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With the 196l amendments to the u. s. Housd ng Act giving Local Au.thor 
ities greater respons1.bility for and latitudes in the establishment of 
admission policies, the Act presently requires ·(in Section 10 (g)(2)) 
Local Authorities to certi:f'y that admf ssd ons were made in accordance 
vith their duly adopted regulations. In the~ Circular o:f July ll, 1961, 
Subject: T'.ae Housing Act of J.961, it wa.s pointed out that the 1961 amend 
ments did not require a LocaJ. Authority to make any changes in its tenant 
policies. Since apec Lf'Lc ad.mission policies formerly were established :l.n 
the Act and the Contra.ct and such policies were not required to be adopted 
by a Local .Aut.hori ty, it is believed that not all Local Authorities will 
now be operating under admission regulattons which have been du].y adopted 
by their Boards. Accordingly: alterP..a.tive certifications a.re provided on 
Form PHA-2293· Option One is for use by Local Authorities whose admis 
sion regulations have been duly adopted by their Boards, either before or 
after the 1961 amendments to the Act. Option Two is for use by Local. 
Authorities whose admission regulations have not been adopted by their 
Boards. Option 'l'w'o ref'.lects t.he certif'icat.ion reg_uirement set :forth in 
Section 15 (8}(b) of the A8t before its amendment in 1961. 

Form PHA-2293, revised November 1961 and now titled "Certi:f'ica.te Regard 
ing 'I-enants Admitt<:::d to Lov-Berrt Housfng ;" is hereby provided for making 
the admissions certif:Lcation required by the statute. A copy of the 
revised Certificate is attached. Instructions for its preparation and 
submission are carried on the back of the ~orm. 

Since 1949 the United States Housing Act has required each Local Author 
ity to certify to the Public Housing Administration that each family 
admitted to its low-rent projects was admitted in accordance with certain 
specified conditions. Form PHA-2293, Certificate Regarding Tenant Eligi 
bility for Low-Rent Housing Projects, formerly was prescribed for this 
certification. This form included the certification required by the Act 
relating to tenants admitted; and also certifications, based on contract 
requiremen+.s, relating to the reexamination of tenants and the charging 
of appropriate rents. 

SUBJECT: Certificate Regardj.ng Tenants Admitted to Low-Rent Housing 

TO: Regional Directors 
Local Authorities 

CIRClJT.uA.R 
11-6-61 

WASHINGTON 25, D. C. HOUSING AND HOME FINANCE AGENCY 

PUBLIC HOUSING ADMINISTRATION 

. ,..,- . 



Attachment 

If a Local Authorit7 cannot make the certification in either of these 
options for the full period covered by the Certificate, the Certificate 
is to be modified appropriately and an explanation given of the circum- 
stances which made the modification necessary... /') < 

]#~<!.~--- 
Commissioner 

- 2 - 



Date 

a. lived in an unsafe, insanitary or overcrowded dwelling, or 
b. was to be displaced by a low-rent housing project or by a public slum clearance, redevelopment or urban re 

newal project or through action of a public body or court either through the enforcement of housing standards 
or. through the demolition, closing or the improvement of a dwelling unit or units, or 

c. was actually without housing due to causes oeherehan the fault of the tenant, or 
ii. was .about to be wirhoue housing as the result of a court order or eviction, due to causes other than the fault 

of the tenant, or 
e , was either the family of a Veteran or Serviceman (or of a deceased Veteran or Serviceman) and its application 

foe admission was made not later than October I, 1961. or an e lclerly family admitted to a unit suitable to its 
need. 

2. either 

1. hail a net income (less exemptions) not exceeding the maximum income limits theretofore fixed by the Local 
Authority and approved by the Public Housing Administration for admission of families of low income to such 
housing; and 

I, the undersigned, certify that I am the ----------·-·--··-···-------··-------·- 
of the above-named Authority and am duly authorized to execute this Certificate on its behalf. I further certify that 
an investigation was made by the Authority of each family admitted to the above-listed projects during the period 
shown, and that, on the basis of the report of such investigation, I have found that each such fam.ily at the time of 
its admission: 

OPTION TWO 

Date 

I, the undersigned, certify that I am the ---·--------- 
of the above-named Authority and am duly authorized to execute this Certificate on its behalf. I further certify that 
the Authority determined that each family admitted to the above-listed projects during the period shown was admitted 
in accordance with its duly adopter! regulations and approved income limits. · 

OPTION ONE 

llow to Use This Form: If the admission regulations of the Local .bthority .~ave ~ee_":!!.~ly adopter/ bv tb« Board, exe- 
cute Option One. If thc> admission regulations baue not been so adopted, execute Option Two. 

(See additional instruct i~ns on back.} 

to 
Period Covered 
from 

....... . ---···········--···-··-···-· -·-·····-·····-·· ..... _ Certificate Regarding Tenants 
Admitted to Low-Rent Housing 

·-- 
Project Number(s) 

PlfA·129~ 
~fovf!'rnhc! 1961 



fiscal year and EIOP do not coincide. For succeeding 
periods, a single Certificate may cover all projects which 
have passed EIOP and which have the same liscal year. 

I 

Projects Covered: A separate Certificate is to be pre 
pared to cover the Initial Operating Period of each project. 
A second separate Certificate is needed where the project 

ject'a fiscal year. 
If 110 fiscal year has been established for one or more 
projects in a Contract, the Certificate is to be sub 
mitted for the anniversary date of EIOP which first 
occurs for any project in the Contract, until a fiscal 
year is established. 

Period Covered: For each new project, the fiut Certifi 
cate is to cover the Initial Operating Period. If EIOP 
does not coincide with the end of the fiscal year, the 
out .Certificate is to cover the period from EIOP to 
the end of the fiscal year in which EIOP occurs. There 
after, the Certificate shall cover the period of the pro- 

Instructions regarding the options appear on the ocher side. If for any reason certification cannot be made in this 
form, it is to be modi] ied appropriately and submitted with appropriate explanation. 

General: This Certificate is to be executed within 30 days following the end of the period covered. Two signed 
and dated copies are then to be sent to the appropriate PHA Regional Office. 

INSTRUCTIONS 
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Section Date Title - 
4.4 Feb.1957 Capital Improvements 

402.1 PP• 1•2 Feb.19S7 Definition of Leasing and Occupanc7 3-4 Junel.9S6 Terms 
S-6 Mq 1957 

Bx. l Dec.19SS 
403.1 Feb.l9S7 Conditions Governing El.igibilit7 for 

Admission and Continued Occupaney 
.1, SUp.1 Feb.19S8 Conditions Governing El.ig1bilit7 tor 
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Local Authority :&npl07ees 
404.1 Mav 19S7 Establislunent and Revision ot Maximum 
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Continued Occupan07 of Low-Rent Public Housing Projects 

4os.1 June19$8 Establishing Rents and otber Charges 
.1, SUp.1 Feb.19$6 Authorization ot Additional Exemp- 

tions From Income 1n Establishing 
Rents 
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of Rents 

•· 1-s 1 -17-Sl 

.3 7 -17•Sl Estimate of Lowest Possible Contract 
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.3 Jan.19S9 Report on Occupancy, Pol'lll PH1•12JS 
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tor Admission 
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/ For summary or exemptions permitted under Federal Law tor eligibility and rent 
see Exhibit 1 to Supplement 1 ot Section 403.1. 

Pp. 4-6 

P. 31 Ex. 1 & 
Supplement l 
P. 5, Ex. 1, & 
Supplement l 

Pp. 2-s 
Pp. 3-6 

P. 1 & Supplement 1 

P. 1 
P. 2 
Pp. 5-6 P. l 
P. 4 

Pp. 1 and 3 
P. 3 
P. 2 

P. 1 
Supplement 1 
Supplement .1 

P. 5 P. 2 
P. 2 P. 8 
P. 4 

P. 6 & Ex. 11 
Sec. VIII 

(P. 8, Ex. 1 
( (Sec. V. B. ) 
P. 1 & Ex. 1 

P. ·2 
Pp. 5-6 
P. 5 

Pp. 1-5 & 
Supplement 1 

(Pp. 1, 3, 4 & 
(Supplement 1 
Pp. 2 & 4 
Supplement 1 
Supplemen~ 1 

Page, Exhibit, 
or Supplement 

November 1958 

hOJ.l. 
hO).l 
1'03.l hO).l 
Los.1 
h()S.l 
1aos.1 
h02.l 
403.1 
407.1 
402.1 
407.1 
h03.l 
h03.l 
402.1 
408.1 
410.1 
403.1 
402.1 
403.1 404.1 
402.1 

403.1 
411.l 
409.1 
410.1 410., 
408.1 
h].O.l 
411.2 
411.l 
402.l 
407.1 
403.1 

Section 

Housing Conditions at Time ot Admission •••••••• 
Income: 

Definition ot Aggregate and Net Famil.1' !~come •••• 
Eligibility ••••••••••••••••••••• 
Limits •••••••••••••••••••••• • 
Serviceman and Veteran ••••••••••••••• 

• • • • • • • Application for Continued Occupancy •• 

Eligibility • • • • • • • • • • • • • • • • • • • • •. 
ResiduUJll • • • • • . • • • • • • • • • • • • • • • • • 
Serviceman and Veteran ••••••••••••••• 

Forms: 
Application tor Admission •••••••••••••• 

• • • • ••• • ••••• • • • • • • • • • Elderly. 

Disability or Death •••••••••••••••• • 
Adult Dependents •••••••••••••••••• 
Income • •••••••••••••••••••••• 

Exemptions for Rent: y 
Minors •••••••••••• • •••••••••• 
Adult Dependents •••••••••••••••••• 
Income • • • • • • • • • • • • • • • •••••••• 

F8Jllily: 
Definition of •••••••••••••••••••• 
Displaced ••••••••••••••••••••• - 

• • • • • • • • • • • • 
Exemptions £or Eligibility: '}/ 

Minors ••••••••••• 

Corrective Action by LA on Occupancy Audit. Uo\ices • . • • 
Deductions From Income • • • • ~ • • • • • • • • ·.. .. • • 
Discrimination, Prohibition Against •••••••••• 
Eligibility Requirements •••••••••••••••• 

Certification by LA Re Tenant Eligibility ••••• •·• 
Certification by LA Re Ind1Yidual Families.• ••••• 

Assets ••••••••••••••••••••••••• 
Audit, Occupancy •••••••••••••••••••• 
Backcharge, Rent •••••••••••••••••••• 

Subject 

Topical Index of Sections Relating to Occupancy 



Pp. 4 & 6 p; 6 
Pp. 1 & : .. 

P. 2 P. 1 
P. 1 

P. 3 

Pp. 3-h P. 5 
P. 5 

h08.2 410.l 
i.02.1 4os.2 4os.1 405.l 4oS.4 
405.1 407.1 
h02.1 
405.1 

. 407.l 

ho8.1 410.l 
402.1 

PBge, Exhibi.t, 
Section or SuE,Elernent 
410.l P. 7 410.s 406.l Pp. 2-3 h09.l 403.2 406.1 Pp. 1-2 407.l Pp. JJ-5. ,, 

Exhs. l ~t 2 

• • • • • • • • ••• 
• • • • • • • • • • • 
• • • • • • • • • • • 

· Verification: 
Admission ••••••••••• 
Continued Occupancy •••••• 

Veteran, Detiniti9n of •••••• 

Welfare • • • • • • • • • • • • • • • • • • • • • • • 
Selection of Tenants •••••••••••••••••• 
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Solvency of Project ••••••••••••••••• • 

Publicity ••••••••••••••••••••••• 
Reexamination of Tenant Eligibility •••••••••• 
Rentt 

Definition ot Gross and Contract •••• • • ••• • 
Schedule, Preparation, and Approval.• •••••••• 
Minimum • • • • • • • • • • • • • • • • • • • • ••• 
Ceiling ••••••••••••••••••• • ••• 

Ineligible Tenants •••••••••••••••• • •• 
Interim Adjustments in Rent •••••••••••••• 
Joint Occupancy ot One Dwelling· •••••••••••• 
Leasing •••••••••••••••••••••••• 
Occupancy by LA Employees ••••••••••••••• 
Occupancy Standards •••••••••••••••••• 
Preferences for Admission ••••••••••••••• 



PHA can now make additional program reservations and enter into additional 
pre Uminary loan and annual contdbutions contracts. The circular of 
April 12, 1961, which restricted expenditures under existing preliminary 
loan contracts is rescinded. However, because of the repeal ot section 
lO(j) of the USHAct, discussed below, the Local Authority should not incur 
any costs and the PHA will not advance any funds under preliminary loan 
contracts for the planning of any project which by the tems of outstand 
ing Cooperation Agreements will be subject to the rep8\Vlltent ot Federal and 
local contributions, unless the Local Authority and the local governing bocf7 
COJnPly with the provisions of the second paragraph under the section below 
entitled "Repeal of Section lO(j) Recapture Provisions." 

PHA is authorized to enter into additional annual contributions contracts 
for the balance of the $336,ooo,ooo authori~ation in the United States 
Housing Act, an air.-0unt sufficient to provide for about 100,000 additional 
dwelling units after allowance for the additional subsidy for the elderly 
discussed below. The limitation for any one State on contracts for annual 
contributions for additional units entered into on or after June JO, 1961, 
is approxi111ately $8,liL5,000 per annum (15% of the annual contributions 
legally uncommitted on June 30, 1961, the exact amount of which bas not 
yet been detenrdned). No time limit is provided for use of thie additional 
authorization in order to permit Maximum flexibility in planning and co 
ordination with local needs. 

Additional Units 

The Housing Act of 1961 became law on June 30, 1961. The purpose ot this 
circular is to advise Local Authorities of the effect or those provisions 
of the Act which relate directly to low-rent public housing or which are 
of illlportanee in relation thereto. 

