTALS

Sec, 3. The monthly shelter remt plus utiiiwi.. ull bol

1 BR ,2BR _____ ,3BR o WA

These rentals shall apply to all familles .i2i. v incomes at the
time of admission are in excess of $

Families whose annual net family incomes wi ¢ Viue +7 adulssion
are within the following amounts shall pay the xuisicis proviied below:

Family Income

Grade ¥W-1 Grade W.2 Erode W3 3/
2 Persons $ to § $ ko $_ 6 . wo $___
3 or 4 Persons to to __ T
5 or 6 Persons to %0 w0
7 or more to o ___ . b

3/ Normally the maximum income limits in Grade W.3 wili bc the same amoun
for each of the siges,
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Rents
Monthly
Shelter
Rent Plus
Grade Utilities
1 Bedroom Units w-1 $
Va2
-3
2 Bedroom Units -1 $
| =)
w3
3 Bedroom Unite Wl $
V.2
¥-3

DWELLING UTILITIES

Sec. 4, (a) Heat, hot water, cold water, electricity for lighting
and refrigeration and ges for cooking will be furnished and included in
the above rental_s.

Sec, 4, (b) The amount of electricity to be furnished in the rent
shall bde

Type of Dwelling and
Quarter No, of Kilowatt Hours

1BR 2BR 3 BR

Tenants using more than the above amounts of electricity shall de
charged the cost of such excess use,

OCCUPANCY LIMITS

Sec, 5. The number of persons permitted to occupy each bedroom
shall be determined by the bedroom's capacity to provide for adequate
furniture and healthful, comfortable, sleeping arrangements, giving
consideration to the age, sex and relationship of the members of the

4/ This section should, of course, be worded in accordance with the utili-
ties furnished in the particular Development,
5/ Include this section and/or a similar section for gas if either elec-
tricity or ges 1s included in the rent and if meters are installed, or
the wiring or gas piping is 80 arranged that meters can be installed,
303
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family, Families should be assigned to the smallest availeble unit
wvhich is suitable to their need, and each bedroom shall be occupied
by at least one person, Except in the case of one-bedroom units, use
of the living room for regular sleeping purposes should de avoided,

Within the above policies, the management shall establish limits as
to the minimum and maximum number of persons to occupy each sizge and
type unit in the project, Such limits shall be considered as flexibdle
to meet changing conditions and in relation to exceptional individual
cases,

The group of persons to occupy a dwelling must constitute a natural
family or a cohesive family group except that lodgers will be permitted
under certain circumstances as outlined below, Dwellings shall not be
rented to a person living alone,

"A natural family or a cohesive family group" may include (1) de-
pendent relatives or other dependents clearly established as an inherent
part of the family group, (2) working adults known to have regulerly
lived as an inherent part of the family group, whose earnings are an
integral part of the family income and whose resources are aveilable for
use in meeting family expenses,

Vhere bedroom space permits, and with the approval of the manager,
families may be permitted to take in lodgers who are war workere,

The amount paid by the lodger for ioom and board shall be included
for the purpose of determining the family income, No additional rental
charge will be made by the management in addition to the scheduled rent
for the size of unit occupied by the fnuily and the lodger,

PREFERENCE

Sec. 6. All accommodations shall be held for in-migrant civilian
war workers until such time as there is no reasonable prospect of further
need for housing by in-migrants,

The order of preference among in-migrent civilisn war workers shall
be in accordance with the importance of theilr occupation, é/

As among "vital" in-migrant war worker applicants, first preference
will be given to those whose present actual famlly residence is beyond
practicable accessibility to the plant, Second preference will be given
to workers living under temporary houeing conditions, Third preference

67 The relative importance of occupations may be obtained from the war
plant, The two most essential in each plant shall be considered
"vital® occupations,
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will be given to those who might migrate from the area because of being
forced to move, As among "essential! in-migrent war workers, a similar
order of preference shail be observed, As among "other" in-migrant war
workers, a similar order of preference sha’l te observed,

If there are dwellings available which are not needed by in-migrant
war workers, resident civilian war workers in need of housing msy be ac-
cepted as tenants, Among such resident war workers the order of prefer-
ence shall be based upon importance of occupation, i,e,, "vital® workers
shall be given first preference, "essential® second, and "other® third, I/

DWELLING LEASE

Sec, 7. There is attached hereto, marked Appendix A, the form of
Dwelling Lease to be used for all tenants in the Development,

DESIGNATED WAR PLANTS

Sec, 8, Dwellings shall be available only to war workers employed
or to be employed by the following war plants:

-

Other plants or naval or military posts, bases or reservations as

mey from time to time de certified by the FPHA shall be included in this
1list,

ACCOUNTING AND REPORTING PROCEDURES

Sec, 9. (a) The accountinhg procedures shall be in accordance with
the FPHA manual relating thereto,

Sec, 9. (b) Management records and reports other than those of a
financial nature, shall be prepared and filed in accordance with the
FPHA Local Authority Management Manual,

If'As among military and naval personnel (if they are to be accepted in
the development) the order of preference shall be determined by the
commanding officer,
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COMMUNITY RELATIONS PROGRAM

Sec. 10. It shall be the responsidility of the locel authority

to provide guldance and superviaion for a program of health, sanitation,
recreational activities, tenant maintenance and community activities for
tenants, This program is to be accomplished threvgh arrangements with
public and private agencies providing leadership, xaintenance, and tech-
nical aid, VYhere such agencies do not exist, the program of community
relations is to be developed by tenants under training and guidance of
the msnagement staff,

ADMINISTRATIVE REGUIATIONS

Sec, 1l. Purchases and contracts for materiais, supplies or
services, except for personal services, shall be made in ihe following

manper:
a. The ( ) shall make purchases or contracts, not ¥ exceed
( ) in amount, in the cpen market after such inquiry as v deems

necessary to insure that the price cttained i1s the most advanisgeous to
the authority; and

b. For purchases iv.n { ) %o ( ) the ( ) shall solici:
bids orally or by telephons irai: st least 3 vendors, if soc many be avail-
able in the locality; and

¢. Yor purchases in excess of ( ) the { ) shall edvertise
Zor bids by circular letters to all avallable dealers and by aotices
poested in public places,

For the purchases specified in b and ¢ above, (1) lack of compe-
tition in purchasing is hereby declared permissivle only if there sxistw
an emergency which permits of no delay, or if 1¢t is impracticable to

secure competition; (2) the ( ) shall award the contract or make the
rurchase from the lowest bidder as to price, except that where the advan-
tage of such action is clearly svident, the ( ) may, in the interest

of stendardization, ultimate eccnomy, or expeditious administration award
to a responsible bidder other than the lowest in price; and (3) where
awards are proposed to be made when adequate competition has not been
secured, or where an award is proposed to be made to other thamn the iow-
est bidder, a full report of the transaction shall be made to the
Executive Director of the local suthority, In such cese the award ehall
not be made until and unless the local authority has authorized such
award by resolution, A copy of the report and ths resolution shall be
attached to the voucher in substantiation of its payment and te made
avelilable for inspection by FPEA Auditors,
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RENTS AND OTHER CHARGES
FOR PERMANENT AND DEMOUNTABLE FAMILY DWELLINGS

I. POLICY

General policies pertaining to the fixing of rental and related
charges are set forth in General Order 2.51.1, signed dy the Com-
missioner on June 10, 1942, which reads in part as follows:

"It shall be the policy of the Authority to integrate, within each
community, all rentals applicable to permenent and demounteble family
dwellings provided for war workers in ¥PHA-aided, Lanham Act, and P-9
projectewith the prevalling rentals in that community. For this pur-
pose, the term community shall apply to a geographical rather than a
political area.

"The establishment of rentals for these dwellings shall be governed
by Section 304 of the Lanham Act. This section requires that rents for
individnel workers mmst be 'btased on value', be 'fair', and, when re-
quired in exceptional cases, be 'adjusted to income'.

"In order to comply with the provisions of this Act and the rental
policy of the Authority, it shall be necessary, first, to determine for
each community, on the basis of all war housing completed or under con-
struction, the average monthly economic shelter rent per dwelling. Thie
is the amount which would meet all estimated expenses of operation, pay-
ments approximating full taxes, and debt service, dbut would not include
the cost of utility services. For YPHA-alded projects debt service shall
be computed on the basis of existing financing programs; for Lanham Act
and P-9 projects it shall be computed on the basis of a 2% percent
interest rate and a 35 year amortization period.

¥The average monthly economic shelter rent so determined shall them
be compared with shelter rents that prevailed in the community for accomo-
dations of comparable nature and size on April 1, 1941, or such other date
a8 may bs set by the Office of Price Administration for fixing maximum
rents in the community. The average monthly economic shelter rent or the
prevailing rent in the community, whichever is lower, shall be the basis
for establishing specific shelter rents.

®*Specific shelter rents for units of various sizes shall be set for
each project in the community, with adjustments made because of any sub-
stantial differences in amenities. To these established shelter rents
shall be added the cost of utility services, based on the estimated cost
of such services to the project. The shelter rents plus charges for
utility services shall represent the gross rents that will be bdbilled to
tenaats,
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"Rente for these dwellings may be adjusted to income only when the
established monthly economic shelter rent exceeds approximately 20 to
25 percent of the family income. In such exceptional cases, lesser
rents may be estadblished.

"The provisions of this order shall govern rents applicable to
families of workers engaged in war industries, including civilians em-
rloyed by the Army and Navy at shipyards, arsenals, ordnance plants, and
industrial esteblishments that are not operated directly by the ¥War and
Navy Departments, and for families of Government workers in the District .
of Columbia. Rents applicable to families of either military or civil-
ian personnel of the War and Navy Departments assigned to duty at mili-
tary or naval reservations, posts, or bases, shall be fixed in accord-
ance with echedules established, respectively, by the War and Navy
Departments.

"This order does not apply to dwellings of strictly temporary con-
struction, dormitories, or trailers.”

The provisions of the General Order are immediately applicadle to
all new war housing projects which have not yet achieved initial occu-
pancy, but are not applicable to projects now in operation until, as
determined by the FPHA Regional Director, conversion of the rental
schedules of such projects can be effected.

é-
II. PROCEDURE FOR SETTING RENTS FOR CIVILIAN WORKERS ENGAGED IN
ESSENTIAL WAR INDUSTRIES

The following procedure will be frllowed for. the various localities
in the establishment of shelter rent and related charges for civilisn war
wvorkers as provided in the General Order. A different scale of rents
will be used for projects primarily serving the families of military and
and naval personnel (see page 312 ).

As provided in the General Order, the average monthly economiec
shelter rent or the shelter rent that prevailed in the community for ac-
commodations of comparable nature and size (on April 1, 1941, or such
other date as may be set by the Office of Price Administration for fix-
ing maximum rents in the community), whichever is lower, shell be the
basis for establisning specific shelter rents.

A rough estimation of the rents which prevailed in the community for
accommodations of comparsble nature and size shall be compared with the
average monthly economic shelter rent; and the average monthly economic
shelter rent shall also be compared with the rent paying ability of
civilien war workere to be accommodated in public war housing in the
locelity. If upon such comparison the economic shelter rent appears to
be satisfactory, it shall be used as the basis of establishing specific
shelter rents.
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It is believed that the economic rent will be satisfactory in most
localities; but where it epnears *o be unsatisfactory a formel determina-
tion of shelter rents that praevsziled in the locailty for acoconnmodatious
of comparable nature and size must %o mals as vrorided in —osogvaph B of
this section, and the basic snelter rext muast then be detsrmined as Pro-~

~

vided in varagraph C of this secihion,

The local autnority saall el
ating costs snd concerning 1§uwi reuta
rent charges.

2tn concerning oper-
s [os racommandatian of shelter

A. Economic Shelter Rent. The eshisatnd sverc ¢ . 5ly economic
shelter rent for each war housing wralect complater o7 under construction
in the community must be determinec as follows:

Bstinmates of the sver:ze =mnual cost of operation will be prepared
following the outline of Form FTHA 1779 [see nage 315 }. Insofar as
they are suitable, the nethod:s I Gal: ; tia werious categories of
cost set forth in nages W5 to 70 a7 ihis Manual shall be used. Reference
is also made to material on cuiimat.n; evmenges in the section on
Budgeting {ses page 399 ). “ne fullsw.. i sproial instructions are given
as to the various categorlas of coet:

Managesent - Bstimatc varss nronel AT,

Operating Services - .. aot c-cuwe uny tenant malntenance in this
connection.

Repairs, Maintensnce. snd ie iascolesy - ta sverzge anticipated
costs for the first ter r i sveratiasn, Tan nt acsistance in lawm
maintenance znd care of “ﬂ‘*&ﬂ@id equisment «nall be snticlpated, tut
no tenant me intevence sheil Te swauzesd in counnection with paluving.

Community Activities - Estimate =zverage annvel cost.

-~

Ineiarance - Include the svarege samind rasy a: M)t insurance
coverage, 1ncxn§ing fire insuraace even “oagh . coverage 1ls not ac-
tuall' ;ﬂ.rt‘i e L .Ua,nn"” Ast FV B Af{) IR

Paxments in Lien nf Taxes - The I7ilce 31 Taxation Analysis of the
Project Manaprensut Trenol elT a0y eno Tl v calyees Bheagch Tha

Regional Office wunon remers T omrngisl ogmount of et e S tor AT
taxes is %o We included, sven Lnousn BELL L W e bhe FYEHA
directly.

Debt Service - un DoAY om0 es ke h o deny zarvice ghall
be computed by mnlitinizicas St cpomutoe” el teralowment cost
of the project vy the Juono- Lo o sLovt bo Dwwsl o deht o serviowe ng
2%% with 715 year -movtizaticy ner o2 STl ss el wennits (whother
merely convertel to war wse uv oo oew b L0 T et cemryog obadl e
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computed by multiplying the total development cost by the bond service
percentage 1f the project is vermanently financed; on projects which are
not permenently finsnced, debt service shall be computed by multiplying
the estimated total development cost of the project by the appropriate
factor as shown below:

Interest Rate Factor for
on FPHA Loan Dedt Service
234 .0329
2 3/ub L0347
3% .0366

b7 7 .0386

Vacancy and Collection Losses - Shall be estimated at 5% of the

" total average annual expense including such allowances.

The total of the estimated anmuial expenses thus prepared for all
projects in the community (both existinz and under construction) shall
be divided by the total number of units and then be divided by 12 to
obtain the average monthly economic shelter rent for such community.

B. Comparable Rents. When it is necessary tc determine shelter rents
that prevalled in the community for ac-z.modrtions of comparable nature
and size, the Assistant Regional Director for Manazement in collabo-
tation with the local authority, will dstermine such rent as of April 1,
1941 or such other date as may be set %; the Office of Price Adminis-
tration for fixing maximum rents in the locality. In making this
deternination, the following sources are suggested:

(a) Rent data compiled in the 1940 Census;

(b) Local offices of the Rent Control Section of the OPA;
(¢) The findings of the local Fair Rent Committees;

(d) Reliable local real estate firms and dealers;

(e) Local Homsing Authority data;

(f) Homes Registration Offices;

(g) Local offices of the FHA;

(n) Citizeus?! Housing Committees;

(i) Central Housing Committee of labor unions.

In determining the shelter rents that prevailed in the community
for accommodations of comparable nature and size as of the maximum rent
fixing date, account shall be taken of the reants which would have been
paid on such date by families having income s comparable to the incomes
of civilian war workers to be accommodated in public war housing in the
locality.
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C. Determination of Basic Shelter Rent - As pointed out in the second
paragraph under II, the economic shelter rent, wherever it is suitable
will be used in determining specific rents for the various projecte in
the community. When not suitable, the comparable rent as determined
under Paragraph B will be used, if it is found to be lower than the
econonic shelter rent.

Prior to the announcement of any new rents, the local office of
the Rent Control Section of OPA (where established) should be comsulted
to avoid any conflicts between rents to be established for public
housing projects and local rent control regulations,

D. Adjustments of Basic Shelter Rent for Differences in Amenities and

Sizes of Units - In establishing specific shelter rents, consideration
shall be given to any substantiasl difference in amenities among the
projects because of differences in site location, accessibility to trans-
portation, the utility services supplied and equipment provided. To
prevent overemphasis of such differing amenities, it 1s suggested that

the maximum range of differentiation be restricted to 10 percent, plus

or minus, from the average estimated shelter charge. In establishing rent
schedules for specific projects, intra-project differences in amenities
may be disregarded, except where rent differentials reflecting amenity
differences are required to prevent tenant dissatisfaction.

Higher rents should be established for larger units. It is sug-
gested that the rent be from 5 to 10 percent higher for each bedroom.

E. Determination of Shelter Rent Plus Utilities - Rents charged to
tenants should include charges for all utility services furnished by the
project, and only one rent should be quoted, together with a statement
gpecifying the utility services included. In determining the shelter
rent plus utilities to be charged to tenants, the estimated cost of the
utility services supplied by the project shall be added to the shelter
rents determined above. Utility services shall be estimated in accord-
ance with the methods suggested in pages 49 to 59 of this Manusl, in-
cluding a 5% allowance for vacancy and collection losses.

Where individual meters are provided, additional charges will be
made at cost to families who exceed the allowances for the utility
services included in the rent. Where individual meters are not pro-
vided, a flat additional charge will be made to all tenants if the
average consumption exceeds the allowance. However, such additional
charge will not be made until the tenants have been forewarned and
given an opportunity for a peried of 60 days to reduce consumption.

Debt service and maintenance of the equipment and utility distri-

bution systems are not to be included in the utility charge since they
are included in shelter rent.
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F. Rents in Exceptional Cases - The foregoing procedures will establish
specific project rents which shall apply to all families irrespective of
their income, other than the exceptional cases referred to in the Lanham
Act. For such exceptional cases, grades of rent and incomes shall be
established so that the actual shelter rent shall not exceed 20 to 25
per cent of the estimated monthly family income. In establishing such
grades, the procedures suggested in pages 70-T4 of this Manual should bde
followed except that income limits should always be attached to family
size rather than to dwelling units,

G. YPHA-aided Projects - For FPHA-aided war housing projects (whether
under Public Act 671 or converted) rentals shall be established in
accordance with the above sections, The rent and income grades previously
established or to be established for low-income families shall be used
for the families of war workers whose inoomes fall within such grades.

The interval between such low income grades and the specific project

rent shall be bridged by additional grades as indicated in section F
above,

Special attention must be given to FPHA-aided projects not under
P.A. 671 and to all FPHA-alded projects in those States where enabling
legislation provides that income limite for admission cannot exceed five
or six times the statutory rental value and where such income restrictions
have not been removed for the families of essential war workers through
amended legislation. In such cases it will be necessary, in order to
comply with Federal or State law, that the shelter rent plus utilities
charged to families, together with the estimated cost of any utilities
not supplied by the project, must be at least 1/5 (or 1/6) of the net
femily income at the time of admission. The amount by which the reantal
charged to such families exceeds the highest rental set in the fixed
schedule should be coneidered a surcharge, and be included in the rents
pald dy such families, The total rent plus surcharge for any dwelling
may not exceed the maximum rents approved by the OPA for the development
in those areas in which the OPA has issued a maximum-rent regulation.
Consequently, in such States, families of war workers with incomes ir
excess of five or six times such maximum rents may not be admitted to
FPHA-aided projects. Thie caution also applies to FPEA-aided projects
which are not to be financed under the provisions of Public Act 671.

1II. PROCZDURE FOR SETTING RENTS FOR ARMY AND NAVY PXRSONNEL

Under the requirements of Section 304 of the Lanham Act, remtal
charges for Army and Navy personnel living in Lanham Act projects are
to be fixed by the War and Navy Departments. The same schedules will
also apply to families of such personnel living in ¥PHA-aided projects
where such projects will be predominantly occupied by families of such
personnel. In other FPHA-aided projects where only a small proportion
of the tenants will be Ammy and Navy personnel and where the established
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schedule meets the needs of such tenants, the schedule established for
other tenants may be followed. Following are the schedules which have
been fixed by the War and Navy Departments.

A, Milit Personnel and Civilian lovees of the War Departiment

Commissioned Officers, Warrant Officers and civilian employees of
the War Department, assigned to duty at industrial establishments and
occupying dwellings in developments intended for occupancy by industrial
workers shall pay the shelter rent charges in accordance with the reat
scale established for the development. Military personnel and civilian
euployees of the War Department not so assigned shall pay rents as
follows:

1., Commiesioned Officers, Warrant Officers, and single civilian
employees of the War Department stationed at Amy posts, dbases, and
military reservations; married civilian employees of the War Department
not stetioned at Army posts, bases, and military reservations; and
personnel eligible under the provisions of Parsgraph C 1 d on page 331,

occupying dwellinge in developments serving Army Posts, bases and mili-
taxry reservetions:

One bedroom dwelling $27.50 per month shelter remt
Two bedroom dwelling 30,00 per month shelter rent
Three bedroom dwelling 32.50 per month shelter remt

Although Government-owned ordnance plants operated under private con-
tract sre sometimes designated as military reservations to facilitate
adninlstration and provide certain safeguards, nevertheless, because
they are essentially industrial in character (that is, engaged in manu-
facturing and paying wages on industrial levels) these rentals shall

be charged to War Department civilians who are employed at ordnance
plants,

2. IEnlisted personnel of the Amy receiving a monetary allowance
in lieu of quarters (first, second, and third class soldiers), regard-
less of where they are stationed; married civilian employees of the War
Department stationed at Army posts, bases, and military reservations:

One bedroom dwelling $21.00 ver month shelter rent
Two and three bedroom
dwellings 23.50 per month shelter remt

This category includes employees at ordnance depots which ordinarily are
not engaged in manufacturing and are not industrial in character, and at
arsenale which may engage in manufacturing dut which are Government
operated, and whose employeee do not receive salaries comparable to those
paid other industrial workers.

3. Enlisted Army personnel not receiving a monetary allowance in
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lieu of quarters (fourth to seventh grade soldiers), regardless of where
they are stationed.

One bedroom dwelling $11.00 per month shelter rent
Two bedroom dwelling 13,00 per month shelter rent
Three bedroom dwelling 15.00 per month shelter reat

B. Military Personnel and Civilian Fmployees of the Navy Department
and Coast Guard

Commissioned officers of the Navy and Coast Guard and civilian em-
ployees of the Navy Department assigned to duty at industrial eetablish-
ments and occupying a dwelling unit in developments intended to serve
industrial workers shall pay shelter rent in accordance with the schedule
established for the development. Naval personnel and civilian employees
of the Navy Department notso assigned shall pay rents as follows:

1. Commisesioned Officers of the Navy and Coast Guard and civiliean
employees of the Navy Department stationed at Navy posts, bases, and
nilitery reservations.

One bedroom dwelling $25.00 per month shelter rent
Two bedroom dwelling 30.00 per month shelter rent
Three bedroom dwelling 35,00 per month shelter rent

2. Enlisted personnel of the Navy and Coast Guard not receiving
a monetary smllowance in lieu of quarters (third class petty offioers
and below) regardless of where stationed.

One bedroom dwelling $11.00 per month shelter rent
Two bedroom dwelling 13,00 per month shelter rent
Three bedroom dwelling 15.00 per month shelter remnt

3. Inlisted personnel of the Navy and Coast Guard receiving a
monetary allowance in lieu of quarters (second class petty officers and
above), regardless of where stationed.

One bedroom dwelling $21.00 per month shelter rent
Two bedroom dwelling 23.50 per month shelter rent
Three bedroom dwelling 26.00 per montn shelter rent

C. Utility Charges - The above rents are for shelter only; an additional
charge shall be made for any utilities supplied by the project. Utility
chargee for each dwelling shall be determined in accordance with the
requirements in pages 49 to 59 of this Manual.

Where poesible the shelter rents and utility charges should be stated
separately in order that it will be clear to the tenant that the standard
Army and Navy shelter rent schedule is being followed.
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ESTIMATED AVERAGE COST OF PROJECT OPERATION

FOR FAMILY DVELLING PROJECTS

No, of Units

Yiame of Development

Location

Project i&.

W

Items

Per Annua POPX

Notes and References

Project Office Salaries

Project Office Expense

Central Office Salaries

Central Office Expense

Legal, Fiscal & Other Fees
Total Management

Janitorial Expense

Exterminating

Refuse Removal

Watchman Expense

Coxmercial Utilities
Total Operating Services

Grounde

Structure

Painting and Decorating
Plumbing and Gas System
Electrical System
Heating System
Elevator System

Ranges

Refrigerators

Other Equipment

. Total Repairs, Maint, & Repl,

Community Activities
Insurance
Payments in Lieu of Taxes
Debt Service
(Pactor: £)
(Bst, Total Development
Cost $

Sub-Total
Vacancy & Collection Losses

ESTIMATED TOTAL COST OF SHEITER
(vithout Utility Services)

COS? OF UTILITY SERVICES

Water
Rlectricity
Gas

Heating
Other

Sub=Total

Vacanoy & Collection Losses

ESTIMATED TOTAL DWELLING UTILITIES
e e e

Prepared by

Date
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RENTS AND OTHER CHARGES FOR TRAILER
DORMITORY AND DORMITORY APARTMENT PROJECTS

I. TOLICY

General Order 251.5, approved on July 31, 1942, as revised Sep-
tember 29, 1942, prescribes general policies pertaining to the fixing of
rentals for trailer and dormitory projects. It reads in part as follows:

"Trailers, dormitories, and dormitory apartments are intended for
use only during the war emergency. It is not ccntemplated that their
reriod of use will be long enough to permit full amortization of their
cost from rentals, and no attempt will, therefore, be made to set rents
on the basis of amortizing the full cost with interest,

"The rents applicable to the project shall bte fair rents for the
shelter and services provided and shall approximate the rents prevail-
ing in the community for similar accommodations. The following general
schedule of maximum and minumum weekly rentals for each type of accommo~-
dation is established:

Dormitory (per person in double rooms) $3.00 to $4.00 per week
(per person in single room) $4.00 to $5.00 per week

Dormitory arartments $7.00 to $8.00 per week
Trailers (4 persons maximum) $6.00 to $7.00 per week
Trailers (Expansible) $7.00 to $8.00 per week

Rentals for specific projects shall be established within these levels,
Exceptions to the general schedule of rentals may be authorized by the
Washington Cffice where projects offer unusual amenities or services
Justifying higher rents than the maximum, or where the anjicipated in-
come of prospective tenants require rentals lower than the minimum.

"These policies shall apply to all new procjects, but need not be
applied immediately to projects now in operation."

In applying this policy to development which include both non~
expansible and expansible trailers, weekly rentals for the latter shall
be $1.00 greater than for the former.

II. PROCEDURE

In collaboration with the locml Authority, the Assistant Regional
Director for Project Management, assisted by the Regional Rental Analyst,
shall determine the prevailing rent in the community for comparable
accommodations as of April 1, 1941, or such other date as may be set
by the Office of Price Administration for fixing mwaximum rents in the
locality. The sources cutlined in Faragraph B on page 310 of this Manual
are suggested for use in making this determination.

Prior to any announcement of rents, the Assistant Regional Director
for Project Management shall contact the local office of the Rent Con-
trol Section of the Office of Price Administration to obtain clearance

Please substitute this page for original page 317 of the Local Authority
Management Manual. (Transmittal No. 13)
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of the rents so that conflicts between rents tc be charged and local
rent-control regulations will be eliminated. If no office of the OFA
has been established in the rarticular locality in which temporary
shelter projects are developed, an office in the area should be con-
sulted.

On the basis of studies of prevailing rents, and of the anticipated
income of the prospective tenants, the Regional Director shall fix rents
within the minimum and maximum limitations established in the General
Order. If in the opinion of the Regional Director, rents should be fixed
outside of the above limitations, approval shall be secured from the
Assistant Commissioner for Project Management.

These rents shall cover the utilities and services for each of the

various types of accommodations described in the statement on Operating
Services for Trailer, Dormitory, and Dormitory Apartment Projects.
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EFFECT OF MAXIMUM RENT REGULATIONS
ISSUED BY THE OFFICE OF PRICE ADMINISTRATION
ON PUBLIC HOUSING PROJECTS

1. Introdvction - Under the Emergency Price Control Act of 1942,
the Administrator of the Office of Price Administration is given certain
powers to regulate rentals. Public housing projects are included under
the maximum rent regulations issued by the OPA and it is the purpose of
this statement to describe the principle provisions of the regulations
with particular reference to public housing.

2. Designation of Defense-Rental Areas and Estadlishment of Maxi-
mum Rent Date - When the Administrator of the Office of Price Adminis-

tration finds that, in a particular area, war activities have resulted or
threaten to result in an increase in rents for housing accommodations in-
consistent with the purposes of the Bmsrgency Price Comtrol Act of 1942,
he may issue a designation describing the area and recommending that
rentals in the area be stabilized and reduced as of a specified date.
This date is kmown as the "Maximum Rent Date."

3. Issuance of Maximum Rent Regulation - If the OPA finds, after a
60-day period has elapsed from the time that the designation was issued,

that rentals have not been reduced and stabilized by State or local regu-
lation, or otherwise, in accordance with the recominendations set forth in
said designation, the OPA may then issue a Meximum Rent Regulation for the
Defense-Rental Area. All regulations so far issued by the OPA have fol-
lowed substantially the same form. However, if a Maximum Rent Regulation
has been issued for the area, the local authority should obtain a copy of
the regulations for the Defense-Rental Area in which its projects are
located and become thoroughly familiar with them.

4, Amendment of Designation - The OPA has in some cases found it
necessary to amend an originsl designation. If such amended designation
includes in the description of the area any territory not included in the
territory described in the original designation, the OPA must wait 60
days from the date of the amendment before it can issue a regulation af-
fecting the territory not included in the original designation.

5« Types of Housing Covered by Regulations - So far the desig-
nations issued by the OPA have covered all types of housing accommodations,

but separate regulations have been issued for housing accommodations other
than hotels and rooming houses, and for hotels and rooming houses.
Trailers, dormitories and dormitory apartments are considered in the cate-
gory of hotels and rooming houses.

The provisions of the regulations affecting pudlic houeing are,
however, substantiaslly the same for trailers, dormitories, and dormitory
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apartments, as for, family dwellings, Where the term "housing accommoda~
tions™ is used vwithin these paragraphs, it will cover, therefore, all
typee of dwellings neted above,

6. Maximum Rent for Public Housing - The maximum rent under the
regulation is: "For housing accommodations constructed by the United
States or any agency thereof, or by a State of the United States or any
of its political subdivisions, or any agency of the State or any of its
political subdivigions, and owned by any of the foregoing, the rent
generally prevailing in the Defense-Rental Area for comparable housing
accommodations on the Maximum Rent Date, as determined by the owner of
such accommodations: Provided, however, that any corporation formed under
the laws of a State shall not be considered an agency of the United States
within the meaning of this paragraph,*

This provision permits subsidized rentals in dwellings built and
owned by the Federal Pudlic Housing Authority, and by other publie housing
agencies not excluded by the definition of pudlic agencies in the above
paragraph, to be increased in line with increases in the income of t{enant
families, Such upward adjustments in rent may be made as long as the
rent does not exceed that generally prevailing in the area for comparadble
housing accommodations on the Maximum Rent Date, This comparable rent
ie determined by the public housing agency, but the OPA may order a decrease
in the rent so determined, if it finds that such rent is in excess of the
comparable rent.

The Maximum Rent Date in the regulati:u is usually but not always the
sane as the Maximum Bent Date in the designution,

A epecial maximum rent provision is m: . for housing accommodations
for which the rent 1s fixed by the War or :iivy Department rent schedules,
The maximum rents are: "For housing accommodations rented to either Army
or Navy personnel, including civilian employees of the War or Navy Depart-
ments, for which the rent is fized by the national rent schedule of the
War or Navy Department, the rents sstablished on the effective date of the
Maximum Rent Regulation by such rent schedule.' In other words, whatever
national rent schedules are set up by the War or Navy Departments on the
effective date of the Maximun Rent Regulation, will be the maximum rents
chargeable for accommodations housing civilian or military employees of
those Departments, Thus, if an Army enlisted man below the first three
grades is living in a one-bedroom unit, the maximum rent is $11,00 ex-
cluding utilities, dbut if the unit is vacated and an Army enlisted man
in the first three grades moves into that same one-bedroom unit, the
maximum rent becomes $21,00, Such an increase is permissidble because the
rents charged such occupants for such accommodations were set up inm the
national Army rent schedule as of the effective date of the regulation,

On the other hand, should occupancy of a dwelling unit change from
Army or Navy persomnnel to industrial workers, the maximum rent chargeable
will then be the same as for other public dwelling units, i,e, the rent
generally prevailing in the Defense-Rental Area for comparadle housing
accommodations on the maximum rent date,
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The maximum rent provision for housing accommodations for which the
rents are established by national rent schedules of the War or Navy De-
partments applies regardless of whether the public housing project is
operated by the Army, the Navy, the Federsl Public Housing Authority, or
the local authority.

7. Restrictions on Removal of Tengnts - The regulations impose
certain restrictions on removal of tenants. The more pertinent of these
restrictions are that a tenant cannot be evicted without permission of
the OPA, unless (1) the tenant has refused to renew his lease on terms
coneistent with the regulations; (2) the tenant has refused the manage-
ment access to the dwelling for the purpose of inspection or other reasona-
ble cause; (3) the tenant has failed to pay the rent or violated another
substantial obligation of his tenancy; (4) the tenant is committing or
permitting a nuisance or is using the dwelling for an immorel or illegal
purpose.

Thus, in the case of war housing projects, before a tenant is
evicted because no member of the family is employed in a designated war
plant, the local authority must file a petition with the OPA Rent Di-
rector and the OFPA Rent Director must issue a certificate allowing the
eviction.

In the case of low-rent housing projects, the local authority must
file a petition with the OPA Rent Director and the OPA Rent Director must
issue a certificate before any family is evicted on the grounds that ite
income exceeds the established limits for continued occupancy. In many
Defense-Rental Areas, it is impossible to ask families whose incomes have
increased above the established limits for continued occupancy to move
from the project because of the acute housing shortage resulting from the
war effort. In any event, the local avthority should not file a petition
for eviction on this ground unless it has determined that adequate ac-
commodations are available within the financial reach of the temant.

The eviction provisions of the maximum rent regulations do not apply
to housing accommodations occupied by civilian or military personnel of
the War or Navy Degartments for which rents are fixed by the national
rent schedules of those Departments. There are no restrictions under
the regulation on the removal of tenants from such accommodations.

8. Registration - To simplify the registration of dwellings in
public housing projects, special forms have beemn issued by the OPA which
provide for registration of public housing accommodations on a project
basis rather than on a unit basis.

Within 45 days after the effective date, the local authority must
file a registration statement containing a schedule of maximum rents for
each of its projects, specifying the maxirum rents for the various sizes
and types of dwelling units rented or offered for rent. If a project is
not available for occupancy on the effective date of the regulation, a
schedule of maximum rents must be filed within 30 dsys after dwelling

321



322

FPHA
LHA Mgt.

unite are first offered for rent. A copy of the maximmm rent schedule
must be posted by the local authority in each project office, or in a
place where it will be available for inspection by the project temants.
It 1s suggested that a copy of the Maximum Rent Regulation also de posted
adjacent to the maximum rent schedule for the convenience of the tenants.

The registration forms are obtainable from the local OPA Rent Di-
rector. A semple of the registration form and detalled imstructions for
filling in specific items will be included in a separately issued ad-
dendum to this statement,

The maximum rent to be inserted in the schedule is the maximum remt
which may be cherged under the regulations, i.e., the rent generally
prevailing in the Defense-Rental Area for comparable housing accommo-
dations on the meximum rent date. This rent may be higher than the rent
actually being charged. In order that the local OPA Rent Director may
have a clearer understanding of the actual rents charged, in relation to
meximum rents under the regulation, it is suggested that the local au-
thority give to the Rent Director a schedule of actual rents for each
project, in addition to the required maximum rent schedule.

Where the rents charged the tenants include utilities, it is sug-
gested that the maximum rent given in the schedule be a rent including
the utilities that are supplied by the project. Since for the most part
privately-owned dwellings do not include utilities, it will probably bde
necessary to determine the prevalling rents for comparadble privately-
owned dwellings without utilities and then to add an amount approximeting
the charge for utilities. Where, as in the case of some Lanham Act proj-
ects, a separate charge is made for utilitles at retail rates, the maxi-
mum rent given in the schedule should be the shelter remt.

Local authorities should obtain the approvel of the FPHA Regional
Office as to the maximum rents to be inserted in the rent schedule be-
fore preparing the registration statement, especially if there are any
other public houeing projects in the Defense-Rental Area which are not
operated by the local amthority. This is suggested to insure consistency
among the maximum rents established for public housing in the area.

The registration procedure noted above does not apply to housing
accommodations rented to the civilian or military personnel of the War
or Nevy Departments, for which the rent is fixed by the national rent
schedules of those departments. For such accommodations registration
is not required.

9. Lodgers in Public War Housing Projects - Families who take in

lodgers, as is permissible in war housing projects, must file a regis-
tration statement with the local OPA office to cover the accommodations
rented to such lodgers. The provisions relating to private housing ac-
commodations under the OPA regulation will apply to rooms rented to
lodgers in public war housing projects.
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The public housing agency has no direct responsibdility to see that
the regulations are enforced with respect to lodgers, but should co-
operate with the Area Rent Director to assist him in enforcing the
regulations,

10, Working Relations with OPA - Local authorities should maintain
a close working relation with the local OPA Rent Director, The local GPA
Rent Director should be consulted before any changes are made in sub-
sidized rentals, and before the maximum rents inserted in the regis-
tration forae are finally determined.

11, Public Relations and Timing - Although the maximum rent regu-
lations permit subsidized rentals to be increased as the family income
increases as long as no rent exceeds the rent for comparable accommo-
dations, it has been found by experience that such increases should not
be made at the time of, or soon after, issuance of maximum rent regula-
tions by the OPA, This question of timing is extremely important to
satisfactory public understanding of both the public housing program and
the OPA rent regulations.

At the time of announcing increases in subsidized rentals, an ex-
planation should be given as to the effect of OPA regulations on public
housing, and emphasis should be placed on the fact that such increases
are actually a2 reduction in subsidy which will decrease the cost of
subsidized houeing to the tax payer,
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ELIGIBILITY AND TENANT SELECTION
FOR ALL WAR HOUSING PROJECTS

General Order 2,51.1, signed by the Commissioner on June 10, 1942,
sets forth the following FPHA policy:

"Tenant eligibility policles , . . . . shall provide generally that
the dwellings be reserved for the families of in-migrant war workers
who need housing that cannot be or is not being supplied by private
industry."

Similar eligibility requirements will apply to all other types of
war housing projects,

I, ELIGIBILITY

FPHA-aided war houeing projects, Lanham Act, PA-9 and PA-781 proj-
ects operated by local housing authorities shall be available to:

(1) In-migrant eivilian war workers and their families,

(2) Resident civiiian war workere in need of housing and their
families, and militery snd naval personnel (as limited
hereafter) and their families; to the extent that available
dwellings are not required for in-migrant civilian war workers,

In the case of FPHA-aided projects, the member of the family who
signs the lease and 1s responsible for the rent must be a citizen of
the United States,

In the case of FPHA-aided projects not under PA-671, and in the
case of all FPHA.aided projects in certain States, the net income of
the family at the time of admission may not exceed five (or in eome
cases, six) times the statutory rental value of the dwelling unit to
be occupied by the family,

A, Definition of Civilian War Workers, For the purpose of detu:mining
0ligibility under Item (1) above, the following types of persons are
regarded as civilian war workers:

(1) Workers engaged or to be engaged in "Designated Plants"
connected with and essentizl to the war effort as designated
by the National Housing Agency Regicnal Director,

(2) Civilian employees of the United States in the Navy and War
Departments assigned to duty at military or naval reser-
vations, posts or bases,
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(3) In the case of projects which are built pursuant to Title IV
of the Lanham Act, employees of the United States (single
persons or families) whose duties are determined by the Na-
tional Houeing Administrator to de essential to the war
effort and which require them to reside in or near the
District of Columbia.

A list of "Designsted Plants" from which tenants will be selected
will be prepared for each development (see below). This list will be
based on the type of occupancy for which the development has been pro-
grammed, taking into consideration changes which may have occurred since
the program was prepared.

B. Definition of In-migrant. A civilian war worker may be considered
in-migrant:

(1) Who is a family head who desires to bring in his family which
now lives beyond the area within which, giving due consider-
ation to avallable common carrier transportation facilities,
it is practicable to commte to work each day; or who lives
with his family in a residence beyond practicable daily
conmuting distance from his place of work.

(2) Who has recently come into the locality and ie living in a
traller, tent, shack, or other temporary shelter, or under
temporary arrangements or makeshift conditions so intolerabdle
as to impair efficlency.

(3) Who is forced to move because his present dwelling is to dbe
demolished or converted to other use or the poesession there-
of recovered by the lessor (in a manner permitted dy the
Emergency Price Control Act of 1942 and the regulations
issued thereunder by the Price Administrator), and will
migrate from the locality unless war housing is provided for
him,

Practicable commuting distance shall be defined for each community
in terms of cost and traveling time by common carrier from the family

. residence to the war plant.

"Temporary arrangements or makeshift conditions" need not be tempo-
rary housing per se, but temporary only for the applicant's purposes,
such as residing with his family in a rooming house, doudling up with
friends, a2 hotel room, or other accommodations which preclude normal
family 1life.

C. Definition of Resident Civilian War Workers in Need of Housing.
Resident war workere in need of housing are civilian war workers as de-
fined in A above who are living under doubled-up, over-crowded or other
substandard housing conditions.
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D. Definition of Military and Naval Personnel. The following types of
military and naval personnel stationed at "Designated Military and Naval

Establishments" are eligible under the provisions of paragraph I (2)
above:

(1) Enlisted men in the naval or military services of the United
States.

(2) 1In the case of Lenham Act and PA-9 projects only, officers of
tho Army and Marine Corps not above the grade of Captain, and
officers and warrant officers of the Navy and Coast Guard not
above the grade of Lieutenant, senior grade, assigned to duty
at naval or military reservations, posts, or bases, or to duty
in war industries.

In a directive for the procurement of war housing, issued jointly by
the War Department, the Navy Department, and the National Housing Agency,
dated July 16, 1942, the following policies were adopted:

(1) On projects programmed for military and naval personnel but not
yet occupied, preference shall be given to essential in-migrant
civilian war workers.

(2) As vacancies occur in war housing projects now occupied by the
families of military and naval personnel, preference for such
vacancies will be given to essential in-migrant civilian war
workers.

(3) No effort will be made to persuade femilies of service per-
sonnel to vacate war housing projects even though the head of
the family has been ordered away from that station until
measures are taken to induce all non-essential residents to
move from the project in order to provide accommodations for
essentlial in-migrant civilian war workers.

E. (Citizenship. In FPHA-aided projects (except those for which the
annusl contributions contract was entered into prior to April 138, 1940),
it is a statutory requirement that the local authority adopt regulations
prohibiting tenancy in the project to any family unless the member of
the family who signs the lease and is responsible for the rent is a
citizen of the United States.

P. Income Limits. For FPHA-aided projects not under P.A. 671, and for
all FPHA-aided projects in those States where the state-enabdling legis-
lation has not been amended to remove income limitations for families
of war workers, income limitations must be established after making ap-
propriate findings by resolution that the families to be housed can not
obtain adequate housing within their financial reach. TFor FPHA-aided
projects not vnder P.A. 671, the income limits must be so estaplished
as not to violate the statutory limitation on rent-income ratios. For
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all FPHA-aided projects in States where enabling legislation has not been
amended so as to remove income limitations for families of war workers,
the limitations on rent-income ratios, if any, in the enabling legislation
mast be observed.

G. Use of Income Limits to Delineate Public and Private War Housing. In

those cases in which both public and private war housing are programmed
and being built for a community, family income levels should be estab-
lished to delineate that part of the war housing market which is to be
served by FPHA war housing projects.

Such income levels shall be considered a convenient administrative
device for segregating the public and private war housing market. They
shall not be construed as rigid eligibility requirements (except as set
forth in F above) which will exclude the housing of civilian war workers
and their families of higher income when adequate housing is not availa-
ble in the community at reasonable rentals for the family.

II. DESIGNATION OF WAR PLANTS AND MILITARY AND NAVAL ESTABLISEMENTS AND
ALIOCATIONS THERETO

The designation of war plante and military and naval establishments
(including reservations, posts, and bases) whose employees are eligible
for war housing projects shall be made as follows:

A. At least three months prior to ir*tisl occupancy, the Regional
Director of the National Housing Agency, whe is responsidle for pro-
gramming in the area, will transmit to the ¥PHA Reglonal Director a list
of particular war plants and military and 1aval establishments which
should be served by the project and any spscial instructions as to

occupancy.