SUBJECT: Housing .Act of 1961 
- - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - 
TO: Central Office Division, Office, and Branch Heads 

Regional Directors 
Local Au.thorities 

- - ~ - - - - - - - - - - - - - - - - - - - - ~ - - ~ - - - - - - - - - - 
CIRCULAR 

7··11-61 

WASHINGTON 25, D. C. HOUSING ANO HOME FINANCE AGENCY 

PUBLIC HOUSING ADMINISTRATION ----~~~~~~~~~~~~~~~~~~~~~~~- 



The special cost limit tor Alaska is also increased b7 $500 to $3,000 and 
b7 an additional $500 in the case of units designed specitical.q tor the 
elderly to $3,500. Both limitations can be increased up to $750 addi 
tional in high cost areas. 
Non-Federal Aid, Donations or Additi.ons to Projects 
Formerly- the amount or value of a donation of any part of the dwelling 
structures or equipment had to be included as a cost in app'.cying the per 
room cost l1m1 ts. This is no longer required. Such donation cannot be 
included in the base on which annual contributions may be computed. 
Also formerly, all parts of the project whether provided by non-Federal 
aid or not, had to be tax exempt in order for the project to qualify for 
annual contributions. This tax-exemption requirement has been modified 
to permit taxation of any part of a project the cost of which is not in 
cluded in the base used for determining annual contributions. This change 
will permit a Local Authority to j.nclude in a project facilities which 
might be added b7 other public agencies or non-profit or even private, 
including cormnercial,enterprise which would not be tax exempt and on which 
armual contributions would not be pqable. Local Authorities should con 
sider the possibilities of this change tor their existing and future proj 
ects and should examine their State laws to determine 8l'J1' limiting factors 
in its application to their particular jurisdictions. 
Repeal of Section lO(j) Recapture Provisions 
Section lO(j) ot the USHAct, the so-called "recapture" or "self-liquidating" 
provision, has.been repealed. Thie is the section that prescribed a con 
tractual provision requiring the Local Authority to reimburse the PHA and 
the local public bodies for their contributions out of net receipts after 
the bonds are paid, or out of proceeds of sale of the project. However, 
this repeal of section lO(j) is not retroactive. Consequentq, the re 
capture clause will continue to apply to projects to which it is alreac:IT 
made applicable by the annual contributions contract. 

·Because the repeal of section lO(j) was inserted in the Housing Act of·l961 
after the Hearings in the Senate and Bouse had alread7 taken place, and 
because there was insufficient time to consider its retroactive application 

Increase in Coat LiJrdts tor Alaska 

Increase in Coat Limits for Elderg 
For housing designed specifica~ tor the elderly, the Act increases the 
nonnal cost lilllit for dwelling structures and equipment to $3,000 per 
room ($3,750 in high cost areas), an increase of $500 per room. Since the 
elderly limits were already $500 over the normal limits, this means that 
they are now $1,000 above the nonnal limits. Should a Local Authorit7 
with an existing annual contributions contract need to utilize this in 
creased cost limit, consideration will be gi•en to a revised Development 
Coat Budget. 

- 2 - 



Gap Requirement 
The requirement that a gap be left between admission rents and the rents at 
which a substantial supply of adequate housing is bejng supplied by private 
enterprise unaided by public subsidy is no longer applicable in the case of 
a family displaced by urban renewal or other govelTlJllental action or an 
elderly family. For other families the required gap remains at 20%. 
Additional Subsi<Jy for the Elderll' 
In addition to the "nonnal" subsidy guaranteed under the annual contributione 
contract, PHA is authorized to "pay not to exceed $120 per annum per dwell 
ing unit occupied by an elderly family on the last day of the project fiscal 
year where such amount, in the determination of the Authority TPHA 7, was 
necessar,y to enable the public housing agency ~UJA_7 to lease the dwelling 
unit to the elderly family at a rental it could afford and to operate the 
project on a solvent basis." This additional subsidy can be paid for Local 
Authority Fiscal Years ending on or after September 301 1961, but will not 
necessari~ be paid on the Annual Contribution Date. These additional pay 
ments may be made in respect to dwelling units occupied by elderly families 
in any PHA-aided project including PWA and Lanham Act war housing projects 
transferred tor low-rent use. The p83'1'1ents cannot be made until alter the 

in Yiew of the contractual rights of local govenunents, Local Housir1g 
Authorities, and the Federal Government under existing annual contribu 
tions contracts and Cooperation Agreements, the Agency vas advised to 
present for Congressional consideration next year, its recoJT1J11endations 
on the manner in which these existing rights should be treated. Since 
many outstanding Cooperation Agreements which support development pro- 
grams not yet under annual contributions contracts contain the provisions 
ot section lO(j), these agreements will have to be amended to make these 
provisions inapplicable to projects which, as of June 29, 1961, were not 
7et under such contracts, or the Local Authorities will have to specifical.17 
request in writin(".,, with the concurrence of the local governing body, that 
the annual contributions contract contain the same provisions in respect 
to such projects (see also the section on "Additional Units" above, as 
to prelilldnar,y loans). 
Urban Renewal Sites tor Low-Rent Public Housing 
Section 107 of the Housing Act of 1949 which prescribes the price to be 
charged the Local Authority for land which is part of an urban renewal 
project is amended by section )06(a) or the Housing Act of 1961· to make 
that price ("fair value or land to a private redeveloper who wants to buy 
a site in the conmunity for private rental housing with physical character 
istics similar to those or the proposed low-rent housing project") appli 
cable to land acquired prior to the enactment of the Housing Act of 1959 
(September 23, 1959) as well as thereafter. This a111endment makes the tax 
exemption or the land as part or a low-rent project a local grant-in-aid 
within the meaning of section llO(d) of the Housing Act of 19L9 if the 
land was incorporated into the low-rent housing project on or after 
September 23, 19$9, regardless of when it was acquired. 

- J - 



l. Such payment shall be made only to the extent that the aggregate amount 
of such p81Jnents to all Local Authorities does not exceed the differ 
ence between (a) the total amount provided in the United States Housing 
Act of 19371 as amended, for annual contributions ($3361000,CXlO) and 
(b) all armual contributions which are required for the payment of the 
principal and interest on bonds or other obligations or all Local Auth 
orities in respect to the then current Federal fiscal year. 

2 • Monies for such p81Jllents shall have been appropriated by the Congress 
ot the United States. 

J. The IDcal Authority shall, within 60 days after the last day of the 
project fiscal year, file with PHA a requisition and voucher for such 
payment together with such other documents and data in support thereof 
as PHA mq require. 

Incontestable Federal Obligation in Private Financing of Projects 
Section 22 of the United States Housing Act of 1937 has been amended by 
adding a subsection (c) at the end which reads: 

" ( c) Obligations of a public housing agency ~7 which (1) are 
secured either (A) by a pledge or a loan under aii agreement between 
such public housing agency and the Authority [Pff!7, or (B) by a 
pledge of annual contributions under an annual contributions contract 
between such public housing agency and the Authority, and (2) bear, 
or are accompanied b)r, a certificate or the Authority that such 
obligations are so secured, shall be incontestable in the hands ot 
a bearer, and the tull faith and credit or the United States is 
pledged to the payment ot all amounts agreed to be paid by the 
Authority as security for such obligations." 

Local .Authorities pledge Federal loan advances and annual contributions as 
security tor their notes and bonds in order to encourage private financing 
of low-rent housing projects and to obtain the lowest possible interest 
rates. The underlying securit7 for the loan advances is PHA' s statutor)" 
power to borrow from the Treasury. The underlying security for the annual 
contributions is the statutory pledge or the tull faith and credit of the 
United States to their ~nt. The incontestable certificate of PHA under 
this prOTision should remove any doubt in the minds or prospective inves 
tors as to the Federal Oovenunent•a obligation to make the pledged advances 
or contributions. This should result in improvement in the marketabilit7 
ot these obligations and decrease in interest cost and in obtaining the 
118Ximwn financial benefit or the Federal security. 

PHA will make such p~ents where, in its determination, they are neces 
sary to enable the Local Authority to lease the dwelling unit to the 
elder]T family at a rental it could afford and to operate the project on 
a solvent basis, subject to the following three conditions: 

end of the fiscal 7ear since the amount is contingent on the number of 
elderly in occupancy at the end of the year and on the amount ot deficit 
incurred in housing elderl1' at rents within their means. A form tor 
computing the amount ot subsi~ which can be paid is' attached. 
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"(3) the public housing agency shall determine, and so certify to 
the Authority, that each family in the project was admitted in 
accordance with duly adopted regulations and approved income limits; 
and the public housing agency shall make periodic reexaminations of 
the incomes or families living in the project and shall require &JV' 
family whose income has increased beyond the approved maxill1wn income 
limits for continued occup~cy to move from the project unless the 
public housing agency determines that, due to special circW11Stances, 
the family is unable to find decent, sate and sanitary housing 
within its financial reach although making every reasonable effort 
to do so, in which event such family~ be pemitted to remain for 
the duration of such a situation if it J)81'8 an increased rent con 
sistent with such tamily•s increased income." 

The Senate Ccmdttee Report states that these changes in the law "would. 
create greater tlexibilifi7 in the public housing program by requiring 
greater responsibill't7 tor administering the program at the local level." 

11(1) the maximum income limits fixed by the public housing agen~ IJB!7 shall be subject to the prior approval or the Authority /!11!7 
and the Authority 11183" require the agency to review and revise such 
limits if the Authority determines that changed conditions in the 
locality make such revisions necessary in achieving the purposes of 
the Act; 
"(2) the public housing agency shall adopt and promulgate regula 
tions establishing admission policies which shall give full c('lll 
sideration to its responsibility for the rehousing or those dis 
placed by urban renewal or other governmental action, to the 
applicant's status as a serviceman or veteran or relationship to 
a serviceman or veteran or to a disabled serviceman or veteran, 
and to the applicant's age or disability, housing conditions, 
urgency of housing need, and source of income; and 

Age Limits for Elder1y and Disabled 
The Social Security Amendments of 1961 made men elig~ble for retirement 
at age 62, effective August 1, 1961. In view or this change, beginn:hlg 
August 1, 1961, the age limit for men as well as women will be 62 tor 
purposes of the PHA-aided program. 
The definition or "elderly" has been changed to eliminate 8'lfT age limit 
with respect to disabled persons so that it now includes a person of 8'lfT 
age who is under a disability as defined in section 223 of the Social 
Security Act. 
Local Responsibility for Admission Policies 
The eligibility and preference provisions formerly contained in sections 
lO(g), lO(m) and 15(8) of the Act are now replaced by an amended section 
lO(g), which states that every annual contributions contract shall provide 
that: 

- , - 



A Local Authorit7 wishing to operate under the new section lO(g) shall: 
1. Fo:nnally adopt and promulgate, by publication or posting in a con 

spicuous place for examination b7 prospective tenants, regulations 
establishing its admission policies. These regulations must be 
reasonable and give full consideration to the public responsibilit,' 
for rehousing those displaced by urban renewal or other governmental 
action, the applicant's status as a serviceman or veteran or rela 
tionship to a serviceman or veteran, and the other special conditions 
mentioned in paragraph (2) of section lO(g). 

2. File two copies ot the regulations with the PHA Regional Ottice. 
). Continue, as before, to obtain approval of the PHA for its maximum 

income limits and rent schedules (:including the increased rents to 
be charged over income families allowed to remain in the project). 

4. Determine that each family in the project was admitted in accordance 
with its duly adopted regulations and approved income limits, and file 
a certification to that effect with the PHA Regional Ottice. 

S. Establish policies providing for annual reexaminations of incomes ot 
families living in the project (including the nature and extent ot 
investigations to be made of applic·ants 1 and tenants' statements re 
lating to their eligibility") and make such annual reexaminations. 

6. If a family is found to be over income, the Local Authorit7 shall give 
it notice to move within a reasonable time unless the Local Author1t7 
detendnes that the family is unable, due to special circwnstances, to 
find decent, sate, and sanitary housing within its financial reach, 
although making every reasonable effort to do so, and the Local Auth 
ority" decides to pennit the family to continue in occupanCJ' tor the 
duration of such situation. In that event, the IA:>cal Authorit7 shall 
(a) make a written detendnation to that effect giving the reasons, 
and (b) require the over income family to pq the increased rent 

It refers to the "very detailed and complicated orders of preferences and 
eligibility" contained in the former law, which are repealed, and sqs "Local housing authorities have had marzy- years ot experience under these 
Federal requirements and should be relied upon to·be·competent and fair; 
and there is no question that they are in a much better position than the 
Federal Government to ascertain the Jey'riad factors that may be involved 
in a particular situation and to determine their proper weight." 
The Committee Report also stressed, however, that the Act would continue 
to require Local Authorities, in establishing admission policies, to give 
•tu11 consideration to their govemmental responsibility for the rehousing 
of those displaced by urban renewal or other govemmental action, and to 
the other special categories presently in the Federal law: veterans and 
servicemen and their families and widows, the elderly and disabled, those 
living in slums, those most urgently in need of rehousing, and families 
on relief." 
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Other Assistance Available to Local Authorities 
PHA :invites the attention of Local Authorities to other programs which the 
Housing Act of 1961 makes available to them through other constituent agencies 
ot the HHFA. These are direct loans under the housing for the elderly' pro 
sram, authorized by the Housing Act of 1959, which can now be 100% loans 
\formerly limited to 98%) ad.Jninistered b7 the CoJTIJllUllity Facilities Adminis 
tration; and the "below market" interest rate FHA rental housing (five or 
more units) program. In both cases, the Local Authority, to be eligible, 

prescribed in the rent schedule. (It is assumed that this power will 
not be exercised in &JV' area in which State or local law bars occu 
panc7 b7 over income families in such cases or where the continued 
occupancy" would endanger the tax-exempt status of the project.) 
The provisions in the Act that over income families shall be required 
to move unless the local Authority makes a special determination does 
not mean that families must move inmediately. Historica~, over 
income families have been allowed a reasonable time, up to six months, 
in which to find other housing; and since the purpose of this amend 
ment to the Act is to liberalize rather than restrict, no change in 
this practice is required. 

These amendments (including the changes in age limits for men and disabled) 
do not require a Local Authority to change its present tenant policies, but 
if it wishes to operate in accordance with these changes it may do so 
(subject to aey State law limitations), and all requirements of existing 
contracts are hereby waived to the extent necessary. 
Demonstration Programs 
Section 207 of the Housing Act of 1961 authorizes the HHFA Adll11.nistrator 
to enter into contracts to make grants, not exceeding $5,ooo,ooo to public 
or private agencies, subject to such terms and conditions as he shall 
prescribe, for the purpose of developing and demonstrating new or improved 
means of providing housing for low-income persons and families. 
Local Authorities are recognized leaders in the field of providing decent 
housing for low-income families, and this authorization is a challenge to 
their ingenuity, initiative, and resourcefulness in developing new ideas, 
the implementation of which are not legally possible under the United States 
Housing Act. PHA has already presented a number of ideas to the Administra 
tor for possible use under the demonstration program, and urges and invites 
Local Authorities to communicate with it with respect to this most important 
new development in the field of housing for low-income families and individuals. 
Local Authorities will be advised of further developments under this authoriza 
tion as soon as possible. The authorization also is a challenge to develop 
new ideas for improvements in our existing program which can be accoD1110dated 
under the USHAct. 