B. The FPHA Reglonal Director or the Local Authority may sudmit
to the NHA Reglonal Director suggested modifications or additions to
the list of war plants and military and naval establishments, giving
for each war plant proposed a brief description of the type of war work
being done by the plant and the percentage of all work done by the
plant which is of a war nature, and for each military and naval estab-
lishment 2 justification of the proposal. Final determination of the
inclueion or change of such lists of plante is the responsidbility of
the NHA Regional Director.

C. The NHA Regional Director, after consideration of such sug-
gestions, shall establish the list of "Designated Plants" and "Desig-
nated Military and Naval Establishments" for the locality.

D, The FPHA Regional Director may, where necessary, make an allo-
cation of dwellings to specific plants on the designated 1ist based upon
any requests made by the NHA Regional Director and upon the recommenda-
tion of the Local Authority.
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k. The FPHA Regional Director will notify the Local Authority of
the list of "Designated Plants" and "Designated Military and Naval
Establishments" together with allocations, if any, snd a copy will be
sent to the NHA Regional Director.

III. ORDER OF ACCEPTANCE

While war plants must certify thet applicants are employed by the
plant and must determine the relative importance of occupations, the
selection of families for war housing projects is the responsibility of
the local authority and not of the plant management.

A. In-migrant Civilian War VWorkers - All accommodations shall be
held for in-migrant civilian war workers until such time as there is no
reasonable prospect of further need of housing by such in-migrants.
Where accommodations are allocated to a specific "Designated Plant"
they shall be held for such plant until released.

For trallers, dormitories, and dormitory apartments, there shsll
generally be no order of preference among in-migrant civilisn war workers.

For family dwellings there shall be an order of preference among
in-migrant civilian war workers in sccordance with the importance of
thelr occupation in the war effort. The determination of the importance
of workers shall very even among similasr plants in the same locality for
such factors as the availability of lsbor, unusual skills, production,
et cetera, will enter intc this determination.

It shall be the responsibility of each "designated plant" to de-
termine the relative importance of occupations to the furtherance of
the war effort. A list should be prepared of 2ll occupations in the
order of their lmportance to the particular "designated plant." The
first two occupations on such list shall be considered as "vital" to
production. The remaining occupations on the list should be divided
by the plant into those which are "essential" to the war effort and
into "other" which are of relatively less importance. No limit shall
be placed upon the number of occupations which may be classified as
"essential,”" but the number of such occupations should be limited as
far as possible or the effectiveness of the procedure will be dissipated.

As among in-migrant civilian war workers in "designated plants"
who are applicants for family dwellings, first preference shall be
given to those whose occupation is "vital;" second preference to those
whose occupation is "essential;" and third preference to those whose
occupation is "other."

As among "vital" in-migrant war werker applicants for family dwell-
ings, first preference should be given to those whose present actual
family residence is beyond practicable nccessidility to the plant (see
definition IB (1) above). Second preference should be given to workers
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living under temporary housing conditions (see definition IB (2) above).
Third preference should be given to those who might migrate from the
area beceuse of being forced to move (see definition IB (3) above).

As among "essential" and "other" war workers similar orders of
preference shall be observed.

B. Resident Civilien War Workers - Resident civilian war workers
may be sccepted as tenants in war housing projects if there is no need
for reserving the accommodations for in-migrant civilian war workers.

For trailers, dormitories, and dormitory spartments there shall
generelly be no order of preference among applicants.

For family dwellings, there shall be an order of preference based
upon importance of occupation, i.e., "vital" workers shall be given
first preference, "essential" second, and "other" third.

The following table illustrates the princivles outlined in Sections
A and B gbove. The numbers (1 to 12) indicate the order in which
eligible civilian war worker applicents shall be accepted.

ORDER OF ACCEPTANCE

VITAL ESSENTIAL OTHER

1. Inaccessible L, Inaccessible 7. Inaccessible
IN-MIGRANT | 2. Temporary 5. Temporary 8. Temporary

3. Forced to Move 6. Forced to Move | 9. Forced to Move

RESIDENT 10. Substandard 11. Substsndard 12. Substandard

C. Military snd Naval Personnel - As among military and naval per-
sonnel, the order of preference among applicants shall be determined by
the commanding officer. Such determination will generslly be in ac-
cordance with the following prirciples. '

1. Army Off-Post Developments. The responsibility for the se-
lection of military applicants as tenants in Army off-post developmente
rests with the commanding officer of the reservation. Types of per-
sonnel who are eligible as tenants are set forth in Items a to 4 below.
The order in which the groups are shown indicates the order of priority
for assignment. However, the order of listing within a group does not
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establish priority with respect to other personnel listed in the same
group. The classes described apply to married personnel with families
except where otherwise specified.

a. Commissioned officers not above the grade of Captain,
Warrant Officers, and enlisted men of the first three
grades, who Torm part of the permanent garrison stationed
at military reservations, posts or bases. "Permanent
garrison" 1s defined as including those men ordered to
permanent duty with the station complement of a military
reservation, post, or base, and excludes those men as-
signed to 2 tacticol unit or on temporary duty at a mili-
tary reservation, post or base.

b. ZEnlisted men below the first three grades.

¢. Families of military personmnel who have been transferred
to other stations.

d. If eligidle applicents (including in-migrent and resident
civilian war workers) are not available in sufficient
numbers to keep a Lanham Act or P-9 development filled,
married commissioned officers above the grede of Captain,
or other desirable tenante, may be permitted to occupy
vacant dwellings on a temporery basis, giving oriority to

" persons vwhose occupation or skill is particularly needed
in the war program.

This provieion is intended to include the assignment of a

vacant dwelling to two or more single persons of the same

sex. If desirable from an administrative standpoint, the

commending officer msy appoint the local housing amthority
as his designee to certify such desiresdble tenants.

It is not considered desirable or generslly necessary to ask
present occupants to vacate dwellings in order that dwellings may be
aseigned to applicants from a higher priority group. If dwellings are
vacant, however, and are to be leased to military personnel, first con-
sideration shall be given to applicants in the order indicated.

If, however, the commanding officer deems it essential to house
applicents from other priority groups for whom no vacant units are
avallable, then the leases of present tenants may be terminated in the
order, manner and extent indicated by the commending officer, glving
consideration as far as practicable to the priorities indicated.

2. Navy Off-FPost Developments. The responsibility for selection
of naval applicante as tenants in Navy off-post developments rests with
the commanding officer of the reservation, post or hase served by the
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development. The following types of personnel are eligible as tenants.
The order of listing does not indicate priority. The commanding officer
of the establishment served by the project will determine the families
to be certified.

a. Enlisted men of the Navy and Coast Guard of the first three
grades stationed at the naval establishment.

b. Commissioned officers not sbove the grade of Lieutenant,
senior grade.

c¢. Enlisted personnel below the first three grades.

»
D. Assignments of Applicents to Projects - Where there are units
aveilable in both Lanham Act and FPHA-aided projects, an attempt should

be made 8o far es is consistent with the requirements of the war effort,
and with due regard to available transportation facilities, to house in
FPHA-aided projects the families of war workers who are most likely to
be eligidble low-income families at the end of the emergency. Thus,
vhere there are units availadle in both types of projects and all units
are not required for in-migrant workere, it is suggested that consider-
ation be given to housing in the FPHA-aided project war workers slready
residents of the city living under substandard housing conditions. Where
it is necessary to admit families with incomes above the level estab-
liched to delineate the public war housing market, such families should
preferably be housed in the Lanham Act project, and where families of
the war workers cannot afford the basic rent estsbdlished for the Lanham
Act project at the fair rental value, they should preferably be housed
in the FPHA-alded project.

E. Waiver of Elicibility Requirements - In the event that Lanham
Act projects cennot be completely filled with eligible war workers and
their families, a complete report should be immediately sent to the
Regional Office. No action should be taken with respect to any such
gituation until instructions are received.
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Association, the Central Labor bodies and any other such local agencies,
informing them of the program and asking their cooperation in achieving
widespread understanding of the program.

B. Taking Applications

When an applicant comes to the Tenant Selection Office he may have
with him his Certificate of Employment completely filled out dy his em-
ployer. His application can then be completed using APPLICATION -
SUMMARY FOR WAR WORKERS, Form FPHA 1060 (see pages 351 and 352),

If the applicant does not have a Certificate of Employment, one
should be given him to take to the personnel department of the plant.
If suitable arrangements have been made, verification of employment in
& war industry may be made by telephone. In any event, the application
should be taken sudject to employer certification.

The application should be classified as Eligidle (E), Ineligible
(1), Pending (P), or Withdrawn (W), depending upon the factors involved.
Eligible applications are selected for leasing according to the estab-
lished order of acceptance for the development.

It is not necessary to obtain commercial credit reports, socilal
service clearings,or to verify credit of war workers, nor to determine
rent-paying ability based upon past records.

C. Yerification

Whereas in the regular low-rent housing program eligidility is de-
ternined after a thorough study of the income of the entire family end
the housing conditions, the principal factor upon which admission of war
workers is based is employment by a member of an applicant family as a
war worker in a Deeignated Plent.

A home visit is made only to determine that the residence of the
applicant is as stated, or, if the family's need for housing is predi-
cated upon over-crowding, et cetera, to verify that the facts are as
stated. Obviously, it is not necessary to visit the out-of-town femily
domicile of in-migrant workers nor to verify the earnings of other
nembers of the family in such cases; nor need visits be made if docu-
mentary evidence is available, such as an eviction notice, or a certifi-
cate from a trailer camp, or hotel manager.

While a statement of the income of wage earners other than war
workers is obtained on the application, such income need not be verified
except:

1. Vhen rents lower than the basic project rents are indicated.
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RENTING AND LEASING FOR FAMILY DWELLINGS
I. GENERAL

Determination of eligible applicants will be made in sccordance
with instructions previously set forth in this chapter. It is the pur-
pose of this section to provide guidance concerning certain techniques
which will be fould helpful in securing and placing aspplicents, and to
outline procedures to de observed in renting and leasing.

The management program for each development will specify the types
of tenants eligible for that particular development, and the order of
acceptance in which the various cetegories may be taken.

The procedures for securing eligible tenants fall into two general
categories: those applicable to civilian war workers, and those appli-
cable to Army and Navy personnel, both military and civilian.

II. CIVILIAN WAR WORKERS

A. Sources of Eligible Applicants

When plants in a locality have been designated as essential to the
war effort and housing is progremmed for their employees, the assistance
and cooperation of the personnel departmente of these "Designeted Plants"
gshould be sought. The nature and scope of the program should be fully
explained to them. Where possible, the employer should be made to recog-
nize his responsibility in referring his employees to the development with
the sppropriately filled out form. This certification is accomplished by
CERTIFICATE OF EMPLOYMENT, Form FPHA 1052 (see page 349 ), which should
be explained and copies left with personnel heads, together with any
available literature, in order to effect a better working relationship.
Contacte should elso be made with local workers' union officials, These
officials are usually receptive and helpful.

Conferences should be held with the local vress and radio, informing
them of the program and the date on which the office will be opened for
applications. Full information should be reéleased on rents end income
limits vhen established, number and type of dwellings, and whatever is
available on tensncy and occupsncy regulations. It may also be possible
to secure radio "spot announcements," morning and evening, and to enlist
the services of some writer who will run a series of press stories, ex-
plaining the war housing program and the necessity for preferring in-
migrant civilian war workers.

The local authority should confer with the heads of the Homes Regls-
tration Committees, local Real Estate Boards, the local Menufacturers'
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2. In those cases in which it is necessary to delineate the
market between public and private housing.

3. FPor FPHA-aided projects where legislation requires that in-
come limits be established (see bottom of page 327),

In determining family income, income derived from wages may be esti-
mated by securing data from the plant on the typical weekly earnings of
employees of the same industrial classification in that plant, and multi-
plying the typlical weekly earnings by the number of weeks of probable
employment .

Increased earnings resulting from "up-grading" or change of the
occupational status of the applicant war worker should not be anticipated
unless it is certain that the change will occur during the first year of
the applicant's residence in the project, since income will be reex-
amined at the end of such year.

II1. ARMY AND NAVY PERSONNEL

In the case of developments programmed for occupancy primarily by
Army and Navy military or civilian personnel, preference shall be given
to in-migrant civilian war workers, but the Commanding Officer of the
reservation, post, or base served by the development will be responsidle
for the selection of applicants as tenants in the development. Suitable
arrangements shall be made for notification to the Manager of personnel
gselected as tenants, by a memorandum to the Manager, by preparation of
RENTAL CERTIFICATE, Form FPHA 1054, or by some similar device.

IV. OCCUPANCY STANDARDS

Rigid occupancy limits for war housing are not practicadle, as this
program must retain sufficient elasticity to fit the needs of the fami-
lies to be housed. Occupancy limits must be kept flexible, in contrast
with the permanent low-rent housing program where families must be
selected to fit specific dwellings for which definite occupancy standards
have been established.

The maximum and minimum number of persons to occupy any size and
type of unit must be limited in order to avoid over-crowding =nd space
waste, but such limits should be considered as flexible to meet changing
conditions and be adapted to cover exceptional individual cases.

The number of persons permitted to occupy each bedroom shall be de-
termined by the bedroom's capacity to provide for adequate furniture and
healthful, comfortable sleeping arrangements, giving consideration to
the age, sex and relationship of the members of the family. Families
should be assigned to the smallest available unit which is suitable to
their needs, and each bedroom shall be occupied by at least one person.
Except in the case of one-bedroom units, use of the living room for
regular sleeping purposes should be avoided.
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The group of persons to occupy a dwelling must constitute a natural
family or a cohesive family group, except that lodgers will be permitted
under certain circumstances as outlined below. Except in the cases of
Arny and Navy off-post developments, dwellings may not be rented to a
person living alone.

"A natural family or a cohesive family group" may include (1) de-
pendent relatives or other dependents clearly established as an inherent
part of the family group, (2) working adults kmown to have regularly
lived as an inherent part of the family group, whose earnings are an
integral part of the family income and whose resources are available for
use in meeting family expenses.

Where there is an acute need in a locality to house war workers in
excess of the number of family dwellings provided, families occupying
larger dwellings than needed for the family use should be recuired to
take in lodgers. Where the need is not acute, families assigned units
larger than they require for family purposes may be permitted to take
in lodgers with the prior approval of the manager. Lodgers must be war
workers and must be approved dy the manager before admission to the
development.

The amount paid by lodgers for room and board (but not the income
of the lodgers) should be included in determining family income. No
additional charge over the basic rent should be made if lodgers are
taken, but if the family is paying less than the basic rent, the reat
to be paid should be based on the total family income, including the
amount paid for room and board by the lodger.

The moximum rent to be paid by lodgers must be approved by the mana-
ger. Where OPA maximum rent regulations are in effect, this maximum rent
must comply with the OPA regulations. Individuals housed as lodgers
should be assigned sufficient space to allow one bedroom per person, ex-
cept where they express a willingness to double up, in which case two
persons per bedroom may be permitted.

A record should be mal ntained by the mansgement on all lodgers.
The name of the lodger, address, name of employer, anticipated annual
earnings, marital status, weekly or monthly rent paid, e of tenant
family, and the name of the person with whom the room is red, are to
be recorded. In addition, the manager should record whether the lodger
will dring his spouse or other relatives to spend week ends with him and
the extra charge, if any, to be made therefor by the temant family.

V. APPLICATION RECORDS AND CONTROLS

The process of securing spplications and selecting eligible appli-
cants necessitates accurate records of the receint and disposition of
each application. The following forms and procedures are provided for
this purpose:
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7.

8.

the "Des. P" column. The locel authority or managing .
agency will determine which industries in the locelity

are engaged in war production but have not been included
on the designated list. A list of such plants will be
prepered and supplied the interviewer as a guide in filling
out this Section. Checks will be made in the "War" =nd
"N-War" columns in accordance with these determinations.
Note that whenever a check appeers in the "Des. P

column 2 check must also appeer in the "War' column.

Socigl Security or Other Identification Number - Record

the woge earner's Social Security Number or other identi-
fying information, such as the name of the immediate
supervisor or clock-badge.

Employed From - Record date present employment began in
following manner,- "3-20-U42."

Pay Rate Per - Enter on the first line the base rate of
vay, such as "70¢4" or "$15," and on the second line enter
the period covered by such pay rate, as "hour" or "week,"
et cetera.

Actual Eornings Last Week - Enter in this column the actual
total earnings of the worker in the week preceding the date
of apnlication. If, however, the earnings in the preceding
week vary significantly from previous weekly earnings,
enter the usual weekly pay check. This information serves
as a check on data obtained from the plant as to typical
weekly earnings.

Bstinated Amount iext Twelve lionths - On the basis of in-
formation in items 7 2nd 8 estimste the total amount of
earnings for the next twelve months. "The estimated income
of family members derived from esrnings may be estimated
by securing from the plant data on the typical weekly
earnings of employees of the seme industrial classifica-
tion in that plant and multiplying the typical weekly
earnings by the number of weeks of probable emvloyment.

Increased earnings resulting from "up-greding" or change of the

occupational status of an applicant war worker should not be

anticipated unless it is certain that the change will occur
during the first yesr of the applicent's residence in the
project, since income will be reexamined at the end of such
Yyear.

B. Other Ipcome of Members of Family - Specify the amount received per
month or per year and the source of this income, identifying the
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person receiving the income by entering the appropriate number from
Sec. 1(A) end indicating the source such as "pension," "insurance,"
"lodgers," et cetera. Only the smount pald by lodgers for room end
board is to be included in determining family income.

Deductions - Record the exact nature of 2ll allowable deductions
and dats essential to verification (see page 117).

Summary - Enter in items 1 through 5 a summery of the date from
Sections B and C. Note that the total earnings of family members

is brought down from "A," and is, of course, to be included in total
income. :

Section III - In-migration and Housing Data

A.

340

Date Wer Worker's In-migration . From Where

Distance miles - Record the date the war worker first
ceme to the locelity. Enter the name of the locality from which the
var worker came snd its approximate distance from his place of
employment.

Is War Worker Now Living With Family? - Enter "yes" or "no." If
worker is not living with his family, this section will be com-
pleted upon answering "C" ond "D." If emtry is "yes," snswer all
iteams.

Address of Family - If answer to "B' is "no," record the address of
the war worker's family. .

Distance of Home from Work - Miles; Common Cerrier Avall-
able; Time for Round Trip niautes; Cost of

Round Trip ¢ - Enter the number of miles that the applicant
must travel from his femily home to reach his place of employmemnt.
Indicate by "yes" or "no" whether the applicent can travel this
distance by common carrier. ZIEnter the time required and cost of a
round-trip by common carrier. This item is to distinguish between
Moccessibility" and "inaccessibility" of the family dwelling to the
place of employment. If family dwelling is in Chicago and applicant
is employed in Seattle, odbviously it is not necessary to record time
and cost of round-trip. However, if family resides in Washington
and applicant is employed in Baltimore, the 1} hours consumed in and
the $1.50 cost of round-trip should be recorded.

(The following items, E and F, are to be filled in only for war workers

now living with family):

Daote of Femily In-migration - Enter the date on vhich the family of
the apnlicant war worker came to the locality.
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¥, Present Family Housing - These items apply to the housing occupied
by the applicant war worker and his family.

1  Rent per mo. $ Utilities $ Total $ - Enter the
monthly rental of the family dwelling. If remtal includes
utilities, enter "Inc" (included) in the space provided for
utility cost; if rental does not include 2ll utilities, enter
the average monthly cost to the applicant family of the utili-
ties which must be provided. In computing the average monthly
cost of utilities, take into account the fact that certain
costs as heat and possibly refrigeration are seasonal. Enter
the total monthly payment for rent and utilities.

2. 1f temporary shelters - Check appropriate space if the family
lives in o trailer, tent or other temporary quarters. If not
a trailer, tent or shack, describe briefly in "other."

3. If temporary srrangementg: Describe - This apnlies to make-
shift arrengements or any conditions of a temporary nature.
While item 2 refers to temporary housing structures per se,
item 3 refers to housing which is temporary only for the
applicant's purposes such as a rooming house, a hotel room
or livinz arrangements which preclude normal family 1life.
Describe these temporary quarters or arrangeaents.

4. Housing Conditions - Specify the number of rooms actually
occupied or used by the tenant family. Indicate the family
facilities which the present dwelling lacks, such as cooking
facilities, sink in the kitchen, private bath and toilet,
laundry, et cetera. Also indicate which of these facllities
are shared with one or more other families.

5. Forced to Move - If the applicant family is forced to move from
its present dwelling, specify the date on vhich family must
vacate and the reason for moving as "house sold," "landlord
wishes to occupy house himself," "dwelling to be demolished,"
et cetera.

Verification and other date esteblishing the eligidility of the
applicent family should be recorded on the back of the application. The
basis for computing the family income should also be shown. The date and
name of the person making these determinations are to be entered in the
spaces provided.

SUMMARY - VERIFIED INFORMATION - The space on the right of the
application form is designed to record verified information so summa-
rized as to show the Basis for final selection.

The application number is to be filled in from the Application
Register (Worksheet A - Form 841W). The name may be inserted at the
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time the spplication is taken. "Class" indicates the disposition of
the application into the Eligible, Ineligible, Pending or Withdrawn
classifications.

When assignment of a dwelling to the applicant has been completed,
"Assiznment" data are to be filled in. The number of the dwelling, the
number of rooms it contains and the standard or "bssic® rent for the
dwelling are to be entered in the spaces provided. In the space "Tenants
Rent:Fixed at " the rent to be paid by the tenant should be re-
corded. Should this rent be "standard," the entry will be the same as
on the line above; if the tenant's rent falls into one of the grades, the
grade should be specified as "A," or "C," et cetera; should it represent
a grade plus a surcharge, the grade and the amount of the surcharge
should be shown s "Grade X Surcharge $10." When the rent is not graded
nor a surcharge made, zeros (0) should be entered in these spaces.

Required Number of Lodgers - When a larger unit 1s assigned than is
needed by the family group, such families will be required to take in
lodgers who are war workers and who have been approved by the Manager.
The number of lodgers approved by the Mencger to reside in the dwelling
assigned should be recorded in this space.

Summarize, as indicated by the break-down, the data from Section
I (A) and record the size of dwelling regquired to house the approved
occupants in accordance with the occupancy standards adopted for the
development.

Record the verified estimate of income for the next twelve months
for each person listed in Section II (A) and the verified amounts for
items in Summary (D). Compute Total Net Estimated Income for Next
Twelve }Months.

Housing Need - If it has been determined that the applicant war worker
is not living with his family, and that the femily dwelling is not accessi-
ble to the place of employment, check (X), In-migrant (1) not with femily -
Family home inaccessibdble.

If the applicant lives with his family and it is determined that
this residence is inaccessible, check item 2(a)_. If the applicant lives
with hig femily end the housing is temporary /items (2) or (3) - F,
Section Il‘.ﬂ check item 2(b); check item 2(¢) if spolicant end his femily
are forced to move [Section III F(5)/. If the residence of the appli-
cont and his fomily is not "inaccessible" to the war industry, and appli-
cant is thereby classified 28 a "resident" check 3 if the housing is sub-
stendard as indicated by Section III F(Y).

Check in the aporopriate colum, whether the applicent is eligible
or ineligible for residence in the development from the standpoint of
citizenship, family composition, employment, end housing need.
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Enter in the space "Order of Acceptance," the factor on which action
is to be predicated as "In-migrant - Vital," "Resident - Essential,"
et cetera, indicating the number (1 to 12) designating the order of
acceptance (see page 330 ).

Recommendations and the names of the persons verifying and approving

data, with the dates of verification and approval, are to be recorded in
the spaces provided.

C. Application Register, Work Sheet A - Form SWIW

This register serves as a permanent and consecutive record of war

applications and as a work sheet. As an applicetion is received it should

be recorded on this register, along with the date, and assigned the next
consecutive application number. This consecutive number is to be entered
in the space provided in the upper right-hsnd corner of Form FPHA 1060.
For detailed instructions on preparation of Work Sheet A for Form FPHA
8ULW, see page 371 .

D. Control Card - Form FPHA 1051

At the time that the application is received, a CONTROL CARD, Form
FPHA 1051, should be prepared. This card has two purposes; to serve as
a master file identifying all applications, and as a control file for
locating any application folder in whatever stage of processing it may
be.

. The date, the name, address, application number, race of applicant,
and where possible, the name of development for which application is
made, are to be filled in as the applicant is received. After the appli-
cant has been interviewed 2nd the spplication classified, the unit size
required, the classification, and the appropriate number (from 1 to 12)
of the Order of Acceptance should be entered on the Control Card. If
the application is approved for leasing, entries should be made showing
the date of approval and by whom such aporovsl wae given. After leasing,
the date of the lease and the number of the dwelling assigned should be
entered.

Whenever a folder is removed from the files, entries should be nade
on the back of the Control Card, showing who has the folder, for what
purpose and the dates of removal and return.

E. Filing

A filing system should be designed to locate any folder quickly,
Clear deeignations and accurate filing are essential, The following
breakdown should be used: Development, Unit Size, Classification (Eli-
gible, Pending, Withdrawn and Ineligible), Employer, and Order of Ac-
ceptance, Where the volume of spplications is not enough to require
the use of separate file drawers for each category, file guides should
be used to separate the section,
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A right-cut legal-size folder should de used. The name of the appli-
cant (last name first) and number of the application should be typed or
printed on a gummed folder label. Different colored labels may be used
for White and Negro. A bdlock similar to that shown below should be
orinted on the outside of the folder ot the upper right. All information
necessary for accurate filing should be entered. A rubder stamo may be
substituted for the printing.

Development
Unit Size

Olassification
Employer
Order of Acceptance

F. Home Visits

Unless documentary proof is offered by the applicant, it may be
necessary to meke a home visit to determine that the residence of the
applicant is as stated. If the family's acceptance is prediceted upon
over-crowding, et cetera, or other substandard factor, a home visit must
be made to verify that the facte are as stated.

V1. SELECTION FOR LEASING

As spplicants are selected for leasing according to the established
order of acceptance, they are to be recorded on a "Register of Applicetions
Selected for Leasing" form, using Work Sheet B for Form FPHA 8L4O-W or
similar form for the purpose. At the same time, RENTAL CERTIFICATE, Form
FPHA 1054, is to be made out in triplicate for each family selected for
leasing. A form letter is to be sent to such femilies notifying the family
of acceptence for leasing, and requesting that the applicant come to the
managenent office at an appointed time to select a dwelling and sign a
lease. One copy of the Rental Certificate should be enclosed with this
letter; a2 second copy is to be retained in the rental office to be filed
by date of appointient to select 2 dwelling, and used as a tickler file.

In the case of Army and Navy off-post housing developments, the third copy
of the Rentsl Certificate is to be sent to the Commanding Officer for his
files, after the family moves in.

As families come in to select 2 dwelling, the duplicate copy of the
Rentel Certificate is to be removed from the file., The unit size re-
quired by the family will have been recorded on the Rentel Certificate
end assignnents are to be made on the basis of the occuvancy principles
outlined on page 335 . Certificates remaining in the file at the end of
each day will indicate which femilies have failed to keep their appoint-
ments, Families who fail to keep their appointments, and who feil to
contact the office within a reasonsble length of time, or who do not

respond to a second notice, should be notified that their Rental
Certificate has been cancelled.
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VII. LEASIIG

It is desirable that the Manager, or his designated assistant, take
sufficient time to talk with the selected family to establish a clear
understanding of the lease terms, the basis upon which eligibility for
residence in the development is determined, the necessity for annual re-
examination to determine continued eligibility, et cetera.

It is important, also, to emphasize the necessity for prompt payment
of rent and other charges, for keeping the dwellirg and lawns in good
condition, 2nd for showing consideration for neighbors. The lManager may
also wish to inform the family regarding the availability of facilities
for health, welfare and recreation in the development, or in the com-
munity. Such an interview furthers the establishment of a friendly and
cooperative tenant-menagement relationship.

Several days before the family is scheduled to move in, the Manager
should arrange for final inspection of the dwelling to mske sure that it
is clean, and that 211 of the equipment is in good working order.

Before the family actually moves in, rent for a full month is to be
paid to the cashier and receipted for in the management office according
to the established accounting procedure, and the keys turned over to the
tenant.

- The number of dwelling leases to be prepared for each tenent shouid
be determined in accordance with the following instructions.

A. Projects Operated under Contract o1 Agency

Local housing suthorities operating war housing projects under con-
tracte of agency shall prepare all dwelling leases in an originsl and
two copies. The original of each of the copies must be signed in ink
by both the tenant end the lianager or other authorized representative of
the Authority. The original copy of the lease shall be trensmitted di-
rectly to the Audit Division, Contract Service Section, General Ac-
counting Office, Washington, D. C.

With each group of leases there shall be transmitted a letter pre-
pared in an original and three copies, containing the following data:
the development number, name and location of the development, the lease
number, date of the lesse, name of the tenant, and the tenant's account
number or dwelling number,

Concurrently with the transmittal of the lesses to the Generel Ac-
counting Office, a copy of each transmittal letter shall be forwarded to
the Federal Public Housing Authority, attention of the Director of the
Finance and Accounts Division, Longfellow Building, Washington, D. C.,
and to the FPHA Regional Office, attention of the Assistant Regional Di-
rector for Project Management. The duplicate copy of all leases, and
copies of the transmittal letters shall be reteined by the local au-

thority. The triplicate copy of the lease should be delivered to the
tenant at the time the lease is executed.
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Lanham Act projects which are operating under the former FWA rentsl
policy shall continue to use the present dwelling lease form (similar to
FWA Form DHM{-3) which provides for shelter rent only, with a separate
charge being made for utilities.

Projects which heve adopted the FPHA rentsl policy, ané which are
operated under contract of agency,  shall use the revised lease form, which
provides for a gross rent including the cost of any utilities furnished.
Sample copies of the sppropriate revised lease form will be distributed
to loca2l housing aunthorities.

B. Projects Overated under Lease Agreement

Local housing amthorities operating war housing projects under lease
agreement may determine locally the form snd the number of copies of
dwelling leases to be prepsred for each tenant. The original of each
lease shall be retained in the monagement office, and a copy shall be
given to the tenant. Other copies may be mede if it is considered
desirable.

VIII. OCCUPANCY RECORDS AND CONTROL

Prior to leasing, a SPACE INVENTORY card, Form FPHA 1104, is to be
made out for each dwelling unit. OCards for vacant dwellings should be
filed in 2 "Vacency" file, according to the unit number or types of
dwelling unit. Cards for dwellings leased, but as yet unoccupied, should
be filed in a "Pending Occupancy" section or flagged to indicate that the
dwellings are lessed but not yet occupied. As each tenant takes pos-
session, this should be recorded on the SPACE INVENTORY card, and the
card for that dwelling transferred to an occupancy file and filed by
dwelling number. ZEarly copies of the Space Inventory card, called Speci-
men Form No. 37, carried a line lebeled "Account No." in the upper-right
hend corner. As currently defined, Account Numbers end Dwelling Unit
Numbers are now synonymous. If old forms are used, the dwelling number
should be entered in this space. Lwelling No. has been substituted
for Acct. No. in revised forms.

Proper maintenance of this record will present the occupancy history
of ezch dwelling unit and will give an accurate internel check with the
ALccounts Section as to the total mumber of vacancies each month.

Developments using the Occupancy Record card supplied by the Di-
vision of Defense Housing, FWA, may continue to use this form until the
existing supply is exhamsted, at which time the Space Inventory form
should be substituted. .

In addition to the Space Inventory file, additional controls are
generally necessary during the period of initial leasing and occupancy.
Cne such, a rental guide, may be provided by the use of a site plan,
showing the location of individusl dwellings by unit number and address.
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Dwellings of different size should be indicated by different colors. By
the use of colored pins the site plan serves to indicate the number of
dwelling units available for leasing, those leased but as yet unoccupied,
and the number of occupied dwellings. For speedy identification of
dwelling sizes, the Svace Inventory card may be printed on colored stock
to conform to the colors on the site plan.

In very lerge projects, a master moving schedule, using Form FPHA
1056, should be prepered to serve as a control of moving assignments.
By reference to it, the number of families using the driveways, entrances
and stairways at any one time may be regulated, thus avoiding confusion
and congestion. Such a schedule should be prepared weekly during the
period of initial occupancy. As assignments are made, the dwelling unit
numbers for which moving time is schednled should be entered in the
squares provided. As dwellings are occupied, a line may be drewn through
the assignment to indicate completion of the move.

bod ]
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(SAME OF DEVELOFMENT)
(LOCATICK)

CERTIFICATION OF IMPLOYMENT IN WAR INDUSTRY

I certify that ir employed at

and is engnged in war work.

OCCUPATIGH CHECK OR BADGE ¥O. S. 8. No. PAY RATE §
Per
DATZ SIGNED
POSITION
FPHA 1054

(NAME OF DEVELOPMENT)
(LOCATICN)

REETAL CERTIZFICATS

Date 19
kr. » Mrs. . and sons,
ages ,» daughtere, ages ana,
have been apzroved to lease a dwelling of not less then roone or nore
then roone, at a monthly rental of § .

(Roueing Manager)

Appointaent dnte 19__
FPrerises remted - - Addreess Unit No.
No. rooms Rent $ Occupancy Daste 19___
Remarls
By Dato 19___
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SUMMARY « VERIFIRD INFORMATION

9-1-42 " 1 Applisation o
APPLICATION POR PAMILY DWELLING IN WAR HOUSING PROJECT Bome
ClasteeC1086_Class.
Develep Bumber.
ASSIGWMENT

Hame of applicent war sorier
Addrees

Dwelling assigoed: §
Bo. rooms___ Standerd rest ..

Reoe o Citisesship Baturelisation date

In case of ecolident motify:

h te reat: Fized ot

Grude. Suroharge

Required number of lodgere:

1 OCCUFPANTS: A. Forsons who will live in dwelling: (1ist fanily before lodgers) Pan b Py I { Yot
1o 2. Se 4 S 8.
Jo. Hame Relationship | Sex | Age | Oooupation or status Under 4
a Applioant [T
-2 611
3 12-24
4 1817
5 10-2)
£ Ower 21
v Total femily
Present lodgere
Bs Is baby expeotedt. When? Remarks: Total paot
C._le day oare nesded for ohildren? ___ e e e =
11  DFLODONT AND IBCOME OF MIDOERS OF FANILY: A. Dmployseat ead sarnings! Setiseted
1 nexd
1. 2. - 3. u S. 6. 1. 8. 9. 12 moathe
Seme and addrese -P“’:'.' ) ._' % ‘:’s’:;l Erploped Pay | Actus) [Betimated
So. of esployer profuct or | | £ 1 2 [1dentifion- [T, TN 00 |earniags [ancuat next
eervice | S| = | .t |tion meder por: [1ass wek | 12 monthe
[4}
Total earaimgs
D. Other income of memdore of fasily: D. Summary 1. Rec. fros lodgere
2. Other 1acome
3. Orees income
C. Dedwetions? 8. Lees deductions
5. Total net iacome
T === e ——
Bousing Beed (oheok ome)
111 IN=MIGRATION AND ROUSING DATA: Isaigrast
rker'e io-migretion From where Distence ailee 1o Bet with family:
A. Date war workerts ere * Pemily homs inacoessidle /7
B. 1o wer worker oow living with family? Yes /7 So /7 (18 fBe®, answer "c° and *D" ondy) W 3, wish temilys
e. Panily home inacoessidle /7
Ce Address of fumily e rary .""ba
D. Distance of farily home fro8 wvork—_siles; Commoa carrier availshle 0. Foresd to mve
Mosident $. Subsbandard
Time for round trip.__mine,) Cost of round trip_—f
Siig. Inelig.
E. Dute of family's in-sigretion Citisenenip
F. FPreseut family housings 1. Rent per mo. $e__0Otility cost § Total § Peaily Comp.
Baploy
2. If temporary shelters Tratler /7 Tewt /7 Swack [7 Other. hoveiag L _
t ar t be -
3. It temporery 6 Desort Ordes of Aosep
4. Rousing conditions: No. rooms___Tleollities shared R .
Pacilities laoking Other.
5. Yoreed to sows Date. Rea Vorified vy:.
R
1 understand thet thie is mot & coutreet and doee not biad either party. 1 40 bereby eertify Dates
that the abowe 1s eorrest to the best of my knowledge end I have 0 objection to iaquiries fo Approved
the purpose of verifications. v
Dates

Date

Signed
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(reverse of FPHA 1060)

RESUME OF FINDINGS RE HOUSING NEED: Check and describe applicable item)
1. Out of town: @xphin situation)

2. Inaccessible to work: (Explain)

3. Temporary Housing: seribe)

. Forced to move: (Note documentary evidence)

8. Substandard: (Indicate condition of structure; No. rooms and persons in unit; facilities

present, conditjons; No. families and persons using, etc.)

!' Uther:

BASIS ON WHICH INCONE WAS COMPUTED:

Date 19

Signed

GENERAL REMARKS: (State applicant's plans for soving into the development, time and date,
or clarify and expand sbove statements as required.)

Date 19

S1igned
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FRONS

Name Application No.
Address Date White Negro___
Development Unit Size
Classifi- Order o
cation By Whom Date Acceotance By Whom Date
ﬁ —— —_—
Approved By Whom: Date
LEASED By Whom: Date Dwelling No.
Remarks:
FPHA 1061 CONTRQI. CARD
REVERSE
ASSIGNMENT OF FOLDER
DATE DATE
CHARGED TO PURPOSE trd CHARGED TO PURPOSE Jaken Ret'd
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I

NATIONAL FOUSING AGENCY

e PEDERAL PURLIC BOUSING ACTHORITY
Account Noo._216 .
SPACE INVENTORY PROJECT Wo. 4092
COMMERC iAL OWELL ING
Ctreae Tvee -
Orrice Muvece orf Roows __ 4
Gawaat OwgLLing Noo 7€
CeocnipTicn Aoorges: 112 Firet Street
Rare Nawe Frow To Rewanxg I
| $30.00 John Dne 3-14-42

Continue Rccoro on ReveEnst




FPNA 1056 NATIONAL HOUSING AGENCY
FEDERAL PUBLIC HOUSING AUTHORITY

MASTER MOVING SCHEDULE

Week beginning 19

Wednesday Thursday Saturday
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RENTING AND LEASING
FOR TEMPORARY SHELTFR PROJECTS
I, GENEBAL

Determination of eligible personnel and of applicable shelter remt
charges will be made in accordance with the pertinent instructions pre-
viously set forth in this chapter, It is the purpose of this section
to provide guidance concerning certain techniques which will be found
helpful in securing and placing applicants for temporary shelter proj-
ects, and to outline policies and procedures to be observed in renting
and leasing,

II, PROCEDURES
A, Certificetion of loyment

As the temporary shelter program was designed to provide shelter for
in-migrant employees in designated war plante, it will be necessary to
verify that applicents are employed dy those plants,

A supply of Form FPHA 2001, "Certificate of Employment and Request
for Accommodatione (Trailer or Dormitory)" shall be furnished to the
personnel office of the designated plant to facilitate the verification
process, However, the responsibility for the selection of tenants rests
with the local authority, and if the plant does not issue certificates to
employees, other means of verification should be adopted, The "Certifi-
cate of Employment® should be filled out and signed by the personnel
officer and given to the war worker for presentation at the project
office, The manager should keep the personnel officer of the designated
war plant advised of the number of units available for occupancy.

B, Taking Applications

When an spplicant comes to the project office, Form ¥PHA 2000,
%"Application - Temporary Shelter Project® should be prepared, If the
applicant drings with him a properly executed Certificate of Employment
from a designated plant, every effort should be made to assign him to a
unit at once, without the necessity of any further visit, If statements
of the applicant are later found to have been deliverately falsified,
this will be deemed sufficient evidence for revoking hie "Use Permit."

C. Application - Temporary Shelter Project, Form FPHA 2000

This form is to be prepared for each spplicant war worker, If it
is determined during the taking of the application that the gpplicant
is not engaged in designated or other essential war industries, the
application need not be completed.
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The application form should be printed or otherwise reproduced by
the local authority, The form must be identical with.the specimen
copy contained herein (see page 366), in order that the Federal Public
Housing Authority may obtain uniform stetistical data which is essential
for analysis and planning,

Form FPHA 2000 shall be prepared in accordsnce with the following
inetructions:

Type of Accommodation - Check whether the applicant is applying for
a trailer, a dormitory room, or a dormitory apartment,

Date - Fill in the date the application is taken,

Applicant - Enter the following in the order given: name of the
applicant, age and sex., Indicate whether the spplicant is single or
married or other, i,e,, separated or divorced,

Previous Address - Enter the name and the locality from which the
wer worker came and its approximate distance from his place of employ-
ment,

Present Address - Enter the present residence of the war worker
and the rent he pays for his present accommodations, This will be a
daily, weekly or monthly amount depending upon his existing rent arrange-
ments,

lime lived in Ayea - Enter the number of months the war worker has
been a resident in the locality,

Employment - Enter the name of the present employer of the appli-
cant and the product manufactured or the service rendered by his employer;
for example, "ships," "airplaenes,” "tanks," "barber,® et cetera, If the
employer is on the designated list for this project place a check in the
box marked "Des Plant,® If the product or service is essential to the
war effort place a check in the box marked "War,® If the product or
service is not essential to the war effort, place the check in the dox
marked "N, War., "

The local authority will determine which industries in the locality
are engaged in war production but have not been included on the desig-
nated list, A 1list of such plents should be prepared and supplied the
interviewer as a guide in filling out this section, Checks will be made
in the "War® and "N,VWar" boxes in accordance with this determination,
Note that whenever a check appears in the "Des.Plant" box, a check must
also appear in the "War" bdox,

Badge Number - Record the wage earner's badge number or other
identifying information.
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QOccupation - Record "Clerk," "Gardener," "Welder," et cetera.

Salary and Wages - Enter the base rate of pay, such as 704 or
$15.00, and then the period covered by such pay rate, such as hour or
week, et cetera.

If the applicant is applying for a trsiler or dormitory apartment,
the names of other sdults to reside with him should be entered on the
line provided giving the information requested, namely, age, sex, and
relationship to applicant. For "Worker" enter "Yes" or "No" depending
upon whether the other adult is gainfully employed or not. If the
other adult is geinfully employed, the information as to the name of
the plant, product or service produced, whether the plant is a desig-
nated plant, war or non-war plant and wage rate of the other adults
should be entered.

For applicants for trailer projects the number of children should
be listed and the sex and age of each child should be listed as "M-10"
and 'llm_all. “F_l.ll

In the applicent's certification of need for housing, the present
housing accommodations of the applicant should be checked. The appli-
cation should be signed by the applicant, and the name of the person
not residing in the project to be notified in case of accident should
be entered on the following lines,

When the assignment of accommodations to the applicant has been
completed, the assignment record should be filled in showing the proj-
ect to which the applicant has been assigned, the unit number, the
block or dbuilding in which it is located, the reantal rate, and the
date on which the applicant took possession of the unit assigned. The
date of withdrawal is to be inserted when the applicant leaves the
project.

D. Leasing

Trailers of the 18-foot type should be assigned to families con-
sisting of husband and wife. The 21-foot trailers should be reserved,
if possidle, for assignment to families with not more than two children.
The large expandidle trailers, where available, can house families with
four children. In some cases it may be necessary to rent trailers to
2 or 3 unrelated workers of the same sex.

Dormitory epartments of one room, equipped for light housekeeping,
shall be assigned first to families consisting of husband and wife,
both of whom are employed in designated war plants,- then to families
of husband and wife, one of whom is employed in a designated war
industry.
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Form FPHA 2002, "Revocable Use Permit," shall be used to authorize
occupancy of trailers and dormitory rooms and dormitory apartments,
This form shall be prepared in an original end three copies, all copies
to be executed, The advance payment stipulated must be made defore tak-
ing possession of the leased premises, The local authority, through its
authorized representative, will execute 21l copies on behalf of the
United States in those cases in which the project is operated under a
contract of agency. If the project is operated under a management lease,
the local authority should modify the form of "Revocable Use Permit® so
that it may be executed on behalf of the local euthority, The "Permit"
should be signed in ink or indelidle pencil,

The "Revocable Use Permit® provides for the advance payment of a
weekly rental, The war worker will not be entitled to a refund of any
part of the initial payment if he moves out before the end of the first
weelk, After the first week's occupancy, it is permissible to refund
unearned rent even though the occupant leaves the project of his own
volition,

Occupant numbers starting with One (1) and continuing in consecutive
order will be assigned by the project office to the "Revocable Use Permits, "
The number will be inserted in the upper right hand corner of all copies,
Identical numbers are to be used on documents, receipts, correspondence,
et cetera, to insure identification of each occupant., Strict attention to
the use of these numbers will prevent difficulties in identifying occupants
due to illegible writing, similarity of nemes, et cetera, Occupant numbers
will coneist of the official project number, i, e, --Wash-1U92--followed by the
consecutive number, The record of numbers shall be kept on Form FPHA 2003,
"Register of Occupant Numbers Assigned."