- 7 - 
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Attachment 

must cert.if'y that "it :l.a not receiving financial assistance from the 
United States exclusively pursuant to the United States Housing Act ot 
1937" (including amendments thereto) • These programs will be governed 
by the regulations of the CFA and FHA. · 

~c.'PUL_ 
Commissioner 
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• SCHEDULE OF REQUIRED PERIODIC OCCUPANCI REPORTS 0 'i:j :x: 
I () :x: ~ 

Report Number Reporting Period Period Covered b.Y I 
~>> 
O' 
(1) and Title and Schedule First Re;eort Remarks '1 
~ 

PHA-22091 Report Semimonthly - 15th First semimontncyo period Reporting ends at the \0 
V\ 
-.;J 

I on Initial Occu- and last dqs of during which applications end of the reporting 
I pancy of Low-Rent the month tor occupancy are accepted period during which 

Projects and in aey- e~nt beg:ilming project achieves 95% 
at least two months prior occupancy {or if' of 

~ 
I to to the anticipated date or less than 50 units has ·~ initial occupancy not more than 2 units 
I ~ vacant) 1 or in lihich 

~ 
I G EIOP occurs ·• i' :::a (0 

\/'ru-12351 Report l%l Quarter~ - last Quarter during which The first report will ~ on Occupancy dq of calendar project achieves 95% cover a period par- ;;g quarter occupancy {or it less ti~ covered by 0 than 50 units bas not PHA-2209 I ; I 
..... ..... more than 2 units •·· 

I g- vacant) t 
I 

I ~ en t' PHA-1227 1 Report Quarter~ - l)th Quarter during which After first report, for I :z: (I) 

~ ~ on Families Moving dq following end first tam~ moves into 8l'f3' quarter during 
t .... Into Low-Rent of calendar quarter project which no families were b t 8 Housing admitted, submit a 

~ I W rep~rt stating, "No • ~ I 0\ admissions" ·~ ~ ·i PHA-1245, Report Quarter~ - 15th Quarter during which After first report, :z: ·~ on Regular Reexami- day following end first reexaminations for any quarter during l 
I ;a nations or Families of calendar quarter are completed which no reexaminations• 
I ij' in Low-Rent Housing were completed, submit I 
I ~ a report stating, "No .. ~ - reexaminations" (see 

~ I I-' B· Section J.S for pro- 
I \0 cedure for reexamina• b= .~ ~ ~"""' - tion of eligibility) • ~ • I - ..... °' 

{Cont'd) 
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Report Number Reporting Period Period Covered by 
~~ and Title and Schedule First R!eort Remarks 
i:1' 
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~ 
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following end or as.of end of month after EIOP, t.hi'9 report• 
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~ report in low-occupancy status, If project comes into I 

i.e. (1) projects with low-occupancy status. I ~ 
tzJ I 50 or more units are less attar reporting on ~ I 
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I 2 units vacant I i 
I I 
I I 

~ I I 

I 
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I I 
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I I 0 - ~· I I e 

c+ 
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1/ To Comptroller, PHA~ Washington 25, D. c, 
2/ To AtJlint.a Field Office, Atlanta, Georgia 
}/ To statistics Branch, PHA, Viashington 25, D.C. 
r;/ For projects conveyed to a I.HA for low-rent use under an Administration Contra.ct., 
- this Balance Sheet shall be prepared and submitted at the end of each fiscal 

year. 5/ This report not required for those projects developed under an Annual Contribu 
- tions Contract which have ~ reached the operation pez-Lod , 

:i!'orms may be obtained from PHA without charge by addressing a request to the 
Director, Office Services Branch, Public Housing Administrat.5.on, Washington 25,D.C., 

. 25-&·7 

11. Az:m1~~:1 b~sed o~,.. ~h; last 
full payr o ..... l pern.cc ... an 

I Ocbobex , Di~·natched nob 

I' later them N;vember 15 of 
each yeer. 

IAn..'1U.ally, to be received 

I ~n Wa.shi11g~on by·. 20th c.f 
-r.he month 1•.)llmnng close 
of period for wL:!.ch re-· 

!port is prepared. 

25-6-6 

25-6-6 Orig.&2 
See 1/ - 
mmBER 
COPIBS 

DI'i'TO 

FREQllEl~Y & ::JATE 
OF SUDH[TTAL 

i 
I For projsct s developed 

under an Annual Contribu 
tions Contract; at the end 
cf each calendar quarter 
until all projects under 
contract have reached the 
EIOP, thereafter at end of 

I each fiscal year. To be 
ti received in Vlash5.ngton net 

later than 20th of the 

I month following period for 
which report is prepared. 

I Annually, to be received !Orig. &2 
. in Washington by 20th of i· See !/ 

mon!ih following close of 
period for which reporf is 
prepared. (End of each F oY.) 

I 

I DITTO lo:i:-ig o &2 
!See J/ I I - 

I DITTO lot>i.g. &2 
jS~'3 l/ 
I - 
l 0::-5.g • &2 
!See 1/ I - 
io . &J I 'i"J rr ' 

g~,;0i/ 
I 
110rig. &2 
S0e '];/ 

MAHUAL 
REF. 

Revised 12-1-55 
Page l of 2 

PHA-2357 Computation of Pay 
ments In Lieu of Taxes 

PHA-1841-S Report on Local 
Authority Employees 

PHA-2354 statement of Inco;,1e 
and Expense 

PHA-2355 statement of Operating 
Rec~ipts and Expendi 
tures 

PHA-2263 I Analysis of Surplus 
from Oparations 

?HA"243 9 Statement of Land, 
St.ru~tures, and 
Equip1:.iient 2_/ 

PHA-2260 Balance Sheet l!/ 
REPORT FORM 

CHECK LIST Of' T:t-i.lTAGEl.IENT HEPOTITS 
FOR SNALJ ... Lc~·:-EEiJT PI'.Cffi.11.MS Mlll'lUAL 
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Orig. & l 
See'}/ 

Quarterly begim1ing last ~ .. Orig. & 1 3 .6 
daJr of quarter in which · See 3/ - . 95~; occupancy was reached. 

Quarterly by 15th day \ 
following end of quarter 
during r:hich .first reex:- . 
antnatdons completed. 

statement of Initial At the end of Initial 
Operating Deficit Operating Period for 

ach project and each 
ime a change is made 
hereafter. 

Report on Equivalent As of date of full 
Elil:dnation availability and ammally 

thereafter until 1CO% 
complete. 

_....._. , _ 

3.6 

Orig. & 2 25-5-11 
See 1/ 

Orig. & l 9.Jl~ 
See~/ 

Orig. & l 7,.1 
See'£:._/ 

Orig .: t: l 3 • 1 
See'£:._/ 

Orig. & 1 3.6 
See '2_/ 

Orig. & 1 ' 3 .6 
See 3/ - 

Orig. & 2 3.6 
See '3_/ 

25-lf.l-3 Orig. &3 
See 11 

If Jl\fillIB 
COPIES 

Armually within 30 days 
after end of the F.Y. 

Not later than 90 days 
before expiration of 
fiscal year. 

' Annually within 30 days \ 
after end of the F. Y.. 

Tenants Accounts 
Receivable 

Operating Budget 

Certificate Regard 
ing Tenant Eligi 
bility for Low-Rent 
Projects 

PHA-2356 

PHA-2295 

PHA-2297 
Sheets 1, 

2, & 3 

PHA-2306 

\ 
PHA-2293 l 

' PHA-14h6 \ ~eport on Ineli~ih1e ;{3arrd-ai;.nually, 15th day J 
in Lor;-Rent ProJects 'following June 30 and 

December 31. 

Semi-monthly, 15th and 
last day of month until 
95% occupied. 

Quarterly by 15th of the) 
month follov:ing end of ( 
quarter. · 

Report on Regu Iar 
Reexamination of 
Fa~ilies in Low-Rent 
Projects 

Report on Occupancy 

PHA-1245-S 

PHA-1235 

PF.A-2209 Report on Initial 
Occupancy of Lon 
Rent Projects 

PHA-1227-S Report on Families 
Moving into I.ow 
Rent Projects 

FRE<J1JI~I,!C'i. & D/trl'E 
FORM HEPOPT OF SUB: ITTTAL 

PH;-2266 -Armual Statement of· 1 An.~ually. to be =ei~=d inl 
Accruing Annual Con- Washington within 20 days 
tribution after close of each FY. 

lWIUAL 
T7. 
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Forms may be obtained from PHA. without charge by addressing a request 
to the D:irector, Office Services Branch, Public Housing Administration, 
Longfellovr Building, Washington 25, D~ c, 

l/ To Comptroller, PHA, Washington 25, D. c. - 2/ To Atlanta Field Office, Atlanta, Georgia - 3/ To statistics Branch, PHA, Longfellow Building, Washington 25, D. c. - 

lt"'REQUEHCY & DATE NUMBm MANUAL 
FORM REPCRT OF SUBMITTAL COPIES REF. 

PHA-2260 Balance Sheet Anmlally by 2oth of Orig. & 2 
2261 statement of Develop~nt month folloring closE See};/ 25~-6 

Costs of period for 'vhich 
2263 Analysis of Surplus report is prepared. 

2354 
from Operations 
Income & Expense 

PHA-2355 statement of Operating Origi & 2 
Receipts & Expenditures Ditto Seel/ 25..c,...7 - 

PHA-2209 Report on Initial Semi-monthly, 15th & Orig. & 2 
Occupancy ot Low-Rent last day of month See 2/ 3.6 
Projects until 95% occupied. - .\ .» 

-, 

PHA-l227-S Report on Families \ Quarterly by 15th of Orig. & 1 3.6 ' Moving into Low-Rent the Month folJ.owing See 3/ 
Projects end of quarter. - 

• •' 

PHA•l235v Report on Occupancy ' Ditto Orig. & l 3.6 
See 3/ 

' - \,' 

PHA-3245-S Report on Regular Re.I~' Orig. & l 
. examination of Families See 3/ 3~6 
in ~nt Projects Ditto - · . • . ,, 

PHA•J.h46 Report on Ineligibles Semi-anmally, 15th Orig. & l 
in Low-Rent Projects day following J\llle 30 See J/ 3.6 

A. )J 
and December 31. 

v 
PHA-2293 Certificate Regard,ing Annually within 30 Orig. & 1 

Tenant Eligibility far days atter end of the See 2/ 3•7 
Low-Rent Projects fiscal year. - 

PHA -2297 Operating Budget Not later than 90 Orig. & 2 
Sheets 11 days before expira- See]./ 4.l 

2, & 3 tion o£ fiscal year. 

PHA-2306 Report on Equivalent As of date of :l\lll Orig. & 1 
Elimination availability and See 2/ 7.1 

annually thereafter . - 
until 100% canplete. 

PHA-2295 Tenants Accounts Annually l'lithin 30 Orig• & 1 9.lb 
Receivable dc\Ys after end of the See 2/ 

i'iscal year. - 
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3. Thf. Public l':iow-Rent Houging Progtf!!!!• The primary purpose of 
the public low-rent housing program authorized under tbe United 
States Housing Act of 1937, as amended, is to assist the States, 
counties, and cities, through Local Housing Authorities, to 

(Cont'd) 

1.1 
1.2 l.J 
2.1 
2.2 

a. Each section of this Manual is identified by a code number 
similar to the number in the upper right-hand corner of ~his 
page (i.e. 1.1). The number to the left of the decimal indi- · 
cates the general subject matter to which a pa,rticular Manual 
section belongs. The number to the right of the dec1!Dal indi 
catcst.he number of the sect.Lon dealing with a specific subject· 
within the general subject matter. Manual sections are to be 
filed, first in the numbered order of the major subject matter 
groups (numbers to left of decimal) and second, in the numerical 
order of the sections within each group (numbers to right of 
decimal); e.g.: 

b. For the Local Authorities to which this Manual is appli 
cable, this part of the Manual dealing with Operations takes 
the place of Parts IV and V of the Low-Rent Housing Manual. 

2. Fgrm of Matmel 

1. fm:pose of Manyu 
a. This Small Low-Rent Programs Manual is to be used by Local 
Authorities having prograrrs of public low-rent ~ousing which do 
not'exc~ed 200 dwelling units, without regard to the number, 
size, or location of the projects in the program. In determin 
ing the number of units in the Local Authority's low-rent 
housing program, outstanding program reservations shall be 
included. There shall also be included the units in aey war 
housing projects for which a contract for conveyance of the 
project for low-rent use has been executed. The PHA will give 
consideration to the application of the provisions of this 
manual to colmty or regional programs in excess of 200 uni ts 
where all or the individual projects are small (generally less 
than 100 units) and where, in addition, the projects are 
located in aeveral comnrunities. 

in+,roduction 
~ - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - 
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e. The Local Authority is required to operate each project solely 
for the purpose or providing decent, safe, and sanitary dwell 
ings within the financial reach of families of low income. 
The Local Authority is further required to operate oach proj 
ect officiently and economically, and to maintain its service 
ability• 

c. The PHA can provide financial assistance for low-rent housing 
only where the local community has determined that it wants 
and needs such l'Iousing. The first such determination, of 
course, is in the creation of the Local Housing Authority. 
The local governing body is also required to approve the 
Local Authority's application for a Prcliminnry Loon for 
surveys and plaming, and enter into a Cooperation Agree 
ment with the Local Authori.ty. 

d. When a Local Authority finds there is a need in its locality 
for low-rent housing for low-income families that is not being 
met by private housing, it may make an application to the 
Public Housing .Administration for a "Program Reservat'ion. 11 

A Program I\13servation, when made by the PHA sets aside a 
certain number of units for the community, The Local 
Authority may get a Preliminary Loan to pay for preliminary 
surveys and planning of its projects. The Local ~uthority, 
after it has chosen the site and decided on the general plan 
ot a project, incorporates its determinations in a Development 
Program. This Development Program forms the basis on which 
the PHA enters into an Annual Contributions Contract with 
the Local Authority. The Local Authority then proceeds with 
the completion of plans, purchase of the site, and construction 
of the project. Planning is done by private architects selected 
by the Local Authority, and construction is accomplished by 
private contractors on the basis of open, competitive bidding. 

b. The low-rent projects are developed, owned, and operated by 
the Loc~l Authority with the financial and technical assist 
ance of the Public Housing Administration. 

provide decent, safe, and sanitary dwellings at low rents for 
families of low income, and to eliminate unsafe and insanitary 
housing conditions. The following are the principal features 
of this program: 
a. In order to participate in the low-rent housing program, the 

States authorize the creation of local Housing Authorities; 
and the city, county, or regional area brings its Local 
Authority into being by appropriate legal action. 