On trailer projects this occupant number should not be confused with
the account number which will always be identical to the trailer number,
If a tenant moves from one trailer to another his account number will be
changed to correspond with the number of the new trailer,

On dormitory projects this occupant number should not be confused with
the account number which will always be identical to the room number., If
& tenant moves from one room to another his account number will be changed
to correspond with the number of the new room,

E. Occupancy Rules and Regulations, Trailer Projects

The following rules and regulstions are recommended by the ¥PHA for
trailer projects, To insure that each tenant will have a copy of these
rules, it 1s recommended that they be printed on the dack of the "Revocable
Use Permit," These rules should also be permanently and prominently dis-
played,

1, RENTALS, Rent shall be payable weekly in advance at the Manage-
ment Office,

2. RESPONSIBILITY, Tenants shall be responsidle for the proper
care and use of items in their possession and of community facilities
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used by them. The tenant shall immediately report any lose or damage
of fixtures and furnishings. No tenant shall attempt to make repairs
of any kind. All replacements and repairs shall be made by the Manaze-
ment, and those resulting from carelessness or negligence shall be made
at the tenant's expense.

3. DISTURBANCES., Tenants shall neither mske nor permit any
disturbing noises upon the premises by themselves, their families or
friends, nor do or permit anything to be done by such persons that will
interfere with the rights, comfort or convenience of other tenants.

4, COMMUNICABLE DISEASES. Every tenant shall report immediately
to the Manager any case or suspected case of communicable disease
existing among members of the tenant's household,

5. PEDS. Tenants shall not keep cats or dogs or other pets on
the premises without the consent of the Manager. Where consent is
given, dogs are to be kept onleash when outside the dwelling.

6. GUESTS. Tenants shall not have over-night guests without the
consent of the Manager.

7. CLEANLINESS AND SANITATION. Tenants shall not sweep dirt out
of trailer doors onto the grounds. Trash and liquid waste shall not
be thrown out of windows or doors or on the project grounds. Tenants
shall be responsible for the cleanliness and orderliness of their units,
including the trailer lot. Garbage, trash and other waste shall bde de-
posited at least once each day in the proper trailer service unit
receptacle. Garbage should dbe carefully wrapped in paper.

8. HEATING. Tenants shall furnish their own fuel for heating and
cooking. Tenants shall not use any facilities for heating except those
provided by the project without the written consent of the Manager.

9. USE OF ELECTRICITY. Tenants shall not waste electricity. Elec-
tricity may be used for the operation of radios, percolators, toasters,
and clocks, but written permission to use electricity for all other
appliances (such as hand vacuum cleaners) not provided by the project
mast be obtained from the Manager. No appliance rated at more than 500
watts shall be used.

10. STORAGE. Tenants shall not store materiels or equipment under
trailers nor shall they,leave articles lying around the trailer lot.

11, CLOTHES LINES, Clothes will be dried or aired in the drying
Yards provided as part of the project facilities. Tenants shall not
string clothes lines on trailer lots without permission from the

Maneger.
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12, INSPECTION AND REPAIRS. Tenants shall permit Management em~
ployees to enter their trailers in an emergency or at all reasonable
times to inspect and repair property and equipment.

13. AUTOMOBILES. Cars shall be parked only in areas designated
by the Manager. Neither the tenants nor their guests shall park on
project streets. Tenants shall not wash or repair automobiles on the
project except in those areas designated for this purpose by the
Manager. Speed limits on project streets shall be 10 miles per hour.

14, SOLICITING. No solicitor or other salesman shall be given
sccess to the project premises except with the written permission of the
Menager. Tensnts are requested to notify the vroject office of viola-
tions of this regulation.

15. FIRE HAZARDS. Tenants shall permit nothing to be done on the
project premises or bring or take anything thereon which will in any
way increase the fire risk or in eny way conflict with the rules and
ordinences of the local fire department.

16. LIABILITY. The Manegement will not be respansibdle for lost
or stolen personel property or for personal injury sustained on the
project.

17. OTHER, The Management reserves the right to make such other
rules and regulations from time to time as it may deem needful and
appropriate for the safety, care and cleanliness of the premises and
for securing the comfort and convenience of all tenants.

F. Rules gnd Regulations for Occupancy, Dormitory and Dormitory
Apartment Projects

The following rules and regulatione are recommended by the FPHA
for dormitory projects. To insure that each tenant will have a copy of
these rules, it is recommended that they be printed on the back of the
"Revocable Use Permit." These rules should also be permanently and
prominently displayed.

1. EHENTALS. Rents shall be payable weekly in advance at the
Hlanagement Office.

2. RESPONSIBILITY. Tenants shall be responsible for the proper
care and use of items in their possession and of community facilities
used by them. The tenant shall immediately report any loss or damage
of fixtures and furnishings. No tenant shall attempt to make repairs
of any kind. All replscementsor repairs shall be made by the Menage-
ment, and those resulting from carelessness or negligence shall be made
at the tenant's expense.
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3. DISTURBANCES. Tenants shall neither make nor permit any
disturbing noises upon the premises by themselves, their families or
friends nor do or permmit anything to be done by such persons that will
interfere with the rights, comforts or convenience of other tenants.

4, COMMUNICABLE DISEASES. Every tenant shall report immediately

to the Manager any case or suspected case of communicable disease exist-

ing amonz members of the tenant's household.

5. USE OF ELECTRICITY. Tenants shall not waste electricity.
Electricity may be used for the operation of radios.

6. INSPECTION AND REPAIRS. Tenants shall permit Management em-
ployees to enter their dormitory rooms in an emergency or at all
reasonable times to inspect and repair property and equipment.

7. AUTOMOBILES. Cars shall be parked only in areas designated
by the Manager. Neither the tenants nor their guests shall park on
project streets. Tenants shall not wash or repair antomobiles on the
project except in those areas designated for this purpose by the
Manager. Speed limits on project streets shall be 10 miles per hour.

8. SOLICITING. No solicitor or other salesman shall be given
access to the project premises except with the written permission of
the Manager. Tenants are requested to notify the project office of
violations of this regulation.

9. FIRE HAZARDS. Tenants shall permit nothing to be done on the
project premises or dring or take anything thereon which will in any
way increase the fire risk or in any way conflict with the rules and
ordinances of the local fire department.

10. LIABILITY. The Management will not be responsible for lost
or stolen personal property or for personal injury sustained on the
project.

11. BREAKAGE. The tenant will be responsible for the loss,
breakage, and repair of any project item when it is determined that
the replacement or repair was necessary because of his carelessness
or negligence or the carelessness or negligence of his guests. The
Manager will make the replacement or repair and charge the value or
expense to the account of the war worker.

12. PETS. Tenants shall not keep dogs or cats or other pets on
the premises.

13. GUESTS. Tenants shall not have over-night guests without the
consent of the Manager.
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14, CLEANLINESS AND SANITATION. Tenants shall be responsidble for
the cleanliness and orderliness of their units. Trash, garbage, dirt,
or liquid waste shall not be thrown out of windows or doors or on the
project grounds, but shall be deposited at least once each day in the
appropriate receptecles provided or designated by the Management.

15. OTHER, The Management reserves the right to make such other
rules and regulations from time to time as it may deem needful and
appropriate for the safety, care and cleanliness of the premises and
for securing the comfort end convenience of all tenants.
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FI'HA 2001
H-8-42

NATIONAL [MOUSING AGENCY
FEDERAI, PUBLIC HOUSING AUTHORITY

CERTIFICATION OF EMPLOYMENT
and

RENMEST FOR  TRAILER OR DORMITORY ACCOMMOINATINNS
(War Housing)

This is to certify that

(Name of worker)

assigned badge nuber ______ is or will be employed by ard is

essential to

(Wer industry or establishsent)

as at salary or wages of
. (orcupation or trade)

$ per . This employee states

that he 1s eligible under the cowlitions noted below, for a

DTraller Dnormit.ory Roam DD()mit.ory Arartment
on the Project.
Signed
Title
Dated

NOTE: Dormitory rooms will be provided for var workers who sre single
or who have no fasily housing probleas end (1) ere dosiciled beyond
reasonable coaauting distance from the wvar industry; or (2) are
dosticiled locally under conditions belov standard.

Tretlers and Dorsjtory Apartments will be provided for faailies
under the circruastances noted for dorsitories., Only one fasily wiil
be persitted to occupy & Trailer or Dorsitory Apartaent. The
capacity of the trajler limits the fasily size to 4 peraons. Only
childlens couples will be assigned to Doraitory Apartaents.
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(-1 =-42)
NATIONAL HOUSING AGENCY
FEDERAL PURLIC HOUSING AUTHORITY
APPLICATION - TEMPORARY SHELTER PROJECT
Nate
Type of Accommodation: Traller[] vorm.J NDorm. Apt.[]
Appltcant single( __Married ) other[]
(Fiest Name)d {Inttisl) (Last Nase) (Age a Serv) (varftas]l Ntatus)
Previous Address miles
(Nueb«pr and Street) (City) (State) (Apprux. Distancs)
Present Address $ per Jnonths
(Nusber and Street) (Rent) (Tise Lived tn Ares)

Fmployment. Des. Plantf ! war ] N. War[]
(Product or Service) ype of Warker)

(Name of Plant)

$ per
(reupat ton) (sulory or Wages)

(Rsdge %o.)
44====::::====::=::==================================::==:===============:========::==============:==========

THIS SFCTION FOR TRAILERS AND DORMITORY APARTMENTS ONLY

Other
Adult:
(First Name) {Inttialy (Last Neae, (Ag® & Sen) (Relattionship to Applicent) (Workar)
If '
Worker: nes. Plant[D war(O N. war(O $ per
(Selery or Wages)

(Neae of $lant) (rrod. or Service)

Number of Children Sex & Age

—
—

I CERTIFY that I am in need of housing.

At present I have--

[:)No housing.
Ejnonsing not within -reasonable commuting distance from work.

(Jiousing that is unsatisfactory or subs tandard.

I agree to abide by all rules and regulations established for the project.

(Signed)

In case of accident, please notify

Address

Telephone No.

ASSIGNMENT RECORD

Project

Rlock or building

I'nit No.

Rental rate, $ Date of occupancy __ Date of withdrawal
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NATIONAL HOUSING AGENCY
FEDERAL PUBLIC HOUSING AUTHORITY

REVOCABLE USE PERMIT

TO WAR WORKER

The United States of America, hereinafter called the ‘“Government,” does hereby grant to

’
hereinafter called the ‘“Occupant,” a person engaged in national-defense activities, as defined in
Public, No. 849, 76th Congress, approved October 14, 1940 (as amended), the revocable privilege to
occupy the following-described premises, located in the County of Clark, State of Washington,
subject to the covenants and conditions hereinafter contained:

It is understood and agreed that the revocable privilege hereby granted includes only the
authority to use the said premises for residential purposes of the Occupant, in accordance with such
rules and regulations as may be promulgated by the Government, and that it does not authorize
the Occupant to alter or change in any manner the said premises, or remove any fixtures or equip-
ment.

The Occupant shall pay to the Government the following occupancy charges:

Dollars.($ ) upon
the execution of this permit, constituting the occupancy charge through , 194
and thereafter Dollars ($ )
on of each week until this permit is revoked by the Government.

The Government shall furnish to the Occupant, during the occupancy of the said premises, as
part of the consideration for the payment by the Occupant of the charges above specified, water,
electricity, and such other services as the Government deems appropriate.

The Occupant shall, at all times, maintain the said premises in good and clean condition, and at
the termination of this permit deliver up said premises in as good order and repair as the same are on
the date of the execution of this permit, ordinary wear and tear excepted. The Occupant agrees
that, if repairs are made necessary by his act or neglect or by the act or neglect of his employees or
guests, the said repairs may be made by the Government and the expense thereof shall be paid by
the Occupant to the Government on demand.

The Government, at its option, may, at any time, revoke this permit and the revocable privilege
granted hereby, by giving three (3) days’ notice in writing delivered or addressed to the Occupant at,
the said premises, in which event the Occupant shall receive a refund of any occupancy charge pre-
paid beyond the date of the expiration of said notice. Immediately upon the expiration of such
notice, the Occupant shall quietly and peaceably remove from the said premises and surrender
possession thereof, and the Government may immediately or at any time after the expiration of
such notice refuse access to said premises to the occupant and enter and take possession of the same
and remove all persons and property therefrom, by summary dispossess proceedings or by amy
other suitable action or proceedings at law or equity, without being liable to damage therefor.

No Member of or Delegate to Congress, or Resident. Commissioner, shall be admitted to any
share or part of this permit or to any benefit to arise thereupon.

Dated this day of ,.194

UNITED STATES OF AMERICA.
FEDERAL PUBLIC HOUSING AUTHORITY.

(Title)

The Occupant does hereby accept the above permit and agrees to abide by the covenants and
conditions therein contained.

T . 5. COVERNIMNT PAINTING OFPICE 1 1048 —O—476081 (Occupant)



FPHA 92083
(4-17-43)

NATIONAL HOUSING AGENCY
FEDERAL PUBLIC HOUSING AUTHORITY

Sheet No. ...................

REGISTER OF OCCUPANT NUMBERS ASSIGNED

Project name . ... ... NO. e
ASSIGNED CLOSED
(;:32?:? Name Dare Date ReAasoN

T . 5. COVIRNBENT PRINTING OFFICE : 1042 —O 470083
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OCCUPANCY RECORDS AND REPORTS
FOR ALL WAR HOUSING PROJECTS
I, GENERAL

Houeing authorities managing war housing developments will be
required to submit to the appropriate Regional Office of the Federal
Public Housing Authority the following reports relating to occupancy:

1, Report on Applications - Family Dwellings - War Housing,
Form FPHA 841-¥

2, Leasing and Occupancy Report - Family Dwellings - War
Housing, Form FPHA 8Uo-W

3. Occupancy Report - Temporary Shelter Program, Form FPHA 202U,

. The necessary forms can be obtained from the Regional Office wpon
request, It is imperative that all of these reports be made to the
Regional Office at the time they are due,

Information required for the certification of tenant eligibility
and data needed for statistical purposes will be submitted to the FPHA
on separate forms, Specimen copies of these and instructions for their
use will be issued in the near future., When issued these forms will
supersede Form USHA 41,

II, REPORT ON APPLICATIONS - FAMILY DWELLINGS - WAR HOUSING,

FORM FPHA gU41_W

The Report on Applications from war workers 1s required in order to
maintain current and cumulative records of the number and types of appli-
cations received according to a standard classification,

A, Vhen to Prepare and Submit

This report is to be prepared and three copies submitted weekly to
the appropriate Regional Office beginning on the Friday following the
date the first application for a dwelling is received and continuing each
Friday thereafter until the project is 95% occupied and monthly there-
after, If occupancy drops below 95%, the submission of weekly reports is
to be resumed, BReports are to be numbered consecutively s tarting with
the first report,

One report shall be made to cover the tenant selection activities
for each individual development. Upon the request of the local authority,
the Regional Office may approve the preparation of combined reports for
several developments in one locality provided the combined report will
give the required information,
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B. Preparation of Form FPHA 84l-¥

Development - Enter in the space provided, the name and number of the
project on which the report is made together with the region, city, and
state in which the project is located,

Report Number - Enter the number of the current report. Reports must
be numbered consecutively bYeginning with number one,

Week Ending - Enter the date as of which the report was prepared,

Date Initial Occupancy - Enter the date on which the first tenant moved
into the development,

Date 95% Occupancy - Enter the date on which 95% occupency of all units
in the development occurred,

Status

Item 1, Number of Units of Each Size - Enter the number of dwellings
of each sise,

ltem 2, Ready for Occupancy - Enter according to unit size the num-
ber of units that have been released by the contractor and are ready to
receive tenants, ‘

Item 3, Ready-Not Leased - Enter according to wunit size the number

of dwellings that are ready for occupancy but which have not been rented,
This is the total of item 2 less the number of dwellings that are under
acti.v; lease, (This information may be obtained from the rental depart-
ment,

Item b, Eligivle Applications - Enter according to unit size, the
number of applications currently classified as eligible, Do not include
applications Transferred for Leasing.

Note: An application is classified as Bligible when it meets
pPrimary requirements for admission, and remains so
classified until it is transferred for leasing, unless
the application is withdrawn or additional factors are
found which render the applicant ineligible, prior to
transfer for leasing,

Item 5, Transferred for leasing - Enter according to unit size, the
number of applications transferred for leasing from the beginning of
tenant selection to date of current report. Indicate in the appropriate
spaces the total number of gpplications from White, Negro and other fem-
illes that have been transferred for leasing,

Item 6, Pending - Enter the number of applications currently
classified as pending,
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Note: An application is classified as Pending in the absence
of information required to determine whether or not a
family meets primary requirements for admission,

Item J, Ineligible - Enter the number of applications currently
classified as ineligibdle,

Item 8, Withdrawn - Enter the number of applications currently
classified as withdrawn, Do not include those withdrawn after being
transferred for leasing,

Item 9, Total Applications - The total of Items U through 7.

Indicate in the appropriate spaces the total number ot applications re-
ceived from White, Negro and other families,

Houging Need - Enter according to housing need, in the spaces provided,
the number of applicatione currently classified as eligidle, and the
number of applicationes which have been trensferred for leasing from the
beginning of tenant selection to date of current report, Totals for
these two columns must equal totals for Iteme 4 and 5 respectively.

Reasons Ineligible - In the spaces provided, list the reasons for
classifying applications as ineligidle, Show the number of applications
currently classified as ineligible for each such reason, Totals for
Reasons Ineligible must equal Item 7.

Remarks - Specify probleme encountered in tenant selection and efforts
being made to solve thew,

C. Instructions for Use of Work Sheets for Form FPHA 841-¥

These suggested forms provide an accurate running record from which
data for Form FPHA g41-W may be obtained, They are for convenience only,
need not be submitted to ¥PHA, and may be changed or modified as exper-
ience indicates to meet the need of projects or to conform to administra-
tive procedure,

1, Application Register gﬂork Sheet A)'

Such a register may serve both as a permanent and consecutive record
of applications, and as a work sheet,

Date, application number, race, and employer should be filled in for
all applications, Both unit size and housing need should bde checked (V)
for each eligible application, For applications classified as pending or
withdrawn check only "Pending" or "Withdrawn."

To avoid error, no changes in classification should be made in this
register after preliminary classification has been entered, Changes
should be recorded on Work Sheets Bl and B2 (Changes of Classification),

3N



372

¥PHA
IHA Mgt,

Sub-totals of the register should be made under the last spplica-
tion covered in each report period,

The applications on this register must be in chronologicel order
(1,2,3,4,5, et cetera).

Since classification changes are made from day to day, as applica~
tions advance in selection procedure, it is necessary that some siam,.e,
yet accurate method be set up for recording such changes,

The persons responsible for recording these changes will enter om
Work Sheet Bl (Change from) the classification of the application bdefore
the change was made, He will then enter the new classification on Work
Sheet B2 (Change to), The same items should be checked (v}, depending
on the classification, as for Work Sheet A, Por applications chenged to
"Transferred for Leasing” both unit size and housing need should be
checked on Work Sheet B2 (Change to),

Those projects receiving applications from more than one racial
group will need to add three more columns namely W/N/O, to the classifi-
cation "Transferred for Leasing," on Work Sheet Bp.

At the close of each weekly report period, data for Form FPHA
841-W may be obtained in the following msnner:

a. Total number of applications received and "Race®
may be taken directly from the Application
Register (Work Sheet A), To this should be added
totals from the previous report,

b, All other items are odbtainable by this formula:
Previous report, plus totals on Work Sheet A,
minus totals on Work Sheet By (Change from),
plus totals on Work Sheet B2 (Change to).

Thus, Previous report { A-B1#Bp = 841V,

It will be noted that while "Employer* is listed on the Application
Register, this information is not required on the 841IW, This item has
been included on this sample register as it is felt that the local
Authority might wish to keep a record of the number of applications
received from each employer,

II1, LEASING AND OCCUPANCY REPORT - FAMILY DWELLINGS . WAR HOUSING,

FORM FPHA 840-W

The purpose of this report is to indicate the progress and status
of leasing and to provide a current record of all leased, occupied and
vacated units,
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A, When to Prepare and Submit

This report is to be prepared and submitted weekly in triplicate
to the appropriate Regional Office, beginning on the Friday following
the selection of the first application for leasing, and continuing each
Friday thereafter until 95% of the total number of units in the develop-
ment are occupied, Thereafter, the report is to be submitted monthly,
as of the last Friday of each month, If occupancy falls below 955, the
submission of weekly reports is to be resumed,

B, Preparation of Form FPHA 84O-W

The headings for this form are to be filled out in the same manner
as get forth for the headings on Form FPHA 8ll1.¥,

Item 1, Number of Units of Bach Sige - Self-explanatory,

Item 2, Ready for Occupancy - Enter according to unit size, the
number of units that have been released by the contractor and are ready
to receive tenants,

Item 3, Units Now Leased - Enter according to unit size, the number
of units which are under lease, whether occupied or not, at the time of

the current report,

Item 4, Units Now.Occupied - Enter according to unit size, the
number of units which are occupied at the time of the current report,

Item 5, Ready-Not lLeased - Enter according to unit size, the
number of dwellings that are available for occupancy, This is the
total of item 2 less item 3,

Item 6, leases Signed - Enter according to size of unit leased, the
number of leases signed this period, whether by new tenants or to effect
transfer within the project,

Item Leases Cancelled Prior to Occupancy - Enter according to
size of unit for which the lease was cancelled, the number of leases can-
celled prior to occupancy this period,

Item 8, Move-ins --Enter according to unit size, the number of units
into which tenants moved this period, whether new tenants or present
tenants transferring within the project.

Item 9, Units Vacated - Enter according to unit size, the number of
unites vacated during the current period, whether to effect transfer
wvithin the project or to move from the project.

Iten 10 lications Transferred for leasing - Enter according to size
of unit for which the family was selected, the number of applications trans-
ferred for leasing from the beginning of tenant selection to date of cur-
rent report. _
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Item 11 lications Withdrawn Prior to leasing - Enter according
to size of unit for which the family was selected, the number of appli-
cations transferred for leasing which have been withdrawn after such
transfer but prior to leasing,

Item 12, Total Leases Sismed by New Tenants - Enter according to
unit size, the number of leases signed by new tenants from the begin-
ning of tenant selection to date of current report, Do not include
leases signed to effect transfer within the project,

Item 13, Reserve - Enter according to unit size, the number of appli-
cations that have been transferred for leasing dbut which have not been
followed by ledsing or withdrawal prior to leasing, This item equals
Item 10, less Item 11, less Item 12,

C. Instructions for Use of Work Sheet C for Form FPHA 8LO-W
W

This suggested form serves to facilitate the gathering of data for
Form FPHA 840-W, It 1s for convenience only, should not be submitted
to FPHA, and may be chenged or modified as experience indicates to meet
project needs or administrative procedures,

A, Leases Sismed to Effect Transfers - Place a check (}/) for each
lease signed to effect transfer, according to size of unit for which
the lease was signed, -

B, leases Sigmed by New Tenants - Place a check () for each lease
signed by a new tenant, according to size of unit leased, Do not in-
clude on this line leases signed to effect transfer,

C, Leases Cancelled Prior to Occupancy - Place a check (V) for each

‘lease cancelled prior to occupancy, according to size of unit for which

the lease was cancelled,

D, Move-ins - Place a check (/) for each unit into which a family
moves, (whether as new tenants or transfers within the project) accord-
ing to size of unit into which the move is made,

E, Units Vacated - Place a check (/) for each unit from which a
fami}ar moves (whether moving out of the project or transferring within
the project) according to size of unit vacated,

¥ lications Transferred for leasing - Place a check () accor(
ing to size of unit for which the family was selected, for each applics
tion trensferred for leasing,

@, Applications Withdrawn Prior to_leasing - Place a check ()
according to size of unit for which the family was selected, for each
application withdrawn prior to leasing,
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The numter of checks under cach item according to unit size should
be totaled, and this number rlaced in the sub-total column. The sum of
the sub-total should te entered in the total column. At the end of the
report period, data for Form €40~7 may be obtained in the following
manner:

840-W TCRK SERET

Item 3 Previous report plus & plus B minus C minus E
Item 4 " " " D minus E

Item 6 A plue B

Item 7 Same as C

Item 8 Same as D

Iter 9 Same as §

Item 1C Frevious report plus F

Item 11 Trevious report plus G

Iter 12 Frevious report plus B

As this Work Sheet does not provide for a Register of "Applications
Transferred for Leasing," it would be advisable to maintain one, sepa-
rately, showing the name of the applicant transferred for leasing, the
application number, date of transfer for leasing, and the size of unit
for which the family was cel=cted.

IV, OCCUFANCY REPORT - TSMFCRARY SHELTER FROGRAM, FORM FPHA 2024

The purpose of this report is to indicate the progress and status
of leasing and to provide a current record of all leased, occupied, and
7acated units.

A. When to Prerare and Submit

This report is to be prepared and subtmitted to the appropriate
Regional Office in triplicate twice each montk. The first report will
be prepared and sutmitted at the close of business the Friday of the
week the first units in the development are occupied. Subsequently,
reports should be prerared and submitted at the close of business on
the second and last Friday of each month until 95% of all units are
occupied. Thereafter it should be prepared and submitted on the last
Friday of each morth except that if the development falls below 95%
occupancy, reporting shall ve resumed on the second and last Fridays
of each month.

B. FPreparation of Form FPEA 2024

Enter in the spaces provided the name and number of the project on
.which the report is made togetner with the city and state in which the
project is located.

Enter the number of the current report. Reports must be numbered
consecutively beginning with 1. Alsc enter the period covered by the
report.

Fourteenth transmittal of Local Authority Management Manual material.
Tlease substitute this sheet for original
pages 375 and 376 (Rev. 11-15-42) 375
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Status

A. In the project -~ Show under Trailers, Dormitories, or Dormitory
Apartments the number of accommodations provided by the project. For
trailers and dormitory apartments this number will be the number of dwell-

ing units comprising the project. For dormitories, enter the number of
beds provided in the project.

B. Ready for Occupancy - Enter the number of units or beds released
by the contractor and ready to receive tenants.

C. Occupied - Enter the number of units or beds which are occupied
by tenants.

D. Not Occupied - Enter the number of units or beds which are not
rented to tenants. :

E. Vacated — Show under the items 1 and.2 the number of units or
beds vacated by transfers within the development, or by move-outs, since
initial occupancy. It will be noted that item E is cumulative.

Remarks - In this space note difficulties encountered in renting,

such as unavailability of furniture, equipment or supplies, or failure
to receive sufficient applications from eligible persons or families.

376



el NATIONAL HOUSING AGENCY
FEDERAL PUBLIC HOUSING AUTHORITY

REPORT ON APPLICATIONS
FAMILY DWELLINGS - WAR HOUSING

DEVELOPMENT REPORT NO.

Name Week Ending - 19
Number Region, Date Initial Occ. 9

atae ST Date 95% Occ. i9

OMELLING UNITS ELIGI- | TRANS,
HOUSING NEED BLE FOR
BY UNIT SIZE APPLS.
STATUYS TOTAL | LS. | LEASING
LBR | I BR] 2 BR 3 BR| 4 BR In-Migrant
1. Not With Family
. Number of Units of Each Sive Home (nacc.
|
2. Ready for dccupancy 2. With Family
3. Ready - Not Leased a. Home Inacc.
Eligible Apolications

4 W N 0 b. Temp. Housing
5. Transferred for Leasino c. Forced to Move
6. Pending Resident
7. Ineligible 3. Substandard
8. Withdrawn : TOTAL

9. Total Apolications REASONS INELIGIBLE

Weo N 0

et e e —

A uon-'oesignated
REMARKS . War Plan

8. Non-Citiven

c.

Signed
Title

Date 19
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Work Sheet 8

for Form 8%] W Changes of Classification

Chonge from &

b ELIGIBLE INELIGIBLE
. [
- Appli- Unit Size Housing Need - >
Date <l of «
cation - . v I Fd B <l &
A xf -~Jo ] -y -1
No. -1 -4 I -3 x--gbﬂ Je sl 191y b-1 B
o elSnojleoduxfw |V ] Cf o~
] o~ ol 2]kl elP 8 S551S of .-
g.. R d o B3 £ H al w

= —_—  — ————— ————— —

Chenge to (%)

TRANS, FOR LEASING
Unit Size Housing Need

~ ol -

al x| | «| «f~1a B

- - - @ D!--EUM"‘) -

? o] L S2EA5T |2
~

- 0y =t R Rl ]

t 3 - -
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FPHA 84C W
8-1a-u2 NATIONAL HOUSING AGENCY
FEDERAL PUBLIC HOUSING AUTHORITY

LEASING AND OCCUPANCY REPORT
FAMILY DWELLINGS - WAR HOUSING

DEVELOPMEN] REPORT NO.
Name Week Ending 9
Number Reg. Date Initial Occ. 19
@35D) TsTate) Date 95% Occ. 9
ro— ,
OWELLINGS BY UNIT SIZE

STATUS TOTAL

LBR | BR 2 BR 3 BR

I. Number of Units of Each Size
2. Ready for Occupancy

Current Status of Leasing and Occupancy

4 BR j|
3. Units Now Leased
4. Units Now Occupied
5. Ready - Not Leased

Lessing and Occupancy This Period

6. Leases Signed

7- Llesses Canceled Prior to
lccupancy

80 Me- i ns
9, Units Vacated

Disposition of Applications Transferred for Leasing (Cumylative)

10. Appls. Trans. for Leasing |

I1. dopls. Withdrawn Prior to Leasing
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federal

Name of Develonment

National

Housing Agency
Public Housing Authority

OCCUPANCY REPORT
TEMPORARY SHELTER PROGRAM

Report Number

City and State For
Develooment Nuymber Period to
{pate) (Date)
r M DJRMITORY
STATUS TRATLERS DM:nR TR :doemesn AP\)ARMIMEN.TS
—
(A) in the Project
(R) Ready for Qccupancy
(C) Occupied
(D) Mot Occupied
(E) Vrcated--Total to Date
(. Trans, within Dev,
2. Trans, outside Dev.
REMARKS (Srecify difficulties encountered in renting)
Submitted by Date

387



© FPEA
\ Mgt,

OPERATING SERVICES AND EQUIPMENT FOR
TRAILERS, DORMITORIES, AND DORMITORY APARTMENTS

I, TRAILER PROJECTS

Trailers are fully equipped with the necessary fumiture, electric-
ity, and heating and cooking facilities, Separate buildings or special
trailer units are provided for laundriee and for lavatories, Service
units are provided for garbage, trash and other waste, and for water
swply, Tenants supply their own fuel for heating and cooking, Tenants
will deposit their garbsge, trash and other waste in receptacles in the
gservice units,from which they will be collected at regular intervals by
project labor,

Each manufacturer of trailers will furnish instruction booklets
or plaques covering the care and operation of trailers and specialized
trailsr equipment, The Menager or some qualified member of his staff
will explain these to each incoming trailer family and will give the
famnily a practical demonstration in the use of stoves, beds and other
facilities, Thorough instructions of this nature will minimize acci-
dents, fire damage,and trailer and equipment maintenonce costs caused
by misuse.

Before assignment to a new family, trailers should be thoroughly
cleaned, windows washed, metal polished,and mattresses and pillows
aired, If there is any question from the standpoint of health and sani-
tation, trailers and/or their furnishingzs and equipment should be fumi-
gated,

II, DORMITORY PROJECTS

A, Most dormitory projects developed by the Farm Security Administration
consist of one story buildings, each housing fifty to sixty persons in
single and double rooms, No water or toilet facilities are provided in
the rooms, each building being provided with one or more general rooms
with adequate wash basins, showers, toilets, etc, Each building has its
own plant for furnishing heat and hot water,

Bach dormitory room is suoplied with the necessary furniture, Bed
linen and towels for the majority of projects are provided through
laundry and towel services, Where such services are not obtainable,
these articles are purchased by the Administration,

B, Dormitories to be constructed by the Federal Public Fousing

Authority are to be used by individuals only, Accommodations will be in
single and double bedrooms for sleeping only, with common sanitary facil-
itiee in the same building, Men and women will occupy separate duildings,
Dormitories and dormitory apartments will be provided with common recrea-
tional, eating, health,and commercial facilities,unless otherwise avail-
able,
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One-Room Dormitory Apartments will be designed for married couples
with no children living with them, If full occupancy cannot be achieved
within a reasonable time, an zpartment may be occupied dy two men or two
women, Apartments will include very light cooking facilities, ice-box,
shower and toilet,

Essential furniture, bedding, face and bath towels will be provided
for both dormitories and dormitory apartments, Due to the flexibility
of use, particularly of the one-room spartments, which may bde occupied
by married couples, two men or two women, furniture will be supplied
that is essentially suitable for any of the above, The following standard
equipment is provided:

Double Room, Men

2 beds - 3' -~ 3" x 6'~ 4» (inside dimensions)
1l spring, 1 mattress, 1 pillow for each bed,

2 chairs

1 chest-desk (where chest-desks are not obtainabdle, U-drawer
chest will be used)

1 mirror

1 lamp (if wall bracket is not furnished)

1 waste basket

2 ash trays

Double Room, Women

2 single beds - 3'13" x 6'-4¥ (inside dimensions)
1l spring, 1 mattress, 1l pillow for each bed.

2 chairs

1 dresser base or chest

1 chest-desk

2 mirrors

1 lamp (if wall bracket is not furnished)

1 waste basket

2 ash trays

Single Rooms
1 each of the above

One-Room Dormito artments
2 single beds - 3'-3" x 6'-4" (inside dimensions)

1 spring, 1 mattress, 1 pillow for each,
2 chaire
2 chests
2 mirrors
1 lamp (if wall bracket is not furnished)
1l dinette table
2 chairs
1l ice refrigerator
1 electric hot plate
1 shower curtain
1 waste basket
2 ash trays

Bed linen, blankets, hand and face towele are furnished for both
dormitory rooms and one-room apartments, but dishes, cooking utensils

and dish tovels will not be supplied,
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0. Dormitory tenants are furnished the following services, included
in rent,

(1) Beds will be made and floors and furniture dusted once each
day.

(2) Bed 1linen will be changed once each week under ordinary
circumstances,

(3) One clean face towel and onme clean bath towel will be
furnished daily,

(4) Public spaces such as halls, wash rooms, and lounge rooms,
will be kept clean and orderly at all times dy the janitor,

Items Nos, 1 and 2 do not apply to one room dormitory apartments
for couples - in these units, tenante will do their own housekeeping,
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ALTERATIONS AND ADDITIONS
TO0 FEDERALLY-OWNED WAR HOUSING PROJECTS

I, REQUEST FOR AUTHORIZATION

In the management oI housing developments, corrections in construc-
tion features sometimes become necessary., These may be of such size or
character that they cannot affectively be adjusted as a part of regular
development maintenance, EKeguests for anthority and, where necessary,
additional funds for the porformance of such work on Federally-owmned
projects shall te submitied o vhe FPHA Regional Director, giving the
following information:

(1) A detailed description of the work required.

(2) A full statement of justification for performence
of the work,

(3) Cost estimate,

The Regional Director will dei«rvmin: uhetker the specific items
for which approval is requested are chargeshWic i operating funds or to
capital funds, and will advise the local suthority of the disposition
of its request,

II. PERFORMANCE OF WORK

In the case of items chargeable to operating funds, supplementary
authorizations will be made to the operating budget, The work may then
be prosecuted and expenditures made in accordance with regulations ap-
plicable to the development,

In the case of items chargeable to capital funds, separate author-
igations will be made from construction funds, These funds are subject
to regulations pertaining to expenditure of Federal funds, and are there-
fore not available for expenditure in the same manner as operating funds,
The work shall be performed under contracts approved by the Regional
Director as the authorized Federal contracting officer., The local author-
ity may secure bdids, using U, S, Standard Form 33, INVITATION, BID AND
ACCEPTANCE, in accordance with instructions contained in Attachment A,
and submit the bids to the BReglional Director for execution of the con-
trect,

Records shall be maintained of labor costs, material costs, and
work completed, concerning each item of work authorized,

Weekly reports of progress on work authorized to be performed on
force account shall be submitted to the Regional Office as of closing
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ATTACHMENT A

USE OF INVITATION, BID AND ACCEPTANCE,
STANDARD FORM 33 POR SECURING BIDS ON
CONTRACTS FOR ALTERATIONS OR BEPTERMENTS

Reasonable notice shall be given to all interested contractors in
order to insure equitable treatment to all concerned, The local
authority shall determine, by telephone, correspondence, or otherwise,
the contractors who are interested in sutmitting bids, and trensmit
INVITATION, BID AND ACCEPTANCE, Standard Form 33, to such contractors,

An original and two copies, accompanied by at least one set of
plans and specifications, shall be given to each bidder, If the plans
and specifications are so detailed and the number of bidders so large
as to make the preparation of additional sets impracticable, informa-
tion mey be given as to the location at which they may be examined,

I1f the purchase involves the performance of any service requiring
the hiring of labor on the site of the project for the specific job,
the following condition must be typed on Standard Form No, 33:

"The wages of every laborer or mechanic doing any part of the
work contemplated by this contract, in the employ of the con-
tractor or any subcontiractor contracting for any part of said
work, of the character specified in the Act of June 19, 1912
(37 Stat, 138; U.S,C., Title L0, secs. 324, 325) shall be com-
puted on a basic day rate of eight hours per day and work in
excess of elght hours per day shall be permitted upon compensa~
tion for all hours worked in excess of eight hours per day at
not less than one and one-half time the basic rate of pay."

This provision does not apply to any manufactured products, but
does apply to any contract involving labor in the production of an
item specifically produced under that contract,

Where a contract for comstruction, including maintenance and re-
pairs, in excess of $2,000, involves use of labor on the site of the
development, a wage determination by the Department of Labor must be
obtained from the Regional Director and be incorporated in the bid
invitation and the contract, Where a contract for construction (in-
cluding maintenance and repairs) or services for $2,000 or less,
involves use of labor at the site, the contract shall include a pro-
vision that the contractor will pay not less than prevailing wages
to all his employees engaged in work at the site.
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411 contracts for alterations and additions to Federally-owned
projects shall include the provisions in Standard Form No. 33 relating
to the use of non-domestic goods, pursuant to the Act of March 3, 1922
(Public No, 428 - 72nd Congress) and prohidising the participation of

a Member of or Delegate to the Congress in the denefits of such con-
tracts (41 U,5.C, 22).
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MAINTENANCE WAGE RATES
AND CONDITIONS OF EMPLOYMENT
ON ALL WAR HOUSING PROJECTB

Although the statutory provision with regard to the payment of
prevailing wage rates to all manusl workers employed in the mainte-
nance of projects, included in the United States Housing Act of 1937,
as amended, is not applicable to housing projects operated under the
provisions of the Lanham or other war housing acts, it is the policy
of the FPHA that wages and conditions of work established for manual
maintenance labor on these projects approximate as nearly as possible
those which have been established on FPHA-aided projects,

Therefore, the following requirements have been formulated con-
cerning wage rates, vacation,and sick lesve,for all war houeing projects
whether permanent or temporary, which are managed by Local Housing
Authorities,

1, VWage Rates

It 18 expected that wage rates paid all manual maintenance em-
ployees will be in accordance with prevailing wage conditions in the
locality of the project a8 approved by the Regional Director., Where
prevailing wage rates for maintenance employees on FPHA-aided projects
have already been established, such established wages will be used also
on all Lanham or other war housing projects insofar as they are applice-
ble,

2. Houre of Work and Overtime Provisions

Hours of work sha.l not exceed 44 per week, Maintenance employees
required to work more than Ul hours in any week eshall be entitled to an
equivalent number of hours of compensatory leave any time within three
months from the earliest date of overtime work at a time mutually agree-
able to the employee involved and to the Local Housing Authority,

3. leave Allowances

Annual leave privileges for Local Authority employees may be per-
mitted to the extent regarded as the established practice in the commun-
ity, and the FPHA will approve the expenditure of funds for the cost
incurred by these allowances, However, allowances to maintenance em-
ployees for annual leave shall not be less than 12 days nor more than 26
days for each year's service, and allowances for sick leave shall not be
less than 12 days nor more than 15 days for each year's service,

Such leave allowances will not take effect until the employee has
had tenure of employment for at least 90 or more consecutive calendar
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days, Yor less than a year's service, and for any pericd of 90 or
more consecutive calendar daye of employmens, mainterance suployees
shall not be entitled to the full year's lesve Br* «i21 be 2ntitled to

1/12 of the established yearly amount of w.iu. Aok fotve for each
month of employment, As a procedursal m:.is: Coer Coatok Laave
should be computed by accumulzting 132 of h- s el tppat apeat

amount monthly, Such annual ard aick .auv. Do el sl Bocume
late, provided that at the end «?f =37 3 . . . St e Ao A%
ceed 60 days annual leave and 9C duys = 2 o -

4, Classifications of Labo.

The classifications of dutlies of malptensr i su luyses which are
applicable to work on FPHA-alded nrciects. ..o . ™ vl ir silevsifice~
tions of and in assignment of dutiaz %9 such sw.iovees 2o Joenbam and

other war housing projects, wheth. = ¢/ javese o0 o0 swpas R e T
insofar as they are applicablse, I:i is &o nxor PR 217 8 X
classifications of labui wiil % vequirsd wr - . i o0 v ZRA S LPOJe
ects,
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PREPARATION OF OPERATING BUDGETS
TOR ALL WAR HOUSING PROJECTS

Operating budgets for FPHA-aided (including both P.A. 671 and
priority) projects serving the families of war workers shall be pre-
pared in accordance with the procedures set forth on pages 95 and 96
of this manual, using Form FPHA gug,

Operating budgets for P.A. 849, 9, and 781 projects managed for
the Federal Pudblic Housing Authority by local authorities shall be
prepared by the management agency in collaboration with the regionsl
management staff, in accordance with the procedures prescribed herein.
Form FPHA 8U8 shall be used for family dwelling projects. Form FPHA
2020 shall be used for trailers, dormitories, and dormitory apartment
Projects. Pertinent information on pages U5 to 70 in this manual shall
be utilized wherever applicable or practicable.

I. INITIAL ADVANCE OF FUNDS

An advance of funds shall be made pursuant 4o Section 7 of the
lease in an amount sufficient to cover pre-occupancy and other necessary
expenses incurred for management of the developwent prior to the time
there 1s sufficient incom from the occupancy of che development to pay
operating expenses as they occur. For family dwelling projects, this
advance of funds shall ordinarily be in the amount of $30 per dwelling
for developments with less than 300 dwellings, $25 per dwelling for de-
velopments with 300 to 600 dwellings, and $20 per dwelling for develop-
mente with 600 to 1000 dwellings. It will be necessary for the local
authority to submit for approval the anticipated payroll for management
and operation and a schedule of the anticipated management equipment of
a non-expendable nature before receiving the advance of funds. For
trailer, dormitory, and dormitory apartment projects, the local au-
thority shall prepare a budget for the pre-occupancy period which will
be the basis for the requested advance of funds.

II. PROCEDURE FOR PREPARATION OF BUDGETS

The Initial Budget for a new development shall be prepared and sub-
mitted as soon as substantially all of the dwellings in the development
become availadble for occupancy. This Initial Budget shall cover the
period beginning with the calendar quarter following the quarter in which
95% of all of the dwellings become available for occupancy and termi-
nating on the last day of the lease period. Budgets for each succeeding
lease period shall be submitted in accordance with Section 3 of the
lease vhich requires submission for approval at least 60 days prior to
the beginning of each annual extension of the lease.

Budget Forms - Budgets shall be submitted to the Reglonal Director
in quadruplicate,
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A separate budget shall be submitted for each development. Con-
s0lidation of budgets may be permitted only in cases approved dy the
Regional Director. All items in the bdbudget shall be adjusted to the
nearest dollar, e.g., $1234.50 to $1235.00 - $6534.21 to $6534.00.

The column headed "Actual Last Year" appearing on Form FPHA 8LS
and FPHA 2020 shall be used only when a full year's figures are avail-
able. Since operating budgete must be submitted sixty days prior to
the beginning of the ensuing fiscal year, this figure shall consist of
the latest available actual figures plus the estimated expenditure for
the rempinder of the current fiscal year.

terly Bre wn - A quarterly breakdown of the bdudget figures
shall be prepared on pages two and three of Form FPHA 8U8, or pages two
and three of Form FPHA 2020, and submitted in quadruplicate with the
budget. Such breaimdowns shall reflect special conditions and seasonral
variations on an accrual dasis irrespsctive of cash disbursements.

Budget Justificetions - Each budget shall be accompanied dy sup-
porting schedules outlining the operating program and directing attention
to special or abnormal conditions affecting the budget estimates. Sup-
porting schedules in triplicate containing the information outlined
in these instructions must accompany all budgets,

Review and Approval - Operating budgets, quarterly breakdowns, and
supporting schedules shall be submitted to the Regional Office for ap-
proval. If exceptions are taken, they shall be resolved promptly bdy
conference or correspondence. The Regional Office shall render to
management agencies whatever service the latter require in estimating
budget items and preparing the mansgement program and supporting
schedules. The Regional Office shall forward a copy of the approved
operating budget to the local authority.