- - - - - - - - - - - - - - - - - - - 
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j. The PHA is authorized to make loans to a Local Authority 
up to 90 percent of the cost of a project. Such Federal 
loans (or temporary loans from private investors secured 
by a Federal undertaking to make a Federal loan) are used 
to'provide capital funds during the construction period. 
Thereafter, financing is secured by the Local Authority 
through the sale of its bonds to private investors. Vecy 
small projects or groups of projects (generally less than 
50 or 60 units) may be pennanently financed by Federal 
loans supplemented by loans from private investors for at 
least 10 percent of project cost. 

k. Each year, to the extent that the income of a project is 
not sufficient to meet all expenditures, including interest 
and principal p~ents on capital debt, the Federal Govern 
ment pays an annual contribution to cover the deficit. Such 

(Cont'd) 
NOTE: These pages supersede pages J and 4 of Section 1.1 dated 9-2-52. 

Paragraphs f and g have been revised to conform these statements 
relating to eligibility and preference to the provisions of 
Sections J.l and J.2 dated April 1957. 

i. The Federal Government provides financial assistance to the 
Local Authority through loans and annual contributions. The 
Federal Government also provides technical advice and assist 
ance in the development and operation of the projects, and 
approves or reviews actions of the Local Authority where 
necessary to ensure that the program is being operated in 
accordance with the Act and the Annual Contributions Con 
tract. 

f. To ensure that the dwellings are occupied only by the low 
incorne families for whom t.he dwellings were built and for 
whom the annual contributions are made available, certain 
specific elieibility requirements are established. The 
requirements for admission relate to family status, income, 
and previous housing condition. At least annually, the 
eligibility of the families to continue in occupancy mu.st 
be re-examined with respect to family status, and income. 

g. Among eligible families first preference is given to fa.mi.lies 
displaced by public low-rent housing, or public slum clear- 
ance or redevelopment projects, and second preference to 
families of certain veterans and servicemen unless a Local 
Authority elects to give a prior preference to Elderly Families.· 
Within any preference group, and among other families, pref 
erence is given to those in the greatest need. No discrimina• 
ti.on :may be made against families all or part of whose income 
is received from public assistance. 

h. Rents charged to tenants are based on the income of the 
family and the number of minor children in the farnily--not 
on the size or location of the dwelling unit. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - . 
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c. The Executive Director is the chief employee of the Local 
Authority and is appointed by and responsible to.the Connnissioners. 
He Usually acts as Secret,ary to the Commissioners in their 
meetings and correspondence. He is responsible for the direct 
administration and execution of the entire prosrarn of the Local 
Authority. He prepares recommendations on policies to be 
approved by the Commissioners and develops procedures to carry 
out policies after they have been approved. The authority to 

(Coz:it'd} 

<r /'( 

b. The officials of the Local Authority are usually called 
Conunissioners and are appointed by the ~1ayor or other designated 
official, and serve without pay during their term of office. 
There are generally five Commissioners, one of whom is appointed 
or elected as chainnan. They are responsible for the determi 
nation and enforcement of the major policies which relate to 
their specific local low-rent program. Formal actions of the 
Local Authority are through written resolutions by the 
Commissioners which are placed in the official records of the 
Local Authority. 

4. The Local Authority 
a. A Local Housing Authority (in PHA Manuals referred to as 
a Local Authority) is a public agency authorized by State 
legislation, and brought into being by action of the government 
of the city, county, or regional area, in order to develop and 
operate low-rent housing for families of low income living in 
substandard housing. 

m. Except for projects built in rural nonfarm areas and for 
urban projects built on the site of a slum, the local com 
munity agrees in the Cooperation Agreement that substandard 
dwellings substantially equal in number to the number of new 
dwellings built on the project will be eliminated. Wherever 
a substandard dwelling which is eliminated is occupied by 
more than one family, the number of families can be counted. 

1, The local government, pursuant to State law, helps to achieve 
low rents by exempting low-rent housing from taxation. How 
ever, the Local Authority in the Cooperation Agreement under 
takes to make payments in lieu of taxes for the services that 
the local government provides the low-rent housing project. 
These services are the same services provided to all other 
property owners in the community. The Cooperation Agreement 
also provides for necessary street vacation or dedications, 
necessary changes in zoning, and similar forms of assistance. 

contributions may be paid for not more than 40 years and are 
limited to an amount necessary to provide for the payment 
over such period of principal and interest on the capital 
cost of the project. 

-·-:--- 
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(Cont'd) 

d. Any questions regarding the operation of the low-rent pro-) 
gram should be directed to the appropriate Field Office of the 
PHA. 

c , The Field Office, headed by a Director, is r-esponafb'le for ·· -, \ 
all contacts regarding the operation of the Local Authority, 
except in the case of the various insurance coverages, labor 
relations, accounting, and auditing, which are handled by the 
Central Office, The Field Office will provide assistance to 
the local Authority in the preµiration of the Cperating Budget 
to control the orderly and economical expenditure of income for 
operating expenses, the establishment of schedules of income 
limits for admission to and continued occupancy in the projects 
and schedules of rent. The Field Office will also enforce all 
the requirenents of the Annual Contributions Contract and advise 
and assist the Local Authority in other matters incident to the 
operation of the low-rent housing program, 

b. The Central Office is concerned primarily with the establish 
ment of policies and procedures, and for advising the Field 
Offices with respect to the various aspects of the low-rent 
housing progr~m. 

a. The PHA headed by the Commissioner, is the agancy responsi 
ble for carrying out the Federal Government's part in the low 
rent housing progran; It operates with a Central Office located 
in Washington, D. c., but nearly all contacts with Local Author 
it:ies are through the PHA Field Offices, 

5, The ful2lic Hous] ng Adminlstrat.irul 

d. In a small public housing program, the Executive Director 
will also be the Housing Manager. In this capacity he is 
responsible for all activities in the operation of the project, 
including: 

(1) Rent collection, tenant selection, tenant relations, 
and all financial activities of the Local Authority, 
such as bookkeeping and accounting; 

(2) Repairs, maintenance, and replacements to all buildings. , 

execute contracts and other types of agreements is usually 
delegated to the Executive DJ.rector by the Commissioners. 
Other employees: if any, are responsible to the Executive 
Director and perform their work under his direction and super 
vision, 

1.1 
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6, The Annual ContrihutiQDS Contracj;. The Annual Contributions 
Contract between the Local Authority and the PHA translates the 
purposes and provisions of the United States Housing Act or 
1937, as amended, into specific contractual obligations and 
mutual responsibilities with respect t_o the development, oper 
ation, and fiscal aspects of the program, as well as with 
respect to defaults, breaches, remedies, and general provisions. 
The principal part of the Anrrual Contributions Contract is Part 
Two, entitled "Terms and Conditions." Certain types of projects 
were originally built by the Federal Govermnent and have been 
conveyed to Local Authorities under an arrangement which does · 
not necessitate annual contributions, However, the operation 
provisions of the Contracts for such projects are similar to 
the Annual Contributions Contract, In this Manual the term 
"Contract" is used to designate an Annual Contributions Contract, 
or other similar contract, governing the basic relations between 
the PHA and the Local Authority. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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4. Im..e...QL.Vdlll~ographefi ForJD~.. In order to reduce the amount of 
typing required to prepare the minutes of meetings, it is 
suggested that the Local Authority have copies mimeographed 
of the standard forms most connnonly used, such as the notice 
to Commissioners of regular and special meetings, and tho 
Certificate of the Secretary which must accompany extracts 
of minutes when such extracts arc furnished to the PHA. Blank 
spa.cos should be provided in mimeographed forms for the pla.oing 
of times, dates, places, signature, and any other do.ta which 
arc depondent upon the spocific occasion for uso. Where 
typing assista~co is limited, minutes of meetings nnd related 
documents may be prepared in longhand except where copies nru.st 

(Cont•d 

3. Condu_qj; 9f Maeting~. The by-laws of most Local Authorities 
prescribe that meetings be conducted in accordance with such 
by-laws and Robert's Rules of Order. 

2. Indexing th2 Minutes. Local Authorities with considerable 
opera.ting experience have found that it is a very difficult 
problem to locate specified resolutions unless some sort of 
index is maintained. Therefore a soparato index sheet should 
be prep:tred for each of tho major typos of actions to.ken by 
the Boo.rd of Commissioners. Suggested major headings a.re a.s 
follows: development, financing, land, legal, management, 
organization, p:i.ymcnts in lieu of taxes, personnel policy, 
procurement policy, and travel. Each index pige should pro 
vide for the following information: project number, resolu 
tion number, stunmary of resolution, minute book, and page 
number. · 

1. Introductiq,u. Tho actions to.ken by a Local .Authority at its 
meetings - annual, regular, or spccinl - o.ro governed by Sta.to 
law, and nmst also,.of course, be consistent with the provi 
sions of agreements or contracts entered into between the Loonl 
Authority and tho local governing body or between tho Loco.l 
Authority and the PHA. The minutes of such meetings from tho 
pcrill.'.l.Ilent record of tho actions of tho Local Authority, o.nd 
for this reason, they should be mo.de in such a. wo.y tha.t they 
a.re legally sufficient and servo o.e a rxirwnncnt reference for 
tho Local Authority and for others concerned with such actions. 
It is suggested that the original copy of minutes of Local 
Authority meetings be on heavy p:tper and be bound periodically 
in some form of permanent binding and kept readily a.vnilablo 
in the records of the Local Authority. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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7, §pecia.l Meetings 
a. If a. special meeting is called, the notice of the call of 
special meeting should be rea.d a.nd included in the minutes of 

- the meeting. Such a. notice might be: 

"The meeting wa.s ca.lled to order by Chn.irmo.n E. c. Jones, . 
a.nd the following conunissioners of the Authority were 
present: Cha.irI!lll.n E. c. Jones, Commissioners J. A. Smith, 
T. H~ Brown, A. L. Green, a.nd E. D. White. Absent were: 
None. The following o.lso were present: H. L. ma.ck, 
Executive Director, and R, L. King, Attorney for the 
Housing Authority. 11 

b. The opening para.graph should be followed by a. statement 
showing the Commissioners and others present a.t the meeting: 

"A regular meeting of the Housing Authority of the City of was held o.t 10:00 a..m., 
on Thursday, Ja.m.10.ry 10, 1952, in the City Ha.11 in 
the City of . __ , --------• 11 

Tho heading should contain (a.) the no.me of the Authority, ·(b) 
tho typo of meeting, i.e., regular, special, or a.nnual, and 
(c) the do.to on which it was held. 

6. Opening PN.fl:K~Q.phs 
a.. The opening pa.ragra:ph of the minutes should reflect (1) 
the type of meeting, (2) the name of the Local Authority, 
(J) the date on which it was held, (4) .the time of the day, 
and (5) the place at which it was held. Such a paragraph 
might be: 

MINUTES OF THE REGULAR MEETING OF 
THE HOUSING AUTHORITY OF THE CITY 

OF , HELD ON JANUARY 10, 
1952 

be subnittod to the PHA or other parties, a.sin tho case of 
financing and certain other mo.tters. Copies should not be sub 
mitted to tho PHA unless specifically requested, 

5. Hoa.ding of Minutes. Minutes should bo headed for rca.dy refer 
ence and identification in capital letters a.nd blocked in tho 
top center of tho pigo, such a.s 

-- - - - - - - - - - ~ - - - - - - ~ - - - - - - - - - - - - - - - 
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11IN TESTIMONY WHEREOF, I have hereunto set my hand this 
loth day or January, 1952. 

(Signed) __ _. .......... ...--~-- secreta.ryil 

11I, H. L. mo.ck, tho duly a.ppointcd, qua.lifiod and 
acting Sccrcta.ry of the Housing Authority of tho City 
of 1 ~~~~---~-·' do hereby certify that on January 7, 1952, I served, 
in the manner provided in the by-laws of said Authority, 
upon each of the Cor.ir.tlssioners of said Authority, a true 
and correct copy or the foregoing NOTICE OF SPECIAL MEETING. 

b. Co.re should be ta.ken to insure that tho notice of ·special 
meting is served in nccorda.nco with tho by-laws to ca.ch of 
tho Commissioners a.nd in sufficient time prior to the ooeting 
to comply with the minimum time a.llowod by tho by-la.we. 
o. Tho recording of the notice of tho spccia.l meeting should 
b3 followed immediately by o. certificate of' tho Secretary io 
the effect that such o. notice wa.s served. ·;This Certificate 
should road ·substa.ntia.lly: 

11 CERTIFICA 'IE AS TO SERVICE 
OF NOTICE OF SPECIAL MEETING 

11(1) Submission and approval of a modification of con 
tract with tho Public Housing Administration. 

11(2) Appointment of' architects and engineers to repre 
sent the Authority in the preparation of an appli 
cation and other po.pore and documents necessa.ry to 
sul::mit such application to the PHA. 

11(.3) Consideration of a.nd action upon a.ny other business 
that mo.y come before the mooting. 