III. BUDGETIRG OF INOOME

Supporting Schedulees - The estimates of income on page 1 of Form
FPHA 8‘% and Torm FPHA 2020 shall be supported by detailed information
as shown below.

Shelter rent schedule and utility charge schedule - These two items
are to be filled out only for those family-dwelling projects where dwell-
ing utilities are charged separately, ss in projects for military and
naval personnel. Indicate in supporting statements the number of units,
rental rate, and scheduled income for each unit sigze. The scheduled
income for both items is based on full occupancy of all available units.

Total dwelling rent schedule - In connection with all projects
where utilities are not billed separately, emter the total scheduled
rents based on full occupancy of all available units in this item. On
projects where utility charges are dbilled separately, ater the total
of shelter rent and utility charges.
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Yacancy Loss - Vecancy loss is the difference between the scheduled
income as shown ir the total dwelling rent schedule and the actual
anticipated income. This is to be based on experience wherever availa-
ble for family dwellings. On trailers, dormitories, and dormitory
apertment projects the loss may be estimated at W% of the total dwell-
ing rent scheduled in the mbsence of actual operating experience.

Non-Dwelling Rent Income - Schedule anticipated commercial rent
incore.

Qther Income - Schedule anticipated charges or fees to be collected.

IV. BUDGETING OF EXPENSE

§E§pprtingfschedulee - The estimates of exnense on page 1 of Form
FPHA 848 and Form FPHA 2020 shall be supvorted by detailed information
as shown below.

Project Office Salaries - Since most of the trailers, dormitoriles,
and dormitory apartment projecte house workers in war industries who
work three shifte a day, 2U-hour operation of these projects must be
taken into consideration in making estimates for this item. It should
be noted also that on such projects rente are paid weekly., The follow-
ing information should be shown for each position on the administrative
staff of the development: "Title of the Position." "Annual Salary,"
"Period of Employment," "Salary for Period."

Other Project Office Expense - Itemize separately the following:

travel, informational expense, cormunication service, postage and ex-
press, supplies and stetionery, printing, other.

Central Office Salaries - List the same information required for
Project Office Salaries. Show only salary pro-ration of those persons
who will actually perform work specificelly for the project.

Other Central Office Expense - List the same information required

for "Other Project Office Expense."

Legal, Fiscal and Other Fees - Such fees are not allowable on
Federally-owned projects operated under a contract of agency since these
services are supplied by the Federal Government. They are alloweble on
FPHA-aided projecte and Federslly-owned projecte operated under a lease.

Janitorial - On femily dwelling projects, the established esti-
mating method set forth on page 46 may be used.

In trailer projects, community laundry space and public wash rooms
require the services of charwomen and janitors. « Until actual experi-
ence indicates otherwise, the following factorse may be used in esti-
mating the workload for these services:
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Charwomen 1 for each 125 units
(Add 23% for relief)

Note: 23% for relief is the amount considered n.cessary to cover
85 working days lost per year by reason of 1 days off per
week plus 7 legal holidays.

Janitors 1 for each 100 units
1 groundsman for each 300 units
(Add 23% for relief)

In dormitories and dormitory apartment projects the following
factors may be used:

Janitors 1 for each 50 rooms
A maximum of one night man for 200 roome
Add 23% for relief
If women's dormitories, esudstitute charwomen
for janitors.

The following information should be shown for all janitorial help:
"Pitle of Position,” "Annual Salary," "Period of Employmeant," *Salary
for Period."

The estimated expenditure for janitorial supplies and materials should
be listed.

Room Cleaning - Room cleaning is provided in dormitory projects only.
Until actual experience has been accumulated the following factors may
be used in estimating the cost of such service:

Maids , 1 for each 4O rooms
(Add 23% for relief)

Supervieing Maids 1l for each 250 beds
(None for relief)

Exterminating - Show cost of materials and labor if performed dy
maintenance staff, - terme of contract if by contract.

Refuse Removal - Show terms of contract or fee.

Watchmen - S8how following information and state justification:
"Pitle of Position," "Annual Salary," "Period Employed," ®Salary for
Period."

Laundry - This service is provided in dormitoriee and dormitory
apartment projects only. This service is usually obtained on a ocon-
tract basis wvhich provides for pick-up and delivery services for the
bed linens and towels. The terms of such contracts, if made, shall be
stated. If not, this item may be estimated at approximately $2.00 per
person per month.
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Equipment Reatal - On dormitory and dormitory apartment projects,

vhen it 1s found necessary to rent equipment, prepare a schedule show-
ing type of equipment and terms of the rental contract.

Commercial Utilities - Show cost of any utilities included in
commercial remt.

Dwelling Usilitieg ~ Show the following information for water,
destricity sad gas weeage:

Tenant Project Total Average
Osilisy Comsumption  Consumption Consumption Rete Cost

In addition to water, electricity and gas, the dwelling utilities
account includes heating and other utility services as defined delovw.
It should be noted that this account includes both project and tenant
consumptions.

Vater - includes water used by tenants in dwelling units and
community laundries, and by the development in landscape maintenance
and heating system operation (see page L9).

Electricity -~ includes electric current used by the tenants for
domestic purposes, and by the development for power and public space
lighting (see page 53).

Gas - includes gas used by the tenants for cooking and refriger-
ation, and by the development for commnity laundries (see page 53).
If gas is used for space heating or for the generation of hot water,
such usage is included in heating.

_l_g_tggﬁ - includes fuel, operating ladbor, supplies and ash removal,
(see page 5U).

Other - includes any charges for sewerage service, the cost of
ice, or other utilities in addition to those specified above.

REPAIRS, MAINTENANCE AND REPLACEMENT - In estimating repairs, mainte-
nance, and replacements, the factors set forth on pages 59 through 67

of this Mammal for 10-year RM. & R. may be used insofar as they are
applicable. The estimated expense for each of the classifications
comprising "Total Repairs, Maintenance and Replacement” shall include
the cost of labor plus material.

Maintenance Labor Schedule - A table should be prepared setting
forth for all maintenance employees the "Title of Position,"” "Annual

Salary," "Period of Employment," and "Salary for the Period."
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Grounds - Furnish the following informetion:

Zotal Area Zotal Cost
(1) Landscaped Area (Include all lawn spaces)

(2) Surfaced Area (Includes playgrounds, streets
drives, parking areas and sidewvalks)

Structures - Describe number of buildings and trailers, type of
construction. This item includes total maintenance expense for roof-
ing, sheet metal work, masonry, caunlking, waterproofing, tile setting,
lathing, plastering, carpentry, hardware, glazing, screens, st cetera,
as set forth on pages 61 and 62 of this Manual.

Painting and Decorating - Furnish the following information:

Type of
Fumber of Units Painted Type of

Painti or Sq. Ft. of Area Surface _Paint Cost
(1) Dwelling Units

Interior
(2) Non-Dwelling Space

Interior
(3) Exterior

Plumb s System - Show total maintenance expemse for both

the interior and exterior systems. Include hot and cold water systems
(water heaters), drainage and sewer systems, fixtures, piping, valves,
end gas and water meters.

Electrical System - Show the total maintenance expense for both the
interior and exterior systems, the latter to include street and yard
standards, globes and dbulbs. Also include wiring, meters and fixtures.

Heating System - Show total msintenance cost of the heating plant,
distridution system and radiation. Individual unit heaters are in-
cluded 1if installed.

Room Equipment - On dormitory and dormitory apartment projects, pre-.
pare schedules showing cost of maintaining room equipment such as bdeds,
tables, chairs, dressers.

Benges and Refrigerators - Show estimated number of repairs and
maintenance cost.

Other Equipment - Include cost of maintaining all office, shop,
playground, mobile and operating equipment.
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Community Activities - This item may be estimated in accordance with
the information contained in page 68 of this Manual.

Collection Losses - One percent of "Total Dwelling Rent Schedule"
amount should be ample.

Insurence - Show type of coverage, amount of coverage, and cost.
Show net cost if mutual insurance is in force.

Payments in ILieu of Taxes - On FPHA~aided projects, use the amount
wvhich the local authority has been authoriged to pay.

On Lanham, P.A. 9 and P.A. 781 projects, local authorities will de
advised of the amount of taxes to be paid directly to the respective
taxing bodies by the Federal Government. This amount shall be inserted
in the budget where indicated, although their payment is made dy the
FPHA directly and not by the local authority. In the absence of such
information, insert an amount equivalent to 15% of tho scheduled shelter
rent. Indicate which figures are used.

Land Rental - On most trailer and some dormitory projects, the site
has bdbeen leased rather than purchased dy the Federal Government. In
such instances, land rental shall be shown as a separate expense item.

Reserved for R. M. & R. and Regerved for v. & C. losses - These
reserves should be set up for FPHA-aided projects as directed on page
96 of the Manual.

On Federally-owned war housing projects, these reserves are not
deductible as expense items. These items, as they appear above the
caption, "TOTAL OPERATING EXPENSE," should be ruled out on Form FPEA
8U8 when used for Pederally-owned projects. However, because it is
desirable to have the information for comparative purposes, the same
headings should be inserted in the dlank spaces provided under the
caption, "NET OPERATING INCOME." Following the respective items should
be inserted the amounts which represent the respective differences be-
tween the Estimated Average Annual Coets for Total Repairs, Mainte-
nance and Replacement end for both Vacancy and Collection Loss items
used on Form FPHA 1119 in determining the economic shelter rent (see
pages 310 and 311), and the amounts budgeted on the Form FPHA 848 for
Total R. M. & R. and for Vacancy and Collection Losses.

On the 1sst line under "NET OPERATING INCOME" insert RCOMPARATIVE
NET OPERATING INCOME" and enter resulting computations in the appropri-
ate columns.

Purchese of Equipment - Normally, original purchases of operating
equipmnt shall be made from allotments of capital funds and charged to
development cost. JFor original equipment purchases necessary after the
development fund is closed, however, the instructions in Parsgrsph 361
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on pages 241 and 242 of this Manual shall be observed insofar as they
are applicable., Purchases which cannot be included in R. M, & R, ex-
pense shall be recorded in the budget by inserting the heading "ALTER-
ATIONS AND BETTERMENTS" in the gspace above "TOTAL OPERATING EXPENSE.®
A complete justification should be submitted with supporting data for
each item of equipment involved.
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Less: Vacancy loss

Dwelling Rent Income
Non-Dwelling Rent Income
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Project Office Salaries
Other Project Office Expense
Central Office Salaries
Other Central Office Expense
Legal, Fiscal and Other Fees

Total Management

City and State
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Janitorial
Exterminating
Refuse Removal
Watchmen

Commercial Utilities

Total Operating Services

Water
Electricity
Gas

Heating
Other

otal Dwelling Utilities

Grounds

Structures

Painting and Decorating
Plunbing and Gas Systems
Electrical Systen
Heating Systen

Elevator System
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Refrigerators

Other Equipment

Total Repairs, Maint. & Repl

Community Activities
Collection Losses

Insurance
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Reserved for R. M. & R.
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Dwelling Rent Income
Non-Dwelling Rent Income
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TOTAL OPERATING INCOME

Project Office Salartes
Other Project Office Expense
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Legal, Fiscal and Other Fees
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Janitorial
Exterminating

Refuse Removal
Watchmen
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Water
Electricity
Gas

Heating
Other

Total Dwelling Utilities

Grounds

Structures

Painting and Decorating
Plumbing and Gas Systems
Electrical) System
Heating System

Elevator System

Ranges

Refrigerators

Other Equipment

epajr N

Community Activities
Collection losses

Insurance

Payments in Lieu of Taxes
Reserved for R. M. & R.
Reserved for V. & C. Losses

TOTAL OPERATING EXPENSE

Rl

NET OPERATING INCOME

o ] e

No. of Dwellings__

Prepared By

194

Approved By
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Name of Local Authority (or Manager)

Ve loDmen an

For Period Beginning

er)

-, 194 and Ending

City snd State

y 104

Items

Actual Last

Year Budget

Total Rooa Rent Schedule
1ass: Vacancy Loss

Rooa Rent Income
Commercial Rent Income
: Other Income

Project Office Salarties
Other Project Office Expense
Central Office Salaries
Other Central Office Expense
Legel, Fiscal and Other Fees

Total Management Expense

Janitorial

Room Cleaning
Exterminating
Refuse Removal

We tchmen

Leundry

Equipment Rental
Commercial Utilities

Tota ervices

Water
Blectricity
Gas

Reating
Other

Total Dwelling Utilities
_

PO

Grounds

Structures

Painting and Decorating
Plusbing and Gas System
Blectrical System
Reating Systes

Roos Equipment

Other Equipaent

Total Re

irs,Maint. & Repl.

Community Activities
Collection Losses
Insurance

Payments in Lieu of Taxes
Land Rental

TOTAL OPERATING EXPENSE
NET OPERATING INCOME

L

Total Accommodations - No.

Prepared By

s ——
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194__ Approved By
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Name of Local Authority (or Mansger)
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» 194

Period 194 to 9% Poriod 1IN _to 1.1
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PERIOD LAST % PER YEAR

Itens

Total Roos Rent Schedule
1sss: Vacancy Loss

Room Rent Income
Commercisl Rent Income
Other Income

TOTAL OPERATING INCOME

Project Office Salaries
Other Project Office Expense
Central Office Salaries
Other Central Office Expense
legel, Fiscal and Other Fees

Total Management Expense

Janitorial
Reom Cleaning
Bxterminating
Refuse Removal
Watchmen
laundry

Bquipment Rental
Commercial Utilities

Total Operating Services
_

Water
Blectricity
Oas

Heating
Other

Total Dwelling Utilities

Orounds

Structures

Painting and Decorating
Plumbing and Gas Systenm
Blectrical System
Heating System

Room Equipment

Other Equipment

a . Repl.

Community Activities
Collection Losses
Insurance

Payments in Lieu of Taxes
Land Rental

TOTAL OPERATING EXPENSE
NET OPERATING INCOME

Total Accommodations - No. of Beds

Mo

Prepared By 194__ Approved By 104




-

FPHA
LHA Mgt.

INSURANCE COVERAGES REQUIRED OF LOCAL
AUTHORITIES ON ALL WAR HOUSING I'ROJECTS

I. FPHA-AIDED I'ROJECTS

The requirements covering insurance for FFHA-aided projects oper-
ated as war housing projects shall be as set forth in pages 264 through
274 of this Manual.

11, FEDERALLY-OWNED FROJECTS

A. Local housing authoritiss operating projects owned by the Federal
Public Housing Authority should secure in the manner specified the
coverages listed below:

1., Workmen's Compensation (See Tage 268) = If the Authority has a
workmen's compensation policy in force covering other operations, the
policy furnishes automatic coverage for employees added to the local
authority's staff with respect to the war housing projects. The premium
for such employees will be determined by the insurance company at the
periodic audit at which time a careful segregation of premium charges
applicable to each project should be made.

2. Employers'! Non-ownership Automatic Liability Insurance (See
Page 269) - If the Authority has a non-ownership automobile liability
policy in force covering other operations, the policy furnishes automatic
coverage for employeec added tc the local authority's staff with respect
to war housing rrcjects. It should be noted from these instructions that
policies in force will have a flat rremium charge endorsement. As ad-
ditional projects are undertaken the Authority may be requested by the
company to allow a revision in the premium for the policy. In such
instances an equitable adjustment 1s in order.

3. Automobile ILiability Insurancc (See Fage 269) — Fublic Liability
with 1limits of $50,000/100,000 for todily injury and $5,000 for property
damage shall be taken cut on cars purchased by the local authority for
use in the management and opcration of war housing projects.

4, Safe RBurglary and Inside Robbery - Instructions shown on
Pages 269, 270 and 271 skall govern. If such a policy is in force, this
coverage should be s=cured by endorcement to this policy. Where the mer-
cantile form of policy is used, any exclusions with reference to United
Stat es Govermment funds snhould be deleted by endorsement.

5, Owners' Landlords' and Tenants' Yublic Liability - A policy
written in accordance with provisions outlined on Pages 268 and 269 should
be secured. The procedure outlined on Fage 264, Paragraph 47 (a), Sections
(1), (2) and (3) should be followed on obtaining this coverage.
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6, Fidelity Bonds - All positions in which is vested the posses-
sion, custody or control of funds or property should te covered under
Bond Form FFEA-874 (Revised May 19, 1942). All existing bonds, Forms
USHA-874 and FWA-166E, should be rewritten on this revised form. Sug-
gested amounts for such positions are shown on Page 271 of this Manual.
Wherever possible the project against which the premium for the position
will be charged should be shown on the bond schedule. It is important
that all fidelity coverage be placed under one bond.

7. Messenger Insurance - Messenger Insurance (Outside Robbery)
shall be secured for war housing projects operated by local authorities
under management lease agreements. If endorsed tc an existing policy, a

50% reduction in premium is applicable. (See Page 271 and Item B3 below).

A certified duplicate of esach policy and endorsement secured shall
be forwarded immediately to the FPHA Regional Office for review and ap-
proval. The coverages shall be made subject to pro rata cancellation
until approved by the FFEA,

B. The following coverages are not to be carried on Federally-owned
war housing developments:

1., Fire and Extended Coverage. TFire and extended coverage
insurance is not to be placed on the rrojects or any property connected
therewith.

2. Boiler Insurance. If the Federal Tublic Eousing Authority
determines that such insurance shall be carried in order to secure in-
spection service, advice will te sent to local authorities.

3. Messenger Insurance. Messenger (Cutside Robbery) Insurance is
not to be carried at projects operated under a contract of agency agree-
ment since coverage zgainst losses of this nature is afforded under the
Government Losses in Shipment Act. (Refer to Accounting Manual).

C. Where local authorities have placed insurance in accordance with

the requirements of the Federal Works Agency, the policies should be en-
dorsed as outlined in Chapter Nine of this Manual and all references to
that agency contained in thke policies should be deleted.

412
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CHAPTER FIVE - FROM

15. ESTIMATES OF INCOME AND EXPENSE

From time to time USHA has 1ssued Bulle-
tins and Memoranda to assist local housing
authorities in estimating average annual in-
come end expense. Recently a study was made
in the field to determine whether or not the
varicus factors previously suggested for
estimating needed revision. This section
includes the result of that study and at the
same time endeavors to cover the whole sub-
ject In one place. Costs computed on the
basis sug; ested will be useful during the
initial stages of operation. Later local
experience will demonstrate necessary ad-
justments for individual developments and
revisions in estimates should then be made.

To compensate for the usual fluctuations
of expense in the operation of a development
which occur from year to year it 1s neces-
sary tc prepare Estimates of Average Annual
Income and Expense as well as Operating
Pudgets tc determine the amount of Unilted
States Housing Authority annual contribu-
tions which will be required together with
income from rents to operate and maintain
the development.

The Average Annual Estimate is a forecast
of the estimated totel expenditures for ad-
ministration over a period of years, divid-
ed by the number of years projected (See
v.95 andan™ 89 for the Form USHA 853). The
Usils requires the preparation of Average
Anmial Estimates for the first ten years of
administration with an estimate of the addl-
tional expense anticipated for the succeed-
ing period. Careful preparation of these
estimates is essential to assist the local
authority in formulating the management
policies presented in the "Management Reso-
lution." These estimates are a direct re-
flection in dollars and cents of the poli-
ciecs and standards of operation set forth
in the resolution, Consequently these poli-
cies and standards must be established be-
fore final estimates are adopted. It 1is
necessary to prepare the Estimates on an
averaze basis since 1t can be anticipated
that certain items of expense will vary from
year to year. The use of average estimates
permits the establishment of reserves for
Repalrs, Maintenance, and Replacements and
for Vacancy and Collection Losses, the items
most subject to fluctuation. During the
early years the actual expenses of opera-
tion will be increased by the amount set
aside for reserves. This is the difference
between the actual expenditure and the aver-
age estimate for the periocd. During the
latter perliods the reserves previously es-
tablished will be drawn upon to meet expen-
ses. Thus it will not be necessary to vary
substantially the amount of contributions
required each year or to ralse rents to

CONSTRUCTION

CONTRACT TO TENANT SELECTION

avold requiring more than the maximum coan-
tribution.

The estimate for Average Annual Income ard
Expense will differ from the estimate for
the annual budget. The first is used in de-
termining financial practicability, while
the latter is used as a means of operating
control. The first represents an average
over a number of years while the latter is
redetermined at the beginning of each year
as an estimate of the actual expense which
will be incurred during that year.

As the development grows older, 1t is ex-
pected that only the 1tems for repairs,
maintenance, and replacements (RM&R) will
change materially. Consequently the esti-
mates of Average Annual Income and Expense
and annual operating budgets will be sub-
stantially the same for other ltems. The
annual operating budget for RM&R should be
bagsed on the program of repairs and replace-
ments expected for the current year. The
RM&R budget estimates for the first few
years of operation will be below the aver-
age.

The Act requires that the annual contri-
butions be strictly limited and since pro-
vision 1s made for reexamination of these
estimates at the end of the [irst ten years
of development administration and at five-
year intervals thereafter, corrections can
be made as a result of experlence or changed
conditions. In view of the provisicns of
the Act the USHA segregates the estimate for
Rii%R into two periods: (a) the first ten
years; and (b) the succeeding forty-eight
years. The application of this princlple
is discussed in detail on p. 6C

At the time of formulating a development
it is necessary to make estinates of operat-
ing expenses in order to determine that
rents can be achieved which will serve the
market, and the amount of subsidy which will
be required. (See sectionlifd |, p. .6
If the local authority has other cdevelop-
ments in operation, the estimate should be
arrived at by using "“per dwelling" costs
based on actual experience, or 1f such ex-
perlence 1s not aveilable "per dwelling"
costs based on detailed estimates for devel-
opments with completed plens and specifica-
tions where average annual estimates have
been prepared. If there are no such devel-
opments in the locality, the USHA regional
office will furnish the necessary informa-
tion for the developments.

15a. MANAGEMENT EXPENSE

Management expense conslists of salaries
for the staff of the development and any al-
located portion of a central office staff;
legal, fiscal, and other fees; and other
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management expense such as office supplies,
stationery, and postage.

The largest item of expense consists of
the salaries of the staff, An estimate for
this item should be made by setting up the
staff organization and establishing salar-
ies for each position., (See p. 12).

Minimum, maximum, and average salary range
should be established in order that increas
es may be given without the possibility of
it being necessary to increase either the
rent or annual contributions,

For the purpose of the Average Anmial Es-
timate of Income and Expense, the sum of the
average salaries, so established, should be
used. The total salaries actually paid
should fall within the limit of the sum of
the averages established. It should be
noted that under this system at no time
could all employees receive maximum salaries.

Plans for conducting the annual re-exami-
nation of tenant eligibility must be made
and provided for in the budget in those cas-
es where it would be necessary to employ
additional temporary personnel for this work.
See p. for a fuller diszcussion of this
subject .

In estimating legal, fiscal, and other
fees, the following table of estimated fis-
cal agentts fees should be employed:

Develov. Cost Est. Ann. PFiscal Agent's Fee

$ 250,000 $150
500,000 200
1,000,000 300
2,500,000 40C
5,000,000 600
7,£00,000 760
10,900,000 900

After the development reaches physical
completion, it is probable that legal ser-
vice will comprise attendance at authorities'
meetings, advice on letting of contracts ne-
cessary to operation, collection and evic-
tion actions, and other such services. The
USHA believes that =z reasonable estimate of
the value of this service should not exceed
the following allowance schedule:

Size of Program Per Dwelling Per Month

100 dwelling units 15¢
400 dwelling units 12¢
10C0 dwelling units 10¢
5000 dwelling units 6¢

For small grograms (under 100 units) it is
doubtful whether any legal exgense for legal
services can be borne out of the develop-
ment's revenues and the Coogeration Agreement,
should provide for municipal assistance in
this connection (see Cooperation Agreement,
P. 33). The dwelling per month allowance
for programs of in-between sizes should be
determined by interpolation from the figures
set forth above,

Other Management Expenses include: office
supplies, stationery, printing, advertising,

literature and pamphlets, postage and ex-
pressage, communications service, travel,etc,
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(See Accounts Manual, p. ) Under this
category of expense should be included the
account established for informational ex-
penses in the approved informetional budget,
and the allowance for any library expense
that may be necessary. (See p. 242) Nor-
mally Other Management Expense will approxi-
mate 30¢ per dwelling per month. For very
small program, special analysis will be re-
quired to establish adequate allowances.

15b. OPERATING SERVICES

The items ordinarily included in Operat-
ing Services are janitorial work, extermi-
nating, and refuse removal. In extremely
rare cases, watchman service may be unavoid-
able and is then included in this category
of costs. Commercial utilities are also in-
cluded for developments with commercial
space, For a fuller discussion of the items
comprising this category of expense see Ac-
counts Manual, p.

15b (1).

The estimate for janitorial service is
divided between labor and supplies.

JANITORIAL EXPENSE

Labor., Janitorial work should be per-
formed by "unskilled laborers."” See p. 11
for description of suggested duties. Un-
skilled laborerst! time will usually be
split and charged to various accounts. In
describing janitorial work, an estimate is
given of the actual man-hours of work re-~
quired, including coming and going to and
from the job. Prevailing wage rates vary in
different localities. When deriving costs
for the work-loazd estimated in man-hours,
the rates should be corrected to the equiva-
lent rates for actual hours worked. To il-
lustrate, assume a l)i~-hour week with a total
vacation and sick leave allowance of 3 weeks
per year with pay and an annual rate of

$1080. The hourly rate to be used in this
case would be:
ez 3}080 - 50 cents per hour
- X
weeks hours

Tenant Turnover. If the tenant leaves a
dwelllng unit in clean condition, with walls
windows, floors, range, refrigerator, and
plumbing equipment in good order, the cost
for janitor service will amount to about 2
man-hours per turnover. If all of the a-
bove items require cleaning by a janitor be=-
fore a new tenant takes possession, abow 1§
man-hours will be required. An allowance of
10 percent of the dwelling units per year is
a generous estimate for turnover.

Apartment House Stairhalls. It is assumed
that the tenants will do all cleaning and
furnish all necessary supplies and equipment
for cleaning stairhalls, treads, risers,
landings, railings, and walls.

Where it is necessary to use ladders or
scaffolds to clean windows and walls in

apartment house stairhalls, thls should be
performed by janitors and will require an



average of from 15 to 30 minutes per month
per set of windows at each landing.

Commnity Laundries and Drying Rooms. It
is assumed that the tenants using the faci- -
1ities will do all the cleaning that is ne-
cessary in laundries and drying rooms, ex-
that an additional scrubbing by the janitors
will be needed. An inspection should be
made frequently. This inspection and clean-
ing cost charge to janitorilal expense will
require about 5 hours! time per laundry per
month.

Soclal Space. It is assumed that tenants
wiYIl broom clean all inside social areas,
do the necessary furniture moving, and the
cleaning of cooking and eating equipment.
If the soclal rooms are used to the fullest
extent, the janitorial service should on
the average consist of mopping the floors
once a day, keeping the tollets clean, and
washing windows once a month.

Unless the city or other agency supplles
this service, approximately 30 man-hours
per month per 1,000 square feet of floor
area of janitorial labor will be requlired.

Office Space. Management offices should
be given normal janitorial care, which will
require 30 man-hours per month per 1,000
square feet of floor surface. This contem-
plates sweeping and moppling the offices on
the average of six days & week. The clean-
ing of the office space usually nust be done
before or after office hours.

Lockout Service. It is assumed that a suf-
ficTent fee will be charged the tenant for
this service so that no additional costs
will be involved. See p. 194 .

Snow Removal. Clearing snow from develop-
ment walks and drives should be performed by
management where the work cannot be done by
either the tenants or the city. The number
of snow removals per year will vary for each
development. If the development has over 5
acres of planted area cared for by manage-
ment, 1t 1is expected that it will have a
power lawn mower for which a snow removal
attachment can be obtained. Snow removal
by hand, on the average, requires 6-1/2 man-
hours per 10,000 square feet of area cleared
for each average snowfall. If power equlp-
ment is avallable, 1-1/2 man-hours will be
required per 10,000 square feet of surface
cleared for each averagze snowfall. Parking
areas assigned to tenants should not be the
responsibllity of management nor included
in the budget. It is a tenant responsibi-
1ity to keep parking spaces clear of trash
and snow.

Ground Litter., If the development 1s not
to deteriorate within a few years into some-
thing that, in external appearance, will
very mach resemble a slum or blighted area,
careful consideration mist be given to out-
doogx cleanliness, Unless waste receptacles
are provided and tenants required to use
them,empty cilgarette packages, chewing gum
wrappers, fruit peels, newspapers, string,
etc., will be thrown on the ground. In

general 1t may be saild that the design and
location of the waste receptacle is of the
utmost importance. USHA has developed de-
signs and site location plans.

The additional inspection by janitors to
keep the public areas clean will require,
on the basis of a semi-weekly service, 2
hours of janitorial service per 10,000
square feet of area serviced.

Collection of Tenant Garbage and Refuse.
For row-houses and flats where garbage and
refuse collection can be made elther by the
city or contractors direct from the indivi-
dual dwelling unit, 1t is assumed the ten-
ants will keep their receptacles clean.
Where the collectors cannot reach the indi-
vidual tenant receptacles, central points o
collectlon should be established. Keeping
the central station and its equipment clean
is Janitorial work and will require approxi-
mately 5 to 7 hours of labor per month per
station, based on an average of 12 tenants
per station and semi-weekly pick-up and
clean-up.

Incinerator Operation. Where incinerators
are used, Jjanitorlal services should be
limited to tending the fire in the inciners-
tor and removing the ash to a point where it
can be removed from the development. This
will require on the average about 8 hours
per incinerator per month, based upon fir-
ing the incinerator every day and removing
the ashes.

SugElies. The item of janitorial supplies
is relatively small and difficult to esti-
mate because of varying conditions. Sup-
plies consist of brooms, mops, palls, soap,
sponges, etc., and their consumption 1is re-
lated to the number of janitorial man-hours
of work performed. Experience Indicates
that the cost of the supplies will be adbout
5 percent of the cost of janitorlial labor.
15b (2). EXTERMINATING

The extermination of cockroaches, silver-
fish, bedbugs, etc., is separated into two
stages: (a) Treating household effects by
fumigation when the tenant brings them to
the development and (b) controlling the pests
in the development.

Fumigation of Household Goods. Fumigation
on admisslon to the development is a matter
for local determination. 1In the few cities
where it is customary and unavoidable, the
cost may vary from $K to $18 per family
treated, depending upon the method used.
These charges are proper management expense,
Because of the very cases where it will be
necessary to fumigate in this way, it is be-
lived that the estimate of the cost to the
development should be based on bids received
after careful investigation and determina-
tion of the method to be used.

Control of Pests. Cockroaches, silver-
fish, and ants can be controlled by dusting
powdered sodium fluoride in infected places.
The material with instructions for use
should be supplied to the tenant by manage-
ment. On the basis of treating the dwellirg
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l1iterally L, times a year, using a total of
one-half pound of the material, the cost
will be B cents per dwelling per year.

Bedbugs can be controlled by the use of
pyrethrum powder mixed in kerosene. On the
basis of four generous applications per
year, using one-fourth pound of the powder
in 1 quart of kerosene, applied by the ten-
ant, the cost for material will be about L0
cents per tenant per year. Thus a total of

8 cents per dwelling per year 1s usually
sufficient for the control of pests.

15b (3).

This item includes the cost of removing
refuse from the development site but not
moving it about the development. Refuse
includes garbage, trash, individual heater
ashes, and incinerator ashes. The condi-
tions of each Cooperation Agreement should
be checked carefully before budgeting thls
item, -since most cities include refuse re-
moval as a service to be furnished the de-
velopment.

REFUSE REMOVAL

garbage. If incinerators are not provid-
ed” to burn this material or if it 1s not
removed by the city, its disposal by con-
tract should be budgeted in the estimates.
Contract costs will vary from 25 cents to
50 cents per family per month. In a few
Jocalities a contractor may be found who is
feeding livestock and who will contract to
remove it from the development at no cost.
This arrangement should not be reflected in
an estimate unless a contract has been ex-
ecuted.

Trash (Paper, Cans, Bottles, etc.). The
removal of tras rom e development should
be performed by the municipality whenever
this service is rendered other residents in
the locality. Where the municipality does
not do this, it may be done by a contractor
at a cost of from 15 cents to 30 cents per
family per month.

Trash and Garbage Cans. The tenants
should furnish their individual trash cans
except for centralized statlons where space
for individual cans cannot be assigned to
tenants. Should the management require the
use of uniform cans by all tenants they
should be furnished by management.

Ash Removal. Arrangements should be made
for city pick-up directly from the dwelling
unit. Where the Cooperation Agreement does
not provide for this service, contracts
should be negotiated prior to the award of
the construction contract and such contracts
used to budgzet annual costs. All costs in
connection with ash disposal for management-
operated heating plants are charges against
"Heat%ng,” a subdivision of "Dwelling Utili-
ties.

150 (4).

After the development is completely occu-~
pled, it is generally unnecessary to have
either day or night watchmen. Normally the

WATCHMAN EXPENSE

Page U8

city police authorities will provide neces-
sary protection. Where local police pro-
tection is unavallable and special protec-
tion 18 required it may be necessary to
employ a night watchman.

15b (5).

Commercial utilities include water, elec-
tricity, gas, and heat furnished to leased
stores and offices.

COMMERCIAL UTILITIES

Water. The use of water for stores will
vaFy within wide limits. A hardware store
might use 10 gallons per day, while a beauty
parlor might use 200. One hundred gallons
per day for stores and 50 gallons per day
for offices are average estimates. As the
cost of water will vary at different devel-
opments from 3 cents to 35 cents per 1,000
gallons, local rates should be ascertalned
before any estimate 1s made. The cost of
heating water supplied by the development 1is
included under "Heating." Estimates of
water usage for dwelling tenants include
that required for landscape so commercial
utilities need not bear a portion of this
cost.

Electricity. It is better practice for
the eIectrIcfty used by stores and offices
to be metered and billed separately from
that of the development. Electric consump-
tion will average about 700 kilowatt-hours
for stores and 200 kilowatt-hours for of-°
fices per month per 1,000 square feet of
floor area.

Gas. The use of gas in stores and offices
isTunusual, and separate meters should be
installed so utility companies may bill
direct for this service.

Heating. Heating includes space heating
and hot water. To estimate this cost, the

total cost of operating the heating system
for space and hot water must be determined.
That part of the total cost of heating which
is chargeable to commercial utllitles may
be found by proportioning the total on a
squaere foot of floor area basis. To illus-
trate, if a development has a total floor
area of 500,000 square feet of which 10,000
1s in stores and offices, then 2 percent of
the cost of operating the heating systems
should be charged to commercial utllities
and deducted from dwelling utilities.

Sewage Charges. If a speclal sewer charg
1s made to the development a proportion
should be charged to commercial utilities.
This proportion may be the amount of water
estimated for the commercial utilities as
compared to the amount estimated for the
valance of the development.

15b (6). SUMMARY OF FACTORS

Based on the standards given above, the
following may be used for estimating the
cost of Operating Services:



Janitorial labor
Tenant Turnover 215 hr/dwelling turnover
Stairhall Windows  %-3 hr/landing/window/mo
Laundries & Drying

Rooms 5 hr/leundry/mo
Social Space 30 hr/1000 sq. f£t./mo
Office Space 30 hr/1000 sq. ft./mo
Snow Removal -« Hand 63 hr/10,000 sq. ft./Snowfall

Power 1% hr/10,000 sq. ft./Snowfall

Ground Litter 2 hr/10,000 sq. ft./mo
Garbage & Refuse =

Central Station 5-7 hr/Station/mo
Incinerator Operation 8 hr/incimerator/mo

Janitorial Supplies. 5 percent Total
Janitoria ayroll.

Exterminating. Fumigation of household
pests. For supplies only by local estimate
or contract -- $.48/dwelling/yr.

Garbage & Refuse Removal. When necessary
by local estimate or contract.

Irash & Ash Removel. When necessary by
local estimate or contract.

Commercial Utilities

100 gal/day
50 gal/day

Electricity - Stores 700 KWH/1000 sg. ft./mo
Offices 200 KWH/1000 sq. ft./mo

Water = Stores
Offices

Gas Tenant billed directly
Heating Proportion on a sq. ft. basis
Sewarage Proportion on water consumption

15¢c. DWELLING UTILITIES

In average annual estimate there should
be included only the utility services sup-
plied by the development. The estimates in
this section are based on the actual opera-
tion of low-rent housing. Tenants in dif-
ferent communities are accustomed to dif-
ferent standards of utilities and it is
necessary to take local customs into con-
sideration. Where reliable data on local
utility usage in similar housing are avail-
able, such data should be used.

The standard classification of operating
accounts for USHA-alded developments ine
cludes in "Dwelling Utilities" the cost of
water, electricity, gas, heating and
sewerage,

(NOTE): Utilities furnished by the de-
velopment to rentable stores and office
space are separated from Dwelling Utilities
and charged to Commercial Utilities under
Operating Services, and should be deducted
from the total utility costs as computed
under this section.

In maeking estimates of average annual op-
erating costs provision should be made for

the installation of electric and gas meters
on a 100 percent basis, even though the
meters may not be installed at the time of
making the estimates.

Prior to the installation of meters there
shall be included under the dwelling utili-
ties section of the operating budget,

(a) The cost of electricity and/or gas
required to provide the established stand-
ard of service plus

(b) The annual cost of meters, which
shall be the sum of the following:

l. Debt service on the estimated in-
stellation cost of the meters which is
obtained by multiplying the estimated
cost by the following factors:

2-1/2 percent rate .0328

§-B/h " " .:822%
3-1/4 " " «0391

The above factors are those used to esti-
mate debt service for the development,
(See Pe 69)0

In the absence of any information regard-
ing the actual cost of meters (installed)
in any particular locality, the following
approximate figures may be used:

Electric

Lighting and/or refrig. $10.00 per meter
Lighting, refrig., and

cooking
Single phase % wire 10.00 " "
Two W& et 3000 M w
Gas

Cooking, refrig., ané/or
hot water

Cooking, refrig., and
space heating

Cooking, refrig., space
heat, and hot water

11.00 per meter
16.00 * "
16,00 " "

2. Annual RN&R, 10 year average 0.0426
of cost. Additional RM&R, 0.0345 of cost.

3. Annual cost of reading and billing,
quarterly basis., Thls may be estimated
at 20¢ per meter per year.

The sum of (a) and (b) above shall estab-
1ish the total budget for dwelling utilities
peniding the installation of meters,

After meters are installed the dwellin,
utilities section of the operating budfe
shall only include (a) above; (b) shall be
distributed to the proper sections of the
bugget which apply to the annual cost of
metérs.

15¢ (1). WATER

In addition to water used by tenants in
dwelling units and community laundries,
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water 1s required for landscape maintenance,
wading pools, aend heating system operation.

It is difficult to predict the amount of
water that s development will use becauss
of the extreme variation which results from
tenant habits, develcpment location, etec.
While the average of the one year's opera-
tion of 38 developments is 196 gallons per
dwelling unit per day, different develop-
ments use from 105 gellons to 303 gallons
per dwelling unit per day. So far it has
been irpossible to discover any relation-
ship between the design of the development
and the water consumption., This variation
1s of much greater extent than the varia-
tion in the average family size of about L
persons for different developments. It is

proper therefore to estimate total develop-
ment consumption on the dwelling unit basis
rather than on a per capita basis. In addi-
tion, 1t is common experience for those who
study the water consumption of cities to
find wide variation in the same city for
iamilies living in the same kind of dwell-
ngs.

With the above in mind, it is suggested
that for new developments in cities where no
previocus development experience 1s available
either an average figure of 200 gallons per
dwelling unit per day be used, or a selec-
tion be maede from the following tabulation,
which would seem most likely to fit the de-
veéopment for which the estimate 1s being
made.

Water

Cost/

Location Project %?‘UOf Gag;;:;T{ / M.
s pay /  Cu. Ft.

J

Evansville, Ind. Lincoln Gardens 191 105 $0.62

Nashville, Tenn. Andrew Jackson Courts 398 117 .8
Stanford, Conn. Fairfield Court 136 125 1.73
Cambridge, Mass. New Towne Court 294 127 1.00
Atlantic City, N, J. Stanley S. Holmes Village 257 1 1.10

Enid, Ckla. Cherokee Terrace 0 lﬁﬁ 1.7

Schenectady, N. Y. Schonowee Village 21 15y .7
Nashville, Tenn. Cheatham Place 31 155 .75
Dallas, Texas Cedar Springs Place 181 156 1.51
Boston, Mass. 01d Harbor Village 1,016 157 1.33
Omaha, Nebr. Logan Fontenelle Homes 28l 15 .73
Oklshoma City, Okla. W1ll Rogers Court 354 15 1.3}
Louisville, Ky. College Court 125 163 .g}
Memphis, Tenn. Dixie Homes 632 163 .81
Atlanta, Ca. University Homes 678 16 2.55

Indianapolis, Ind. Lockerield Garden Apts. Zh 16 .5
New York, N. Y. Williemsburg Houses 1,622 165 1.2,
Mew York, N. Y. Harlem River Houses 574 172 1.19
Cincinnati, Ohio Laurel Homes 1,039 lg? 87
Minneapolis, Minn, Sumner Field Homes 263 1 <75
Buffalo, W. Y. Kenfield 5 18 L2
Detroit, Mich. Parkside 77 18 ahn
Washington, D, C. Langston 27 19 .12
Memphis, Tenn. Lauderdale Courts Lli9 199 .83
Louisville, Ky. La Salle Place 210 203 .79
Milwaukee, Wis. Parklawn 18 21 .51
Cleveland, Ohio Lakeview Terrace 20 21 .71
Toledo, Ohio Brand Whitlock Homes 26l 219 .80
Chicago, Ill. Julia C. Lathrop Homes 92 21 .51
Atlanta, Ga. Techwood Homes 605 22 2.58
Philadelphia, Pa. Hill Creek 23 2z 10
Lexington, Ky. Blue Grass Pk/Aspendale 286 22 1.00
Cleveland, Ohio Outhwaite Homes 579 227 77
Detroit, Hich, Brewster 701 239 ﬁ"‘
Camden, . J. Westfield Acres 514 2o .80
Chicago, Il1. Jane Addams Houses 1,027 292 .21
Cleveland, Ohio Cedar-Central Apts. 650 300 6L
Chicago, Ill. Trumbull Park Homes Lb62 303 .51

operation per spray head.

The above figures in general do not include spray pool operation.
Unless more specific data is available, the water requirements
for spray pools may be estimated at 70,000 gallons per month of
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After estimating the total amount of
water required for the development, the
cost should be determined from the schedule
of rates which will apply. In computing
the cost of water, the method of charging
for fire protection services should be de-
termined, since meters are not placed di-
rectly on lines to hydrants. Generally fire
protection 1s included with the municipal
gervices. In other cases either a flat an-
nual charge is made or a charge made for
each time that a hydrant 1s used for fire
fighting purposes.

15¢ (2). ELECTRICITY

Electricity 1s used by tenants for domes-
tic purposes and by the development for
power and public space lighting. Tenants
use electricity for light, refrigeration,
cooking, miscellaneous household appliances,

power for space heating, and occasionally
for the bolling of clothes in laundries.
The amount will vary with the usage and
with the size of the family which is assum-
ed to vary with the size of the dwelling
unit.,

In only 17 developments reporting opera-
tions for over a year was the tenant con-
sumption so metered that data on tenant us-
age could be obtained separately from the
other electrical uses. The results of
these records are listed below:

It is suggested that for estinmates for new
developments in cities where no previous
development experience 1is available, either
the average figures indicated below be used
or a selection be made from the following
data which would seem most likely to fit
the new development.

Lighting Only KWH/mo
Liv. One Two Three Four
LOCATION DEVELOPMENT Bedroom Bedroom Bedroom Bedroom Bedroom
# Enid, Okla. Cherokee Ter. -- 3g LN ) --
Oklahoma City, Okla. Will Rogers Ct. 2L 2 37 h% -
# Loulsville, Ky. College Ct. 22 26 33 N -
Average 23 29 35 L3 --
Lighting and Refrigeration
Atlantic City, N. J. S. S. Holmes - Lo 9 60 -
Birmingham, Ala. Smithfield Ct. L5 50 0 78 -
Charleston, S. C. Meet. St./Cooper 4l 0 56 79 --
# Chicago, Ill. Jane Addama 0 9 6 1 -
Columbia, S. C. (Part 1) University Ter. 6 1 6 3 --
Jacksonville, Fla. Durkeeville 3l h2 hg 59 -
Lackawanna, N. Y. Baker Homes - L9 5 70 80
# Omaha, Nebr. Logan Fontenelle -- L9 58 9 -
% Toledo, Ohio Brand Whitlock L8 51 59 7 --
Average Lh 50 57 ™ 80
Lighting, Refrigeration and Cooking
# Atlanta, Ga. University Homes W7 162 206 217 --
# Columbia, S. C. (Part 2) University Ter. -—- 13 158 201 -—-
# Philadelphia, Pa. Hill Creek - 11 1 187 -
# Stamford, Conn. Fairfield Ct. 102 112 12& 165 --
# Washington, D. C. Langston 113 133 165 220 -
Average 121 132 163 198 --

Electricity for Ironing in the Dwelll Unit: The developments indicated with an aster-
1sk (+#) have central laundries, To determine what the tenant consumption would be at these
developments if central laundries were not provided, and the ironing was done in the dwell-
ing unit, it is suggested that the following consumptions be added for ironing within the

dwelling units.