11Intod January 7, 1952. (Signed} _ 
Chairman" 

"You are hereby notified that the Commissioners or the 
Housing Author.i ty of' the City of' --------' 

~---' are called to meet in special session at 10:00 a.m., on Thursday, January 10, 
1952, at the City Hall in the City or , 
------------' for the following purposes: 

- . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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9. Resolutions a,nd Mo;!i~ 

a. After tho preliminar:los sot forth above, tho aotual. busi 
noss of the moting should bo rooordad. 
b. Tho.use of resolutions ma.y bo confined to adoption of tor. 
ma.l. policy or tho adoption a.nd. a.uthoriza.tion for oxooution of 
formal documents such a.a a.groomonts, contra.ct o.mondm.lnts, tuld 
mo.tters rola.ting to fino.ncing. 0~1er mattors can be ht\ndlod b1' 
a. simplo motion setting forth epocificnl]y tho action ttikon, All 
resolutions should b3 numbored. (Cont•d) 

: ::::J 

8. A'PP!'2val of M:t.nutefl of_Frev;l,Ql!~ Mgeting. The next step should 
be the recording of the reading by tho Secretary and the approval 
of the minutes of the previous meet.ing. This could be recorded 
a.a follows: 

;; The mtmrtes of tho previous mecting wcro reo.d b°'/ tho Sacre• 
to.ry and wro approved o.s roa.d without objection." 

o, T'.10 by-1.1wa or most Local Authorities provide tha.t regular 
matings rny bo hold without notdco , In such ovcnt, it is not 
necessary that the notice of the mee~ing be epread upon the 
minutes, and any- and all business 1JJ1J.Y be transacted at that meeting. 
Particular exceptions to this provision, however, are oonta.ined 
in Robert•s Rules of Order, o.nd it is suggested tho.ton a.ll 
occasions on which a meeting will be held at which o.n election 
of officers will take place, a notice of such meeting should bo 
sent. Even when notices of' rogula.r meetings a.re not required 
it is good practice to sond a notice or such meetings, outlining 
the important mo.ttcre to be to.ken up for tho information of tho 
Commissionors. 

d, In some instances :t t is desira.ble 1 when one or more of the 
COtll!lissioners will ·bo abserrb fron a. specia.l meeting, tho t a. 
Wa.ivof of Notice nnd Consent to Special Mooting bo oxocutcd. 
This should be used when any oontrovcrsio.1 mo. ttor is tho su.bjoot 
of the onll of o. spocio.1 mooting. 'I'ho W.".'..iver of Notice should 
bo oxocutod by those who knew tho.t thoy will bo absent rroo tho 
mooting. This docs not authorize a. mooting to be hold or businoss 
tro.nsactod by less tha.11 n quorw:l which, uauo.111', is throe Comis 
sionors.. Howvor, since throe C01:nnissionors constitute a. quoruo 
to transact tho business tha.t is the subject of tho ca.11 ond in 
cluded in tho notice of spocia.1 mooting, it ia not a.ctlU'.lly 
cssontio.l tha.t a. Wo.ivcr or Hotico end Consent to Spocia.l ?-bating 
bo executed. Ordi11a.rily, if a.11 momoora a.re present ot a spocia.1 
t10oting, co.llod in a.ccordnnco with the by-lo.we, any and o.11 
business rny bo tr('Ulsa.ctod. 
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, •. f. Any action ta.ken by the Local Authority changing tho by 
lo.ws should conform strictly to the requirements of the by 
la.ws rclo.ting to by-law amondmonba, 

o. When the Chnirnnn or other official or officio.ls a.re re 
quired to execute o. fonna.l document, specific direction and 
a.uthoriza.tion to execute it should b:) contained in tho motion 
or resolution adopting the instrument. 

d, In order to reduce tho a.mount of typing required to pre 
pare tho minutes, it is suggested th~t documents be incor 
pora.ted in the minutes by reference and by a.tto.clunont cs 
a.ppondices, as in the oxamp'lo given abovo , This techniquo is 
espccia.lly useful where tho Plffi furnishes fill-in forms a.nd 
documents for completion a.nd adoption by tho Local Authority. 

I 

' 

"The Chairman thereupon declared the motion carried and 
tho Resolution adopted. 11 

11BE IT RESOLVED by the Housing Authority of the City of 
--- ----......,_·-----.,,...------' tha.t a. Sta.tc- ment of Personnel Policies be a.doptcd to govern in a.11 
personnel ma.tters of :this Authority. A copy of this 
Statement of Personnel Policies is o.tto.chcd a.s Appendix A 

· tho minutes of this meeting. 

r 111'1.ftor discussion, Connnissioner White moved that the Ros- 
\ __ . elution bo adopted as introduced and rend. The motion w::is 

. seconded by Commissioner Groen and 011 roll cnll wa.s a.doptod 
'\ ... with tho following vote : 

1111.YFS: Connnissionors Smith, Brown, Green, and White 

"NAYS: Nono 

11RE~OWTI1H AOOPTING A STA~MENT OF PERSONNEL POLICIES 
F.S T · .. m.ISHING fU!J.WIRL!ENTS FOR EHPWYMENT, DUTIES OF 
EMPLOYEES' ,\ND REGUL,nrons TO GOVERN IN PERSONNEL Mil.TIERS. 

RESOLUTION NO.~ 

c. A resolution ma.y be recorded :'.1.S follows: r "The following resolution w:J.s introduced by Conunissioncr 
\ White, road :i.n full, nnd considered: 

'• 

~ ~ - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - 
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b, When extracts from tho minutes are presented, a. Certificate 
of the Socrcta.ry proPJrly sea.led should be a.tta.chod. This Ccrti 
fica.te should reo.d a.s follows: r· 11C....§.JL'f I F I 0 A~ 

I 
"I, H. L. Black, tho duly a.ppointod, qualified, a.nd 

1 
acting Secretary of the Housing Authority of tho City 

. of , , do 
\ hereby certify that tho attached extract from the 

\ 
minutes of the regular meeting of said Authority held 

(Cont'd) - - -~-- - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - 

) 

a, If extracts from the minutes of a. ptrticuJ.ar meeting a.re re 
quired for submission to the PHA or for other purposes the head 
ing should contain "EXTRACTS FROM THE MINUTES OF" followed by. 
the re s't of. the heading (sec paragra ph 5 a bovo ) • 

b, The minutes should be signed by the Chairman and attested 
by the Secretary. Tho official seal of tho Local Authority should 
be placed innnediately abovn tho a.ttosting signature of the'Soo~eta.ry. 

"There being no further business to come before the meeting, 
it was moved, seconded, a.nd carried that the meeting adjourn. 
"The Chairman thereupon declared the meeting adjourned. 11 

a.. Closing of' the mooting mny bo recorded a.s follows: 
JO. Closing 

h. On o.11 Ir!l.ttors of policy, f'ina.ncing, and similar formal 
o.ctions, the o.ctun.l vote by "Ayes" and nNays" of tho Commissioners 
should be recorded. Motions on niinor matters need not show the 
actual vote of the Co~Lrl.ssioncrs. It is sufficient to show that 
it wo.s adopted without roll ca.11 vote. 

g. Actions of the Locu l ll.uthori ty requiring npprova.1 by the PHA 
before such a.cticn bocomo s effective should bo recorded by show 
ing thnt such action dons not b::icomo offoctivo tmtil it is 
approved by tho PHA. This mo.y be done in one of several ways. 
The motion or resolution may be prefaced with tho words "Upon 
a.pprow.l by tho PH1\.11, "Subject to PHA Approvo.111, or if PHA. 
approval has proviously b:3cn givon to tho suggested action, the 
oinutes should reflect that the Loca.1 Authority ha.d knowledge 
th'.l t such a. pprova.l had boon given. 

- - - ~ - - - - - - - - - - - - - - - - - - - - - - - 
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c. Unless otherwise specified, a single copy of the Certificate 
of the Secretary for each set of extracts of minutes is suffi 
cient. Such Certificate should be signed and sealed by the 
Secretary although all other signatures in the extracts may be 
typed. 

" (SEAL)" 

(Signed) . 
Secretary 

"IN TESTIMONY WHEREOF, I have heretmto set my hand and tho 
seal of said Authority this~day of 1952. 

on the 10th day of January, 1952, is a true 
and correct copy of the original minutes of 
said meeting on file and of record in so far 
as said original minutes relate to the r'!B.tters 
set forth in said attached extract, and I do 
further certify that the copies of tho Resolutions 
appearing in said attached extract arc true and 
correct copies of the respective Resolutions 
adopted at said meeting and on file and of record. 

- ~ - - ~ - - - - ~ - - - - - - - - - - - - - - - - - - - ~ - - ,_ 
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J, Publicity Medj·'l• Information about the low-rent program can be 
distributed in many ways, Each way has its special value and 
its particular limitations, Not all of the methods listed 

(Cont'd) 

e. The operations phase provides opportunities for comparisons 
of differences between living conditions in the project as 
contrasted with housing formerly occupied by the project 
tenants, as well as other information which tells how the 
Local Authority is doing its job. 

c. During the construction phase it is desirable to release a 
statement as to the letting of the construction contract, and 
thereafter to issue regular and frequent progress reports. 

d. During the initial tenant selection period the Local Authority 
should give particular attention to the distribution of 
information concerning eligibility, and how and where appli 
cations for admission should be filed. 

b. When special surveys of low-rent housing needs are undertaken, 
properly timed informational materials concerning the survey's 
purpose, progress, and findings is especially necessary to 
prevent misunderstanding and to promote cooperation. 

a. During initiation of the program, publicity should be given 
such items as the need for low-rent housing, what aid and 
support will be required from Federal and local sources 
(public and private), how the program will operate, and the 
proposed immediate program. 

2. Timeliness a~ a Factor in Public Relations. The following list 
suggests the types of public relations activities appropriate to 
the various stages of progrrun development and operation: 

b. Those who exe eligible to live i~ the low-rent project will 
know how they should make application for admission. 

a. The general public will know about the low-rent housing 
program and the part it plays in solution of the total 
comm.unity housing problems; and 

1 • .Qbiectives of public Relations. One of the primary tasks 
confronting e.ny Local Authority is the development of a public 
understanding concerning its purposes so that: 

I".i!~lic RelationQ 
- ... - - 
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c. Newspapers. Feature stories and special reports, which news 
papers will usually welcome, are very useful, but routine news 
(such as items about monthly meetings of the Commissioners, 

(Cont1d) 

b. Word of Mouth. The Local Authority operating a small program 
can probably secure the most useful and immediate resul~s through 
word of mouth. People who will be helpful here include teachers, 
doctors, religious leaders, welfare workers, union officials, 
officers of fraternal organizations, employment agencies, and 
personnel officials of local stores and factories. These impor 
tant groups should be -inf omed about the low-re.11t program so 
that they will be able to assist in explaining the program to 
the general comnrunity and also so that they may refer low-income 
families to the Local Authority. 

(3) Each employee should understand that often he is the 
sole contact between the Local Authority and a third person 
or group of persons, and that he should try to leave a 
favorable impression of the program with everyone with \lhom 
he comes in contact. The Executive Director in his contacts 
vi th people in the conununi ty should tell them about the 
housing program, seeking to leave each person with a better 
understanding of the low-rent housing program. 

(2) Commissioners frequently do not have the time to become 
fully acquainted with the details of the low-rent program. 
The Executive Director must recognize their need for selected 
information and see that it is supplied. A portion of each 
meeting of the Local Authority can be profitably spent in a 
discussion of the program generally, and the expected future 
of the program in the comnrunity. Commissioners should be 
encouraged to accept speaking angagements on behalf of the 
Local Authority because their prestige in the community 
secures public respect for and confidence in the housing 
program. 

(1) The commissioners and the employees of the Local 
Author~ty are engaged in public relations activities in 
virtually all their actions concerning the program. If 
their understanding of the program is confused, or if their 
attitude toward the public is indifferent or discourteous, 
then the Local Authority's public relations program is weak 
at its core. 

a. Ipcal Authority Personnel 

below are necessarily available in all communities. The Local 
Authority should use the methods most suitable to its locality. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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f. Meetings. The Executive Director, Commissioners, and other 
local supporters of the low-rent program should try to speak 
before every organized group in the community, Such talks should 
stress those things about the program which would be of particular 
interest to the group. 
g. Exhibj,ts, Exhibits may be used to good advantage at fairs, 
in store windows, the lobbies of public buildings, and other 
places where large numbers of persons gather, Such exhibits may 
include architect's drawings, models, and plans, photographs, 
posters, maps, etc, In connection with these exhibits it is 
desirable to have available a supply of printed materials for 
distribution. 

e, Radio Stations. Radio stations should be kept informed about 
the program, particularly about all local developments, News 
items should be prepared for possible inclusion in news broadcasts, 
and the Local Authority should attempt to interest the station in 
the possibility of making either a tape recording or an on-the 
spot broadcast of various special events and feature stories 
connected with the program. 

d. Printed. Naterials, Leaflets, handbills, posters, and similar 
forms of printed materials have occasional value. Generally they 
should be printed on newsprint or other economical paper, in one 
color, and should be distributed through churches, schools, 
factories, store and office buildings, other places of employ 
ment, labor unions, and neighborhood groceries, and from 
door-to-door. Pamphlets, booklets, and annual reports permit 
presentation of more detailed information than can be included 
in handbills and posters -- but cannot be given as wide distri 
bution. 

conference attendance by the Executive Director, favorable 
mention of the Local Authority by a civic group, or similar 
happenings) has the value of keeping the public continuously 
informed about the numerous activities of the Local Authority. 
However, many low-income families, especially certain racial 
and nationality groups, may not read general newspapers regu 
larly and are therefore likely to miss releases of concern to 
them unless the information is also distributed in other ways. 
Where the community has foreign language or labor papers, or 
publications issued for church groups or fraternal organizations, 
they are useful in reaching persons who may not otherwise learn 
of the program. It is not recommended that newspaper adver 
tising space be purchased by the Local Authority. In addition 
to the dubious effect on local public opinion which such adver 
tising would likely have, the news value of the low-rent housing 
program is sufficient in itself to secure better newspaper 
coverage than the Local Authority can purchase, provided the 
Local Authority has established sound working relationships with 
the newspapers, 
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(Cont'd) 
!} This list does not include reports required by the Accounting Volume of 

this l'ianual. 

NOTE1 This Section supersedes Section 1.4 dated 12-15-53. Items (9) and 
(10) have been added to paragraph 2a. 

be These forms~ be obtained from i>HA, without charge. To obtain them 
the Local Authority shall address a request to: 

Director, Property and Services Branch 
Public Housing Administration 
Washington 251 D. c. 

• 

le Purpose. This Section provides information as to how a Loea1 Authority 
may obtain copies of required report, f orms , certain forms for the Looal 
Authority's internal. use, and extra copies of manual releases and other 
PHA publications. 

2. Required Report I terns 
a. The Local Authority is required to submit to the PHA (for specified 
periods and at specified times, in accordance with the appropriate Manual 
Sections) the following reportss and documents1 1/ 

(1) Form PHA-22091 Report on Ini~ial Occupancy or Low-Rent ProjectsJ 
( 2) Fonn PHA-1235, Report on Occupancy) 
(3) Form PHA-122751 Report on Fand.lies Moving Into Low-Rent Housing) 
(4) Fonn PHA-124551 Report on Regular Reexamination of Families in 

Low-Rent Housing; · 
(5) Form PHA-1446, Report on Ineligible Tenants in Low-Rent Housing) 

. (6) Fonn PHA-22931 Certificate Regardi..~g Tenant $].igibility for 
Low-Rent Housing Projects; 

(7) Form PHA-23061 Report on Equivalent Elimination; 
(8) Form PHA-2295, Schedule of Tenants Accounts Receivable; 
(9) Fom PHA.-1841.1, Report on Small Program Authority Employees; and 

(10) Form PHA-2297, Operating Budget. 

• 
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• 
• 

• r 

Superintendent or Documents 
Govemment Printing ottice . 
Washington 2S, D. O. 

4. Manual Releases and other PHA Publications. Extra copies or manual 
releases and other PHA publications (such as circulars and bulletins) 
Jll81'be obtained in accordance with the instructions given in paragraph 
2b above. 

(1) Application tor Admission b7 Prospective TenantJ and 

(2) Application tor Continued Occupancy by Tenant. 
b. The Govermnent Printing Office will hold a suppq of these forms 
available for sale to Local Authorities at a cost ot $0.?S tor 50 copies. 
The toms will be sold by the GPO only in units ot SO copies. 
c. The Local Author! ty mq obtain a suppq of these forms by sending a . 
request, together with a check to Cover the amount of the purchase, to the . . 

• 3. Foms tor Intemal Use 
a. It is not the policy ot the PHA to furnish tonns tor a Local 
Authorit7•s intemal useJ ordinarily, the Local Authority is responsible 
tor obta:J.ning its own suppq ot such forms. However, the PHA bas aJTanged 
to have a sup~ ot two speoitio toms printed by the Government Printing 
ottice. These ares 

• 
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3. SbarinS of Sta:rfs Among Local Authorities. One Executive Director may be 
employed Jointly by two or more Local Authorities. Where a central office 

' (Cont'd) 
=BOTE~=-:--=Th:"":i_s_Se:--c~t~i-on_s_upe_r_s_e~d-es-Se-ct~1~o-n~2-..l~dated, 9-2-52. Paragraph 2 bas been 

revised to outline the qualifications tor a management employee. - - ~ - - - - - - - - - - - . - - - - - - - - - - - - - - - - - - - -~- - - - 

2. &nployment of Own staff 

a. It is generally desirable to employ at least one full-time management 
employee, although a very small program may be able to support only a part. 
time management employee. Ideally, this employee should have the tollowinS 
qualifications: 

(1) He should have a proper understanding ot, and attitude toward, law 
income families; 

(2) Be should have good business sense and should have had administra 
tive experience (including experience in bookkeeping and accounting); 

(3) He should have an understanding of maintenance problems (that is, 
the problems involved in maintaining structures, equipment, and 
grounds in good order). 

b. It the Executive Director is hired on a full-time basis, he should per 
form all management functions. If qualified and if he bas the time, he 
may also perform certain limited .?'Aintenance functions. If the size of the 
program permits, he may be assist;ed by, one or more i'ull-time or part-time 
clerical employees, such as a bookkeeper-typist. He may also have one or 
more full-time or part-time maintenance mechanics or laborers, unless the 
Local Authority determines that it is more economical to contract for all 
maintenance work not performed by tenants. 

c. If the program is so small that the salary which can be 1)8.id will pro 
vide for part-time services only, it would be desirable to employ an Exe·: ... 
ut:5.ve Director-Manager having the qualifications and ability to perform 
all functions (including management and maintenance). In any event such 
person should be qualified to perform all management :t'unct.ions. 
d. Another alternative is f'or the Local Authority to er.:1:loy a part-time: 
Executive Director-Manag.:lr and i'ul.1-time or part-time tool\kecper or other 
clerical employee.· The staff' may also include a pa.rt-time or tull-time • 
•intenance man, depending on the amount of mainternrnce work. Part-time 
employees should be willing and able to designate specific time for this 
work. 

Methods ot QPerating a Small Program 
l. furpose. '!'his Section suggests some methods which will assist the Local 

Authority in administering a small low-rent housing program so as to 
achieve reasonable operating costs. 

- - ~ - - - - - - - - - - - - - - - - - -· - - - - - - ~ - - - - ~ - - - - - - 
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a. Because ot the variety of statting arrangements that my be made by a 
small Local Authority, this Manual does not undertake to furnish Job quali 
fication requirements or Job descriptions tor Local Authority employees. 
Selection ot personnel will depend upon local needs and upon the availa 
bility of qualified people in the locality. Job titles and classifica 
tions and other personnel determinations shall be included in the Local 
Authority's statement of Personnel Policies (see Section 2.2). 
b. In selecting qualified personnel, the education, experience, character,. 
worldng habits, and references of Job applicants should be considered, with 
the objective of securing the best qualified persons a•Jailable within the 
limited tunds which m.y be used tor salaries and wages. otten the best 
qualified person available at a specified salary to rn~.nage a SDall hous1ng 
program may be an inactive or retired public adnrl.ni.) .. ;~:r.ator, businese :men,· 
school teacher, social worker, or person with real CZ?stste or property 
management experience. It is recOJ1B11ended that aJ.1 personnel be first 
employed on a temporary probational basis so that replacement can be more 
easily made it found necessary. 

is established to perform certain functions such as rent collection or 
accounting for projects operated by different Local Authorities, the sal 
aries ot all central office personnel should be prorated on a dwelling 
unit basis to the projects served. Where the Executive Director is Jointly 
employed, each Local Authority may have, it the size ot the program re 
quires it, its own tul.1-time or part-time clerical employee(s) or main 
tenance employee(s) or both. 

4. Management .Agreement With a Larger Local Authority. It may be feasible 
for a Local Authority with a very small program to enter into a management 
oontract or agreement with a larger, nearby Local Author! ty. This agree 
ment might cover all of the mamgement tunctions or only certain specialized 
functions such as accounting. 'lhe charge tor management services would be 
a proper management expense ot the small program. SUch management contracts 
should be submitted to the PBA Field Of:f'ice tor review before they are 
entered into by a Local Authority. 

5 • Assistance From Local Govermnent. In some cases the Local Author! ty may 
arrange for the part-time services ot a regular employee of a local govern 
ment agency, e.g. half-time services ot a clerical employee of the village 
government. In other cases the Local Author! ty may arrange to use the 
services of a local govermnent agency, e.g. rent collection by the County 
cashier, bookkeeping by a County employee.in his County office, or legal 
services by the County attorney. The local government may sometimes turn1sh 
ottice space and the use ot office furniture and equipment. SUch plans 
should be carefully worked out and placed in writing. Any employee engaged 
in the work of the Local Authority should be administratively responsible 
to the Local Authority with respect to the performance of such work. 

6. Selection ot Personnel 

• - • • ~ • • • • • • • • • • • • • • • • • • • • • • • • m • • • • • • • • • 
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. . NO'rE: This page supersedes the corresponding page or Section 2.1dated1-17-55· 
Paragraph 7c has been revised and paragraph 7d has been added. It should 
be noted that copies or the report or findings on management reviews 
will not be sent to board members or the Local Authority, other than the 
Chairman, until July 1, 1956. 

c. Report of Findines• Subsequent to the Management Officer's visit, a 
report·will be dispatched to the Chairman of the Local Authority (with a 
copy to the other board members and to the Executive Director) from the 
PHA Regional Director enumerating (1) any noncompliances with the contract 
or lease and necessary corrective action, and (2) recommendations, if any, 
for improving efficiency and economy, giving the reasons therefor. Where 
agreement or disagreement on these items has been reached with the Executive 
Director, the report will so state. 
d. Subsequent Correspondence. Within 30 days after receipt of the report, 
the Local Authority should advise the Regional Office or actions taken or 
in progress to correct any noncompliances or to carry out any recommenda 
tions made in the management review. 

7. Management Reviews 
a. Purpose and Scope. In order to determine the Local Authority's· 
compliance with its contract with the PHA and with applicable policies 
and procedures, and to promote the efficiency and economy of management 
operations, a Regional Management Officer will visit the Local Authority 
approximately once a year to conduct a management review. The.management 
review will cover all phases of the operation excluding occupancy audits, 
fiscal audits, and engineering surveys of the physical plant, and.will 
cover in detail such subjects as organization and staffing, administrative 
practices, budgets and budget control, public relations, management policies 
and procedures , rent collec.tions, fire and safety, community services and 
tenant activities, utilities, and the procurernent,· accountability, an4 
disposition of personal property. 
b. Scheduling. The Local Authority will be notified in advance of the 
proposed visit. If the date scheduled for the visit is not convenient to 
the Loc~l Authority, it should so infonn the Regional Office and arrange a 
date which will be satisfactory to both parties •. 

- - . - - - - - - - - - ~ - ~ - - - - - - - - - ~ - - ~ - - - - - - - - - - - - 
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NOTE: These pages supersede pages 1-2 of Exhibit 1 to ~ection 2.2 dated 
July 195'6. Paragraph Ja(2) has been revised to leave for the determination 
of the Civil Service Commission the question as to which is the principal 
employment in any particular case. 

If he exercises no .functions in connection with the development, 
operation, or disposition of the projects therein mentioned, or 
If the position does not constitute his "principal employment." 
For example, if such a person is simultaneously engaged in private 
business or professional activity or holds a private position or 
a public position which is not connected with any Federally aided 
activity, he is subject to the Hatch Act only if his position de 
scribed in paragraph 2 above constitutes his principal employment. 
The question as to which is the "principal employment" in any 
particular case is for determination by the Civil Service Commission. 
on the basis of all pertinent facts in the case. 

(2) 

(1) 

3. Persons Exempt From the Hatch Act 
a. Holding a position described in paragraph 2 above will not subject 
the incwnbent to the provisions of the Act: 

"Local public aancies" means Local Authorities or States or 
political subdi sions thereof (such as municipalities) or 
their agencies or departments, 

and the term 
"Federally assisted pro~ect" means any housing project which is 
being developed, manage, or disposed of by a local public agency 
pursuant to contractual. arrangements w.i.th the Federal Government 
(including, but not limited to, contracts for loans and annual 
contributions), whether or not title to the project is in the 
local public agency. 

2. Persons Subject to the Hatch Act. Except as provided in paragraph 3 below, 
the Hatch Act applies to officers (including members) and employees of local 
public agencies performing functions (development, operation, or disposition) 
~th respec~ to Federally assisted projects, if the officer or employee per 
forms duties in connection with those functions. As used in this paragraph, 
the term 

1. Purpose. This Exhibit explains how officers and employees of Local Authorities 
are affected by the Hatch Act, which Act limits the political activities ot 
certain officers and employees. 

Hatch Act 
----~----------------------------------- 

2.2 
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c. Directly or indirectly coerce, attempt to coerce, command, or advise 
any other such officer or employee to make any payment, loan, or 
contribution for political purposes. 

b, Use his official authority or influence tor the purposes of inter 
fering w..i.th an election or nomination for office or affecting the 
result thereof. 

a. Take any active part in political management or in political cam 
paigns unless: (1) it is in connection with que::Jtions which are 
·not specifically identified with any National or State poll tical 
party, such as questions relating to constitutional amendments, 
referendwns, or approval of municipal ordinances; or (2) none of 
the candidates to be nominated or elected represents a part.v any 
of whose candidates for presidential elector received votes in the 
last preceding election at which presidential electors were selected. 

e. An officer or employee who is in doubt as to whether he is subject to 
or exempt from any of the provisions of the Hatch Act may present the matter 
in writing to the Civil Service Commission for a ruling. 

4. Prohibited Activities. The Hatch Act provides that no officer or employee 
subject to the hct may: 

d. The provisions of paragraphs 3b and 3c above will not, however, exempt 
a person 1'rho · also holds a posi ti.on described in paragraph 2 above which is 
his "principal employment." 

b. The Hatch Act exempts officers or employees of any educational or 
research institution, establishment, agency, or system which is supported 
in whole or in part.by any State or political subdivision thereof, or by 
the District of Columbia, or by any Territory or Territorial possession ot 
the United States, or by any recognized religious, philanthropic, or cul 
tural organization. 
c. The Hatch Act prohibition that "no such officer or employee shall take 
any active part in political management or in political campaigns" (see . 
paragraph Laa below) is not applicable to (1) the Governor or the Lieutenant · 
Governor of any State or any person who is authorized by law to act as 
Governor, (2) the Mayor of any city, (3) duly elected heads of executive 
departments ot any State or nlUJ'licipality who are not classit.ied under a 
State or municipal merit or civil-service system, or (4) officers holding 
elective oft.ices. 

---------------------------------------- 
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c, Local Authorities which have u'l.rcady adopted r.1. statement of 
personnel policies which meets the r-equi.remcnbs of the Cont.r uc t. 
do not need to revise or readopt t.r.eir :i ~.: tr::;·1t.:=nt of pez-sonncl, 
policies. (Cont'd) 

!/ This Exhibi-t will be-fssucd at a J.ater dn:k ~ 

b, The PHA will examine and appraise the Local Authority's 
statement of personnel policies during its routine reviews of 
Local Authority operations. llhere the PH.A finds an instance 
where the policy provides rates or benefit:> which appear tc >0 
unusually high or contains provisions which appear tc oe i11c :,;-.. 
sistent with PHA understanding of local public and private 
practice, the PHA will require cuppor-t.ing evid·')nr.t.::. 