Living-Bedroom dwelling unit -
L "

One "

TWO " ”n
Three " v
Fou r " 1]

KWH/DU . /Mo .
(] " (]
" " "

" " "
" L] "

" -
" -

L
- L
5
6
6
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Blectricity for Tenant-Operated Heating
Plants: The followlng are suggested allow-
ances for electric power for fans for for-
ced warm air systems.

Coal fired - }2.00 KWH per toa o. coal
011 fired -~ 0.38 " " gzal). " oll
Gas fired - 1,15 " " 1,000 cu. ft.
of 500 B.t.u. Gas
2.3 KIH per 1,000 cu. 1.
of 1,000 B.t.u. Gas

Public Space Lighting: Halls and stair-
wells require approximately 100 KWH per
1,000 square feet of horizontal area per
month., This 1s based on one 25 watt lamp
for 75 square feet of area, and it is as-
sumed the lights are turned off in the day-
time.

Commnity rooms require an average 120XWH
per 1,000 square feet of floor area per
month on the assumption that the space 1s
used on an average of L hours every evening.

Development offices, shops, community
laundries, heating plants, etc., may be as-
sumed to require 200 KWH per 1,000 square
feet of floor area per month.

Outside Yard Lighting: If the number and
size of yard Iigﬁ%s are known, the number
of KWH per month can be estimated by assun-
ing that the lights will operate an average
of 10 hours per night. Otherwise, an esti-
mate can be made by assuming 3 KVH per dwell~
ing unit per month.

Community Laund Equipment: Where com-
mnity laundries are provided and electric
hot plates are used the following estimated
monthly consumptions are recommended for
ironing, boiling clothes and washing ma-
chines:

Living-bedroom apartment 6 KiH/DU./Mo.
One " ] 6 f 1" 1]
Two n " 7 i 1® "
mee [} " 9 [1] " "
FOur 1] n 9 L it 11

Hesting Plants: The following tabulation
gives the electric power consumption for
feed pumps, vacuum pumps, soot blowers and
electric control systems for different types
of management-operated heating plants.

Central & Group Steam Plants
E&gﬁ Pressure Low Pressuie

Coal 18 KWH per Ton 30 KWH per Toa
0il L " "™ byl 7" " bbl.
Gas 0,007 * " Therm 0.03 " " Therm
Purchased

Steam 0.2 " " M.lbs, 0.2 " " M.lbs,

Hot water circulating pumps
thermostatically controlled
Hot water circulating pumps not
controlled 1.0 v v "
Laundry Exhaust & Circulating Fans 50 " /Ldry/Mo
Laundry & drying room unit heaters 60 " /Htr./Mo
Sump Pumps . 15 " /Pump/Mo

0.2 KWH/DU/Xo
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Denand Loads: The total electrical con-
sumption per month for the development may
oe obtained from the above data. In addi-
tion the maximum demand load must be esti-
mated in order to make the computations of
costs from rate schedules. The "demand
charze" is for the maximum average power
load occurring during any specified period.
In practice this period 1s generally a 30-
minute Interval. The muaximum demand load
??y be estimated from the following tabula-

ouis

Tenant Demands

Dev. with lighting only 0.l KN per D. U.

Dev. with 1lighting and

refrigeration 0.22 KN " n w
Dev. with lighting anz
cooking 0.66 KV " v om

Dev, with lighting, cook-
ing, and refrigeration 0.81 KW " " n
Fans for forced warm sir  Add 0,05 KN per
Heating systems D.U. to one of
the above

Elsctric Current Demands

Dev. with yard lighting
only

Tev, with yard lighting
and power for central
or group heating plants O.08 KW " w 0

0.05 K¥ per D. U,

To obtain the maximun demand load, add
the appropriate number of KW shown 1in the
above table under "“Tenant Deuands" to the
appropriate number shown under "Management
Demands™ and multiply by the total number
of dwelling units.

Computing the Cost of Electricity: Assume
a 500 dwelling unit development with a mmth-
1y consumption of 3l,000 KWH using electri-
clty for lighting, refrigeration, and de-
velopment lighting but no power for heating.
From the foregoing the maximum demand would
be 500 x (0.22 - 0.D%) = 135 KW.

There are a number of different kinds of
electric rate schedules. The following 1s
chosen for this example:

Demsnd Charge

1st 10 KW of max, der. li, per Mo. or less $30
"

Nexi: 15 " " 1] “w ” " 32’50 per m
Next 25 " t " " " " " 2 ‘Oo " "
Next 50 " " " " " " " 1 .50 " "
P ext 1900 1 " 1" " ” " " 1 .2 " "
I‘;ext 2000 1 " n " i fn " l‘og " "
All
Over L&OOO 1 " L " )] " " 0.90 L ”n
Energy Charge
xnergy tnargs
1st 1,000 KvH o, 2.5¢ per KWH
Next 1,5¢0 * * 2,0 " *
Next 2,500 " " 1, " "
Next 5’000 1" " 1.0 " "
Next 190,000 * " 0,85 " "
Next 300'000 " " 0‘75 " "
All uver 506,000 " " G5 " "



The computation would be as follows: 15¢ (3). GAS

Demand Charge on 135 KW
d Gas is used by tenants for cooking and re-
T%% KW flat rate $ 30.00 frigeration and occasionally for boiling
clothes in laundries. It may be used for
T%% KW @ $2.50 37.50 space heating and hot water, which usages
are covered hereinafter under "Heating."
-%% KW@ 2.00 50.00 Gas 1s purchased by the cubic foot or therm.
A therm 1s a unit of heating value equiwva-
'%% gg g i-go 75.00 lent to 100,000 B.t.u. Purchased gas dif-
.25 - -Z5 fers in heating value. About twice the
. t of heat can be obtained from a cublc
Energy Charge on 34,000 KWH ?moun
oot O
3% 888 KWE @ 2.5¢ - 25.00 ot of natural gas as from manufactured gas.
’ i To convert therms to cu. ft. of gas the
3%¢%%% KWH @ 2.0¢ - 30.00 following formula should be used:
»
2,500 KWH @ 1.5¢ - 37.50
29,000 Cublc Feet = IRETNS X 190,990
5,000 KWH @ 1.0¢ - 50.00 et o808
24,000 KWH @ .85¢ -204.00 There are given below records of 15 proj-
: 346.50 ;:ts reporting operations for over a year and
ving meters located so that data on tenant
g::?:g Cha:ge per mo. $23g-2g consumption can be obtained. It 1is suggest-
Total " t on 582.7 ed that for estimates for new projects a
<75 selection be made from the following data,

io}
Average cost per KwH 3585.75 - 1.713¢ periity geig?oggﬁii.seem most likely to 1t the new
4,000

COOKING per Dwelling Unit

= By Cu. Ft. Therms
PROJECT NALE of Gas Per Mo. Per to.
Atlantic City, ¥. J. S. S. Holmes 25 996 5.2
Chicago, Ill. Jane Addams 00 171 6.2
Chicago, I1l. Julia C. Lathrop 800 793 6.3
Chicago, I11, Trumbull Park 800 3 z 7.5
Cincinnati, Ohilo Laurel Homes 865 0 g.o
Dallas, Tex. Cedar Springs Pl. 1,000 833 .g
Lexington, Ky. Blue Gr./Aspendale 1,050 937 9.
Mirnespolls, Minn. Sumner Field 800 351 7.4
Omaha, Nebr. Logan Fontenelle 540 1,43, 7.7
Schenectady, X. Y. Schonowee Village 537 1,103 5.9
Average T.1
COOLIKG & REFRIGERATION per Dwelling Unit
Cambridgze, Mass, New Towne Court 528 2,713 lh.z
Toulsville, Ky. La Salle Place 900 1,950 17.
Iouisville, Ky. College Court 300 2,202 19.8
Memphis, Tenn. Dixie Homes 970 2,308 22.4
Memphis, Teun. Lauderdale Ct. 970 2,296 22.3%
19.3

Average
In cities where no previous experience 1is svailable, the average figures indicated below

should be used.

SUGGLSTED ESTINATED REQUIREXEMTS BY L. U. SIZES PER Q.

Size D. . Cooking Only Cooking & Refrigeration
gﬁ:ing Bed. Rm. 2:Z Therms %2:% Therms
Two " " T.2 " 20.0 "
Three " " 9.2 " 25.u 1t
Four " " 11.0 " 30.0 "
See page for determining the cost of electric and gas refrigeration to establish statutory

rental values.
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See p. for determining the cost of
electric and gas refrigeration to establish
statutory rental values.

15¢ (4).

Heating as a sub-account of "Dwelling
Utilities" includes only fuel, operating
labor, supplies, and miscellaneous items
such as ash disposal. Electric power used
in the heating plant 1s chargeable to "Elec-
tricity" under "Dwelling Utilities.®™ The
repair, maintenance, and replacement cost
of the heating system are included under
another heading.

HEATING

Heat may be supplied by tenant-operated
heating units or by management-operated
heating units.

Tenant-Operated Heating Units. The labor

and in most cases the fuel to operate indi-
vidual tenant-operated unit are supplied by
the tenant. In computing statutory value
it is necessary to compute the tenant fuel
requirements for space heating. To obtain
the annual fuel estimate for space heating
use the formulae given below.

Coal-fired Stoves

Tons of coal or __ C x FA x DD x DbF
ooke per year ~ 2000 x B.t.u. per Ib. of fuel

Gas Heaters

C x FA x DD x DDF

h =
Therms per year 100,000

1 Therm = 100,000 B.t.u.
0il Heaters

C x FA x DD x DDF

Barrels (L2 gal) of 0il per yr. = 550,000

The values of C and nomenclature are given
below:

Values of C

For all types of Tenant-Operated Heating
Systems, all vented to chimney, including
circulating space heaters, hot air furnaces,
steam and hot water radiator systems.

Type of Fuel

Type Anthra- Semi-Bitumi- Bitumi-
of Gas Oil cite Coal nous (Poca- nous

Constr. and Coke hontas) Coal Coal

lstory 25 25 30 33 3L

2 " 19 19 2L 25 28

3 m 18 18 22 23 25

L " 18 18 21 22 2L

For NON-VENTED HEATERS use 80% of above
factors.

For DETACHED HOUSES add 15% of above factors.

FA - Floor area of the dwelling unit plus
the proportionate share of hall area,
if any, serving the unit. Use outside
wall dimensions.

Fage S

DD - Average anmnual degree days (preferably
as reported by the Weather Bureau).
(See p. instructions for use of
Form USHA §37.)

DDF - Degree day factor given below, 1s an
experience factor developed to be used
with degree day computations.

Degree Days Degree Day Ratio
2000 3000 1.19

000 000 1.11

000 5000 1.04

5000 6000 0.97

6000 or cver 0.93

The price per unit of fuel should be ob-
tained from local sources.

Tenant-Operated Domestic Hot Water Systems.
The following may be used for estimating
fuel requirements for tenant-operated hot
water systems:

Tenant-operated side arm

gas-fired water heaters = 290 Therms/Yr.
Tenant-cperated flue type

insulated ges-fired

water heaters = 250 Therms/Yr.
Tenant-operated oil-fired

hot water neater requires 235 gal. of
0il/¥r,
Tenant-operated coal-fired

hot-water heater = 2.5 tons coal per year
Tenant-operated ccal-fired

cookstove with water back, see p. .

Management-Operated Heating Plants. In
making computations for fuel requirements
when the heat 1s supplied by the develop-
ment the following facts and principles are
recognized. There is a tendency for the
tenant tc be less careful in the use of heat.
This section is based on the opinion of
health authorities that a range of 68°to 72°
is a proper temperature for. living rooms.
Bedrooms need not be heated above 65° during
the daytime. At night between 11:00 p.m.
and 5:00 a.m. dwe111n§ temperatures may be
allowed to drop to 50, It is assumed that
the heating plant will be operated so that
tenants will not find it necessary to open
windows to keep rcom temperatures down.

Included in the Operating Costs of heating
are:

Fuel !coal, o0il or gas) and steam (pur-
chased)

Labor (Including routine inspection, oll-
ing of equipment, etc.)

Supplies (Lubricants, waste, sundry tools,
etc.)

Miscellaneous (ash disposal)

The following formulae for estimating ap-
ply to low~-rent housing construction as ap-
proved by the USHA, which 13 of a substan-
tial type designed to last 60 years. Fuel
consumption estimates involve space heating
domestic water heating and hot water llne
losses, laundry drying, and steam line
losses.



Space Heating. To obtain the annual fuel
esfgmate for a plant without zone control
use the formlae given below: For zone con-
trol corrections see below.

Coal or Coke.

Tons per year =3.36 x EDR x DD x DDF
i7g-DT$ X B.t.u. X Eff.

Gas.
Therms per year =0.067 x EDR x DD x DDF
-DT) x .
0il.

EDR x DD x DDF
-DT x xE .

Barrels (42 gal.) =
per year

Purchased Steam.

Thousands of 1lbs. = EDR x DD x DDF

per year {70-DT) x 150

B.t.u. (British thermal unit) in coal
formula is the heat value per pound of coal,

Therm. is a heat unit of 100,000 B.t.u.

E.D.R. (Equivalent Direct Radiation) 1s
expressed in square feet and is the equiva-
lent in steam radiation of all heating sur-
faces, supplied with heat from the heating
plant, which radiate heat to the occupied
spaces. This would include radiators, all
uncovered connecting piping within the rooms
and all uncovered risers extending from the
basement. This information should be sup-
plied by the Designing Englneer.

D.D. (Degree Days) is the average total
anmal degree day figure for the locality.
This can be obtained from the local Weather
Bureau Station. It should be remembered
that this figure will vary from year to year
as mch &s 15 percent. The formulae may be
used for any period, such as a quarter, by
using the degree day flgure of that period
in place of the annual figure.

D.D.F. See p. 54.
D.T. (Design Temperature) is the outside

temperature on which the heat loss calcula-
tions were based. It should be furnished by
the Designing Engineer. In the absence of
data from hiz, the figure based on standard
practice should be used; that figure 1s ob-
tainable from the Weather Bureau.

Eff. (Efficiency) refers to boiler house
efTIciency and is the ratio between the heat
in the steam leaving the boiler house and
the heat in the fuel supplied to the bollers.
It is the average efficlency for the heatling
season and is usually expressed in percent
(as 657%) but 1s used in the formlae as &
decimal (0.65). This efficilency mst not be
confused with boiler test efficlencies nor
with efficiencles obtained when bollers are
operating steadily under fairly heavy loads.
The efficiency figure to be used in these
formulae will vary considerably with types

and sizes of bollers, kinds of fuel and op-
erating personnel; it is a matter of judg-
ment in each case but the following may
serve as a gulde;

(Use the lower figures for poor fuel and
personnel of less than average efficlency.)

Small stoker-fired plants (below 75 HP per
boiler), use efficlencies of 0.45 to 0.55.

Stoker-fired plants (75 to 200 HP per
boller) without automatic combustion con-
trols, COp recorders, steam flow meters and
8t28r operating instruments, use 0.50 to

Stcker-fired plants (100 HP and larger
boilers) completely instrumentalized and
controlled, use 0,60 to 0.65.

01l burning plants with automatic regulae-
tion, use 0.60 to 0.70.

Gas burning plants with automatic regula-
tion, use 0.65 to 0.75.

Zone Control Saving. The foregoing form-
lae contemplate an excess of fuel over the
amount needed to maintain the prescribed 70
degree Indoor temperature, it being recog-
nized that it is not possible to regulate
manually temperatures to an exact degree.
However, with the ald of automatic thermo-
static controls a closer regulation is ob-
tainable. Such controls are supplied in
many developments in the form of "zone con-
trol systems," the function of which is to
reduce overheating.

Since radliation is designed for maximm
heating conditions, overheating is more pre-
valent in mild weather. Since the mild por-
tions of heating seasons are longer in
milder climates greater percentage saving
withhzone control can be expected in the
South.

Figure a 10% reduction in space heating
fuel for properly operated zone control
systems in plants with 6,000 or more average
annual degree-days and add 1% to the 10%
saving for each 400 reduction in the mumber
of degree-days. Thus, if the annual degree-
days are l,[400 the zone control would result
in a fuel reduction of

6,000 - L, 1,00 _
-———1Ri5—L—‘- 4+ 10=4 4120

or 1% of the space heating fuel.

Domestic Hot Water and Hot Water Line
Losses. Fuel estimates for generating do-
mestic hot water are based on an average con-
sumption of 55 gallons per family per day
and increasing the temperature of the water
85° with a 354 hot water line loss. The
following factors apply to steam heated hot
water generators. guantitles are per family
per vear. "B.t.u." and "Eff." are defined

on p. Sk.
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Coal

00
Tons = B-.t__i.u. X E_EFI‘. = 0.10)

Gas

Therms = 190

011

Barrels (42 gal.) = .0

Purchased Steam
Pounds = 19,000
Laundry Drying. On the basis of each
family doing one wash per week the annual
fuel consumption in management-operated

heating plants for drying would be equiva-
lent to about:

0.2 ton of coal per famlly per year
35 therms of gas per family per year
27 gallons of oil per famlly per year

The consumption of gas-fired cabinet driers
will approximate 26 therms per family per
year.

Steam Line Losses. Whenever steam is in
the stributlon system, condensation takes
place in the pipe lines and this represents
a loss classified as "Steam Line Loss."

This varies greatly from one development to
snother. It may be figured to be uniform
throughout the entire year where hot water
generators are located out in the develop-
ment away from the boiler house. Where these
generators are located within boiler plants
and steam-heated laundry drying facllities
are not in use so that steam does not need to
pass into the yard distribution system, the
steam line losses exist only during the
heating months and should be so figured.

Steam line losgsses depend on the area of the
plpe lines, i.e., the pipe circumference
times the length. This, in turn, can be
shown to vary directly as the management-
developed land area times the square root of
the mumber of dwelling units. The following
formulae based on operating data provide a
means of estimating steam line losses for
both central and group steam plants.

Anmual fuel consumption to compensate for
steam line losses for developments with 30
or less dwelling units per developed acre:

A = number of developed (gross area minus

undeveloped area) acres of land on
the development site.

V D.U.=square root of the number of dwelling
units in the development.

Tons of coal = 0.63 x A x\ D.U.
Bbls. of oill =2.43 x A xV D.U.
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Therms =150 x A x V'D.U~

For developments with between 30 and 60
dwelling units per developed acre, use the
above formilae and multiply the result by

D‘U.

2 30 x A

Quarterly Fuel Requirements. In figuring
the quarterly fuel needs, it 1s assumed that
the hot water, laundry drying, and line loss
fuel requirements will be uniform throughout
the year (excluding special cases discussed
above), and that the space heating fuel will
Iary with the degree days. Proceed as fol-
ows:

1. Calculate the quarterly hot water fuel
by the proper formila.

2. Calculate the quarterly laundry drying
fuel by the proper formila.

3. Calculate the quarterly line loss by
the formula and other instructions.

L. Calculate the annual space heating
fuel by the proper formula.

5. Divide the total space heating fuel
between guarters 1ln proportion to the
average quarterly degree days.

6. The fuel requirement for any quarter
will then be the sum of 1tems 1, 2,
3, and 5.

Labor for Heating Plants. The labor to
operate a heating system includes that for
the boller plants, various pumps for return-
ing condensate to the bollers and for the
hot water generating systems. The operating
labor in connection with these pumps and
generators consists of the inspecting and
adjusting which are necessary to keep them
in service. The time used in repairing
heating plants, which 1s usually done by the
operating personnel, should be charged to
“Eeatin System® unaer "Repalirs, Maintenance,
and ﬁqp%acemenfs.' The repairs to hot water
generators should be included with those of
the glumﬁing s%stem.AAThe quantity of labor
require n & boiler plant depends upon the
amount of physical work and supervision re-
quired to keep the plant running without
damaging itself, (repairs not included), the
requirements of codes and laws which apply
to a particular locality, the kind of equip-
ment avallable, and the arrangement of the
equipment from a point of view of ease of
operation.

Coal Fired Plants. The amount of physical
labor required in any given coal-fired plant
will depend largely upon the amount of coal
to be handled., The severeat winter weather
will require about 0.4% of the annual coal
requirements for each of the two 8-hour day
shifts and about 0.2% for the remaining
shift. The amount of physical labor required
in the summer for coal-fired boiler plants
operated to furnish domestic hot water and




laundry heating will be about one-half of
the winter requirements.

Hizh pressure plants should always have
an operator in attendance during operating
periods. One operator per shift will suf-
fice during non-heatinz seasons. No opera-
tors need be In attendance when the boilers
can be shut down from 10 p.m. to 5 a.m. for
instance, or for longer periods of time de-
pending on weather conditions and hot water
requirements,

In a simple stoker-fired boller plant with
coal avallable close by so that not more
than 3 or L steps to shovel and convey the
coal to the stoker hopoer are required and
with grates requiring the removal of ash by
hand to a disposal station also close by,

a fireman can handle the whole boiler at-
tendance job up to 8 tons of coal per 8-hour
shift.

If one man 1is to take care of a number of
similar plants, the amount of coal per shift
which he can handle and perform the other
firing duties will be reduced to 5, 5 or I}
tons depending on time lost in traveling and
interruptions. To determine this lost time,
estimate the time required to walk between
plants during an inspection trip; then add
15 minutes for each plant for other lost
time; multiply the result by two for two
inspection trips per shift. By subtracting
this result from ﬁ (8-hour shift) the useful
coal-handling tine is obtained and, on the
basis of one ton an hour, the total man-
hours can be flgmured.

To illustrate, assume the following:

Fuel consumption 2250 touns/year or a maximum
of 9 tons per shift.

Five group plants in a circult of 1-1/4 miles.

Walking time at 3 miles per huur 1is 25 min-
utes per trip.

Other lost time is 15 x 5 = 75 minutes per
trip.

Total time is 100 minutes per trip.

For two trips per shift the total time would
be 200 minutes or 3-1/3% hours and the fuel-
handling time would be L-2/3 hours.

On the basis of one ton per hour one man
will handle 4-2/3 tons per shift.

To handle the 9 tons per shift will re-
quire two men.

If the bunker is far enough away so that
the use of a wheelbarrow is justified and
the wheelbarrow can be dumped into the
stoker hopper without reshoveling, the 3/Y
ton instead of 1 ton per hour per man should
be used in the estimate. If 1t is necessary
to reshovel the coal after conveying it in a
wheelbarrow, then 1/2 ton per hour per man
should be used.

If an overhead monorail with a bucket of
500 pounds or more capacity is available to
handle the coal from the bunker to the
stoker hopper, the fireman will be able to
handle one ton per hour.

If the coal is delivered to an overhead
bunker and the ashes are pneumatically or
mechanically handled and the feed water has
full automatic control, a fireman can take
care of a plant up to about 12 tons per 8«
hour shift. In an overhead bunker plant
such as 1s used for low-rent housing develop-
ments, additional time will be required on
the principal day shift to elevate the coal
to the bunker and assist in handling the
ashes, This will amount to about one man-
hour for each 5 tons handled. For instance,
suppose the dally fuel 1s 45 tons and the
maxinmum per shift is 18 tons. The labor is
computed as follows:

18 (tons per shift required) __ 1.5 men per
12 (tons per shift per man) ~ shift for
firing

L5 (tons per day
required) — 9 man __ 1.12 men per
-5 (tons per hr. ~ hours ~shift for firing
per man)

Total = 2,62 men per shift

This means that during the principal day
shift 2,62 men are needed and, during the
other shifts, 1.5 men. To reduce this to
practical operation 2 men would be used on
each of 3 shifts spreading the extra work
on the other two shifts.,

The estimates for plants requiring in ex-
cess of a maximum of 20 tons per shift or
5,000 tons per year should be made by per-
sons experienced in operation. Whether the
plants should be manned by 2, 3, or L men
for the principal day shift with lesser num-
bers on other shifts depends too much on the
type of equipment and arrangement to attempt
to formularize an estimating method.

Plants with annual coal consumption above
2,000 tons may require more than one man to
operate. In this case, the additional labor
indicated on a proportionate basis should be
of an unskilled laborer's or coal-passer's
rank.,

In the spring and fall when it is the
usual practice to use nrighttime shutdown
periods and th: daytime loads are light,
fewer operators are needed. In summer,
still further reduction 1in operating labor
is usually possible. The maintenance and
operating organization should be constitu-
ted of men that can both operate boiler
plants and do miscellaneous maintenance work,
when free from operating duties. The work-
ing schedules should be worked out to obtain
the most efficient use of all personnel.

Low pressure coal-fired steam plants hav-
ing a load of over 600 HP should not be left
unat tended,

High pressure coal-fired steam plants of
the type which may te used in low-cost hous-
ing developments should always be attended
while steam pressure is being carried.

Boller plants may be "banked" at night,
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particularly in the spring, summer, and fall
and at such times left unattended after the
steam pressure has dropped.

Gil-fired Plants - Low Pressure (under 15
1b.) Semi-Automatic.

(Note: Semi-automatic plants are automa-
tically regulated insoiar as they maintain
uniform steam pressure and .ater level and
will shut the plant down if excessive steam
pressure or low water 1s experienced. They
are not capable of automatically relighting
in event of flame railure.)

The following applies to low pressure
group plants, semi-automatic, using clean
heavy fuel oll. :

Onoe each shift the burners in operation
need attentlon requiring about 20 minutes
each., Additional time 1s required for ser-
vicing miscellaneous plant equipment about
in proportion to the size of the plant and
the extent to which 1t 1s operating. For
meneral plant service fizure 30 minutes per
plant per shift. For each boller in opera-
tion add 15 minutes for boillers less than
75 #P and 20 minutes for larger bolilers.

Time is also consumed in walking between
plants and otherwise lost. The walking time
may be estimated by the same method as for
coal-fired »lants.

To illustrate, assume f'ive plants each
with three 50 HP bollers and 1/ mile apart
requiring 5 minutes walk from one plant to
another.

During average winter weather two boilers
handle the load and three boilers are re-
quired during the occasional coldest periods.
The boiler operating crew can therefore be
based on operating two boilers in each plant,
it being understood that a standby nen will
be available when needed. Thc following man-
hours of operation will result:

Burner service: 10 burners & 20 min/shift = 200 min.
Plent service : S plants & 30 min/shift = 150 min.
Boiler service: 10 boilers @& 15 min/shift = 150 min.

Lost time 2 visits/plant/shift =
10 (visits) x 15 min., = 150 min.
Walking time : 5 min. x 5 x 2 = 5C min,
Toteal 700 min.

This 1s equivalent to 11.7 man hrs./shift
or 1.5 men per E-hour shift.

The operating crew can therefore consist
of two men per shift during coldest winter
weather; 2 men for two daytime shifts and
one for the nighttlime shift during spring
and fall months; one man for each of two
shifts during summer weather. Supervision
1s also needed.

0il-fired Plants - Low Pressure Fully Au-
tomatic. (Where automatic ignition and feed
water regulation exists in addition to other
automatic regulation.)

Nhere relirble fully automtic equipment
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exlsts, fewer visits are required and, in
general, equipment would be of higher qual-
ity. The operating labor may be reduced to
1/2 of that estimated for semi-automatic
plants. The crew for this example would
consist of one man per shift during the
winter months and 3/l man per shift opersted
for the balance of the year. These men
should be supervised.

High Pressure 0Oil-fired Central Boiler
Plants. High pressure oll-fired central
boller plents should have continuous attend-
ance while steam pressure 1s carried. If
boilers exceed 300 HP in size, speclal con-
sideration shoula be given to the operating
problerm and the estimate should be made by
one experienced in such operation.

Gas-fired Low Pressure Plants. (Semi-
Automatic and complete with safety shutdown
devlces). Plant, boller, end burner require

min, per shift per plant. Estimate the
time lost in going from plant to plant as
described under coal-fired plants. Figure
on two visits to each plant per shift.

Gas-fired High Pressure Flants. Gas-fired
bollers carrying excess of 15 Ib. steam pres
sure should have continucus attention by one
man per shift. It 1s not expected that high
pressure boilers of less than 100 HP will be
installed., For boilers with full automatic
equipment intended to operate without at-
tendance part of the time or for bvoilers in
excess of L0OO HP in size, the estimate of
the operatling personnel should be made by
one experienced in such operation.

Hot Water Generator, Condensate and Vacuun
Pumps. Hot water generator, condensate and
vacuum pumps require operating labor to make
éally inspections and adjustments. Approxi-
nately 10 minutes per day per station should
be allowed. This work should be done by a
fireran or a malntenance mechanic.

Codes and Laws. Codes and laws affect the
amount of labor required for boller opera-
tion. Since codes differ in different lo-
calities, a determination of additional
labor required as a result of code require-
ments should be made. For instance, the
state might require that all steam bolilers
in excess of 30 HP have attendants while
operating irrespective of the fuel used or
the steam pressure carried. A local code
may require that all steam bollers except
those in residences have continual attend-
ance by licensed personnel. Allowable work-
ing hours per week may be defined by law.

Supplies. Supplies include lubricants,
wiping rags and waste, chemicals used for
instruments and for water treatment, shovels,
firing tools, etc. A reasonable estimate
might be made for these by allowing

$0.12 per ton of coal
2.60 per 1,000,000 cu. ft. of gas
0.028 per bbl. of oil

Miscellaneous. The principal item which
may appear in this account is the cost of
removing ashes from the boiler plant. 1In



places where the city does not remove this
material a contractor may be employed. Cer-
tain kinds of ash have value and can be sold.
Such sales are seasonal, however, and not
dependable., They should not be reflected
in the estimate. The cost of ash removal
will approximate 10¢ per ton of coal burned.

15¢ (5).

In some communities & separate charge for
sewer service and sewerage treatment 1s
made. Such charges may be based on: (1)
number of connections; (2) number of fix-
tures; or (3) the amount of water used. If
sewer charges are made they should be des-
cribed in the Management Program Resolution
(Ferm U3HA 956) and the estimate based upon
the aporoved, negotiated local rate schedule.

SENERAGE

15¢ (6).

The cuentity of kerosene oil required for
cooking 1s estimated for different sized
dwelling units as follows:

MISCELLANEOQOUS

Living bedroom L gal., per month
One L 1] 1] "
Two " 11 " "
Thr ee " " " "
Four » g

Coal Cook Stoves. The quantity of coal
required for cooking 1s estimated to be
1-1/2 tons per dwelling unit per year re-
gardless of the size of the unlt. If the
range has a water back for heating water an
additional 1-1/. tons per year will be re-
quired.

Ice Refrigeration. The quantity of ice
required for different sized dwellings for
refrigeration is estimated as follows:
variations between North and South are tsken
care of in estimating the number of months
during which refrigeration 1is necessary.

Living bedroom 170 1lbs. pﬁr Dﬁu' pﬁr mg.

One " - 200 "

T™wo 1] - 2 50 " L] " " t

Three " - 310 Lt} " n L LU

Four ] - 330 n " 1] 1] 1]
15d. REPAIRS, MAINTENANCE, AND REPLACEMENT

The cost of repalrs, maintenance, and re-
placements will depend upon the accepted
standard of usability, appearance, and the
quelity of the physical component of the
development,

Inasmich as the housing developments are
made of the seme materials - brick, con-
crete, plaster, wood, glass, and paint -
as the slums which were cleared away, it
would be entirely possitle for any develop-
ment to attain the appearance of a slum in
a short time iIf adequate standards of main-
tenance and cleanliness are not established.
The estimating factors are predicated upon
minimum adequate standards of maintenance
and upon a high degree of tenant participa-
¥Ion in the care of the property, its main-
tenance and cleanliness. For a full dis-
cussion on tenant maintenance, methods of

preserving surface appearance and neatness,
see p.

The standards established in the develop-~-
ment should be those which will preserve the
“"decent, safe, and sanitary® character of
the development. Standards of maintenance
established for high type commercially oper-
ated resldentisl properties are frequently
predicated upon maintaining the "competitive"
position of the property in the rental mar-
ket. Such standards do not apply to public
housing developments.

It is dl:ficult to specify in writing
absolute standards of appearance. The de-
termination of minimum adequate standards
will be based upon community attitudes and
local physlcal conditions.

Repalr 1s defined as fixing or replacing
minor broken parts. Masintenance is a
broader term often 1ncluding repairs and
means keeping an object up to a certain
standard of usability or appearance. Re-
placement means replacing an object at the
end of 1ts useful 1life with a new object
which 1s to serve the same purpose.

The useful 1life of any object installed
or used in a development depends upon the
care with which it has been repaired and
maintained. If repairs and maintenance are
neglected, early replacement of the object
neglected will be necessary. If the object
is well maintained and kept in good repailr
its useful life will be extended. Thus,
replacement expense 1is dependent upon the
expense of maintenance and repairs,

The policy of the USHA is to include in
the cost of operation during the first 10
years the average annual expense estimated
for RM&R (i.e., Repairs, Maintenance, and
Replacement) over such 1l0-year pericd.

It is reasonably certain that the RM&R
for periods subsequent to the initial 10-
year perlod will be higher. Therefore, in
order to insure that no more than the maxi-
mun USHA Annual Contribution will be re-
quired after the first 10-years, it is ne-
cessary to estimate this additlonal average
annmual expense for Repairs, Maintenance and
Replacements after the first 10-years.

Because of the above, the Manual furnishes
two factors for use in estimating RM&R costs.
These factors represent:

(1) The average annual expense for the
first 10 years of operation designated
hereinafter as the "10-Year Average
Anmual RM&R Cost."

(2) The additional amount to be added to
the 10-Year Average Annual Expense to
determine the average anrual RM&R cost
for the remaining years of opera-
tion designated hereinafter as the
"additional Average Annual RM&R Ex-
pense."

Factors (expressed in decimal ratios of
development cost) for estimating the 1l0-year
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Average Annual Expenses have been prepared
by the U3HA, in the following manner:

Maintenance and repair expense. The main-
tenance and repalr policy and resultant ex-~
pense for several typical systems or in-
stallations were predicted for the first
10-year period of operation.

Replacement expense. The useful life of
the various components of each typlcal sys-
tem or installation was forecast based upon
the predicted policy for maintenance and
repairs and the amount of failures and ex-
pense of replacements during the l0-year
period were forecast,

Total RM&R expense. The total expense
thus estimated for each of the various sys-
tems was divided by ten to arrive at the
estimated 10-year Average Annual RM%R Ex-
pense. Such expense was then divided by
the average development cost for the typical
systems or installations to arrive at an
average factor which is a decimal ratio of
the development cost for the system or in-
stallaticn.

It is expected that exypense experlenced
for the first part of the 1l0~-year period
will be less, and during the last part will
be more than the average annual rate. Thus
reserves for RM&R should be established to
provide for the higher costs in the latter
part of the 1l0-year persiod. See p. 66
relative to the size of these reserves dur-
ing the 10-year period.

Assuming that present econcmic conditions
will continue, the average annuzl expense
of BRM%R for the L8 years following the first
10 years are expected to be substantially
hizher than the 10-Year Average Annual RM&R
Expense. . The actual annual expense immedi-
ately following the tenth year is expected
to be less than the 48-yeer average. More-
over, it is expected to increase gradually
thereafter, A reserve would thus be built
up in the early part of the L8-year period,
Because of the long period of time involved,
interest earnings at 2 percent have been
anticipated in estimating the average annual
expense of FRM&R, for typical systems, during
the 48-year period., With this exception the
method used in estimating the average annual
expense for the 4B8-year period is similar to
that described for the 10-Year Average An-
nual) RMXR Expense., Because of the splittirg
into 10- and 48-year periods end because
various items are treated as groups, the
factors given herein should not be used for
design purposes,
154 (1). GROUNDS

The care of all ground areas, either
planted or paved, classified as repairs,
maintenance, and replacements, does not in-
clude the removal of snow or trash, which
is included in Operating Services. The es-
tinate for costs for repairs, maintenance,
and replacements of grounds includes all
labor, supplies, materials, and equipment
required for planted areas, for surfaced
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areas, and for yard appurtenances.

Planted Areas. The degree of maintenance
of Tandscaped areas will depend upon the
appearance stendard which is adopted. This
will vary with different types of area. 1In
keeping with the general standards, the ul-
timate object should be a maximum amount of
tenant maintenance. For this reason planted
areas are divided into two classes for bud-
geting purposes, i.e., management-maintained
and tenant-maintained.

Management-Maintalned Planted Areas. Pri-
mery areas. These areas are those neces-
sarily maintained by the development, which
together with tenant front yards, should be
malntained at a relatively high level,

Secondary areas. These are areas of less-
er importance in the appearance of the de-
velopment. ‘hile they should be kept order-
ly, the amount of care required should be
about one-half that required for primary
areas.

Play field turf. Play fields requiring
turf maintained for active recreation would
be cut by scythes or other field equipment.

Recrestion areas - Naturalistic. These
areas include woocded or fleld areas used as
parks and require only normal care of the
trees and the removal of the undesirable
azrowth,

Undeveloped areas. Land purchased for
tuture development should be maintalned only
to the degree necessary to prevent the areas
from being unsightly and hazardous.

Tenant-iaintained Planted Areas. Tenant
front and side yards are planted areas usu-
ally at the front and ends of buildings, the
maintenance of which are assigned to the
tenant. These areas are comparable to pri-
mery areas, the only difference being that
the ordinary maintenance functions are per-
formed by the tenant.

Tenant back yards are areas of lesser in-
portance adjacent to the dwelling, the main-
tenance of which are assigned to the tenant.

Allotment gardens are additional areas set
aside for gardening by tenants. These gar-
den aress wlll require an occasional clear-
ing by the development maintenance force and
management supervision.

Surfaced Areas. Surfaced areas may be di-
vided between hard surfaces and water-bound
suriaces, These areas include walks, drives,
spray pools, play and other recreatlon areas,
laundry yards, trash platforms, etc.

Hard surtaced areas include those finished
with masonry, concrete. and bituminous ma-
terials.

Water-bound surfaces include clay and gra-
vel combinations and macadam.

Yard Appurtenances. Yard appurtenances




include fences, clothes posts, benches, and
guard ralls.

Correction for Labor Rates. The follow-
ing tabulation gives the estimated unit ex-
pense for the above classifications of
planted areas based on a lj0-cents-per-hour
labor rate. If the actual rate for unskil-
led lsborers (after making allowances for
paid time on vacations or on sickness) dif-
fers from L4O cents per hour, the labor ex-
pense indicated in this tabulation should
be corrected in direct proportion. In such
cases, it is suggested that the estimates
for grounds be worked up to totals for lab-
or based on the Lj0-cent rate. Then the
total labor for grounas can be corrected for
the local rate and added to the material ex-
pense giving a corrected total grounds cost.

Estimated Unit Costs for Items of Grounds
Maintenance:

10-Ysar Average Annual
Expense per 1,000 sq.ft.
Iten Isbor Materials Total

Primary Planted Areas

Normal Coverage $ 9.00 $3.29 $12.19

Concentrated " 11.20 5.00 16,20
Secondary Planted Areas L.,8 1,60 6.08
Pleyfield Turf 1.60 .87 2.47
Recreational Areas

Naturalistic «80 «50 1,30
Undeveloped Areas 32 «10 o
Tenant Front & Side Yards 50 3.4 L.2L
Tenant Back Yards «80 «55 1.35
Allotment Gardens L8 «20 1.68

Note: The "Adaitional Average Annual

Cost™ is obtained by multiplying the total
cost for materials only by 0.21. The labor
cost is not to be included in such computa-
tion.

Tree Feeding Allowance.

10=yr. Additional
Item Aver, Annual Aver, Annual
Expense Lxpense

0ld Existing Trees,

each tree $1.70 None
New Tree Planting

Shade & other large

growing trees, each 61 $1.02
Flowering & smaller
growing trees, each «30 «30
Surfaced Areas.
10-yr. Additional
Item Aver, Annual Aver, Annual
Expense Expense
Hard surfaced areas 0,010 0,032
Water-bound surfaced Areas 0,051 0.028
Yard Appurtenances 0.034 0.047

Apply these factors to the initial cost of
the item.
154 (2). STRUCTURES

Under the subject of Structures ls the re-

pairs, maintenance, and replacement of all
parts of the buildings Included in the
following:

Concrete and masonry werk, roofs, roof
insulation, roof flashings, sheet metal work,
structural steel, miscellaneous iron and
steel), metal windows, exterior woodwork,
weather stripping, glazing, caulking, in-
cinerators, interior woodwork, floors,
ceramlc tiie, metal bucks and bases, wood
window sash and balances, screens, stairs,
kitchen cablnets, work tables, coal bins,
and ltems classed as general carpentry anc
hardware. All of these must be considered
in making a detalled estimate for structures
or 1n computing an overall factor to be used
in making an estimate. Architects' fees,
excavations, painting, mechanical systems,
ranges, refrigerators, and other equipment
are not to be included with structures,

The bullding walls are sometimes thou:ht
of as the controlling factor in the RM&R
cost of structures but in reality the esti-
mated costs for the walls are a relatively
small part of the total. 1iue to the large
number of items and numerous types of each,
& large varlety of combinations is exper-
lenced and a considerable amount of compen-
sating effect in RM&R costs may be expected.
For instance, a certain project may have a
type of porch construction which will have a
relatively high annual cost and compensating
for this the stairs or windows may be of a
type having low annual costs,

As a practical matter of convenience, it
1s possible to estimate within a reasonable
degree of accuracy the total structursal
RM&R costs by applying factors to the ini-
tial construction costs. Using this methad
instead of using certain annual amounts per
room wlll compensate to a certaln extent
for the variation in material and labor
costs in various localities.

The following factors may be used for the
types of developments indicated and inter-
mediate factors may be estimated and used
for developments having other combinations
which seem to fall between the types glven,
These factors should be applied to the ini-
tial costs of the structures only, i.e.,
excluding costs of painting, mechanical
systems, ranges and refrigerstors, land,
landscaping and grounds improvement, excava-
tion, architects' ana other fees, carrying
charges, etc.

Type I « Row houses and flats. Brick
veneer, Frame partitions, floor and roof swp-
ports. Stairs, sash, rear porches or coal
boxes, all of wood. Floor finish - wood,
linoleum, and asphalt tile. Felt roofing.
Walls plastered. Front doors unprotected.
Wood screens for doors and windows.

10 Yr. Average Annual . . . . 0.0063
Additional Average Annual . . 0.0053

Type II - Row houses and flats. Wood
structures with sheathing covered with asb-
estos shingles, Frame partitions plastered.
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clay tile roofing and wood sash and frames
or asbestos {elt roofing and steel window
frames. Wood doors protected. ood floors
covered witn asphalt tile or linolsum.

Wwood screens for dcors and windows.

. 0.0041
. 0.0053

10 Yr. Averages Armial . .
Additional Average Annus!

Type III - Row hcuses, fliats and 3-story
apartments. Brick veneer with masonry back-
ing. Concrete fllors with wcod bloeck, lino-
leum and asphalt tile floor [{ini:ziz. Con-
crete roof with felt roofing or wood gable
roof with tile roofing. Hetal window frames,
screens, stairs, and door bucks., Plaster or
masonry walls and fire-proof partitions.
Incinerators in apartments.

. 0.0032
. 0.0049

Type IV - lL-story Apartments. Exterior
face brick backed with masonry. Concrete
floors finished with lincleum in kitchens,
ceramic tile in baths and wcod elsewhere.
Fireproof partitions. Concrete roof slabs
with felt insulaticn and 5-ply felt rcofing.
lletal windows, copper screens. Doors - ex-
terior and halls to apartments - hollow
metal. Other doors wood. Incinerators.

10 Yr. Averaze Anmual . . .
Additional Average Annual .

10 Yr. Average Annual . . . . 0,00165
pdditional Average Annual . . 9.0040

154 (3).

Painting and decorating includes all ex-
terior and interior painting, also the labor
and material for washing painted surfaces,
plaster pstching, floor refinishing, and for
the repair and replacement of shades and cur-
tain rods. .