These policies shall be compar-ab'l,e with local public and private 
practice. Public practice a:· roferred to here sho.LI consist 
primarily of the related rcr,ulrtti.ons and personnel prll.ctices of 
the municipal or county r,overnmcnt; however, it may also include 
the pract ices of public bodies in the locality, such as public 
schools, public hospitals, or other insti tut5.ons supported by 
public funds. Private practice referred to here shall be limF.ed 
to the related personnel practices of crganize.tions in the f'Le l.d 
of property management with operations comparable in·size and 
scope to those of the Local Authority, · 

(1) Salary and uage rates for all employees except main 
tenance and certain other emp'loyees vhose salaries or 
wages are determined pursuant to the Contract; 

(2) Job titles and classifications, weekly hours of work, 
qualification Dtandnrds, leave regulations, and payment 
of expenses of emp'loyocn in travel status. 

a. The Local Authority shall prepare, adopt, and comply with a 
statement of personnel policies uhich covers: 

2. Preparation of Statement of Personnel Policies --· - ...... ·-··- .. __ 

1. Introduction. The Contract requires Local AuthoriticrJ to adopt 
and cornplywith a statement of personnel policies. The Cont.rnct, 
also provides that Local Author1.ties shall not dd scrdmfna te 
against any employee or applicant for employment because of rnce , 
creed, color, or national origin. Local Authority employees 
and members are subject to the provisions of the Hatch Act (see 
Exhibit 1) • 1/ 

- - - - - - - - - - - - - - - - - - - - - 
?..2 
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7. 

~el RegulatiJ2!!E. Regulations governing reimbursement for 
travel of members and paid employees should be included in the 
statement of personnel policies. Reimbursement should be limited 
to transportation, taxi fares, telephone calls, similar items 
necessarily incident to the performance of official business, 
and actual subsistence expenses or a per diem allowance in lieu 
of subsistence. Reimbursement for travel expenses incurred in 
connection with meetings and conventions of organizatiohs 
supplying technical or professional information concerning the 
housing program is chargeable as Miscellaneous Authority Expense 
and as such, is subject to limitations set forth in Section 2.3. 
Model Statement of Personnel Policies. Attached as Exhibit 2 is 
S:-model statement of personnel policies. 

6. 

QompensatJ.o!l_ of B2§1.rd Neml?er.§._?rohibited. No funds of any proj 
ect may be used to pay any compensation for the services of mem 
bers of the Local Authority. Board members may, however, be 
reimbursed for expenses incurred while traveling for the Local 
Authority on official business. 

5. 

Maintenance of Records. The Local Authority shall maintain 
reco-rds with respect to personnel and authorizations of official 
travel, and vouchers supporting reimbursement of travel expense. 

4. 

Partic~tiQn_Jn __ an Emolo:y:~e R~tirement Plan. The Local Author 
ity may charge employer con+r+bn+d.ons (but not employee contri 
butions) fpr participation in a retirement plan for its employees 
to development or operating costs. PHA approval of such a plan 
is required lf it be administered by private insurers, but such 
approval is not required where mandatory or optional participa 
tion by Local Authority employees in a public plan is provided 
by State or local laws. Further information on this subject 
m3y be obtained from the PHA Field Office. 

3. 

- - - - - - - - - - - - - - - - - - - - -· - 
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. b. For all other employees appropriate compensation rates 
shall be determined on the basis of prevailing pertinent local 
public and private practice. Public practice as referred to 
here shall consist primarily of the related regulations of the 
municipal or county govermnont and of such local public bodies 
as public schools, public hospitals, or other institutions 
supported by public funds. Private pracM.ce as referred to 

a. For maintenance and other employees whose salaries are 
fixed pursu&.nt to the Contract, appropriate compensation rates 
shall be paid on the basis of prevailing rates in the locality, 
as determined by the Labor Relations Branch of the Public 
Housing Administration • 

The following positions shall be considered ORGANIZATION. pe'i·manent: 2. 

a. [ep_q_tip.]!. The employment of more than one member of the 
same immediate family shall be avoided in so far as possible. 

c, fQ!Ji~· All members, officers, and employees of the 
Local Authority shall be subject to the provisions of the 
Hatch Act, Public Law 252, 76th Congress. 

b, !!Q~.Piscrimi11a.'tion. There shall be no discrimination 
against employees or applicants for employment on account of 
race, creed, color, national origin, sex, or any political or 
union affiliation. 

a. ~j_t System. The employment of personnel and all actd.onn 
affecting employees shall be based solely on tneri t, ability, 
and justice. 

(The Local Authority should moclify this model stal.er1cnt as 
necessary to fit local conditions) 

S'l'ATEHENT OF PERSONNEL POLICIES 
--··- _ ··--·---·--- .. 

The Hous ing Autho1~i ty of tho City of 
--· .. ----··------- 

2.2 
Exhih:i.t 2 

Pace 1 
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7. 

b. Overtime. Overtime uork shall be avoided as far as possible 
but may.be-required by the Executive Director in the interest 
of efficient operation, in which case the employee shall be 
p.ranted compensatory time off within 60 days or shall be paid 
at the rate of 1-1/2 times the normal rate of pay. 
ABSENCE FROM WORK. The following regulations, consistent with 
pertlnen-r-iocal public and private practice, are established: 

a. Regul!!:.. Work. Week. The regular work week shall consist of ____ .hours. 

WORKING HOURS __, _ 6. 

(2) At least two weeks' notice prior to dismissal'shall 
be given an employee except for persons employed for a 
specific period. 

(1) If it is necessary to reduce personnel, t.he selection 
of employees to be retained shall be based primarily on 
their relative efficiency and the necessity of the job 
entailed. Other things being equal, length of service 
shall be given consideration. 

c. ~auction in f_~ 

b, £!.fil'!~~!3!ls. An employee who gives unsatisfactory service 
or who is guilty of violation of regulations shall be subject 
to dismissal. In such cases the employee, if he desires, 
shall be given a hearing before the Executive Director. 

a. ~§.!ignatioJ!~· An employee who desires to terminate his 
employment shall submit a \Tritten resignat:i.on at least two 
weeks in advance, setting forth his reasons for resigning. 

5. SEPARATIONS 

here shall be limited to related practices of organizations 
in the field of property management with operations comparable 
in size and scope to those of the Local Authority. . )'.-. 
AUTHORITY TO EFFECT PERSONNEL ACTIONS. Authority to appoint, 
promote,transfer, demote, andseparate personnel shall be 
vested in the Executive Director. ...., 

- - - - - - - - - - - - - - - - - - - - - - - - - 

2.2 
Exhibit 2 
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S. HEALTH AND. SAFE.IX 

a. Employees shall be provided safe, sanitary, and healthful 
working conditions. 

e, No Cash Pame,ey in Lie~..Q.f Unused Lea'Y!. No cash pay 
ments to officers or employees shall be made in lieu of 
unused vacation or sick leave; except that when an officer 
or employee is permanently separated from employment cash 
payment of unused vacation leave (but not unused sick 
leave) may be made, but no such payment shall be made to 
any officer or employee dismissed for cause. 

(2) Leave without pay may, where necessary, be granted, 
not to exceed two months in any one calendar ;year, 

a. ~..Jijj;hout f._ax 
(1) Absence without proper authorization or approval 

shall be considered leave without pay and may be 
considered sufficient cause for suspension. or dis 
missal of the employee at the discretion of the 
Authority. 

b, ~tipn L~. A two veeks1 vacation with pay shall be 
granted to all regular full-time employees. 
c, filcL~~~ 

(1) Regular full-time employees shall be allowed a 
reasonable amount of sick leave with pay. 

(2) Sick leave in excess of seven days for any illness 
shall be subject to approval of the Board, 

(3) A doctor's certificate shall be required for any 
period of sick leave in excess of three days. 

a. The following holidays with pay shall be observed: 
- - - - - . - ~ - - - - - - - - - - - - - - - - - - - - - - - 

2.2 
Exhibit 2 
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d, Authorized out-of-town travel performed by privately owned 
automobile shall be paid by the Authority at a rate not to 
exceed 7¢ per mile, in addition to the subsistence allouance 
outlined above, except that the Authority shall, at its 
discretion permit reimbursement only at the rate of first 

- 6:00 a.m. 
-12:00 Noon 
- 6:00 p.m. 
-12:00 Midnight 

12:00 Midnight 
6:00 a.m. 
12:00 p.m. 
6:00 p.m. 

c. In addition to reimbursable costs as outlined above, an 
allowance for -subsistence in lieu of actual expenses shall be 
paid at a rate not to exceed $9.00 per day for employees of the 
Authority and at a rate not to exceed $12.00 per day in the 
case of Commissioners of the Authority and consultants'who 
receive no compensation. In computing the subsistence allowance 
no allowance shall be paid for travel of less than 21.,, hours' 
duration, except if such travel required departure prior to 
8:00 a.m. or return after 6:00 p.m., and exceeded six hours, 
in vhtch case an allowance shall be paid at the rate of one 
fourth the established daily amount for each six-hour period, 
or fraction thereof. For travel in excess of 2~ hours the 
allo~·rance paid for the dav of departure and for the day of 
return shall be computed at the rate of one-fourth the estab 
lished daily amount for each of the periods listed below, or 
fraction thereof: 

b. Transportation costs for employees or Commissioners author 
ized to travel on official business of the Authority shall be 
paid by the Authority. 1"irst class rail and pullman accommoda 
tions (lower berth or parlor car seat), or air line if advanta 
geous, shall be the standard means of transportation. Costs 
of taxi fares, telephone calls, telegrams, secretarial services, 
and similar items necessarily incident to the performance of 
official business, shall be considered reimbursable items. 

a. Employees or Commissioners of the Authority may perform 
official travel upon authorization by the Board or as author 
ized by the Chairman and Executive Director. 

TRAVEL 10. 

SERVICE RECORDS. A service record shall be maintained for 
every employeeand shall contain complete information perti 
nent to his employment, including dates of employment and pay 
changes. 

9. 

b. Employees shall be covered by Workmen's Compensation 
Insurance. 

----··-----··---- 

2.2 
Exhibit 2 
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e. All travel e:cpenses shall be recorded, signed by the 
traveler, and approved by the Executive Director, prior to 
reimbursement. 

class ra:ll fare, plus pullman, unless it has determined that 
tre1.vel by privt:i.Loly ovncd n11t.t,muli1lc is more advantageous .to 
the A11thurity. When travel is performed in an automobile 
ovned by the Authority, necessary car expenses and subsistence 
allol'ance shall be paid. Hhenever automobile travel is involved, 
si('.tled records of car axpenditures and mileage, or of mileage 
only in the case of a privately o\.llled automobile, shall be 
submitted and approved before payment. If two or more persons 
travel in the same automobile, only one·of these persons shall 
be reimbursed for mileage (if travel is by private car) or for 
car expenditures (if travel is by Authority-owned car). 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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b. This Section states the policies ot the PBA with respect to certain 
administrative practices of Local Authorities which atfect costs ot housing 
progrems and projects 1n which the PBA bas a fimilcial interest. These 

. policies a.re designed to recognize: . 

(1) Local responsibility tor efficiency and eco~ in the planning, 
development, and operation of PHA-e.ided low-rent projects; and 

(2) The responsibility of the PBA tor effective and economical utiliza• 
tion of the funds made &'\'ailable by tllf~ Congress to assist such 
projects. To this end, the following nolicies (a) place responsi• 
bility on the Board of Commissioners of. the Local Authority tor 
·establishing administrative policies B.lld practices conforming with 
pertinent local public practices and for authorizing or approv:l.ng 
certain types of expenditures in apeci.f'ic cases; and (b) provide 
prohibitions or maximum llmits on certain types of expenses. 

!he· policies set forth below establish maximum. limits on Local Authority 
expense; Local Authorities may, ·of course, adopt policies at less than these 
maximums. 

2. Preparation of Statement of Personnel Policies (See Exhibit 2) 

a. The Local Authority shall prepare, adopt, aDl comply with a statement 
ot personnel policies which covers: · · 

(1) Salary and' wage rates tor all employees except maintenance and certain 
other employees whose salaries or wages are ·determined pursuant to 
the Contract; 

(2) Job titles and classit:tcations, weekly hours of ·work, qualif'ication 
standards, leave regulations, and pa~nt ot expenses of employets 
in travel status. ' 

b. Copies ot statements ot personnel policies aDl revisions necessary to con 
fol'Dl withthe provisions ot this Section shoUlcCbe turDiSlied to the PJIA Regional 
Ottice. 

(Cont'd) 
BO'm: &se pages supersede pages i-2 ot Section 2.2 dated August 1957• Para• 

graph lb bas been clarified. 

a. The Contract requires Local Authorities to adopt and comply with a 
statement ot personnel policies. !he Contract also provicles that Local 
Authorities shall not discriminate against any employee ol.• applicant tor 
employment because ot race, creed, color, or national. origf.ri. Local Author• 
1 ty employees and members are subJect to the provisions ot the Batch Act 
(see Exhibit 1). 

l. Introduction 

PersoDDel Policies 
- - - - a e .• - - - - • - - - - - - - - - - - W - - - - - - - - - - -~- e e CJ - 
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---------------------------------------- (Cont'd) 

a. Leave policies and practices ot tbe Local Authority shall be established 
b7 resolution. 

d. No f'unds ot ~ proJect may be used to pay~ compensation tor the 
services of members ot the Boe.rd of Caamissioners ot the Local Authority. 
Board members may 1 however, be reimbursed tor expenses incurred while travel• 
ing tor the Local Authority on otticial business. 

5. Leave 

b, Salary and wage rates so established shall be comparable with the com 
pensation practices or other public bodies in the loc~.lity tor positions 
similar in responsibility and required competence. For positions with 
resDect to which no comparable public positions exist in the locality, 
salaries established may be compa.ra.ble with salarie~ tor similar public 
positions in adjacent localities of comparable size in the same State or in 
boriei·ing States. In cases where a Local Authority manages both a housing 
program and an urban renewal. or other prograr11 and enq>loyees work on both 
programs, salaries shall. be established and CODIJ?8.r8.bility determined on the 
basis of total responsibilities carried and duties per.formed in both pro• 

· grams; e.nd salaries shall be charged or prorated to the respective programs 
on an equitable basis. 

e , The resolution of the Local Authority establishing the schedule of salary 
and wage rates sha.ll include provisions with respect to weekly hours ot work 
and payment, it a:ay1 tor overtime work, and provisions establishing tor each 
pa.rt-time position the number of hours to be served each pay period by the 
incumbent. 

c. The Local Authority shall reduce to writing in a manner that will 
tacilitate audit, and shall naintain in its tiles, the evidence and reason 
ing on the basis ot which it establishes or revises from time to time its 
policies tor salaries, leave, and travel. The PBA will exam:! ne and appraise 
the Local Authority's sta.temant of personnel policies and supporting data 
during 1 ts routip.e reviews and au.di ts ot Local Author! ty operations. r.n 
each case, the policies set forth in this Section will govern in PBA approval.a 
ot project development and operating budgets and in PBA determ:f.na.tions ot 
elig:lbili~y of project costs. · 

3. Ma.intel13.D.ce of Records. ~ Local Authority shall maintain canplete records 
with respect to personnel, including position descriptions, sick and enm1eJ 
lea~ cards, authorizations or official travel, and vouchers supporting 
reimbursement of travel expense. 