PAINTING AND DECORATING

Paint is applied to protect the surface and
to iinprove appearance. Color has little
bearing on the protective qualities, but has
a large bearing on appearance. ne color
scheme of a development should be simplified
to reduce to a minilmum the variety of color
used., Xee>ing iIn mind atmospheric dirt con-
ditions in some localities, colors should be
chosen ror exterior work which will give
plessing resn’ts for the nseful 1life of the
paint. The replacement of exterior palint
should only be done when it no longer pro-
tects the painted surface. The replacement
of interior paint will norually be made to
i:prove appearance before 1t will be neces-
sary to protect the surface by painting.

Costs of painting and decorating are esti-
mated to be the same for the first 10 years
and for the following LB years. Thus, the
fimures given below reflect both the 10-
year average annual cost and the average
cost theresfter. There will be no additional
average annual expense.

Exterior Palnting: A good grade of paint
shou always be used. Even the best paints
will give protection for varying lengths of
tine, depending upon the climatic conditions.

The experience oi the locality should deter-
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mine the frequency of repainting. The fol-
lowling figures give an estincted cost of re-
painting the various items noted, based on
two coats of paint, costing $1.75 per sallon
and a labor rate of 7% cents per hour. Ex-
terior repainting will invariably require
two coats of palnt., When tenants apply
paint the development furnishes the palnt
supplies and tools.

Two coats palint applied by tenant.
(window openings not deductible)

Wood siding and trim $1.40 per 100 sq. ft.
Concrete block and trim 1.50 per 100 sq. ft.

Two coats paint applied by develop-
ment employees.
(#indow openings not dednctible)

Wood siding and trim  $L.00 per 100 sq. ft.
Concrete block and trim 5,00 per 100 sq. ft.
Steel window frames and
sash 5.00 per 100 sq. ft.
of masonry
opening
Wwood window frames end

sash 1.00 per openings
(average
31 x 516")
Wood screen frame .25 each

0

Door and frame (Ex-
terior side only) 2

Outside blinds (plain) 12

Hand rail or pipe fence
(2 horizontal pipe
11Y dia. 18" o.c.
posts about 6ft.
0.C.) ]

Metal fence (36" high,
5/8 vert. bars 6% 0.3) per lineal foot
0.c. Fosts 5 ft. o.c.) of fence

2
Q0 per opening
50 ner opening

0.12 per 1lineal foot
of fence

Replacing Putty - Annual cost $1.25 per 100
sq. ft. of window opening.
(This is based on an average putty life
of 6 years.)

If vaint and labor unit costs arse differ-
ent from thcse on which the ahove were nased,
the followins formula may e used to obtain
a revised estimate for exterior paintings:

T= (6.104P+ 0.005,L5L 40.41)t. -

T= the revised estimated total cost for
exterior nainting.

P=the cost of paint in dollars per :zallon.

L= the actual cost of labor in cents per
hour, correcting if necessary fer sick
and annual leave with vay.

t=the total cost for exterior naint ob-
tained from usings the factors above
noted.

To uetermine annual cost divide T by
tiie number of years in cycle.

Interior Paint and Jecoration, Dwelling
Spaces. 1t 1s assumed that the tenant will
Femove tne dirt from the walls, cellin~s,
and trim, and that the filling of cracks and
other minor repairs will be done by the main-
tenance crew., The aprlication of paint
materlials to walls and ceilings may, in some
localiti=ss, »e done bty the tenant. The




saving which car be made in rents or subsidy
by having the tenant assume responsibility
for this labor approximates $0.4,0 per month
for a lj-room apartment.

The application of paint, staln, wax, or
similar materials to the trim of a room may
be done by the tenant; but the skill requir-
ed 1s such as to make it desirable in most
cases to have the work done by the develop-
ment maintenance crew.

The development should furnish all mater-
lals and tools for interilor painting and
decorating, except those required for wash-
ing. The latter include soap, pails, sponges,
etc., which should generally be supplied by
the tenant.

Floors., It 1s assumed that the tenants
will keep the floors clean. The estimate
for floors indicated in the following tabu-
lations include refinishing only. This con-
sists of removing all the accumulation of
foreign matter from the wearing surfaces of
the floors and refinishing with wax for
linoleum and asphalt tile floors, sanding,
£illing and two coats of varnish (or other
suitable material) for wood floors, and at
such periods as indicated in the accompanying
tabulations. The replacement of floors is
included under the item of "Structures."

Shades & Curtain Rods. The figures in the
tabulations for shades contemplate washing
the shades about every two years and replac-
ing them every four years for steel sash,
and 6 years for wood sash. The figures for
curtain rods include repair and replacement.

Estimate factors. In the following tabu-
lation, figures are given which can be used
to estimate the cost of interior painting
and decorating. The figures are given for
different kinds of rooms, so it is necessary
to ¥mow the total number of each kind of roaun
in the development. For walls and cellings
the figures are for the application of one
coat of paint of the type with which the
walls were last painted. In order to cheap-
en and expedite construction, cold water
palints such as resin emlsion paint are used.
If these are to be covered later by oil or
more washable and permanent paints (two coats
belng senerally required), the budget esti-
mate should provide for it, This may be
done by adding to the annual estimate for
painting 15 percent of the cost of one coat
of o0il paint for walls and ceilings. This
will obtain the spread of the added cost
over a 10-year perlod.

The annual cost of painting the walls and
ceilings on & L-year schedule, is to be com-
puted by dividing the total obtained from
the chart above, by L. The cost of other
items in the chart is on an annual basis.,

If any appreciable quantity of painting is
done as & result of tenant turncver, the
painting schedule may be altered :sreatly.
The formula for this is very complex and
includes certain compensating factors which
affect annual costs. The net result approx-
imates the painting costs obtained from fig-
uring a painting schedule without regard to
turnover.

The figures given in the table are for
both development and tenant application of
paints. 1In the latter case, the figures
represent the cost to the development for
materials and for a small amount of labor
supplied by the development to instruct ten-
ants. They do not include any payment to
the tenant for work which he does. The
other costs in the table are average annual
oestimates. All costs are based on a 75-
cents-per-hour labor rate and materilal costs
corresponding to a good grade of material.

If labor rates are other than 75 cents per
hour, then the total cost for interior
painting and decorating should be corrected
in accordance with the following formmla:

T= (0.67+355)¢

T= Revised total cost to be computed.
t = Total cost obtalned from the tabulation.
L= Total rate in cents per hour.

Development and Commercial Space. Inter-
lor painting and decorating costs for the
development public spaces, heating plants,
service and commercial spaces, exclusive of
development stair halls, will average about
5 percent of the interior painting and de-
corating costs of the dwelling units.

TABLE FOLLOWS.
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(4). PLUMBING AND GAS SYSTEM

The plumbing and gas systems include the
hot and cold-water systems (lines, tanks,
meters, <enerators, pumps, motors, and
controls); drainage and sewerage systems;
plumbing fixtures; medicine cabinets; gas
piping, valves, and meters.

154

In estimating the repair, maintenance,
and replacement for tne plumbing and gas
systems, the construction cost is used as a
tasis since the type of equipment and qual-
ity of workmanship which are acceptable for
low-rent housing constructed to last 60
years are of a fairly uniform grade.

The factors to apply to the development
cost of the plumbing and zas systems includ-
ing underground systems are:

10-year Average Annual Cost----0,0081
Additional Average Annual Cost-0.0172

154 (S5).

The electrical system consists of the ex-
terior distribution, including yard lighting
standards and underground telephone ducts;
and the interior wiring including meters,
fixtures, lamps, andé fuses. Electric motors
and their starting equipment are not inclu-
ded with the electrical system, but with the
equipment which the motor drives.

ELECTRICAL SYSTEM

Estimate Factors: The repair, maintenance
and revlacement costs for the electrical
system may be estimated by multiplying the
davelopment cost of the part of the system
by the following factors:

10-Year Additional
Aver. Annual Aver. Annual
Pert of System Cost Cost
Exterior-Overhead 0.0056 0.035
Underground 0.0042 0.029
Interior 0.0088 0.0108
154 (6). HEATING SYSTEM

The heating system includes the heating
plant (bollers, firing equipment, heating
stoves and furnaces, fans and pumps); the
distribution system (distributing mains,
ripes and ducts, steam meters and automatic
controls); and radiation (radiators, radiator
valves, traps and grills).

The standard of maintenance will depend up-
on the service required from the equipment
rather than upon its appearance. During cold
weather, it 1s essential that heating service
be maintalned, particularly if camace from
freezing of water lines 1s possible. 1In many
installaticns tenants can be kept warm but
not necessarlly comfortable by the cooking
equipment. This makes it possible to have
interruptions to the heating plant, which
fact will influence the necessity for certain
types of maintenance work.

Since the fuel cost is an important item

of expense, efficient operation must be
secured. In general, the more expensive

the fuel the more important is the item of
efficlency. It costs money to maintain
high efficiency. Some of the cost is re-
flected in the repair, maintenance, and re-
placement expense and it 1s a matter of good
heating-plant management to determine the
proper standard of maintenance from the
standpoint of efficlency.

Appearance should not be a controlling
factor in maintenance. Thils statement,
however, should not be interpreted to en-
couraze slovenly and careless appearance
around the plant. A good heating-plant
operator takes pride in his surroundings
and some money spent to satisfy this pride
is a pgood investment. A plant that is dark
and dingy is rarely efficiently operated. A
little cleaning material and paint should
be siven the operator to be applied by him
during spare moments.

The annual cost for repairs, maintenance,
and replacements may be estimated by multi-
plying the development cost of the heating
system by the following factors:

10-Year Additional

Type of Heating Aver. Annual Aver. Annual

System Cost Cost
Management-operated
High % Low Pressure
Steam Plants 0.019 0.028
Heating with Pur-
chased Steam 0.015 0.023%
Tenant-operated
Steam % Hot Water
Plants 0.008 0.021
Tenant-operated
Wwarm Air Furnaces
Cosl Stoves & Gas-
fired Circulators 0.020 0.04
Space heaters-oil
burning 0.120 None
154 (7). RANGES

The annual cost of repairs, maintenance,
and replacements may be estimated by multi-
pPlying the initial cost of the ranges by
the following factors:

10-Year Additional
Aver.Annual Aver. Annual

_Type of Range Cost Cost
Electric 0.138 0.045
Gas 0.122 O. 039

011 0.148 0.039
Coal 00129 O-O

154 (). REFRIGERATORS

The annual cost of repairs, maintenance,
and replacements may be estimated by multi-
plying the initlal cost of the refrigerators
by the followinz factors:
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10-Year Additional
Tyve of Aver. Annual Aver. Annual

Refrigerators Cost Cost
Electric 0.117 0.022

Gas 0.115 0.0 Z

011 0.122 0.0k

Ice 0.133% 0.039

154 (9). TIZR EQUIPMENT

Descrintion: In this sroup are included
elactric laundry hot plates; electric hot-
water heaters; shop equipment, tools, and
sunnlies; operating service equipment;
social, recreational, and playsround equip-
ment; oiffice equipment; and sundry other
items.

Ilectric Hot Plates: Laundry Service,such
as bolling clothes and preparing starch, is
hard on electric plates. The average an-
nual 10-year R¥XR costs will approximate
0.2l times the original cost of the hot
plates. There will be no Additional Average
Annuel RMEEZR Cost. Gas hot plates are us-
ually furnished under the plumbing contract,
so the repair, maintenance and replacement
for ras plates is included in the Plumbing
and Gas System estimate.

St:op Zquipment: The 10-year average an-
nual ¢o9st ror the renair, maintenance, and
revnlacemsnt of shop equipment may be estima-
ted by multiplying the number of dwelling
units by the appropriate amount indicated
in the following tabulation.

Average Annual
RI%R Cost per
Dwelling Unit

Less than 300 dwelling units  $0.64
300 to 900 dwelling units L7
1,0C0 and over dwelling units «30

Dwellinc Unit

There will be no Additional Average An-
nual RI%R Cost.

Operating Service Equipment: With the
exception of oarbage cans and trash cans
and baskets, the operating service equip-
ment can be classified with janitorial sup-
nlies, wnich are estimated uncer Operating
Services.

The repair, maintenance, and replucement
costs of management-owned zarbage cans can
be estimated at 50 cents per year per family
using them. This is based on cans of suf-
ficient number and size for garbage collec-
tions twice a week.

The repair, maintenance, and replacement
costs of management-owned trash cans can be
estimated at 31 cents per year per famlly
using them. This is based on collections
twice a week. If collections are made once
a week, 62 cents per family vper year should
be estimated.
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If public trash baskets (costing approxi-
mately $6 designed to last 6 years), are
used, and are to be cleaned, repaired, and
painted annually, the average cost per
basket will be about $1.60 per year.

There will be no Additional Average Annual
RM&R Costs for Operating Service Equipment.

Social, Recreational, and Plaﬁﬁround Equip-
ment: It is a policy of the 0 urge
Tocal authorities to obtain from other agen-
cies insofar as possible the recreational
facilities necessary for tenants. The
average annual cost fo» the repair, mainten-
ance, and replacement of the facilitles main-
tained by management may be estimated by
multiplying the original cost of the equip-
ment by 0.075.

There will be no Additional Average Annual
RM&R Costs for social, recreational, and
playground equipment.

Office Equipment: The annual cost of the
repair, maintenance, and replacement of of-
fice equipment may be estimated at 10 per-
cent of the original cest of the equipment.
There will be no Additional Average Annual
RM&%R Costs.

Electric HJot-water Heatsers: The 1l0-Year
Averaze Annual iI'%XR Cost for these heaters
will be approximately 0.033 times the orl-
zinal cost. The Additional Average Annual
R¥&R will be 0.046 times the original cost.

154 (10). RM&R RESERVES

The use of the foregoins methods of esti-
mating 10-year average annual costs should
result in the building up of reserves dur-
ing the first part of the initial 10-year
perlod. It 1is expected that these reserves
will be used up during the latter part of
that 10-year period.

The following tabulation gives data whi:
may be used to determine whether or not re-
serves at the end of the year are sufficient.
It is intended that the total of the RMiR
reserve at the end of any year should re-
ceive more attention than the reserves for
the individual accounts. There may be a
considerable overage or underage in the in-
dividual reserves but it is the total figure
that is important. The only purpose of the
detailed fizures is to serve in furnishing a
method to determine the total and to indicate
in which accounts adjustments in RM&R cost
estimates should eventually be made 1in order
to obtain a proper total RM&R reserve. The
factors in the tabulation are to be multi-
plied by the 10-year average annual costs as
determined by the foregoing methods.



Years of Development Operation

Item 1 2 - | 5 [ i 8 9 10 '_—

Grounds
Planted Areas. « « « « « « 0.1 0.2 0.1 0.2 0.2 0.2 0 0 0 0
Surfaced Areas « « + « o o .
Hard-Surfaced. « « « « « 0.5 0.9 1.2 1.5 1.6 1.6 1.5 1.2 0.7 0
Water-Bound. +« + + « ¢« o« O 0 0.1 0.1 0.1 0.1 0.1 0.1 0 0
Yard Appurtenances . « « » 0e6 1.2 1,7 2.1 2.4 2. 2.3 1.8 1.0 0
Structures
TYPe T o o o o o o o » o o 0. 1.3 2.0 2.Z 3,1 2.4 1.6 0.9 0.5 0
Type TTe o ¢ o o o o o o o 0. 103 109 2e 2.7 2.0 lou 0. 0.5 0
Type IIT o « « « « « o « « 0.7 1, 2.2 2.9 3.0 2.8 2. 1.g 0.9 0
Type IV. e o & e o o e s o 000 1.2 109 205 109 103 O.E 002 003 0
Painting (see below) .

Plumbing e o s s s s s s s e 005 009 l.2 1-3 lou 1.2 1.0 008 Oou 0

Electrical
Exterior . . .

Cverhead o+ . « o o o o « 0.6 1.2 1.8 2.2 2.7 2.7 2.5 2.2 1.5 0
Underground. e ¢ o e+ o & 005 1.0 1. 109 2.3 2e1 109 1.5 1.0 0
Interior « « « + s+ + » « « 0.2 0.3 0.2 0.5 0.6 0.6 0.6 0.5 0.3 0
Heating
Project-Operated
H.& L. Press Steam . . . 0.6 1.0 1.4, 1.5 1.5 1.4, 1.1 0.8 0.5 0
Purchased Steame « . o 006 1.1 lu).l. 106 1-6 ltLI. 1.2 009 005 0
Tenant-Operated
Steam % Hot Vater. . o« o 0-6 l.1 10& 106 1.6 1.5 103 . 005 0
“arm Alr,
Coal Stones, and
Gas Circulators. « « « O.g l.2 1.7 2e 2.1 2.1 1.9 log 0.8 0
0il Space Heaters. . . . O. 1.6 2.2 2.6 2.6 2.2 1.5 0. 0.2 0
Ranges
Electric « « « ¢« « o « + + 0.9 1.g 2.2 2.6 2.3 2.1 1.5 0.8 o.a 0
GASe o ¢ o o o o o o o o o 0-2 1. 2.' 208 2. 20,4. 1-7 002 Oa 0
01l ¢+ 4 ¢ ¢ o o o o o o o G 1.5 2.0 2.3 2.3 1.9 1.% 0.2 0.3 0
COBL v ¢« ¢ o 4 s s o s o o 0.9 17T 243 2.7 2.7 2.3 1. 0.9 0.3 0
Refrigerators
Z1eCtriC o « o o o o o o « 0.9 1.7 2.3 2.6 2 1.8 1.3 0.9 O. 0
GaSe o o v v v v v w2 0.0 1.5 2.3 2.6 2.3 1.8 1.3 0.8 o.a 0
Cll. ¢ o ¢ o o o o ¢ o o o 009 l.¢ 20}. 2.5 2.2 1'5 1.0 006 0.3 0
TCCe o o o o o o o o o o « 0.9 1.7 2.3 2.6 2.6 2.2 1.5 0.8 0.3 0
Cther Equipment
Shop Tools, €tCe « « « » « 0.1 0.6 0.8 0.9 0.9 0.7 0.6 0.4 0.2 0
Garbage and Trash
Containers . « « + « « « » 0.9 1.7 2.4 . 3.0 . 0 0 0 0
Social &nd Recreational
?quipment. e o o s o o o o 0.1 OQLI. 007 1.0 1.2 l.2 1.0 007 0-’4. 0
OFFiCO o o o« o o o o « « » 0.2 0.5 0.7 0.8 0.8 0.7 0.6 0.4 0.2 0

Painting: Due to the great varlety of requirements and conditions it is decsmed im-
pracEIcaE%e to establish reserves for painting by the use of factors to be applied to
the average annual estinate. With varying weather condltlons and the painting required
as & result of tenant turnover, there will be a tendency to establish a uniform amount
of painting per year. This is a desirable result from an operating point of view and
reduces the necessity for reserves for painting. It is suggested that the unexpended
belances for painting be kept in reserve unless they exceed 2.5 times the estimated
10-year average annual, at which time consideration should be given to the use of the

excess money for other purposes.
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15e. COMMUNITY ACTIVITIES

Because of the low-income nature of the
tenant body a specific amount should be set
agside to aid in the community activities
program.
1% (1). ITEMS OF EXPENSE

The amount appropriated 1s applicable both
to salaries in connection with the formula-
tion, guidance, and supervision of activi-
ties, and to purchases of appropriate mater-
ials and supplies. (It does not apply to
the purchase of original and permenent eq-
uipment, provision for which must be made
from other funds).

The broad basis for determining whut ma-
terials and supplies are appropriate to this
fund is the basis for use. Emphasis is
placed upon the purpose for which expendi-
tures are mace rather than upon the nature
of the items bousht. Generally speaking,
the fund may be used for the project's re-
gular and approved community activities but
not for special activities involvinz the
benefit of particular groups only. Thus,
toys and crayons may be purciaased for nur-
sery schools and play centers, but not for
special parties or private birthday cele-
brations.

The principle of prosram use operates
still further to select and limit expenda-
bles within the appropriate activities tnem-
selves. Thus, balls and bats may be Lought
for the recreational program of james, but
shoes and uniforms for individuwal partici-
nants may not. The fund may be used to buy
vots, pans and dishes for ome economics
classes but not for food used in instructim
and demonstration. Refreshments are in no
case considered proner expencables lnasmuch
as they are purchased principally for ori-
vate benefit rather than for program use.

The fdllowing list may prove helnful in
susresting a few possible exnense items.
It is in no sense to be taken as complete,
however, either for the community activities
mentioned or for items properly chargzeable
to them.

SAMPLE LIST OF ZXPENISI ITZNS
FOR_COMMUNITY ACTIVITIES

ACTIVITIES PURCIIASES
Recreation
Dramatics Paints and canvas for
scenery, cloth and pins
for costumes.
Yusie Phonogzraph needles, raw

materials for making simple
instruments.

Sports & Games Bats, balls, nets, shuttle
cocks, paddles.

Library Card index, books, print-
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ing notices. .

Arts % Crafts,etc. Crayons, paint,
paper, metal, wood.

Health
Clinics, first

ald, safety
classes, etc.

Bandages,dauze,
report forms.

Consumer Interests
and Homemaking

Consumer Educa- Literature, sales
tion checks, record books.

Reslident Newspapers, Mimeograph, stencil,
etc. and typewriter paper.

15e (2). ESTIATE CF EXPENSE

In estimatinz the amount required for a
community activities prozram the number of
dwelling units involved 1s a factor of first
importance. Other factors must be consi-
dered, of course, since conditions will
vary for different cevelopments. It can
be said in zensral, however, that develop-
ments over 500 units will reqguire less per
D. U. rer month than those of less than 500
units. This is taken into consideration
in the followinz paragraph.

Por developments of 500 D.U. or less, al-
low 10 cents ner L. U. per month. For de-
velopments over 500 D. U.,, allow .08 per
D. U. per month.

15f. COLLECTION LCSSES

Since the tenants are carefully selected
according to the relation of the rent paid
to their income and because a reserve is
established to cover vacancy and collection
losses, the amount to be included in the
averase annual estimate should be small. The
averaze collection loss in PVA Housing Di-
vision projects has been less than one-half
of one percent. The average annual collec-
tion losses should be estimated at one per-
cent of the Total Dwelling Rent Schedule.

15g. INSURANCE

As soon as sach development or a portion
thereof has been finally accepted by the
local authority and taken over for occupan-
¢y, thie primary responsibility for carrying
insurance thereon shifts from the contrac-
tor to the local authority. The specific
coverares to be carried by the local auth-
ority curing the operatinz period are:

l. Pire and extended coverage.
2. liorkmen's Compensation.

3 wners!' landlords!' and tenants!
public liability.

L. Automobile insurance.
a. Cn cars owned by the local authority
b. Non-ownership automobile liability.



Boiler insurance.

Burglary and robbery.

Fidelity bonds.

Earthquake insurance (in localities
where it is customarily carried).

Co~J G
¢ e o

For a complete discussion of insurance to
be carried during the operating period, see
pPD. . The following figzures, shown
for per dwelling per month, can be used for
estimating all insurance expenses:

Class l--Construction: Consists of fire
resistive construction throughout; or fire
resistive except for wood roof; or fire
resistive except for wood roof wlth top
ceiling of either metal lath and plaster,
Zypsum lath, or transite.

Class 2--Construction: Consists of ordinary
brick construction with six families between
firewalls.

Class 3-=Construction: Consists of frame or
brick veneer construction with four families
between firewalls.

STATE CLASS 1 CLASS 2 CLASS 3
Alabama .20 .62 69
Arizona .19 .EB 45
Arkansas .19 . g .56
California .20 .3 A5
Colorado .1 .aé 43
Connecticut .2 416 .?
Delaware «19 37 .
Florida .28 .éi -8
Georgla .2 N .
Idaho .17 .Pé A3
Illinois .1 .;g 5
Indiana .1 o .5
Iowa .18 .y7 53
Kansas .18 o4 53
Kentucky .18 .3 43
Louisiana .13 .60 .67
kaine .19 37 b
Maryland . 'EZ Ll
liassachusetts . . 49
Nichigan . 47 .Za
¥innesota .21 .ﬁ9 A6
lississippi .1 . E .56
lissouri o2 .E .61
Montana .21 A0 L7
Nebraska 22 L0 L7
Nevada .19 .38 WA
New Hampshire .ZZ «37 .
New Jersey . 43 .50
New Mexico o1 .36 L3
New York 2 45 .52
North Carolina .20 .61 .68
Nor th Dakota .17 36 43
Ohio .21 * l .5
Oklahoma .1 49 .Eh
Oregon .1 3 .
Pennsylvania .1 . 15
Rhode Island 2 1 M2 0%9
South Carolina .19 « 00 «67
South Dakota .17 .36 143
Tennessee .20 .38 45
Texas .19 .60 .67
Utah .19 .38 'hﬂ
Vermont 19 «37 .
Virginia .19 .Bg dily
Washington .19 . 45

West Virginia .17 .36 .uz
Wisconsin +20 49 .
Wyoming 17 +36 3

15h. PAYMENTS IN LIEU OF TAXES

Many of the local authorities which have
entered into the Loan and Annual Contribu-
tions Contracts with the USHA have found
that their clities are willing to furnish
the usual munlcipal services without any
payment in lieu of taxes.

The amount of payment in lieu of taxes, if
any, 1s generally specified in the Cooper-
ation Agreement as a percentage of shelter
rent. The estimate of the amount of such
payments should be computed on the total
shelter rent schedule at the stipulated
percentage.

Usually the Cooperation Agreement provides
that the payment in lieu of taxes shall be-
gin to accrue from the physical completion
of the project. As used in these agree-
ments the term "physical completion® means
the time when substantially the entire de-
velopment is ready for occupancy. See
P s, for further discussion of the term
"Ready for Occupancy."”

The term "physical completion” as used in
the Cooperation Agreement must be carefully
distinguished from the term "Physical Com-
pletion" as employed in the Contract for
Loan and Annual Contributions, since "Phy-
sical Completion" does not occur for purpo-
ses offiduch Contract until the givin@ of
the "Physical Completion Notice™ provided
for therein.

151. DEBT SERVICE

Annual debt service, including interest
and amortization, shall be computed as fol-
lows:

A. Estimate Made Before
Parmanent Financing

In estimating annual debt service for the
development, prior to the permanent financ-
ing thereof, the latest estimate of total
cost shall be used. Thils latest estimate
of total cost shall be taken from the ap-
proved Final Development Cost Budget or,
if none exists, from Item 5 of the approved
Construction Award Approval Sheet. If there
is nelther an approved Final Development
Cost Budget nor an approved Construction
Award Approval Sheet for the development,
use estimate of total development cost on
which the Contract for Loan and Annual Con-
tributions is based.

The latest total development cost esti-
mate may then be multiplied by the appro-
priate factor set forth below to obtain the
estimated annual debt service figure, if no
Capital Donations have been received on the
development and approved by the USHA:
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Interest Rate in Percentage
USHA Loan Contract Factor
2-1/2% 3.28l5%
2-3/4 5 33
3 5. hz7
3-1/4 3.9061

If Capital Donations have been received
and approved by the USHA, the necessary
data shall be forwarded to the USHA, which
will then calculate and furnish the esti-
mated annual debt service figure.

B. Estimates Made After
Permanent Financing

After the permanent financing of the de-
velopment and the determination of the
Bond Service Percentage, the annual debt
service figure shall be computed and fur-
nished for all purposes by the USHA in col-
laboration with the local housing authority.

15j. TOTAL EXFENSE AND TCTAL INCOME

. In the Application for Financial Assis-
tance for the developmnent, an Average An-
nual Estimate of Income and Expense is in-
cluded. In the preparation of the final
Average Annual Estimate the individual
items may vary but the Total Expense should
be consistent with that stated in the Ap-
plication.

Shelter hent Scnedule. The Shelter Rent
Schedule is the total annual charge for the
use of all the dwelling units excluding
the furnishing of any utilities. The shel-
ter rent schedule is determined by subtrac-
ting the utility charge schedule from the
total dwelling rent scheduls.

Utility Charge Schedule. The utility
charge schedule includes the charge estab-
lished for the utilities furnished by the
development and included in the charges to
the tenant. The utility rent schedule
should equal the total dwelling utilities
included in the Expense portion of the
estimate increased by the vacancy and col-
lection loss allowance (3%) established
for the development.

Total Dwelling Rent Schedule. The total
dwelling rent schedule 1s established in
accordance with the principles set forth
in Section 16, p. "Determining Income
Limits and Rents."

Dwelling Rent Income. The total dwell-
1q5 rent income 1s computed by deducting
2% for vacancy loss from the total dwelling
rent schedule.

ion-Dwelling Rent Schedule. Include in
thTs Item all other scheduled income such
as store, garage, and parking space rentals.
The vacancy loss for this type of income is
to be deducted at a percentaze established
by the local authority.

Other Income. 1Include in this item any
other regularly scheduled income.
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Total Operating Income. This item is the
total of:

a. Dwelling Rent Income
b. Non-Dwelling Rent Income
¢. Other Income

Total Operating Expense. This item is
the total of:

a. lManagement Expense

b. Operating Services

¢. Dwelling Utilities

d. Repairs, Maintenance, and Replace-
ments

e. Community Activities

f. Collection losses

&« Insurance

h. Payment in Lieu of Taxes

Net Operating Income. This item is Total
Operating Income less Total Operating Ex-

vense.
USHA Annual Contributions. The estimated
amotnt o ua ontributions required

will be the estimated Debt Service less the
estimated Net Operating Income. The esti-

mated contributions required for the first

10 years, plus the estimated additional re-
pairs, malntenance, and replacement expense
should not exceed the maximum contribution

payable under the contract.

If, for any development in a statutory
project, the estimated amount of annual
contributions required plus the estimated
additional repairs, maintenance, and replace
ment expense exceeds the maximum contribu-
tion payable under the contract, an addi-
tional estimate for the statutory project
should be added to the average annual esti=
mate for that development, shnowing the items
indicated in the box at the bottom of USHA
Form 852 for the statutory project as 2 whole

16. DETERMINING INCOME LIMITS AND RENTS

This section deals with the policy con-
siderations involved in setting income lim-
its and rents for USHA-aided developments.
The formulation of policies for establish~
ing income limits and rents has been marked
by many changes in recommendation as a re-
sult of experience.

Any system adopted must be subject to some
change as a result of experience, but a new
system, once adopted, should be given a fair
trial for at least a year before changes are
considered. Tenants once accepted should
feel secure in their tenure, provided they
fulfill their part of the agreement. Stabi-
1ity in a system of rents is equally im-
portant for the efficlency and morale of the
staff.

léa. GENERAL PRI#CIPLLS

The United States Housing Act limits thepro-
gram to families in the "lowest income growp."
But the "lowest income group" includes fam-
1lies with a considerable diversity of



income, Naturally, the first concern of
most loeal authorities was to produce decent
housing exclusively for families as nezr the
bottom of the "lowest income group" as ould
be reached by using the maximum subsidy in
every case, But local authorities have camne
to realize through experience that it is de-
sirable to accomodate as socn as possible

a cross section of all families "in the low-
est income group® now obliged to live in
substandard housi:g, rather than one restrict
ed portion of these families, Toward these
broader purposes local authorities should
formulate, as some already have, long-term
housing programs. Each new development will
thereafter fit into its place in the program
considered as a whole,

Such a long-term program covering the en-
tire lowest income group has certain advan-
tages, These are:

1. Many families who need decent housing
and cannot afford it can be included
although they are not at the very bot-
tom of the "“lowest income group®,

2. By reducing the average subsidy per
family rehoused more families can be
helped for the same money.

3, Families cen be provided for whose in-
comes at the time of admission are at
the very bottom of the "lowest income
group® but which increcse after admis-
sion, although not beyond the point at
which they can obtain adeijuate housing.

4. Prompt occupancy is facilitated,
16b. MARKET LIMITS

In determing the income limits of the
long-term program in any locality, there
must be borne in mind at all times the three
requirements: (a) That only families living
under substandard housing conditions are to
be rehoused; (b) that only families who can-
not afford to pay enough to induce private
enterprise to build an czdeguate supply of
decent, safe, and s=anitary housing are tobe
rehoused; and (c¢) that all families to be
rehcused must be drawn from the "lowest in-
come group."

Informetion in regard to the incomes of
families living in substandard housing in
the locality (especially tenant families),
and the rents paid for substandard housing
should be the first concern of every local
housing authority.

The rents asked for minimum decent housirg
in existing vacancies and current construc-
tion by private enterprise will guide the
local authority in determing the income lim-
its of families who cannot afford to pay the
rents asked by private enterprise,

A standard for defining the "lowest incorne
szrour® is based upon examining the incomes
of the families living in sub-standard hous-
ing in the locality. Broadly speaking, with
some exceptions, families live in slums only

because their incomes are too low to afford
decent housing.

In order to shut out borderline cases and
families who could readily afford adequate
housing usually it will be found advisable
to set the upper income limit for edmissicn
to exclude the top 15 or 20 per cent of
families living in sub-standard housing.

No fixed and definite lower income for ad-
mission should be set for the whole market,
In setting the lowest rents which are to be
available in the long-term program, it must
be recognized that it 1s impossible to set
them sufficiently low to rehouse families at
the very bottom of the income scale, who li-
terally do not have an income sufficient to
provide food and clothing, much less shelter,
and who of necessity should have their in-
comes supplemented by public relief. The lmw
est rents to be available should be set,
however, so that families who receive reasm-
ably adequate relief will be able to afford
them, although the local authority may wish
to place some limitations on the proportion
of relief families admitted,

In setting income limits for long-term pro-
grams, local authorities cannot rely exclus-
ively on survey data, especially where such
data are out of date or are believed to be
inaccurate; but should consult with respon-
sible welfare officials and other persons
with an intimate knowledge of actual living
conditions among the very low-income fami-
lies,

l6¢c, DIVISION OF THE LOW-INCC:!E GRCUF INTO
GRADES

The incomes of families to be served by
the long-term program in any community will
usually be found to have so large a range
that no one rent scale can appropriately be
fixed for all of them, For example, if the
long-term program in a locality contemplates
rehousing average size families with incomes
from $40C to $1,000, a rent of $20, which
would require families at the top of the
group to pay only 2L per cent of their in-
come for rent and utilities, would require
families with incomes of $400 to pay 60 per
cent of income for that purpose - a propor-
tion which is obviously excessive, More
than one rent scale must, therefore, be
available in order to accommodate all fami-
lies of low-incowe at rents within their
financial reach,

A practical adjustment of rent to income
may be achieved by dividing the range of in-
comes to be served by the long-term program
into a number of grades, and to set a fixed
schedule of rents for each grade, iWhen fam}
lies are admitted to a development the rents
which they are to pay will be determined by
the income grade in which they fall. Such
income grades and the corresponding grades
of rents may be distinguished as A, B, C,
ete,, beginning with the lowest,

Such a system of "graded rents" makes no
pretense of precise and constantly adjusted
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equalization of the rent burden. As no real
precision in respect to anything so complica-
ted is humanly possible, this is an uadvantage.
On the other hand, 1t has the great advantage
of not requiring frequent and detulled check-
ups on income. This saves administrative
costs and avolds serious difficulties in
tenant relstions.

Another method of serving tae market,
wnich, however, 1s not recommended by the
USHA, 1s through the use of "proportional
rents" or, as they have sometimes been
called, "adjusted rents". Under this system
the rent is fixed for each family according
to its income and calculated needs. A fre-
cuent check is made on the income of the
family and the rent is adjusted upward or
downward to correspond to chanzes in income
or family composition. The terms "graded
rents" and "proportional rents" are used to
avoid the confusion which nas grown up, not
only in the United States, but in Great
Britain, the country of origzin, in connec-
tion with the use of terms "differential
rents", and "difterentisal rent relief."

The number of grades required in any local
program will depend upon the ransze in income
of the families to be served in the long-
term program, and upon how vilde a range can
be accommodated in sacn srade witnhout re-
quiring families with Incomes at the bottom
of the gzrade to pay too large a proportion
of their incomes for rent.

Consideration should be given, when estab-
lishinz the number of grades, to the extent
of rental adjustments which will be required
for femilies whose incomes increase after
admission and who are thereby required to pay
the rental of a higher grade. If the number
of mrades 1s too few the difference in rentals
between zrades may be so creat as to work
undue nardships on families whose incomes
after admission fall in a higher grade than
their incomes at the time of admission. On
the other hand, 1f the number of grades is
increased, a zreater number of rental ad-
justments will be required at the time of
annual re-examination of income. Tt is
strongly recommended that the number of
grades be 1eld to the minimum with which it
is practicable to rehouse tne whole cross
section of the "lowest income group® included
in the lonz-term program.

For families with incomes below $1,000, a
range of $200 between the minimum of one
graude and that of the next grade is general-
1y practicable while above §1,000 a ranze
of $300 is generally suitable.
16d. SETTING RENTS FOR VARIOUS INCOME

2O .

After the income grades have been deter-
mined, it 1s necessary to fix rents for
each of the grades.

Families should not as & rule be expected

to pay much more for shelter and utilities
in public housing than the amount they have

Page 72

been accustomed to pay, since it could only
be done by sacrificing other necessitles.,
It 1s important, however, that they should
pay as high rents as they reasonably can I
order to hold the cost of subsidy to a
minimum. In most cases these objectives
will be attained by setting rents in
public housing at approximately the amounts
paid by tenants in sub-2tandard dwellings.

It is therefore sugcested that the pro-
portion of income to be charged for rent
in each grades be set at approximately the
averaze proportion of income paid for rent
by families 1living in sub-standard hous-
in-. In other words, the statutory rental
value in each zrade would be the same pro-
portion of the midcdle income of the grade
as the averaze rent of all families in
sub-standard housing is of the average
income of &ll such families.

In certain communities, however, the
familles of extremely low income in sub-
standard housinz or certain racial or oc-
cupational zroups are forced to pay un-
reasonably hizh proportions of their
incomes for rants plus utilities. Such
abnormalities should be corrected.
l6e. VARIATION rOR DIFFERENCES IN FAMILY
AND DUELLING SIZE

The foregoing discussion has omitted any
sugzestion for variation of rents and incam
limits due to differences in family size or
size of dwelling units. The previous dis-
cussion applies to settinz income limits &nd
rents for zn average size of family and an
average size of unit , assumed in the dis-
cussion to be a four-person family amd a
two-bedroom unit.

If large families are to obtain adequate
private housing they must have more income
than small families due to greater expenses
for food, clecthinr, and other essentials.
For the same reason these large families
in the low-1lncome zroup cannot afford to pay
as large a proportion of their income for
rent as small femilies. Consequently local
authorities may wish to adjust rents and
income limits for variations in family and
dwelling size.

At the end of this section several alter-
native methods for adjusting rents and
income limits for variations in family size
and sizes of dwelling units are suggested.

It will be noted in these tables that
alternate methods of fixing income limits
are set forth.

When slightly higher rents are charged
for larger units (method No. 1) the rent
must obviously be attached to the size of
the unit, but the income limits may be
attached to either the size of the family
or the size of the unit. It is somewhat
simpler to attach the income limit to the
size of the unit. However, since families
of the same slze may occupy units of dif-



ferent size because of variations in
family composition, attaching the income
1imit to the unit size sometimes results
in different income limits applying to
families of the same size.

there the rents are not varied according
to the size of the unit but the income
limits are to be varied (method No. 2) as
much simplicity is obtained by attaching
the income limit to the size of the family
as to the size of the unit, and, therefore,
it i1s recommended that if method No. 2 is
followed, the income limit be attached to
the size of the family.

Where neither the income limits nor the
rents are varied according to family or
dwelling size (method No. 3) obviously no
problem is involved.

Where the income limit is not varied, but
the rents are smaller for the larger units
or families (method No. L) it 1s recommended
that the rent ke attached to the size of the
family.

When a schedule has been completed the
percentages which annual statutory rental
values bear to maximum income limits should
be computed for every grade and every size
of unit, and any abnormality should be
corrected. Care must be taken that, In
accord with Sec. 2(1) of the Act, no unit
to be occupled by a family with less than
three minor dependents (in zeneral one or
two-bedroom units) has a rent-income ratlo
of less than 20 per cent, and that no unit
to be occupied by a family with three or
more minor dependents (in general three-
or four-bedroom units) has a ratio of less
than 16-2/% per cent. WYhere the ratio for
a three- or four-bedroom unit is less than
20 per cent, an additional income limit
should be established in the amount of five
times the statutory rental value for famlilles
with less than three minor dependents.

16f., INCOME LIMITS AND RENTS FOR SPECIFIC

S d S.

The USHA recommends that each local author-
ity set income limits and rents for the
developments included in its immediate pro-
gram sc as to rehouse a typical cross-section
of the entire market.

Insofar as possible units with rents at
more than one zrade should be available in
each project. When a local authority has
several developments this will permit famil-
ies of any givea income to have a choice of
location in relation to their employment,
and will not require familles whose incomes
change after admission to move from one
development to another. This policy also
avoids the segregation of families by in-
come and makes for more representative com-
munities 1n each development.

A variety of factors will influence the
choice of the income grades to be provided
in any specific development. Among such
factors are the income groups which predom-

inate in the neighborhood, and the wage
levels at places of employment most ac-
cessible to the development. As any locsl
program develops over a period of years,
there will arise differences in relative
desirability between old and new develop-
ments. It seems reasonable that in select-
inz the grades to be served in various de-
velopments such differences should be recog-
nized.

16g. ASSIGNMENT OF RENTS TO SPECIFIC DWELL-
ING_UNITS.

Two different pollicles are possible in
connection with the assignment of rents:
(a) It 1s possible to assign fixed rents
to specific dwelling units. At the time
of admission a family in any income grade
would select its dwelling from among those
assigned to that grade. If the income of
the family changed sufficiently to put them
in a different income gzrade they would have
to move to a dwellinz with higher or lower
fixed rent, as the case might be, when a
suitable vacancy occurred. (b) It is pos-
sible to make no assignment of rents to
dwelling units. At the time of admission
a famlly would be free to select any unit
of sultable size among those then available
for occupancy, and the rent paid would be
determined by the income grade of the family.
If the income of the family changed suf-
fieciently to put them in a different income
grade, they would remain where they were and
the rent would be adjusted up or down as the
case might be.

There are practical advantages and dis-
advantages in either procedure which local
authorities are advised to weizh thoroughly
before meking their cholce.

If fixed rents are to be assigned to
specific cdwelling units under the first
plan, care should be taken to assign to
the higher rent grades those units which
are more desirable because of outlook, ex-
posure, plan, or other reason.

16h. INCOME LIMITS AFTER ADMISSION

Discussion up to this poirit has been con-
cerned largely with 1ncome limits at the
time of admission. Family incomes are, how-
ever, unstable, and in the course of a few
years the incomes of many families in any
development will have risen, while others
will have fallen.

The question of income limits for continued
occupancy is distinctly different from that
of limits at the time of admission. This fact
is recognized in Sec. 2 (1) of the Act which
fixes outside income limits of five and six
times the rental at the time of admission,
but which fixes no such limits after admission

It is of the utmost importance to give
families in public housing a feeling of secur-
ity of tenure. The securing of any high
degree of tenant maintenance depends on giv-
inz tenants some assurance of continued oc-
cupancy. Any feeling that they may be dis-
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possessed through relatively small increa-
ses in income tends to militate against
their ambition to better themselves, parti-
cularly if eviction will drive them back in-
to the slums, The human and practical pro-
blems involved in evicting or even moving
tenants because of a small increaese in in-
come are very considerable.

The USHA believes that families in the
top income grade whose income increases be-
yond the meximum llmit for admission to
the top grade should be encouraged to leave
the development and move into private hous-
ing if they can find decent quarters at
suitable rents. Where such quarters are
not available they should be allowed to re-
main in the development.

An extra income grade (Grade X) should be
established for such families who are al-
lowed to remain in the development. The
maxirmum income limits in Grade X for units
of various sizes should be set at approxi-
mately 20 per cent above the corresponding
limits in the top regular income grade, but
should be rounded to the nearest 50, When
the income of a family increases beyond the
maximum 1limit for Grade X the family must
ordinarily be required to leave the devel-
opment, It must be emphasized that Grade X
is strictly reserved for families whose in-
come after admission has increased above
the maximum limit in the top grade,

VWhen the income of a family in any grade
other than the top grade increases beyond
the maximum 1limit for that grade the USIA
recommends that such family be assigned to
the next higher grade and that its rent be
correspondingly increased., In projects
where rents are attached to specific units
such family would be required to move into
a unit in the next higher grade as soon as
a vacancy occurred, Where the rent attach-
es to the family its rent would be increa-
sed without moving the family.

VWhen the incorme of a family in any grade
decreases below the maxirum for the next
lower grade the U3HA recormends that such
family be assigned to the next lower grade
and that its rent be decreased correspond-
ingly. In developments where rents are
attached to specific units such family
would be permitted to move into a unit in
the next lower grade as soon as a vacancy
occurred, VWhere the rent 1s attached to
the family the rent would be decreased with-
out its moving, If rents have been set in
the lowest grade which require more than
maxirmnm subsidy, the number of families ade
mitted to this grade rust be restricted so
as not to require more than maximum subsi-
dy for the project as a whole.

If the local authority has not establish-
ed all income grade in a particular devel-
opment for the purpose of admission, 1t is
suggested that all grades be made avall-
able to families after admission., Thus,
every famlly in every development would
have the same privileges when their incomes
change after admission, and the same top
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limits at which the families would have to
move from public housing would apply in sall
developments..

In making any changes in the status of
tenants as a result of increases or de-
ecreases in income after admission, it is
always necessary to consider the probable
permanency of the increase or decrease, In-
come after admission 1s to be determined
on an annual basis and is to reflect the
anticipated income for the coming year. It
is proposed to determine income after ad-
mission only once each year, and necessary
changes in grade should be made as quickly
as possible after such determinations, (See
Reexamination of Tenant Eligibility, p.186)

As noted above, under normal conditions,
families whose incomes increase beyond the
maximm limit for Grade X would be required
to leave the development, In defense areas,
where acute housing shortages prevail, 1t
is not always possible for famlilies whose
incomes have exceeded the Grade X limit to
find decent quarters outside the develop-
ment, The USHA cannot require families to
vacate its developments in these circum-
stances, consequently it will not require
local housing authorities to force such
families to vacate., Such famllies should
be given notice that they are to move from
the development when private housing is
availeble, During this interim period of
occupancy, these families should pay an
additional rental appropriate to thelr
incomes.

The amount of increased rental may be de-
termined as a surcharge proportioned accor-
di to the amount by which the income ex-
ceeds the limits for Grade X, ror example,
families might pay a rental equal. to the
¢rade X rental plus 41,00 per monthfor each
full 560 per year by which the family's in-
come exceeds the income limit for Grade X,
If additional temporary or emergency rent
and income grades higher than X are used
instead of a surcharge system, the range of
incomes for each grade should not be stated
as income limits in order that it will be
clear that families above the limit for
Grade X are no longer eligible and are per-
mitted to remain solely because housing is
not available outside the development.

It is suzgested that where necessary to
provide for families with incomes above the
1imit for Grade X a ceiling be established
as to the maximum total rent to be charged
regardless of how high the incore, This
ceiling should generally be sufficlently
high so that no USHA contributions would be
required for families paying the top rent,

It is believed that the top rent should
approximate the rental which would prevail
for middle-class standard housing during
normal economic conditions, If such top
rent 18 not established, the local authori-
ty may be profiteering from emergency con-
ditions and interfering with public agencies
who are attempting to restrain private en-
terprise from profiteering.



17. THE MANAGEMENT RESOLUTIONS

A management program is a statement of
major policies and procedures regarding the
administration of a housing program, includ-
ing rent schedules and operating budgets.
The management program is embodied in reso-
lutions adopted by the local authority.

There are three types of Management Reso-
lutions: (1) a Master Management Resolution;
(2) a Resolution Establishing a Schedule of
RAents and Income Limits, including a Dwell-
ing Lease; and (3) a Resolution Establishing
Budgets. This third resolution contains two
different budgets: the budget for a statu-
tory project, and an operating budget for
each development within a statutory project,

The Master Resolution contains only those
policies which apply usually to all of the
USHA-aided develcpments of a local authority.
Therefore, only one Master Resolution need
be adopted where several USHA-aided develop-
ments are operated by a local authority.

The Resolution Establishing a Schedule of
Rents and Income Limits usually must be ad-
opted for each development.

The Master Resolution and the Resclution
Establishing Rents and Income Limits remain
in effect until amended. When a local authe
ority finds it necessary to change its
policies, schedule of rents, or income lim-
its, these resolutions must be amended ac-
cordingly.

The resolution adopting a budget will apply
only to the period covered by the budget.
The periods to be covered by budgets coin-
cide with the Fiscal Year of the statutory
project insofar as pcssible. No operating
budget for a development is required until
the end of the initial operating period is
reached. (See p. for definition.) Ex-
perience has shown that matters not subject
to USHA approval are best acted upon by a
separate resolution or resolutions, rather
than included in the resolution submittec to
the USHA for approval.

Policy matters covered in the Master Manage-
ment Resolution are confined to those items
in which USHA has a direct interest in order
to carry out its obligations to administer
the United States Housing Act. Many addi-
tional important policy matters must be de-
cided by a local authority.

There follow the Model Management Resolu-
tions. The form and wording of these Reso-
lutions are purely suggestive and should be
revised as necessary to express clearly the
specific policies of the local authority.
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SUGGESTED MASTER MANAGEMENT RESOLUTION

RESOLUTION NO.

RESOLUTION ESTABLISHING POLICIES AND STANDARDS
TO GOVERN THE ADMINISTRATION OF THE USHA-AIDED
PROJECTS OF THIS AUTHORITY

BE IT RESOLVED by the
as follows:

Sec. 1 (a) This Resolution together with other resolutions provided for below in this
section, together with the contract between this Authority and the United States Housing
Autaority, shall constitute the Management Program of this Authority with respect to all
the USHA-aided projects of this Authority.

Sec. 1 (b) At least seven months before each Development is scheduled for initial occu-
pancy there shall be submitted to the United States Housing Authority for approval and
adopted by this Authority, a Schedule of Rents, Statutory Rental Values and Income Limits,
togather with an Estimate of Average Annual Income and Expense and the form of Dwelling
Lease. Any changes in such schedule shall be submitted to the United States Housing Au-
thority for approval at least 90 days before such changes are proposed to become effective
and before such changes are adopted by this Authority.

Sec. 1 (e) For each Development there shall be submitted within 30 days after the end of
the Initial Operating Period thereof, a detalled operating budget for the period beginning
with the end of the Initial Operating Period and terminating with the close of the First
Fiscal Year. If, at the time of preparation of such budget, permanent financing has not
been arranged and consequently the Fiscal Year has not been determined, the budget shall be
subaitted for a period of one year beginning at the end of the Initial Operating Period &nd
subsequently extended or shortened so as to terminate at the end of the First Fiscal Year.

Sec. 1 (d) For each Development there shall be submitted within 30 days after the begin-
ning of the second and each subsequent Fiscal Year a detailed operating budget for that
Fiscal Year.

Sec. 1 (e) The detailed operating budget for each Development shall indicate thé income
and operating expense contemplated in each of the regular calendar quarters included in the
perlod of such budget.

Sec. 1 (f) For each Statutory Project, there shall be submitted within 30 days after the
end of that Initial Operating Period which last occurs for any Development im such Statutory
Project, but at least 60 days prior to the end of the First Fiscal Year, a budget for such
Statutory Project for the period up to the end of the First Fiscal Year.

Sec. 1 (g) For each Statutory Project, there shall be submitted within 30 days after the
beginning of the second and each subsequent Fiscal Year, a budget for that Fiscal-Year.

Sec. 1 (h) Each budget for a Statutory Project shall indicate the amount which 1t 1s
estimated will be available at the end of the Fiscal Year for reduction of the USHA Annuel
Contribution payable during the next succeeding Fiscal Year.

Sec. 1 (1) Wnhen any budget indicates any major variation from the last approved Statement
of Bstimated Average Annual Income and Expense or any change in the reserves to be estab-
lished for Repairs, Maintenance and Replacements, the budget shall be accompanied by a re-
vised Statement of Estimated Average Annual Income and Expense.

Sec. 1 (§J) The "Initial Operating Period" for each Development in a Statutory Project
shall begin the first of the month during which income is first derived from rentals, and
shall terminate at the end of the calendar quarter during which 95 percent of the total
dwelling units in the Development first become occupied, but in no event later than one (1)
year subsequent to the end of the quarter during which the first dwelling unit in the
Dev2lopment became occupied.

GIBI R_ADMISSION
Sec. 2 (a) There shall be admitted to a Development only families:

Page 78



(1) whose net annual income at the time of admission falls within the income limits
established pursuant to resolutions adopted as provided in Sec. 1 (b)

(2) who conform to the occupancy limits for admission set forth in Sec. 5 (b)

(3) who constitute a natural family or a cohesive family group as defined in
Sec. 5 (4)

(4) who are living, immediately prior to admission under housing conditions detri-
mental to health, safety, or morals, or who were residing in substandard housing in any
slum clearance site at the time of acquisition of such site by this Authority

(5) who conform to the Regulations adopted by this Authority in Resolution No.
(prohibiting the admission of any family to any USHA-aided Project unless the member of
the family who signs the lease and is responsible for the rent is a citizen of the
United States.)

(6) who have been determined to have the ability to pay the rent to be charged without
the additional sacrifice of other budgetary essentials

(7) who are reasonable rent risks

Sec. 2 (b) 1/ Where there are more eligible applicant families than there are dwelling
units of the type assignable to such families, preference shall be given to families:

(1) who are living under housing conditions most detrimental to their health, safety,
or morals and, as among famllies living under housing conditions which are substantially
of a simllar detrimental character, preference shall be given to those having the lowest
annual net incomes in relation to the number of proposed occupants

(2) who are former site occupants
(3) who have minor dependent members

Insofar as practicable, families shall be selected in such manner that no major proportion
of the families selected receive the principal part of their incomes from any one employ-
ment or other income source.

TENANT SELECTION

Sec. 3 (a) Establishing eligibility to rent a dwelling shall require the receipt of a
formal application, interviewing and the assembling and verification of such information
as may be necessary to insure compliance with all requirements of Sec. 2 and of Sec. 4.17 (C)
of the contract between this Authority and the United States Housing Authority. In deter-
mining rent-paying ability of families, consideration shall be given to the economic cir-
cumstances of each family with particular reference to the amount of increase in housing
costs, if any, by reason of admission to the project, amount and steadiness of income, in-
debtedness, etc. In determining that familles are reasonable rent risks, consideration
shall be given to previous rent-paying habits, reasons for arrears, if any, etec. 2/

Sec. 3 (b) A definite method of selecting tenants from the pool of eligible families
shall be established prior to initial occupancy of each Development so that tenants may be
selected objectively in accordance with the established preferences. There shall be no
discrimination or favoritism in the selection of families for admission to any Development
by reason of religious, political, or other affiliations.

1/ Local Authorities may establish additional eligibility requirements or preferences,
provided it can be clearly demonstrated that there are sufficient eligible families meeting
such additional requirements to fill the project as soon as units are completed and pro-
vided that such restrictlons do not serve to circumvent the objectives of the United States
Housing Act.

2/ The Local Authority should prepare a Tenant Selection Manual indicating specifically
the manner in which tenants are to be selected. This manual should include detailed pro-
cedures, particularly as to specific methods of verification and of final selection, as well
as the score sheet used to measure relative need for housing and the definition of sub-
standard factors to accompany the score sheet. In addition, the manual should contain the
schedule of rents and income limits, the applicable sections of this resolution, particu-
larly Sections 2, 3, 4 and 5, and the applicable sections of the Loan and Annual Contribu-

tions Contract, particularly the definition of net income and net income at the time of
admission.
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Sec. 3 (¢) In selecting tenants to fill vacancies in any Development after the period of
initial occupancy, first consideration shall be given to other tenants of this Authority who
are eligible for occupancy of the vacant dwellings and who no longer conform to the
occupancy limits after admission for the dwelling they occupy. Second consideration shall
be given to eligible families on the waiting list, with such consideration given to the pref-
erences adopted in Sec. 2 (b) as 1s deemed administratively feasible.

ELIGIBILITY FOR CONTINUED OCCUPANCY
Sec. 4 (a) No tenant family shall be permitted to remain in any Development

(1) whose income at the date of reexamination exceeds the income limits for the high-
est grade, as established pursuant to resolutions adopted as provided in Sec. 1 (b)

(2) who does not conform to the occupancy limits after admission set forth in Sec.5 (¢)

Sec. 4 (b) The eligibility of each tenant family to remain in each Development shall be
reexamnined within the year beginning one year after the date of admission, and at one year
intervals thereafter. Establishing eligibility for continued occupancy shall require the
filing of a formal statement and assembling and verification of such information as may be
necessary to insure compliance with the provision of this Section 4 and of Sec. 4.17 (C) of
the contract between this Authority and the United States Housing Authority.

Sec. 4 (c) 3/ When the income of any family at the date of reexamination no longer falls
within the income limits for the rental which the family is paying, then the family shall be
required to pay the rental of an appropriate higher or lower grade.

Sec. 4 (d) When a family at the date of reexamination is found no longer to conform to
the occupancy limits after admission, the family shall be permitted to move into a unit of
appropriate size when a vacancy exists. If no unit of appropriate size exists in any Devel-
opment the family shall be required to move from the dwelling it occupies within six months
after the date of the reexamination.

Sec. 4 (e) Where, upon annual reexamination of the eligibility of tenants it is found that
any families which no longer conform to the maximum income limits or to the occupancy limits
after admission cannot obtain decent, safe, and sanitary housing within their financial reach
outside the project, this Section may be amended but only with the approval of the USHA.

OCCUPANCY LIMITS

Sec. 5 (a) Every member of the family regardless of age shall be counted in determining
occupancy limits.

Sec. 5 (b) The occupancy limits for admission shall be as follows:

1. The number of persons permitted to occupy each bedroom shall be determined by
the bedroom's capacity to provide for adequate furniture and healthful, comfortable
sleeping arrangements.

2. Age, sex and relationship of members of the family shall also determine bedroom
occupancey.

3. Families shall be assigned to the smallest unit suitable for their needs, and
every bedroom shall be occupied by at least one person.

4. Living-rooms in one-bedroom units may be used for sleeping purposes for one
person only. In assigning families to one-bedroom units, disability, 111 health and age
shall be considered.

3/ The Local Authority may also wish to specify in this resolution whether it will be re-
quired that a family move into another unit when the rental is changed from one grade to
another. It is not necessary that this be specified in this resolution since it is a matter
purely of local decision.
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5. Living-rooms in units larger than one-bedroom shall not be used for regular
sleeping purposes and family size for these units shall be controlled by bedroom
sleeping capacity only.

6. The adequacy of kitchen space, kitchen equipment and dining space should be
considered in determining the number of persons to be assigned to the dwelling.

7. The specific occupancy limits for each size and type of dwelling unit at each
development shall be set forth in the resolution establishing the schedule of rents,
statutory rental values, occupancy and income limits, and a dwelling lease for the
development.

Sec. 5 (c) The occupancy limits after admission shall be the same as for admission,
with the exception of living-room sleeping which will be permitted for one person in all
units regardless of unit size.

Sec. 5 (d) "A natural family or a cohesive family group" may include:

1. Dependent relatives or other dependents clearly established as an inherent part
of the family group.

2. Working adults known to have regularly lived as an inherent part of the family
group, whose earnings are an integral part of the family income and whose resources are
available for use in meeting family expenses.

"A natural family or cohesive family group™ may not be éomprised of:
1. Two or more distinet family groups,

2. Lodgers or transient paying guests,

3. Unrelated working adults, (except as in 2 above) or

4. A person living alone.

IONS PRO

Sec. 6 It shall be the responsibility of this Authority to provide guidance and super-
vision for a program of health, sanitation, recreational activities, tenant maintenance
and community activities for tenants. . This program is to be accomplished through arrange-
ments for public and private agenciles providing leadership, maintenance, and technical
aid. Where such agencies do not exist, the program of Community Relations is to be
developed by tenants under training and guidance of the Management staff.

ACCOUNTING AND REPORTING PROCEDURES

Sec. 7 (a) The accounting procedure shall be in accordance with the United States
Housing Authority's manual relating thereto.

Sec. 7 (b) Management records and reports other than those of a financial nature, shall
be prepared and flled in accordance with the United States Housing Authority's manual
relating thereto.

MINISTRATIVE ULATIONS

Sec. 8 (a) Purchases and contracts for materials, supplies, or services, except for
personal services, shall be made in the following manner:

(a) The ( ) shall make purchases or contracts, not to exceed ( ) in
amount, in the open market after such inquiry as he deems necessary to insure that
the price obtained is the most advantageous to the authority; and

(b) Por purchases from ( ) to ) the ( ) shall solicit bids orally
or by telephone from at least 3 vendors, if so many be available in the locality;
and

(¢) For purchases in excess of ( ) the ( ) shall advertise for bids by

(1) advertisement in newspapers, or (2) circular letters to all available dealers
and notices posted in public places.
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For the purchases specified in (b) and {c) above, (1) lack of competition in purchasing is
hereby declared permissible only if there exists an emergency which permits of no delay, or

if it is impracticable to secure competition; (2) the ( ) shall award the con-
tract or make the purchase from the lowest bidder as to price, except that where the ad-
vantage of such action is clearly evident, the ( ) may, in the interest of

standardization, ultisiate economy, or expeditious administration award to a responsible
bidder other than the lowest in price; and (3) where awards are proposed to be made when
adequate competition has not been secured, or where an award is proposed to be made to other
than the lowest bidder, a full report of the transaction shall be made to this Authority.
In such case the award shall not be made until and unless this Authority bhas authorized
such award by resolution. A copy of the report and the resolution shall be attached to the
Xoggger in substantiation of its payment and be made available for inspection by USHA
uditors.

RESERVES FOR REPAIRS, MAINTENANCE AND REPLACEMENTS
AND VACANCY AND COLLECTION LOSSES

Sec. 9 (a) As of the last day of the first month following the end of the Initial Opera-
ting Period on each development and of each month subsequent thereto, there shall be set
aside as a reserve for repairs, maintenance and replacements 1/12 of the annual amount
allocated for repairs, maintenance and replacements (as established in the resolution
fixing a schedule of rents and income 1limits adopted pursuant to the provisions of Sec. 1 (b)
of this resolution) less actual expense for repairs, maintenance and replacements incurred
during such month. Prior to the end of the Initial Operating Period only actual expense
incurred for repairs, maintenance and replacements shall be treated as expense and no
reserves shall be set up.

Sec. 9 (b) As of the last day of the first month following the end of the Initial Opera-
ting Period on each development and of esch month subsequent thereto, there shall be set
aside as a reserve for dwelling vacancy and collection losses 1/12 of the annual amount
allocated for dwelling vacancy and collection losses (as established in the resolution
fixing a schedule of rents and income limits adopted pursuant to the provisiors of Sec. 1 (b)
of this resolution) less actual dwelling vacancy loss incurred and the actual collection
loss written off during such month.
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RESOLUTION NO.

SUGGESTED FORM OF RESOLUTION ESTABLISHING
A SCHEDULE OF RENTS, STATUTORY RENTAL
VALUES, OCCUPANCY AND INCOME LIMITS, AND
A DWELLING LEASE FOR THE

DEVELOPMENT.

oE IT RESOLVED by the _ :
That, in accordance with the provisions of Section 1 (b) of Resolution No. , the
provisions hereof shall apply to the administration of the
s> USHA-alded development No. . (Name of Development)

RENTS, STATUTORY RENTAL VALUES AND INCOME LIMITS

Sec. 1.1 (a) The following are hereby established as the rents, statutory rental
'values, and income limits: L/

konthly Stgggggiy
Number of Shelter Rent Rental Annual Income
Grade Units Plus Utilities Values Limits
1 Bedroom Units
A $ $ Less than §
B $ to §
c $ _____to$
X _— $ to $
2 Bedroom Units
A $ $ Less than $
B $ to ¢
c $ to §
X $ to §
3 Bedroom Units
A —_— $ $ Less than $
B ¢ to §
c $ to §
X $ to ¥

Grade X shall be utilized only for families admitted to Grades A, B, and C whose
incomes increase after admission.

Average Rentals Dwelling Per Month
Shelter Rent $

Utility Charge
Shelter Rent Plus Utilities

Sec. 1.1 (b) The number of units assigned to each grade as indicated above may be varied
by 2/1f necessary to expedite the initial occupancy of the Develop-
ment, provided that the number of units assigned to any grade i1s not decreased by more
than 25 per cent and provided that the total of the scheduled rent for all the units is
not less than $§____ 2/a per month. Page 83




1/ The above form of table of rents, statutory rental values and income limits is suit-
able if Method Fo. 1 or No. 2 as suggested on pages 212 and 213 is followed and the income
limits are attached to the size of unit. If Method No. 1 or No. 2 is followed but the
income limits are attached to the size of family the column of "Annual Income Limits"
should be omitted and the following table added below the rent schedule.

Anual Income Linits

Grude A Grade B Grade C Grade X
2 persons iess than & & to $ ¢ to 2 ! to &
3 or 4 persons " vog % to & $ to & P to &
5 or 6 parsoas Y ol & to 3 B to § i to &
7 or mcre v LS 8 to 4 2 to & & to &

If Method Ho. 3 on vage 214 is followed, the form of table given above in Section 1.1(a)
may be used with the income limits and rents for each grade set at identical amounts.
While this involves some repetition it is necessary if the number of units of each size
assigned to ezch grade is to be indicated.

If Method No. 4 on page 215 is followed the form of table given azbove in Section 1.1(a)
may be used by changing "1 Bedroom Units" to "2 person families", "2 Bedroom Units" to
"3 and 4 person ramilies", etc., and by indicating the same income limits for each grade
regardless of the size of the family.

2/ Insert "This Authority" or, if desired, title of staff member with whom tnis dis-
cretion is to be vested.

2a/ One-twelfth of the total dwelling rent schedule shown on the Average Annual Estimate
of Income and Expense.

Sec. 1.1(¢) The number of units assigned to each grade shall be varied a2s much as is
necessary to comply with the provisions of Sec. 4(c) of Resolution No. (requiring
changes in rental for families whose incomes increase or decrease after admission), pro-
vided that the total of the scheduled rent for 21l the units shall not be less than
$ 2/ per month.

Sec. 1.1(d) 1In the filling of vacancies after the completion of initial occupancy of
any Development vith families who are not residents of any Development of this Authority,
families shall be selected so as to obtain an assignment of all the units in the Develop-
ment to the verious grades as closely as 1is practicable to the assignment indicated in the
table in Sec. 1.1(a).

3ee. 1.1{e) The minimum and maximum occupancy limits for admission for each size and
type of dwelling unit shall be in accordance with the following schedule:

Size and Type of Dwelling Unit Minimum Yaximum
bedroom, type

bedroom, type
bedroom, type
bedroom, type
bedroom, tyve
bedroom, type
bedroom, type
bedroom, type
bedroom, type
bedroom, type
bedroom, type
bedroom, type

P WWW NI R D

The assignment of dwellings to tenants within the above minimum and maximum applicable to
each size and type of dwelling unit shall be governed by the criteria set forth in Section
5 (b) of Sesolution Ho.

37 The lowest schedule which can be achieved with the maximum subsidy payable during the
first ten years. (Maximum subsidy less additional RM&R.)
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DWELLING UTILITIES

Sec. 2.1 (a) Heat, hot water, cold water, electricity for lighting and refrigeration and
gas for cooking will be furnished and included in the shelter rents plus utilities. 4/

Sec. 2.1 (b) The amount of electricity to be furnished in the shelter rent plus utilities
shall be 5/

Type of Dwelling and
Quarter No. of Kilowatt Hours

1 BR 2 BR 3 BR

Tenants using more than the above amounts of electricity shall be charged the cost of such
excess use.

DWELLING LEASE

Sec. 3.1 There is attached hereto, marked Appendix A and made a part hereof, the form of
Dwelling Lease to be used for all tenants in the Development.

ESTIMATE OF AVERAGE ANNUAL INCOME AND EXPENSE

Sec. 4.1 There is attached hereto, marked Appendix B and made a part hereof, the Average
Annual Estimate of Income and Expense.

RESERVES FOR REPAIRS, MAINTENANCE AND REPLACEMENTS
AND VACANCY AND COLLECTION LOSSES

Sec. 5.1 The Annual Amounts allocated for Repairs, Maintenance, and Replacements and for
Dwelling Vacancy and Collection Losses used to establish reserves pursuant to the pro-

visions of Sec. 9 of Resolution No. shall be as follows:
For Repairs, Maintenance, and Replacements $ &/
For Dwelling Vacancy and Collection Losses $ 1/
FINDINGS .
Sec. 6.1 This Authority finds: 8/

(a)There is a large enough number of families living within the area of operation of this
Authority who lack the amount of income which is necessary to cause private enterprise in
their locality to build an adequate supply of decent, safe, and sanitary dwellings for
their use and to assure the occupancy of all the dwellings in the Development by eligible
families.

4/ This section should, of course, be worded in accordance with the utilities furnished
in the particular Development.

5/ 1Include this section and/or a similar section for gas if either electricity or gas is
included in the rent and if meters are installed or the wiring or gas piping is so
arranged that met rs can be installed.

6/ The annual amount included in the Estimate of Average Annual Income and Expense for
Repairs, Maintenance, and Replacements. This amount should always be made evenly divisible
into twelve equal amounts. If the amount is changed at any time, the effective date of the
change should be made clear.

2/ The sum of the annual amounts included in the Estimate of Average Annual Income and Ex-
pense for Dwelling Vacancy Loss and for Collection Losses. The sum of such amounts should
always be made evenly divisible into twelve equal amounts.

8/ The finding of the Authority should correspond to the requirements of the State Law.
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(b) The rentals hereby fixed for dwellings in the Development and the selection of the
tenants and the operation of the Development in accordance with the provisions of
Resolution No. , will result in -

(1) The occupancy of dwellings in the Development only by families of low income;

(2) The renting or leasing of the dwellings in the Development at rentals within
the financial reach of families of low income;

(3) The renting or leasing to tenants of dwellings consisting of the number of
rooms which, but no greater number than, this Authority deems necessary to provide safe
and sanitary accommodations to the proposed occupants thereof without overcrowding.

(¢) That the rentals hereby fixed for dwellings in the Development are at rates high
enough, and no higher than necessary, to provide revenues which (together with annual con-
tributions payments under the contract between this Authority and the United States Housing
Authority, dated 9/ any local contributions, and all other available
moneys, revenues, income and receipts of this Authority from whatever sources derived) will
be sufficlient (15 to pay, as the same become due, the principal of and interest on the
obligations issued and to be issued by this Authority to pay the development cost of the
Development, (2) to meet the cost of and to provide for maintaining and operating the
Development (including the cost of any insurance) in such a manner as to provide decent,
safe, sanitary and uncongested dwellings within the financial reach of families of low in-
come and to promote serviceability, efficiency, economy and stability, (3) to pay such
portion of the administrative expenses of this Authority as is chargeable to the Develop-
ment, and (4) to create and maintain such a reserve to meet the principal and interest on
the obligations mentioned in clause (1) above as may be required by the resolution pursuant
to which said obligations are 1ssued, which reserve shall in no event be larger than shall
be necessary to meet the largest principal and interest payments which will he due on such
obligations in any one year, but not to create a reserve of such size in less than the sx
years immediately succeeding the issuance of any of said obligations.

(d) That the reserves for repairs, maintenance, and replacements, the provisions for
working capital, and the reserves to meet principal of and Interest on the obligations
mentioned in clause (1) of Paragraph (c¢) of this Section, and such other reserves as may
be provided for herein (or in the resolution authorizing the issuance of the aforesaid
obligations) are sufficient but are no greater than are necessary effectively and efficient-
1y to accomplish the objectives mentioned in clauses (1), (2), (3) and (4) of Paragraph (c)
of this Section.

9/ Insert date of Contract.
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APPENDIX A

DWELLING LEASE

The Housing Authority (hereinafter called the "Management")
in consideratlon of the rental herein reserved and of the statements made by

(hereinafter called the "Tenant") as set forth in his signed application, hereby leases to
the Tenant and the Tenant hereby hires and takes the premises located in

(hereinafter called the "Development") designated as
for the term beginning and terminating at
midnight 4/ at a rental of § for said term,
payable in advance on the first day of said term.

This lease shall be automatically renewed for successive terms of one month each at the
rental of Dollars ($ ) per month, payable in
advance on the first day of each calendar month unless elther (a) the Management shall give
to the Tenant 30 days' prior notice in writing of the termination thereof, prior to the
last day of the term; or (b) the Tenant shall give to the Management 15 days' prior notice
in writing of the termination thereof prior to the last day of each term. The Tenant may
also terminate the tenancy on any day during the then current term provided the Tenant gives
the Management 15 dayst prior notice in writing.

1. The Terant agrees:

(a) To pay the rent at the management office when due without requiring a statement;
to pay, when billed, for any electrical energy or gas consumed in excess of the
amounts agreed to be supplied, at not more than the prevailing rates for such
current or gas; and to ray, when billed, for ary damage done tg the premises
except damage beyond the control of the Tenant and his f&mily../

(b) Not to assign this lease; nor to sublet or transfer possession of the premises;
nor to give accommodations to boarders or lodgers; nor to use or permit the use of
the dwelling for any other purpose than a private dwelling solely for the Tenant
and his family consisting of

(e¢) To quit end surrender the premises at the expiration of this lease in good order
and repair, reasonable wear and tear excepted.

(d) To keep the premises in a clean and sanitary condition; to assist in the
maintenance of the project; not to use the premises for any illegal or immoral
purposes; not to make any repairs or alterations without the written consent of the
Management; not to display any signs whatsoever; not to use tacks, nails or screws
or other fasteners in any part of the premises except in a manner prescribed by
the kianagement; and to notify the lianagement promptly of the need of any repairs
to the premises,

(e) To follow all rules or regulations prescribed by the Management concerning the use
and care of the premises end of any common or community space in the Development
including stair halls, walks, drives, playgrounds, laundries, community
rooms, etc,

1/ Note to Local Authorities: Insert date of the last day of the initial calendar month
‘°f occupancy.

2/ Note to Local Authorities: While not recommended by the USHA, some Local Authorities
elect to make an additional charge to tenants who do not pay the rent when due or at least
notify the Management that they cannot pay. If such a policy is adopted it is suggested
that the following language be added to this clause, "and in the event he has not paid the
rent on or before the fifth day after it is due, to pay an additional to
cover extra management expense because of delayed payment."”

3/ (The Local Authority may insert the specific maintenance responsibilities of tenants
and schedules of any deposits or charges).
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(f) To permit the Management or its representatives to enter the premises during all
reasonable hours to examine the same or to make such repairs, alterations or
betterments as may be deemed necessary or to show the premises for re-leasing.

(g) To submit to the Kanagement at least once each year upon the request of the
Management a signed statement in such form as the kanagement may request, setting
forth the facts as to the income of himself and his family and as to the number
and ages of members of his family.

2, The Management agrees to furnish without additional charge (a) gas not in excess of
cubic feet per month; (b) elecctrical current not in excess of the following
number of kilowatt-hours for the guarter indicated:

January through Liarch . . . . « . « « « « « & o o« Jduly through September . . + « .« .

April through June . . .+ . . « « « « « « « « « » Qctober through December . . . . .

and (¢) water; but shall not be liable for failure to supply any of the above services for
any cause whatsoeverJt/ Neither the ltanagement nor any of its representstives or employees
shall be liable fer damage or loss from theft or from any other cause whatsoever to the
property of (i) the Tenant, (ii) any member of the Tenant's family, or (iii) any of the
Tenantts visitors or guests,

3. If this Authority determines, after submission by the tenant of any of the statements
referred to in Section 1 (g) above, that the annual net income of the tenant and his family
exceeds the income limit for the rental which he is paying, then this Authority may require
that the tenant move into a unit of an appropriate nigher grade and/or pay the rental
established for such grade, provided that in any event if it is determined by this Authority
that the annual net income exceeds ths income limit for the highest grade, this Authority
may terminate this lease at the end of any calendar month by giving the tenant not less than
30 days' prior notice in writing. At ik expiration of the time stated in said notice, the
Management's representatives shall have the right immediataly to reenter the premises and
remove all persons and property therefrom, and the isnant hereby expressly waives all
notices required by law to terminate his tenancy and walves any and all legal proceedings
to recover possescion of said premises, and agrees that upon any such termination the
representatives of the Management may immediately reenter said premises end dispossess the
tenant without legal notice or the institution of any legal proceedings whatsoever.

L. In the event of misrepresentation of any me terial fact in the application of the
Tenant or in env statement submitted to the Kancgement by the Tenant as required by
Section 1 (g) above, or iy the Tenent fails to comply with any of the provisions of this
lease, it shall te automaticalliy terminated and the Menspgement shall heave the right
immediately to reenter the premises and renmove all persons therefrom, and the Tenant hereby
expressly waives all notice required by law to terminate this lease and waives any and all
legal proceedings to recover possession of said premises, and agrees that upon any such
failure the Management may immediately reenier said premises and dispossess the Tenant
without legal notice or the institution of any legal proceedings whatsoever,

5. Any notice required by law cor otherwise will be sufficient if delivered to the Tenant
personally cr sent by mail to the premises or affixed to the door of the premises. Notice
to the Managecment must be in writing and delivered to the Housing lanager personally at the
Management Office.

6. The failure or omission of the Management to terminate this lease for any cause given
above shall not destroy the right of the kanagement to do so later for similar or other
causes.,

This lease evidences the entire agreement between the Management and the Tenant and no
chanpges shell be made except in writing.

Housing Authority Tenant

By: Tenant

Lease executed on this day of 19 .

In the presence of:

ote to Local Authorlties: This para%ragﬁ should be revised In accordance with the
ctual utilities furnished to the Tenant by the Management.
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USHA 853

FEDERAL WORKS AGENCY

Rev. 9-15-41 UNITED STATES HOUSING AUTHORITY

ESTIMATE OF AVERAGE ANNUAL INCOME AND EXPENSE

Name of Local Authority

Development (Name and Number)

City and State

No. Units

ITEMS

TOTAL PER YEAR

PER DWELLING
PER MONTH

ADDITIONAL R.H. &R,
AFTER 10 YEARS

Shelter Rent Schedule
Utility Charge Schedule
Total Dwelling Rent Schedule
Less: Vacancy Loss

Dwelling Rent Income

[ Non-Dwelling Rent Schedule
Less: Vacancy Loss
Non-Dwellins Rent Income

Other Income

TOTAL OPLERATIIG INCOME

Project Office Salaries
Central Office Salaries
Legal, Fiscal ” Other Fees
Other Management Expense

Total Management

Janitorial Expense
Exterminating
Refuse Removal
Watchman Expense
Commercial Utilities

Water
Electricity

Gas

Heating
Sewerage Charges

Grounds

Structure

Painting and Decorating
Plumbing and Gas System
Electrical System
Heating System

Elevator Syatem

Ranges

Refrigerators

Other Equipment

Total Repairs,Maint.%: Repl,

Community Activities
Collection Losses
Insurance
Payment in Lieu of Taxes

% Of Development Cast|

ebt Service

Less: Net Operating Income

USHA Contribution Required

Fixed Annual Contribution
stimate evelopment Cost

Basis

Total e,

Per Dwelling
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USHA 256 FEDERAL WORKS AGENCY

5-15

UNITED STATES HOUSING AUTHCRITY

SUMMARY OF DATA USED IN PREPARING
ESTIMATE OF AVERAGE ANNUAL INCOME AND EXPENSE

(Date)
Development (Name and Number) City and State
1 No. of Units: Houses ; Apartments ; Flats ; Total .
II Total Area of Grounds: ,000 sq. ft.
111 Type of Construction:
Extericr walls
Partitions
Rocf
Floors
Heating ins*tzilation
v Degree ¢i Tenan: Maintenance proposed:
Janitoriai__ .
Grounds m_:——-
FPaintirg __ .
Cther
\' Assumed basic rates of ) mplovees:
A, Unskilled laborer, per year, per hour,
B, Mainterance laborer, $ per year, § per hour,
C. Maintapsrce mechanic, § per year, $ per hour,
\'2¢ Utilities
A, Water
Proposed average consumption per family per day, gallons
Average cost per 1,000 cubic feet, $
B. Eleciricity {Tenant consumption)
Check usesz: Lighting ; Cooking, ; Refrigeration ; Ironing
Estimeted average monthly consumption per dwelling:
1 BR KWH; 2 BR___KWH; 3 BR___KWH; 4 BR KWH,
Estimated average ccst per KWH (including demand charges) §$
C. Gas (Tenant ccnsumpticn)
Creck uses: Cooking ; Refrigeration ; Space Heating ;
Water Heating .
Estimated average monthly consumption per dwelling:
1 BR___cu.ft.; 2 BR__cu.ft.; 3 BR__ cu.ft.; 4 BR__ cu.ft.
Estinated average cost per 1,000 cu.ft, 3 .
BTU content of gas .
D. Heating (Ton of coal
Estimated cost of fuel: § per (Bbl. of fuel oil
(1,000 cu.ft. cf gas
Estimatec tctal cost of operating labor per year: .
VII Repairs, Kaintenance and Replacements
A. Type of interior wall and ceiling paint
B, Plurbing zrd Gas System: Initial cost $_
C. Electrical System: Initial cost $
D, Heetirg System: Initial ccst $
E. Ranges: Type_ ; Initial cost §
F. Refrigerators: Type ; Initial cost §
VII1 Remarks:
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5o15-13”

RESOLUTION NO.

RESOLUTION ESTABLISHING A BUDGET FOR

BE IT RESOLVED by the

- » in accordance with Section I of
Resolution No. » that the following budgets are hereby adopted:

1. A budget for the Statutory Project composed of Developments Nos. ’
and for the pericd beginning and ending

2. Detailed operating budgets for Developments Nos, R R
and for the period beginning and ending

—

Copies of sald budgets are attached hereto and made a part of this resolution.

Note - This form of resolution must be modified when it is not possible to submit the
Budget for the Statutory Project at the same time as the operating budgets for the Develop-
ments, This situation will frequently occur prior to the end of the First Fiscal Year.
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USHA 935 FEDERAL WORKS AGENCY
3-15-41 UNITED STATES HOUSING AUTHORITY

BUDGET FOR A STATUTORY PROJECT FOR PERIOD
TERMINATING AT END OF FIRST FISCAL YEAR

(Name of Local Authority)

(Nos. of Developments In statufory Project) (City and State)
From Bond Date , 194 to Close of First Fiscal Year s 19l
NET OPERATING INCOWME DURING INITIAL OPERATING
D A MENTS WHERE
INTTTAL OPERATING PERTOD IS AFTER BORD DATE &/
Dev. No. R 19 to 9§
woo : L — T
" " . 19,_':- " 19h—
" L] , 191‘.- " ~ 19&_
"o ; ¥ .
v : 19l 1907
Total $
NET OPERATING INCOME AFTER END OF INITIAL
OPERATING PERIOD b/
Dev. No. ’ 94 to 19, $
" " . 19&_ n _—_—‘191_'._
" " , 19&_ " 191‘.—'
v : 19, " 19
.o ; 194" 194"
"o : 19 " 194
Total
FIRST USHA ANNUAL CONTRIBUTION £/
TOTAL OF ABOVE ITEMS $
Deduct:
Debt Service 4/ —
Sugplements Payments in Lieu of
axes (1if any) ——
104 of Charges to Tenants ¢/ -
Total Deductions ———
BALANCE -~ ESTIMATED AMOUNT AVAILABLE FOR
SHA AT 10N &/ $

a/ - Include only net income from Bond Date or beginning of Initial Operating Period
(whichever is later) to the end of the Initial Operating Period, If a deficit for this
period, do not show here since such deficits are charged to Development Cost,

_b/ - If Bond Date falls after the end of the Initial Operating Period, do not include here
any net income or deficit prior to Bond Date, since this budget begins only at Bond Date
and any net income or deficit prior to Bond Date is credited or charged to Development Cost.

¢/ - The latest approved minimum Development Cost times the Fixed Contribution Percentage.

d/ .- The sum of (1) the latest approved minimum Development Cost excluding Capital
Ponations times the Bond Service Percentage (if the product so obtained is less than the
Fixed Annual Contribution, include an amount equal to such Contribution); plus (2) the sum
of the monthly deposits to the Series A Reserve Fund (if required) from gﬁe date of the
Occupancy Notice to the end of the First Fiscal Year.

e/ - For 3tatutory rrojects permanently financed under Form-USHA 700 dated 1-8-40 and
-15-1,0 an amount equal to 10% of charges to tenants for dwellings during the current
scal Year.

NOTE: This budget form does not provide for the disposition of proceeds derived from the
sale of Excess Land. When Excess lLand is sold before the first Annual Contribution Date,
specific information will be given as to the disposition of such funds. .
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17a. PREPARATION OF BUDGETS

Two types of budgete are to be submitted
to the USHA, an operating budget for each
development and a budget for the Statutory
Broject. (See p. for time of submie-
sion and period covered)

The Operating Budget (See USHA Form 8U48,
P ) includes only operating income and
operating expense and does not include An-
nual Contributions and Debt Service, which
are indicated on the budget for the Stat-
utory Project.

The nurpose of the Budget for the 3tatu-
tory Project 1e to determine (1) if the
operating income budgeted from the develop-
ments in the 8tatutory Project will be suf-
ficient with USHA-Annual Contributicne to
provide for Debt Service and (2) the amount
which it ie estimated will be avallable at
the end of the Fiscal Year to reduce the
Annual Contribution payable in the next Fls-
cal Year. This latter determlinstion 1s re-
quired by Sec. 4.14(A) of the Terms, Coven-
ants and Conditions.

Budgets for Statutory Projects are to be
prepared on USHA Forms 935 and 936 (See
page 95). The method of preparing
these budgets is explained in the notes on
these forms.

The nurpose of the operating budget (with
which the balance of this chapter ls con-
cerned) 1s to guide the staff responsible
for the operation of a particular develop-
ment, and to assist the lccal authority and
ites sunervigory staff members in control-
1ing and evaluating the work of 1its staff.
In preparing the budget the two most lmport-
ant guides are past experience and future
overating olans. There follows & brief dis-
cussion of each mejor account in the operat-
ing budget. For 5 detalled statement of the
items included 1in each clsasegificetion see
the Accounts Manual, p.

Total Dwelling Rent Schedule: The est-
imated schedule for the period. If an an-
ual reexamination of incomes has been made,
this 1tem should reflect the probable as-
signment of units to grades resulting from
such reexamination snd thus will differ
from the amount 1in the estimate of Average
Annual Income and Expense.

Dwelling Vacancy Lose: Even though all
dwelling units are occupied, a small allow-
ance shculd be included for vacancy loss.

One per cent of the dwelling rent schedule
is usually sufficient.

Non-Dwelling Rent Schedule: Income from
this source should be estimated on a con-
servative basis using actual experience,

where available.

Non-Dwelling Rent Vacanoy Loss: Thie
should be based on actual experience,
if available.

Otner Income: Budget only items of ap-
precisble amounts. The most common item to
be included is charges to tenante for excess
use of utilities and an estimate of this it~
em can only be made when past overating ex-
nerience ie avsilable.

Management Expense: For aslaries the a-
mount should represent the curreat salaries
of the permanent ataff plus, if required,
any temporsry help to be employed ia the re-
examination of tenant eligibility. For Le-
gal, Filscal and Other Fees and for Other
Management Expense use the amount in the
average annual estimste until experience 1e
avallable. Other Management Expense includes
the total for Informational Service Expense
indicated in the Informational Expense Bud-
get - See p.

Operating Services: In the absence of ex-
perience use the amount in the estimate of
average annual income and expenre.

Dwelling Utilities: In the abeence of ex-
perience use the amount in the averesge an-
nual estimste. If experience showe these
amounts are being exceeded a realistic a-
mount“should be budgeted. See "Other In-
come.

Repairs, Maintenance and Replacements:

In the absence of exverience, it is nec-
egsary to use rather arbitrsry amounts in
prevaring the first budget. After exver-
ience 1s available, consideration should be
glven to such experience and to plans for
any repsirs or replacements which 1t 1is con-
gldered will be necessary during the coming
period. If full time maintenance men are
employed, such planning will be especielly
helpful in arranging their work to eecure
the maximum oroduction from such employees.

For "Grounds" use 2/3 of the average
annual estimate in the absence of ex-
perience unless the maintenance will be
taken care of by the construction con-
tractor for part or all of the period.

For other items uee the following opro-
portions of the average annual estimate
when experience is not avalilable:

Structures - One-third

Painting and Decorating - One-fourth
Plumbing and Gas System - One-half
Electrical System - One-half

Heating System - One-half

Ranges - One-tenth

Refrigerators - One-tenth

Other Equipment - One-quarter

In budgeting "Other Equioment" consider-

ation should be given to the fact that untll
the develooment fund is closed, the coet of
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initial purchase of equipment is charged to development costs.

Community Activities: In the absence of experience, use the amount
in the average annual estimate.

Collection Losses: One-half of one per cent of the Total Dwelling
Rent Schedule is usually sufficient.

Insurance: In most cases, the actual cost of insurance is known at
the time the first operating budget is prepared. Insurance is normelly
paid for in advance covering a period of one to five years. Include in
the budget only the pro-rata portion for the period involved. Where
mutual insurance is purchaeed, the estimated return premium should be
deducted before the pro-ration is made.

Payments in Lieu of Taxes: In accordance with the Cooperation
Agreement.

Regerved for EMZR: The amount allocated for RM&R as provided in the
management resolution less the amount budgeted for Repairs, Maintenance
and Replacements. ’

Reserved for V. & C. Losses: The amount allocated for vacancies and
collection losses in the management resolution less the amounts budgeted
for Dwelling Vacancy Loss and for Collection Losses.

The operating budget is to be broken down by quarterly periode.
Unless experience indicates otherwise, it 1s recommended that no attempt
be made to budget different amounts for different quarters except for
dwelling rents, heating operation and grounds maintenance. Variation in
dwelling rents between quarters can be anticipated if a reexamination of
incomes has been made and it has been determined when rental adjustments
will be made for families whose incomes have so changed as to require
such adjustments. Heating operation and grounds maintenance costs vary
with the seasons. See p. 54 (average annual estimates) for method of
estimating quarterly amounts for heating operation.
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The following is an excerpt from Chapter Six, 22, POLICIES FOR
ADMISSION OF TENANTS:

"22¢, INCOME LIMITS

Prom the actual aggregate family income , , ,, the follow-

ing deductions are to be made in determining actual net family
income:
(a) Necessary amounts actually paid for the support of a

person or persons who do not reside with the family
but for whose support one or more of the members of
the family 1s legally or morally responsible, Such
payments shall be substantiated by documentary evi-
dence, court order, or affidavite by both the donor
and the recipient of such payments, No deductions

may be made for the support of children away from

home for nurposes of normal and voluntary education,

(b) Texes and other deductions required by law to be

(e)

nede from wages, salaries, or other compensation for
personal services, including social security taxes,
peyments to government retirement funds, pay roll
taxes, and similar items,

Special occupational expenses necessary to employment
but for which no reimbursement is made by the employer,
In thie category deduct such iteme as hire, purchase
and laundry of uniforms, explosives of miners, auto
expenses of salesmen during working hours, union dues,
extra and unusuel transportation expense, Also deduct
reasonablse expenses actually incurred for the care of
pre~school children to permit the employment of a sole
wage earner, Also deduct paymente into pension funds,
group health or insurance plans, which although not re-
quired by law, are mandatory upon the employee as a
condition of employment, No deductions may be made,
however, for any such payments which the employee makes
voluntarily, Expenses incidental to a personts employ-
ment, but which are not directly related to the specific
Job are not included in this category, for example, usual
treaspertation to and from place of employment, or the
cost of hiring help to care for children to permit em-
ployment of a secondary wage earner,

No deductions may be made for any voluntary payments on insurance,

payments on bills and garnishments, payments on installment purchases,

the repayment of loans, or interest and finance charges on such items."
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The following is an excerot from Chapter VII, 36. OPERATION AND
MAINTENANCE:

"36i., ALTERATIONS, ADDITIONS OR BETTERMENTS

After a development is in operation, the need for changes in, or
additions to, the duildings, grounds, or equipment sometimes becomes
epparent. Such alterations, additions, or betterments (provided they
meet the test of necessity outlined below and have been approved by
USHA) may be charged to development costs, if they occur prior to the
issuance of the Physical Completion Notice (Section 1.04 of the Assist-
ance Contract). Of course, such charges may not increase the develop-
ment cost sbove the maximum set forth in the Bond Resolution of the
local authority. After the issuance of this notice, costs are charge-
able only to the administration fund.

Since the plans and specifications prepared are predicated upon a
development appropriate for "low-rent housing" purposes and one which
will be economical in administration (Section 2.02 of the Assistance
Contract) normally there will be little necessity for alterations, ad-
ditions, or betterments unless operation indicates that a change is
essential to promote serviceability, efficliency, or economy.

In addition, the development cost limitations of the Act must not
be circumvented by alterations, additions, or betterments.

RM&R reserve funds are available only for repairs, naintenance,
renewals, and replacements (Section 4.05 of the Bond Resolution).
Consequently a careful distinction must be made between alterations,
additions, or betterments, and renewals or replacements. To avoid
drawing elaborate technical distinctions between minor items of expense,
the following schedule of costs in relation to develooment size has been
established:

0 to 100 Units $ 150
101 to 300 " 300
301 to 600 " 500
601 to 1000 " 800

1001 to 1500 " 1200
1500 to -- " 2000

All costs below the amount set forth shall be considered expenses properly
chargeable to RM&R. All costs in excess of these amounts shall be
charged as RM&R jtems, or as alterations, additions, or betterments ac-
cording to their nature. Occasionally there may be borderline situations,
as the neceesity for conversion of equipment to promote economy prior to
the expiration of its useful life. Depending upon the relationship of
the remaining useful life to the age of the equinment, this exnenditure
may be either a remnewal or replacement, or an alteration or betterment.
In such cases, unless it 1s clear that the change constitutes an alter-
ation, betterment, or addition, the exmense should be charged to the
appropriate RM&R account.
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Alterations, additions, or betterments which quality under the
above as proper administration fund expenses may be peid for out of
operating income, provided the local authority has included an allow-
ance for the expense in its budget (USHA~936) which has been approved
by the USHA under the provisions of Section 4.17 D of the Assistance
Contract. When major alterations are included in the budget, the
budget should be accompanied with complete Justification for the pro-
posed expenditure.

If developments have been carefully planned and operating condi-
tions carefully analyzed during the first fiscal year, there should be
little need for improvement to provide additional amenities which will
require payment out of administration funds. Improvements made to
effect operating econonies should produce sufficient additional net in-
come to compensate for the cost of the improvement, well within its
estimated useful life."

Temporary page 242 12-7-42



CHAPTER

¥7. INSURANCE COVERAGES REQUIRED OF
LOCAL AUTHORITIES DURING OPERATION

The USHA is responsible under the United
States Housing Act for making cer%tsin thst
ell insurmce coversges ere obtsined from
finencially responsible compsnies et the
lowest possible cost., The negotistions
conducted by the USHA in performing this
function heve shown thest the published men-
usl retes on insurence do not necesssrily
represent the lowest rstes svallasble for
developments built with USHA eld.

USHA negotistions for more favorsble
retes on public lisgbility insursnce have
resulted in e reduction of 50 percent in
the published manual rates for owners',
lendlords'! snd tenents' public lieblllty
insursnce of public housing. Becsuse of
the excellent experience thus fer, the Na-
tional Bureasu of Casuelty asnd Surety Under-
writers in sddition is modlfying such
reduced retes by the spplicstion of equity
credits which still further lowers the cost
of public liebility insurence. Furthermore,
certain casualty compsnies asre offering
percentege reductions in the reduced menual
retes for putlic 1isbility insurance, Sube
stentisl reductions in the cost of fire and
supclementsl insurence coverage for projects
built under the USHA progrem heve elso been
effected,

The cost of insurence coversges, perticu-
larly during the project op=areting periced,
directly sffects expenses, In short, esch
doller psaid for insurance will ususlly mske
it necessery to incresse subsidy by thet
emount. All possible savings, irrespective
of how smell, should be effected 'n every
item connected with edministraticn, includ-
ing every type of insurence. Only in this
wey cen meximum operating economles be ob-
teined and subsidy be reduced to the lowest
precticable level.

L7a.

As glreedy steted, drsstic reductions hsve
been effected in the cost of insursnce on
developments undertsken with USHA sessistsence.
A locel euthority should be able to sccom-
plish still further reductions by negotiet-
ing with representative insurence compenies.
The procedure by which the local authority
cean obtzin the lowest svailsble rates for
insursnce is s follows:

OBTAINING INSURANCE BIDS

(1) To obtsein competitive bids for eech
development from the various comparies ard
insurence company groups.

(2) To enelyze end evaluate the competi-
tive bids.

(%) On the besis of this enslysis of
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competitive bids, to award the insursance to
the finencielly sound company or company
group which offers !nsurance at the lowest
net cost,

In essisting locsl suthorities in the pre-
peration of Applications for Finsnciel As-
sistence, Reglonel Project Advisers will
have supplied certain estimetes of insurence
rates. In connectlion with these estimstes,
it should be noted thst the date used in es-
timsting fire emd extended coversge rates
ere besed upon genersl rates quoted by cer-
tain finencielly responsible asscsssble
mutuel, non-sssesssble mutuel, ané stock
perticipeting compenies. The restes so -
puted end furnished msy or mey not const!-
tute the lowest rates aveilsble to the locel
euthority from financlally responsible com-
penles.

The applicastion for financlial easistance
will include representetions by the locel
authority to the effect:

(1) That, as soon as possible ef ter the
ewerd of the principal construction con-
trects, the locsl suthority will obtain firm
insurence proposels from all financielly re-
sponsible compsnies which have evidenced an
interest in underwriting insurence on the
developments; end

(2) Thset the local suthority will plece
such insursence with financiel ly responsible
compenles offering the lowest eveileble
retes therefor; grovided thet the local su-
thority does not viclaste eny stste law in so
plecing such insurance,

As soon ss precticeble sfter USEA approvsl
of finel plars end specificestions, the locel
eutrority should secure proposels sné quote-
tions from &1l compecnies and types of com-
penies which heve evidenced an interest in
underwrliting insurence on its completed de-
velopments. In this connecticn ettention is
celled to the¢ fect that some locsl suthori-
tles heve delayed obteining propossls until
long pest this stege. It 1s essentisl thet
such bilds be obteined es soon es plens end
specificetions have been epproved, They can
then be used 1n prepsring Form USHA-L60 end
will indicete the lowest insurence costs to
be used In working out the Mensgement Pro-
grem. FEach interested compasny should be in-
vited to inspect the plsns and specificetiomns
end to make & firm prerosel upon the basis of
this inspection, giviryg the cost for one-,
three~-, or five-year periods, enmd steting, if
it 1s e dividend-peying company, the antici~
rated dividend together with the enticipsated
net premium bssed upon the passt experience of
the dividend-peying compeny. A stetement of
the divident record should slso be secured
from dividend-peying compsanles,




The locel suthority should srreange to
secure the competitive bids end within a
reasoneble time efter the receipt of the in-
sursnce propossls, to evaluate them (in the
menner suggested in the Section below).

The question es to whether only sesled
bids should be sccepted should be consider-
ed by the locsl suthority. The USHA has no
requirements with respect to sealed bids on
insurence covereges snd this question
should, eccordingly, be determined in esch
instence by the locael esuthority.

L7b. EVALUATION OF INSURANCE BIDS

Upon receipt of the competitive bids, the
locsl authority should proceed to enslyze
end evsluste them. In evalusting bids the
locsl euthority should, of course, give ade-
quete weight to the differences in prectices
of the different types of insurence compan-
les,

There sre tw mein types of insurance com-
penies. One type comprises the "dividend-
peying" compenies. This group of compsnies
cherges e gross deposit premium emd peys
dividends to policyholders on this premium
et the end of the policy perlod. Policy-
holders 1in some dividend-peying coupenies
sre subject to essessments 1f essessments
prove necesssry. However, en exeminstion of
the record of dividend-peying compenies will
disclose that leeding compenles in the divi-
dend-peying group heve never levied essess-
ments upon their policyhclders, snd have
never felled to pey & substentisl dividend
to their policyholders. The dividend pey-
ments of eech of the lesding compsnies of
this type have e1s0 tended to be substantli=
elly uniform in emount.

Tke second mein type of insursnce compen-
ies comprises the "fixed-premiun" compaenies.
The compsnles in thls greour charge s fixed
premfum e pey no divlidend thereon to
policyholders. On the other hend, the stend
erd policy forms of compenlies in this group
do not permit essessments to be levied upon
policyholders,

As steted sbove, dividend-paying compenies
charge & deposit premium end the net premi-
um cherged by such compenies should be de-
termined by substrscting the anticipsted
dividend from the deposit premium. For pur-
poses of initid bid evsluation in ceses
where the deposit premium cherged by a divi-
dend-peying compeny 1s grester then the
premium cherged by e fixed-premium compsny,
interest at not exceeding four per cent per
ennum should be computed on the difference
between the deposit premium end the fixed
premium, end added to the enticipsted net
premium cherged by the dividend-psying com-
peny. This procedure will assure s faip
bsals of comparison between fixed premiums
end deposit premiums for the policy period.

l7c. SUBMITTAL OF PROPOSALS TO USHA

After recelpt snd evslustion of competi-
tive blds, the local suthority 1s to prepare
end submit to the USHA two complete copiles
of Insurence Informetion, Form USHA-460.

The informetion submitted on this form 1is
psrticularly importent to the USHA steff
members since it supplies the basis for
working out sn insurence progrem with the
local authority. The attention of the lo-
cal authority is invited to the fact that
this form cslls for separaste informstion fa
each type of construction on seperste sheets.
The sbove described procedure should also
be followed sixty days prior to the renewal
of expiring ilnsurence contracts.

474, SPECIFIC COVERAGES REQUIRED

As soon ss the development (or & portion
thereof) hes been finally sccepted by the
locsl suthority emd teken over for occupen-
¢y, the following covereges should be plsced
in force:

Fire snd Extended Coversge. The local
euthority is to carry fire, lightning, wind-
storm, cyclone, tornado end hail, explosion
(including pressure contalners other than
steam), riot or riot sttending & strike (ine
cluding physicel dsmege therefrom), sir-
craft, vehicle, and smoke dsmage insurence
on all bulldings together with their eddi-
tions end extensions ss well as on furni-
ture, fixtures, equipment, and supplies
belonglng to the assured end located at the
project, The above supplementsl coversges
should be obtained by sttechment to the fire
policy of Extended Coverage Endorsement
No. L, or its equivslent. Hot weter tenks at
verlous locations on the project premises
are covered under Endorsement No. l.

In Stetes end Territories particulerly
susceptible to esrthqueike, insursnce sgainst
damage by earthqueke shall elso be carried.

The policy is to be written:

{a) Blanket covering sll property of
essured loceted st the project under one
item.

(b) Without a pro-rate distribution
clsuse,

{(¢) In an emount equel to at least 80

‘per cent of the insurable value.

(d) wWithout & colnsursesnce clause or with
en emount of insurence cleuse in lieu of a
coinsurance clsuse, An mount of insursnce
clause reads as follows: "In consideration
of the reduced rete end/or form under which
this policy is written, it is expressly sti-
pulated end mede & condition of this con-
tract thet in event of loss this compsny
shall be lisble for no greater proportion
thereof than the smount hereby insured beers
to , nor for more than the
proportion which this policy bears to the
totsl insurence thereon."™ The smount of the
policy 1s to be inserted in the blsank space,
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USHA 460
Rev. 7-10-31

FEDERAL WORKS AGENCY
UNITED STATES HOUSING AUTHORITY

INSURANCE INFORMATION

Date
Project No. No. D.U. No. Rooms
Name, Locat.ion
FIRE AND EXTENDED COVERAGE
EXTERIOR WALLS: FLOORING SYSTEM:
(Give thickness, material and construction) (Give thickness, materia) and construction)
Load Bearing Non-Bearing *
First Floor
INTERIOR PARTITIONS:
(Give thickness, material and construction) Second Floor
WALLS BETWEEN UMITS: Third Floor
(Give thickness, material and construction)
ROOF:
FIRE WALLS:
(Give thickness, material and construction) Pitched or flat
A, Are firewalls built from ground? framing Material
8. To underside of roof sheathing? Sheathing
C. Or inches above roof. Covering
D. Openings, if any,
TOP CEILING:
(Give thickness, material and construction)
no. oF X0. OP UWITS PER BLDG. INDICATE NO. COMPUTATION OF INSURABLE VALUE*
sLocs i 3 s O ] "eine warts
STORY | STORT | SToRT | sToav AS (2-4-2) ACCOUNT 0. 1430,1 (Architects Fees)
Include 30% of Fee
ACCOUNT NO. 1460 TOTAL —m—
-
DEDUCT:
A, FOUNDATIONS: Cost below
level of ground or where
there is a basement, cost
" below the lowest basement
floor (Estimate) $
B. EXCAVATIONS:
(Entire Cost) —
C. UMDERGROUND WORK:
25% of Cost of
Plumbing
20% of Cosi of
Heat ing e —
25% of Cost of
Etectrical
INSURABLE VALVE $
*In computing the Insurable Value use latest
anticipated cost shown on Form USHA 213, Anslyses
of Expenditures and Budget Control Statement.
INSTRUCT IONS

——e.

Prepare separate fire and extended coverage information for each type of construction.

List each type of building separately and mark those without basements (X). Indicate buildings
with group heating plants in basement (H) .

BOILER EXPLOSION

Type of Boiler (Hot Water or Steam)

Central neating Plant Number of Boilers Pressure
Group Heating Plants No. Square Feet Heating Surface Per Boiler
Space Heaters Fuel

Approximate Yalue of Heating Plant (Building and Equipment) §
If system is composed of group heating plants, give average value of largest plant. If plant
is located in basement of dwelling building, include value of dwelling area above plant.



PUBLIC LIABILITY

A. . . . NO. OF DW, UNITS: Give total number in single houses, row houses and flats having
private or semi-private outside entrances.

B. « o« ¢ o o v o » o« AREA: Give square feet of floor area of all floors in buildings or sections
of buildings between solid party walls znntaining three dwelling
units served by a commcn outside entrance,

Co o o o o o o o« o« o AREA: Give square feet of floor area of all floors in buildings or sections
of buildings between solid party walls containing four dwelling units
served by 3 common outside entrance.

NOTE: D, E, and F apply only to buildings having five or more dwelling units
served by a common entrance.

De & o« o o « o o « o AREA: Give square feet of floor area of all floors, computed from the
exterior dimensions of the ocutside walls. EXCLUDE areas of
basements, heating plants and maintenance shops.

E. « ¢ ¢ o« o o eos o AREA: Give square feet of the following basement areas: Laundries and
drying rooms, social rooms, management rooms, perambulator roonms,
and hallways to these spaces.

Fo v « + o+ o o FRONTAGE: Give linear feet of frontage of property line abutting all Streets
and oublic highways of final project site. |f both sides of street
are within the site, frontage on both sides shall dbe included in
above. (Do not include any frontage on alleys, service drives, or
private drives except where sidewalks exist on both sides or where
the principal entrances to buildings is from such alley or drive,

8. 4 ¢ ¢ ¢ ¢ o o o YACANT: Give length of property line ay above for all parks, playgrounds
and undeveloped vacant areas included in the site but reserved for
future develooment,

TABULATION OF PROPOSALS RECEIVED

FIRE AND EXTENDED COVERAGE (EARTHQUAKE IF NEEDED)
SHOW SEPARATELY

"
AMOUNT WO CO- Ww—_—mms INITIAL
COMPANY oF TERM | INSURANCE | 1INSURANCE A P STIMATED |  NET
COVERAGE ESTRICTIONS| ~ CLAUSE cuagse™ | preniow FVIBENS | eallitum
PUBLIC LIABILITY
0. OF1 UNIT INITILL JESTIMATED NET
COMPANY FRONTAGE| VACANT TA%TE‘AL u%ms RATE | TERM | pReMmiuM* | DIVIDEND PREMIUM

¢ Here set forth the initial deposit or fixed premium for the term of the proposed policy.
If no dividends are payable on the initial premium indicate by inserting word "None" under column
"Estimated Dividend."” If dividends are payable on the initial premium complete the columns en-
titled "Estimated Dividend" and "Net Premium.” If additional space is needed Lo tabulate
proposals recelved, set forth tabulations on separate sheets.

BY

Tivaey
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(e) Without a deductible or franchise
clause in the fire or supplemental contract.

(f) Naming as assureds the local author-
ity and the USHA for the account of whom it
may concern as thelr interest may appear.

(g) With the usual foundation exclusion
clause.

(h) To provide that the property covered
thereby may remain vacant or unoccupied as
occasion or necessity may require.

(1) With a Civil Authority clause.
(3) With a Fallen Building Clause waiver.

(k) With a loss payable clause reading
as follows: "It is understood and agreed
that all checks issued by the company in
payment of losses shall, if tiie damage ex-
ceeds 8250, be made payable to the (local
housing authority) and the United States
Housing Authority. It is further agreed
that checks in payment of damage not exceed-
ing $250 shall name as payee the (local

housing authority) only."

(1) With permission for other insurance,
for buildings to stand on ground not owned
by the assured in fee simple, and for the
interest of the assured to be other than
unconditional or sole ownership.

{(m) With permission to keep and use any
and all materials usual and incidental to
the business or occupancy.

(r) With permigsion to make additions,
extensions, alterations and repairs.

(o) Subject to pro-rata cancellation un-
til approved by the United States Housing
Authority.

In computing the "Insurable Value" re-
quired by Form USHA-460, Insurance Informa-
tion, referred to below for fire and ex-
tended coverage insurance, the local author-
ity is to use the latest "anticipated cost"
for the items specified in the example given
below. ’

This latest "antlcipated cost" will be
the cost set forth for these items in
Column (9) of the most current "Analysis of
Expenditures and Budget Control Statement"®
(Form USHA-213). For purposes of the com-
putation, the deductions indicated in the
table are to be made from the latest "™an-
ticipated cost" of the items specified. The
proper percentage of the total "Insurable
Value!" obtained by the method outlined in
the table is to be applied in arriving at
the amount of insurance to be carried.

Worxmen's Compensation Insurance. The
local authority is to carry workmen's com-

pensation insurance on all its officers and
employees under one policy, the coverage to
conform to applicable State laws.

In States having no workmen's compensa-
tion laws, employers! liability insurance
with not less than 10/20 thousand dollar
limits shall be carried and in States where
employees cannot be brought within the
scope of existing workmen's compensation
laws such other insurance, acceptable to
the USliA and the local authority, which is
deemed necessary for the protection of em-
ployees should be carried. The insurance 1is
to be carried on all staff members including
temporary office, and maintenance personnel
whether employed on a temporary or permanent
basis. All employees other than officers
and clerical office employees should be
rated under VWorkmen's Compensation Manual
Code, "Buildings-Operation or Owner or
Lessee - Including Care, Custody, and Main-
tenance of Premises."

Oowners', Landlords', and Tenants' Public
Liability. The local authority 1is to carry
owners'!, landlords', and tenants'! publiec
liability insurance with recommended limits
of not less than 50/100 thousand dollars
against claims arising from accidents re-
sulting in bodily injury or death, by
reason of the use, operation, maintenance,
ovnership, or control of the project.

The policy should be written:

(a) Blanket describing project by name
and number.

EXAMPLE OF COMPUTATION OF "INSURABLE VALUE" FOR FIRE AND EXTENDED COVERAGE INSURANCE

1. Acocount No. 1430.0 (Architects’ fee8)....ccesecssecesssscscssscscsssessssess § 45000

Deduct 70%

P N A A N Rl

veescenncsssesessassesens 31,500  $13,500

2. Account No, 1460 « (SUDPErStruCtUTe)...cccesesssssscsssssscsscsvsscssssnnecsses 593,000

Deduct:
A. Foundations:

1. Cost below level of ground (Fstimate) or
2. Where there is a basement, cost below the lowest
basement £100r (Estimate)....ccoveessosccssscsssscssees 317,650
B. Excavations: Entire coSt.....ceeeesecevessoscssssssssscces 29,650

C. Plumbing: 25% for underground Work eccececsccsccasessossss 23,700 71,000

622,000

3. Account No, 1460 = (HEALINE) sececesecscrsssssesssssssrssscscssscssscsscssssss 69,000
Deduct: 20% for underground WOrK ..cceecoeececosccoscsssescacssssosssansesssssss 13,800 55, 200

4., Account No. 1460 = (FElectrioal) .ceeeesssssscsosscssssssscsssssssssssssrssssses 90,0

Dedust 25% for underground WOTK e..cecessssesescsscsessassssnsrssncssccsesvscs 7,500 22,500
Se Add all other No. 1460 ACCOUNLE scvosessccscsasosssvsscscssccssrrsscnrscssccssvoncss 6,700
Totel Insureble VAIUG ...ccseecresssssseescscosessssescessvsssscossccssscscscss $619,900
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(b) Neming Executive Oifficers und Direc-
tors es edditionsl sgssureds.

(¢) Wwith en endorsement resding es
follows: "It is egreed that the Company
shell not contend in the event of e 1liti-
geted clsim, thet the named essureds sre
not lieble in tort by viriuo of the fact
thet they sre governmentsl ‘nstrumentell-
ties or public bodies."

(d) With en "“extrsordinary slterstions
end repeirs" endorsement for work performed
by employees of the sssured.

(e) For e three-yesr term.

(f) Covering motor driven or snimel
drewn vehicles on the premises,

(g) With an Errors end Omissions cleuse,

Automobile Bodily Injury snd Property
Damege. If sutomobiles ere owned by the
locel euthority, public 1liability insurence

with recommended limits of not less than
50/100 thousend dollers, srd property dam-
ege insurence with e minimum of §5,000, ere
to be cerried.

A blsnket employers' non-ownership liasbi-
11ty insursnce policy with recommended 1li-
mits of not less then 50/100 thoussnd
dollers, end property damege insurence with
s minimum of £5,000, should be cerried on
privately owned eutomobiles opersted in the
business of the locel euthority by officers
or employees,

The poliey should be endorsed as follows:
(1) "1t 1s sgreed thet the Compsny shall
not contend, in the event of a litligeted
cleim, that the nemed assureds ere not 1li-
sble in tort by virtue of the fect thet they
sre governmentsl instrumentslities or pub-
lic bodies."
(2) "In considerction of the premium at
which this policy is written, 1t is hereby
understood and sgreed that the premium
cherged is & flat charge, eny reference in
the policy to the contrary notwithstending."

This coversge should be obtalned even
though the locel suthority does not suthor-
ize the use of privetely owned sutomoblles
becasuse the local suthority msy be held re-
sponsible for eccidents in the event of un-
suthorized use.

The premium for this protectiun is based
or Cless I and Class II drivers. Genersally
locel authority employees ere Cless II driv-
ers, since their use of motor vehicles 1is
1imited and incidentsl to their employment.
Only tenent selection personnel who ere re-
quired to use sutcmobiles are Cless I driv-
ers. In securing blenket coversge it may
be necessery to include one Cless I driver.

Boiler Insursnce. For ali developments
where steasm bollers sre installed, the lo-
cel suthority is to cerry boller insurence
asgainst property dsmege orly. Such insur-
ence shaell protect the local suthority

egeinst demage erlising out of explosion,
collepse, or rupture cf bollers. (Coversg.
for pressure piping, tenks, cracking, fur-
nece explosion, snd expediting is not recomw-
mended by the USHA. Personsl injury cover-
sge will be provided in the locel suthoritys
public 1liebility and/or workmen's compenga-
tion policies. Hot weter bollers should not
be covered under a boller policy since they
ere covered under extended coverage endorse-
ment No. l etteched to the fire policy.
Purnece explosion, pressure vessels and tenks
sre 8lso covered under this endorsement.)
This coverege entitles the assured to boller
inspections. The insursnce compaeny cerrying
the boiler policy should be instructed to
submit to the local suthority sufficlent cop-
ies of all inspection reports to enable the
locel suthority to submit three coplies there-
of to the USHA,

The amount of boiler insursnce coversge
required mey be determined roughly by apply-
ing the following percenteges to the epprox-
imate value of the hesting plent which is
shown under the "Boiler Explosion Section®
of Form USHA-L60. In no event should such
coverege exceed $100,000. The decision as
to the smount of boiler insurence to be
purchesed is, of course, the responsibility
of the local suthority.

Percentsge for low pressure steam bollers
(t.e. 15 1lbs., or under).

If the central plent is in e seperste
bullding, coverege 1s to be obteined for S0
per cent of the total velue of the plent
(building snd equipment).

If group heating plants ere in sepereate
bulldings, coversge is to be obtained for 75
per cent of the plent (building end equip-
ment) having the grestest value.

If group heating plsents are loceted in the
bssements of dwelling buildings, coverege ls
to be obteined for 75 per cent of the totel
value of the plent having the grestest value
end 75 per cent of the velue of the dwelling
units sd jacent to one plant.

Percentege for hi§g pressure steem bollers
(1.e., over 15 1bs%).

If the plants contain high pressure boil-
ers, the amount of coverege speclfied sbove
is to be increased by 50 per cent.

Burglery end Robbery. Inside robbery dn-
surance in edequateé amounts 1is to be carried
The inside robbery (holdup) portion of the
policy covers loss by robbery of money or
securities belonging to the locel suthority
from eny pert of the project premisesa and
demage to the premises, furniture, fixtures,
equipment, sefe and veult ceused by robbery
or ettempted robbery or by vandaelism or ma-
licious mischief. For the purpose of the
policy, robbery is defined as the taking of
money or securities by putting the custodien
thereof in fear of physicsal violence.

If rent collections sere kept on the
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premises over night, the local authority 1is
to carry burglary insurance in adequate
amounte to protect management fundes pending
the transfer of such funde to the deposito-
ry. If rental collections are not retained
on the premises over night, the local au-
thority need not carry dburglary insurance,
The burglary (safe) portion of the policy
covers loss by burglary of money and securt
tiee from within the safe and damage to the
premises, furniture, fixtures, equipment,
gafe and vault caused by burglary or at-
tempted burglary or by vandalisem or mali-
clous mischief, For tahe purpose 52f the pol
lecy, burglary 1s defined as the taking of
money or securities by forcible entry into
the locked safe which leaves marks of such
forcible entry on the exterior of the safe.

The USHA recommends that the local author
1ty procure for each rental office a bur-
glar-proof chest of "H" classification,
Tisg safe should bear the Underwriters
Laboratoryts approval.

CHEST 3PECIFICATIONS

Type. Chests shall bear 3.M.U.A., and
Underwriters Laboratories Inapected Relock-
ing Device Labels, The chests shall quali-
fy for "H" Bank Burglary and "E" Mercantile
Burglary Classificatlon and be eculpped
with a relocking device,

Material. The material used shal! be bur
glar-resistive 8o0l1d steel, “here case
hardened steel is used 1t shall be case
hardened to a depth of approximately one-
elghth of an inch (1/8") but in no case
less than one-sixteenth of an inch (1/16"),
The steel shall be free from cracks, blow-
holes or other defects.

Body Construction. The body of the chest
ghall be e¢ylindrical and of one plece. The
thickness of the walls thereof shall be not
less tnan one inch (1"). The chest shall
contn2in zn inner compartment formed by a vam
tition forming an integral part of the body.
The partition shall be provided with a slot
aporoximately 5/8" high and 4" wide, This
slot shall be located above the inner door,
The back of the slot shall be baffled so Aas
to be "fish proof" unless the construction
of the slot 1tself renders 1t fish-proof
and makes the use of baffle unnecessary,

The partition shall also contalin a coin
slot large enough to permit the deposit of
rolled half dollars. The dlmensions of in-
ner oompertment shall be not lees than nine
ineches (9") in diameter, and 8% deep, clear
behind the lock, The outer compartment
shall be not less than three inches (3")
deep clear of the lock. The lugs in the
door opening of the body which engnge with
the lugs on the door shall be at least three
(3) in number and shall be cast integrally
with the body. These lugs sghall project at
least one-half inch (1/2") into the opening
and shall be not lees than one-half inch
(1/2") in thickness. They shall be sufficl-
ent length so that the combined engagement
of these lugs with those of the door shall
be not }ees than 40o% gf the door circurmfer-
ence, he clear opening into the chest shall
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be not less than five and one-half inches
(54%) 1n diameter, or so constructed as to
make the inner compartment conveniently ac-
cegslible,

OQuter Door., The door shall have a minimum
80 nicknesa of one and one-half inches
(1%") exclusive of bolt work and lock mecha=
niem, The surfaces of the beveled edges of
the door and door-jamb shall be polieshed snd
fitted for a distance of not lees than one
ané one-half inchee (14") from the outer sur-
face of the door so that when the door 1s iIn
a locked position a feeler gauge of no great-
er thicknees than ,004% of an inch can be in-
troduced at anv point. The door shsll be
equlpped with an approved combination lock
having at least three (3) key changeable
tumblerg., A key and instructions for chang
ing the combination shall be supplied with
each chest, The lock mechanlam shall be
protected by a drill-proof plate located be-
tween the lock and the door. The lock epin-
dle shall be shouldered, of such deeslgn a2nd
80 placed in the door that 1t can nelther be
vulled out or driven in, The spindle shall
ve nade drill-proof and shall be fitted into
the door with the smallest practicable clear
ance 80 ag to safeguard against the intro-
duction of liculd explosives, The lock shall
be so constructed that 1t must be in full
locking position before the tumblers can be
Al sarranged, The door shall be eaulipped
with an aporoved relocking device, The lock
and boltwork shall be covered hy a removable
plate 80 a8 to »revent interference with the
proper operation of, or damage to, the lock
or boltwork by the contente of the chest
coming in contact therewith, Thie plate
shall be drilled so as to permit the intro-
duction of the key for changing the combina-
tion wlthout rsmoving the plate,

Inner Door. The inner partition shall have
a door permitting a clear opening to the ine
ner compartment of not lese than four inches
(L"), The inner door shall be edquipped with
an aporoved two-key lock of changeable key
type, certified pick-proof, This door shall

" also be equin»ned with relocking device,

Concrete Block, The chest shall be em-
bedded horizontally in a eteel encased re-
inforced concrete block. The block shall
be of sufficient size to sllow not less
than three inches (3") of concrete at any
one polint of the chest and the outeide
shell of the bleck, The minimum total
welght shall be not less than 1,000 pounds,

Finigh, The outelde of the chest body
shell be cleaned and painted with rust ore-
ventative paint before encasing in concrete,
Steel cladding shall be carsfully cleaned
remove all forelgn substances, oll or grease
and rust spots, and then finished in green,
Door jamb in body, the Jamb of the door,
the face of the door and all other parts
shall be properly finished, The inside of
the chest shall be carefully cleaned and
given two coats of white hard drying paint,

The above described safe, or burglarproof
chest entitles the local authority to secure



this coverage at the lowest possible rate
end the savings eccomplised will offset the
cost of the safe in a very short time,

The policy is to be written:

{(e) To cover ell developments under one
policy.

(b) To cover the premises rather than
specific buildings.

(c) On the standerd bank form at bank
rates,

(d) PFor a three-year term,

Money abstracted by steslthy seizure
(theft) from e cesh drawer is not covered
under the stendard bank form of burglary
end robbery pollcy. The theft of equipment
is gl30 beyond the scope of this policy.
Similerly, loss of money by burzlary from
sny oart of the premises other thsn the
locked sefe 1s not covered on the standaerd
benk form of policy. The locel authority is
to provide administretive safeguards sgainst
losses of the chsracter described in this
subpsregraph (c¢) end is to make certain that
any funcs collected end retasined on the pre-
mlses over night are kept in the safe,

OQutside Robbery. The sctuel trsnsfer of
funds by menagement personnel mey be proe
tected by outside robbery (messenger) insur-
ence, which is not efforded by the standerd
benk form of burglery end robbery policy.
This coverege is provided, however, on a
messenger and paymasster robbery form. The
local asuthority may find it possible to se-
cure free police escort service which will
reduce the cost of the messenger insurance.
Armored cer service mey be substituted for
outside robbery insurence where the emounts
to be trsnsferred snd the time seved or hez-
erd involved so wsrrent. The USHA hes pre-
pered a stsndsrdized fora of ermored cer
service contract designed to secure the
brosdest service st a minimum cost.

The ettention of local suthorities is also
invited to the fect that in some cities benk
depositaries render free pick-up service for
their depositors,

Fidelity Bond. When o development goes
into operation the local suthority is to
bond ell office end central office verson-
nel in positions which involve the handling
of funds either full or pert time., The pen-
elty of the bonds should be fixed only efter
& study has been made of the smounts which
may be hendled by such employees during e
given period. To evold the unnecessery
bonding of employees, the handling of funds
should be restricted to es few employees as
possible,

Stenderd Bond Form USHA 87l, which gives
protection during both the construction and
oper ating periods end elso provides for the
substitution of eslternates without addition-
al cherge should be used. The established
rate 1s $2.50 per $1,000 and the minimum

bond $1,000,

The bond on form USHA 87l cerried during
the development perfod should be continued
into the opersting period snd the positions
in which sre vested possession, custody, or
control of funds or property edded in smounts
renging between $1,000 snd $10,000. Such po-
sitions would be bookkeeper, collector, cash-
ler, etc. When the development progzram of e
locsl suthority 1s substsntid ly completed,
the coverage for the positions of check
signer end countersigner should be reduced
to amounts renging between $5,000 and
$25,000.

Insurence Coversages on Special Items

of Work. The local suthorlity Is to re-
qulre esch contractor performing (1) repeir,
replescement, slteration, or betterment work
or (2) work required by gusranty clsuses or
performence bonds to submit evidence of sde-
quate workmen's compensstion end public lia-
bility insurence coversges before beginning
performances of the work,

Special Provisions as to Policies end
Coveraces for the Operating Ferlod. All
fire end supplementsal, wdFEE%ETE compen sa-
tion, public liability, end boiler policies
shall bear en endorsement providing that the
policy may not be canceled without 10 days!
prior notice to the assured.

A certified duplicste copy of esch policy
procured by the local housing suthority
should be forwsrded to the USHA 30 days pri-
or to the effective date. A "certified du-
plicate copy" of s policy is sn exact copy
of the original conteining ell its terms and
conditions and all endorsements attached
thereto, end besring s certification by sn
authorlized representative of the company
thet the copy 1s an exact duplicate of the
original. All policies or binders should
be made subject to pro reta cencellation un-
til approved by the USHA.

The locel suthority may procure, with the
approval of the USHA, eny other insurence
coverages thet the local suthority deems ne-
cessery.

The USHA reserves the right to pass upon
all insurance policies snd bonds obteined by
the local sutaority for complience with the
terms of the contracts between the local au-
thority end the USHA. However, the fasllure
of the USHA to exsmine any policy, or to
cell attention to sy needed corrections or
changes therein, does not relieve the local
authority from 1ts duty to comply with the
terms of its contracts with the USHA.

L7e. INSTRUCTIONS AS TO SUBMITTAL OF REPORTS

Reporting Fire and Extended Coverage,
Earth uaﬁe snd Boller Explosion Tosses,
Yhen a goss occurs two copges of the report
of damage should be submit ted to the USHA
together with two coples of all correspon-

dence to insurence carriers. The report
should include the following:
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(1) The location, date, hour, and ceuse USHA REQUIREMENTS IN CHAPTER NINE

of the demage.

(2) The extent of the demsge. XXIV. OBTAIN FROM FINANCIALLY RESPONSIBLE
COMPANIES AS SOON AS PRACTICABLE
(3) The estimated cost to meke complete AFTER THE AWARD OF THE MAIN CONSTRUC-
restoration, TION CONTRACT ESTIMATES OF INSURANCE
COVERAGE, SUBMIT TO USHA FORM 460.
h7f. LOSSES UNDER $250 PLACE INSURANCE COVERAGE AT LOWEST
POSSIBLE COST WITH APPROVAL OF USHA
The check from the cerrier in psyment of ON ACCEPTANCE OF DEVELOPHENT.
losses of $250 or less should not include
the USHA es psyee and should not be submit- XXV, THE FOLLOWING REPORTS SHALL BE SUB-
ted to the USHA for endorsement. When the MITTED TO THFE APPROPRIATE REGIONAL
restorstion hes been completed end e check OFFICE OF USHA:

in peyment received from the insurance cere
rier two coples of the following are to be 1.
submitted to the USHA:

(1) Certificetion that the property has
been restored to 1ts condition prior to the 2.
demege.

(2) sStstement of the sctusl cost of re-
peir, snd the amount of the check from in- 3
sursnce carrier,

L7g. LOSSES OVER $250

The check from the insursnce carrier in
payment of losses which exceed $250 shell
name the Locsel Housing Authority and the
USHA es payees ard 1s to be submitted to the
USHA for endorsement, together with two cop-
1es each of certificstion of restoretion end
the stetement of the sctuel cost of repsirs.

Each check in psyment of loss should be
deposited to the aeccount from which the mon-
ey was withdrewn to cover the cost of res-
torstion,

In the event of extensive property damage,
pleese refer to Sections L,.07 and 6.03 of
the Terms, Covenants, end Conditions,

Reporting Public Lisbillty Accidents or
Clsims. In the event ol en accldent, two
coples of the notice end reports to the car-
rier should be forwerded to the USHA. Should
any cleim, notice, summons, or other proceas

in suit ensue 88 a result of en scecident,
two coples of esch should be furnished to the
USHA. In cese of personel injures susteined
a8 8 result of fire or boller explosion, the
eccident should be reported to the public
11ebility cerrier as sbove, Form USHA=-511
is to be used in reporting ell sccidents to
the compeny end to the USHA.

These reports will eneble the USHA to ob-
tain deta to formulaete recommendations with
respect to safety fsctors that may prove
helpful to locel suthorities end slso will
eild the USHA 1n conducting rete negotiations
with respect to public 1lilebility insurence,

Other Insurence® Reports. Two copies of
every report in connectlon with loss, dsn-
age, or accldent mede to carriers under eny
other form of coverage should be forwarded

to the USHA.
See p.273for USHA-511.
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PUBLIC LTABILITY, ACCIDENTS
OR CLAIMS SHALL BE REPORTED
ON FORM USHA 511.

COPIES OF FVERY REPORT IN CON-
NECTION WITH LOS3 OR DAMAGE
MADE TO CARRIERS.

COPIES OF BOILER INSURANCE
INSPECTION REPORTS.



REPORT OF ACCIDENT
UNITED STATES HOUSING AUTHORITY

And / or

Local Housing Authority

Project Yswe and Location

City and State

T0
Date Policy No.
Company
1) IN CASE OF SERIOUS OR FATAL ACCIDENT, TELEPWONE OR TELEBGRAPY LOCAL ADJUSTER OR INSURANCE coO.
(2) PREPARE $ COPIES OF THIS REPORT FOR ALL ACCIDENTS INVOLVING PERSONAL INJURY TO PERSONS OTHER
|NSTRUCT|ON5 THAN PROJECT EMPLOYEES.
(3) ROUTE COPIES AS FOLLOWS: ORIGINAL TO LOCAL ADJUSTER OR INSURANCE COMPANY, 3 COPIES TO USHA
REGIONAL DIRECTOR, ATTENTION MANAGEMENT SUPERVISOR, 1 COPY TO YOUR FILES.
ATTENPION REGIONAL DIRSCTOR: FORWARD 2 COPIES OF THE REPORT IMMEDIATELY TO THE WASHINGTON OFFICK.
DATE AND HOUR OF ACCIDENT:
TIME AND
PLACE EXACT. LOCATION QF ACCIDENT:
NAME: APPARENT AGE:
|"J URED FULL ADDRESS: MARRIED: SINOLE:
OCCUPATION:
PERSON BY WHOM EMPLOYED:
NATURE AND EXTENT.
|"JUR ' Es NaMF. AND ADDRESS OF ATTENDIN3 PHYSICIAN:
WHERE WAS INJURED PERSCN TAKEN AFTER ACCIDENT? BY WHOM?
PROBABLE DURATION Of DISABILITY
GIVE A COMPIETE ACCOUNT OF THE ACCIDENT, CAUSE AND HOW IT HAPPENED
DESCRIPTION
OF
ACCIDENT
NOTE:
1. DESCRIBE SPECIFICALLY WHAT PERSON WAS DOING WHEN HURT. Wwa$S HE ALONE. WwAS HE BNGAGED
IN SUPERVISED OR UNSUPERVISED ACTIVITY?
2. INCLUDE A SPECIFIC DESCRIPTION OF THE PHYSICAL CONDITIONS AT THE SCE¥E, i.e.., IF ON
STAIRS GIVE HEIGHT OF RISER AND WIDTH OF TREAD, TYPE OF TREAD AND RAIL, LIGHTING
CONDITIONS, ETC.
NAMES AND ADDRESSES:
VITNESSES WHAT STATEMENT DID INJURED PERSON MAKE AS TO THE ACCIDENT AND WHO HEARD IT?

A SKETCH WILL FURTUER CLARIPY YOUR DESCRIPIION OF THE ACCIDENT - USE SPACF ON OTHRA SIDE.

REPORTED BY:

Federal works Agency
uUntted States Housing Authority
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USE THIS SPACE FOR SKETCHING PHYSICAL CONDITIONS ATTENDING THE ACCIDENT. SHOM LOCATIONS
OF EQUIPMENT, STRUCTURAL PARTS OR APPURTENANCES INVOLVED, GIVE DIMENS|ONS.

LOCATE OUTDOOR ACCIDENTS ON THIS SKETCH

Indtcate
| Direction |

-
iy o Pk .
JGB&‘? *ra ‘i?
INSTRUCTIONS AND EXAMPLE
1. NAME INTERSECTING STREETS
2. DRAW AND NAME ANY STREETS OR DRIVES NOT
PROVIDED FOR IN SKETCH ABOVE
3. INDICATE POSITION OF BUILDINGS, PARKING
SPACE OR OBJECTS INVOLVED IN RELATION
TO STREETS AND DRIVES .

4. INDICATE POSITION AND DIRECTION OF
HOVING OBJECTS OR VEHICLES INVOLVED .,(:e,.«al Aef-
5. MARK LOCATION OF ACCIDENT WITH ofe —| I/ | [
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