4. CornpenmJ.tion 

a. Schedules of salary and wage rates for Local Authority enq>loyees, other 
than w.a.intena.nce and certain other employees whose salaries or wages are 
determined pursuant to the Contract, shall be established by adopted resolu• 
tion. 

C CID C9 • Cit • • - - W • Cilll • • e • • • • • - e - • • • - ., • • - • • • e • • e • -· 
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c. Local Authority policies governing reimbursement to its members and 
employees for official travel by privately owned vehicles shall be adopted 

(Cont'd) 
NOTE: These pages supersede pages 3-4 of Section 2.2 dated August 1957. A 

new paragraph 6c concerning reimbursement for official travel by privately 
owned vehicles has been added. 

a. The Local Authority shall adopt as part of its statement of personnel 
policies regulations governing reimbursement for travel expenses incurred 
by its members and employees. The policies so adopted shall be comparable 
with pertinent public practice in the locality. 
b. If the local government has not officially adopted a policy governing 
reimbursement to employees of the local government for travel expenses 
which can serve as a firm basis for public practice comparability in 
establishing travel expense policies for Local Authority members and 
employees, project costs shall not be charged with more than (1) $12 per 
diem for actual subsistence expenses or per diem in lieu of subsistence, 
and (2) the actual cost of transportation, taxi fares, telephone calls, 
and similar items incident and necessary to the performance of official 
business while in travel status. 

e. Local Authority leave policies may permit the transfer, without trans 
fer of funds, of leave balances of Local Authority employees transferring 
to housing project assignments from other assignments or other organiza 
tional units of the Local Authority, provided such policies also provide 
for corresponding transfers of leave balances without transfers of funds 
when employees transfer from housing project assignments to other projects, 
programs, or organizational units of the Local Authority. 

6. Travel 

c. In the absence of conclusive evidence 0f p.erti~ent local public 
practice to the contrary, project costs shall not be charged w.i.th (1) 
payments for unused sick leave or (2) payments for unused vacati.on leave 
except upon separation of an employee from the Local Authority. 
d. Where pertinent public practice in the locality includes a limitation 
on the accumulation of vacation leave, the Local Authority shall adopt a 
comparable limitation. Where pertinent public practice in the locality 
does not limit such accumulation, the Local Authority policy shall provide 
for no accumulation or for a fixed maximum accumulation; provided, however, 
that the limitation established on the amount of leave which may be.carried 
over as a balance at the end of any year shall be no more than the amount 
ot leave which on employee is entitled to accrue in one year. 

b, The leave policies and practices 30 established· shaH.' be comparable 
with those of other public bodies in the lo.c.cllity .. 

- - - - - - - - - - - - - - - - - - - ~- ~ ~ - -- - - - - - - - - 
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d. Local Authority travel regulations shall require that each trip to a 
destination outside the jurisdiction of the Local Authority (except to 
the PHA Regional Office with jurisdiction and to nearby communities to 
carry out the normal operating functions of the Local Authority; e.g. 
visits to check housing conditions of prospective tenants; to make pur 
chases of supplies, replacement parts, etc.) which is to be charged 
wholly or in part to a project in which the PHA has a financial interest 
shall be specifically authorized by resolution or the Local Authority. 

(Cont'd) - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - - - 

(4) Authorization documents and/or reimbursement vouchers for travel 
by private car outside the jurisdiction of the Local Authority 
shall be justified in terms· of comparable cost of such travel by 
common carrier, where common carrier service is available, or in 
terms of other substantial advantages to the local progra~. This 
is not intended· to require such justification for trips to nearby 
communities to carry out the normal operating functions of the 
Local Authority. If reimbursement is made on a mileage basis, 
vouchers shall be supported by detailed milea~e records. 

(3) If local public practice does not provide for payment of monthly 
allowances, the Local Authority may nevertheless use this method 
if it does not own a passenger carrying vehicle and does not reim 
burse more than one employee for travel by automobile. In such 
cases, the allowance shall be com.mensurate with the amount.of 
travel incurred, computed at a rate not to exceed 10¢ per mile, 
and it shall not exceed $30 per month. Keeping of detailed mile 
age records in support of such monthly allowance payments is not 
required. 

(2) If local public'practice provides for reimbursement by means of 
flat monthly allowances, the Local Authority may use this method. 
The amounts of such allowances shall be established on a reason 
able and economical basis in relation to the official use made 
of the employee's car and shall be reviewed periodically to 
ensure that such allowances are in keeping with the actual amount 
of official use made of the employee's car. The basis for these 
determinations shall be maintained in the Local Authority's files 
for review. 

by resolution. The policies so adopted shall be comparable with pertinent 
public practice in the locality, provided that: 

(1) If no firm policy with regard to reimbursement for the uee of · 
private automobiles has been established by the locality, the 
Local Authority policies shall provide for reimbursement on a 
mileage basis at a rate up to 10¢ per mile. Vouchers for reim 
bursement on a mileage basis shall be supported by detailed 
mileage records. 

HHFA 
PHA 
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9. Entertainment E?Cpenses. Project costs shall not include expenses incurred 
for.the provision of entertainment and incidental food and beverages, 
regardless of local public practice in this regard. 

10. Model Statement of Personnel Policies. Attached as Exhibit 2 is a model 
statement of personnel policies. 

1. Partici ation in an Em lo ee Retirement Plan. The Local Authority may 
Jcharge employer contributions but not employee contributions) for 
participation in a retirement plan for its employees to-development or 
operating costs. PHA approval of such a plan is required if it is 
admirlistered by private insurers, but such approval is not required 
where mandatory or optional participation by Local Authority employees 
in a public plan is provided by State or local laws. Further informa- .~ 
tion on this subject r!IB.y be obtained from the P~ Regional Office. 

a. Bonuses and Presents. Project costs shall not include the-cost of any 
bonus payments or Christmas or other presents to employees, in cash or 
any other form, even though such bonuses or presents are customary in 
public practice in the locality. 

The resolution shall approve the trip as essential to the conduct of the 
housing program or the development or operation of a particular housing 
project. Reimbursement for travel expenses so approved and incurred in 
connection with meetings and conventions or organizations supplying 
technical or professional information concerning the housing program is 
chargeable as Miscellaneous Authority Expense and as such, is subject to 
limitations set forth in Section 2.3. 

- - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - 
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3. Expenses incurred in holding regular or special meetings of the 
Local Authority Board of Commissioners. 

4. Travel expense incurred by members of the Board of Commissioners or 
employees of the Local Authority in connection with the attendance 
at conventions and meetings of organizations which the Local Author 
ity determines will be useful in the conduct of its business. 

5. Dues and fees for Local Authority membership in organizations fur 
nishing technical or professional information, material, and services 
relating to the housing program. 

Definiti~n of Miscellaneous Authority Expense 
Items of Miscellaneous Authority Expense which are chargeable to other 
Administration EXpense (A~count 1410.19 or Account 4190, as applicable) 
include the followings 

1. All expenses incurred by the Local Authority (exclusive of the cost 
or services of regular employees and the cost of supplies withdrawn 
from stock) in the preparation, printing, and distribution of its 
annual reports, literature, exhibits, and other informational mate 
rial relating to its housing program. 

2. The cost of periodicals and books which the Local Authority deems 
useful in the conduct of its work. 

PHA-2600 
SUpplement No. 1 
May 1960 
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NOTEs This Section supersedes Section 2.J dated 9-2-.52. Certain limitations 

on expenses incurred in holding Board meetings have been added to para 
graph 2a(J}. A new paragraph 7 has beon added. Other minor changes have 
been made. 

(Cont'd) 

(d) Each voucher for food served at such meetings is specifi 
c:illy approved by resolution or the Local Authority Board 
of Commissioners. 

(b) Such food costs are incurred in contonidty with an officially 
adopted policy of the Local Authority for the convening or 
meot1.nes at which food is to be served; 

{o) Such food costs do not exceed for each such person the price 
ot meals regular:cy served by local establlshnlents for periodic 
group meetings; and 

2. Miscellaneous Authority Expense 
a. All expenditures for the following purposes shall be considered 
Miscellaneous Authority Expense and shall be within the l.illl1tat1ons as 
to the toUil amount, provided in paragraph 4 below. 

(1) Expenses (other than the cost ot services or regular staff 
members or the cost of supplies withdrawn from stock) incurred by 
the Local Authority in the preparation, printing; and d:lstribution 
of its annual reports, literature, exhibits, and other Wormational 
actiyit\.~s relat:lng to its housing program. 
(2) Purchase of periodicals and books which the Local Authority deems 
useful in the conduct of its work. Purchase or periodicals, books, 
or other re.ference material for the use or persons serving the Local 
Authority on a contract or fee basis (e.g. lawyers, accountants, 
architects, en~ineors) is not pennissible. 
(J) Expenses ineurred in holding regular or special meetings or the 
Local Authority Board or Commissioners to conduct its business. Buch. 
expenses, if occasioned, shall be limited to the rental of meeting 
rooms 1'1here adequate tree space is not available, and to transportation. 
In addition, eligible expense may include food costs where local public 
practice per.nits payment for food at such meetings, provided.a 

{a) Minutes of the meeting are r~corded; 

M1scellanAous Authoritl ~ense 
l. Purpose. The Annual Contributions Contract provides that the Local 

Authority shall not incur expenditures tor MiscellAneous Authority Expense 
in excess of aniounts included therefor in approved budgets. 

- - - ~ - - ~ - - - - - - - - - - - - ~ - - - - - - - - - ·- - - - - - - - - - 
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b, Cor.;ts of t.t•avt'>l t.o PEt1. H'.'";c_;:i.omll Offie~s, the l'HA Cm1tral O.ffice, or 

trflvc1 f:'xpnn;;~':G of 10(~~11 A1::l:.horlty member s o:r em~-.l<wce:-> in attending 
rn<-:eltr.:::• c:_,llrd by t.'.Y· :1P:\. for adwlol::;tr.ati.ve, con;.at.ltation, or 

(Cont'd) 

a. S~1.!\l'i08 i't.:!." pnrl-1:,j_w~ C'l' full-ti.:r,13 pors···;l'll ser.r.\.c·.?~; of re.vil.;r staff 
1110Flb.:.~:·~~ in con.tecl.Iou 1r.i.1.h an;y of the ltr·,os in JX~.r;1 ·r,rdph 2 above. 

It<'.)ms ~~ot Cl~:•r .,.,::! ble :;r. Hh·~ol"'! .. ancous 11.ut.h<.rr1;t.y Expcns0. The following 
i terns, ]:i:~:;~;;;:-,1:Tl\1c ··o-Ct.'i ~-;;:i~ ~:-013.r;il-;iiftY'Q'S"';_{cvefo!;.;;n-f or management 
costs, sha.t'L not be ch:1~g··_d :~.t• Ni.Hc1·~1·1.:n1eou~· ·Authority ~ensoi 

b. It is th,-. rAspo11sibiltty of' each Local Authority to deteniiine for 
itself that lt.s P-xpondltm·•.)3 for the above items, inclltding attendance at 
meetings and mcmbez-shtp in and payment for the services of organizations, 
arP. :ln accord with appllc,1hlH local lmw. 

(5) Dues and fe~o or. th1') Local Authority for membership in, and 
paym(-ml:. .f.'or, thH ~";rvices or organizattons supplylng technical or 
prof0;.;::;lona1 i.n:form;;i_ti.on, maturlnl, or ner.vlces eoncerrrtng the housing 
proz't·::.:n, exe·.:;pt tha l. no such €xpend.i.turos mn.f be incurred in connec 
tion ~·rlth any orc~uitz:\t.lon any :mhntantl/11 pn.rt of whose activities 
Lnvo'Ive V11"' pt-omobLon of Federal, StatA, or local legislation, nor mq 
any r-~xp~-,rirllture ho 1r:..,do for fees or dues of any indlvldual member or 
employee of a Local Au:thorlty in 1!,!:.':.: orcan:lzation. Expenditures 
author-l.wed fo1· the.s•J purposea are limited exclusive'.cy to local]Jr owned 
PHA-alded projects anrl to projects in which PHA has no financial 
intcrcs 1:, (see paragraph Sc below). 

(4) Expent>eo o.f member's or employees of the Local Authority for 
att.endanct~ at conventions and meet.tngs of organizations, which the 
Local Authorl.ty det.e:rrnlnes will be useful in the conduct of its busi 
ness, it being thr,i purpose of such expenditures to enable the Local 
Authority to secure the bsnefits of information or of experience or 
others so tha-t~ it can conduct 1 ts program more eoonomical]Jr or 
effectively. (Paragraph 6c of Section 2 .. 2 requires a specific Local 
Authority resolut:.ton authori~ing travel for these purposes.) Such 
expenses may not exceed allowa.11'!,"is for such costs established. by the 
Local Aut.horlty for its offici:.lls and employees. Such expenses may 
incl11dH reelntrat.ton fr3es, cxcludi.ne thfl cost of any meals provided 
in such fees if the traveler rece:i.ves a per diem allowance in lieu 
ot act.unl subsistence CX'Penses. Travelers on a per diem allowance 
shall be rcqu.lrcd to certify on the reimbursement voucher relat"tve 
to inclusion or non-inclusion of tho cost o:t meals in registration 
fer::o. The Loca], Authority shall mair..ta:tn a file of agenda of organi 
za.t:i.on 1noC'tin~s which any me111bHr or c~rnploy1~1:i of the Local Authority 
atl'.end•'!d. 

Thfl cost of mea'Ls f or- euests of the Commissioners who have no official 
interest in tlw: Local Aut.hor~_ty operations is ineligible for inclusion 
as a Local Authority expenses 

- - - - - - - ~ ~ - - - - 
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y Any period durine which the units U1lCler a PrellminRry Loan Contract were 

suspended shall not be included in detennintng the total allowance for 
~iscollaneous Authority Expfmse. for tho deve.lop11:ent pA.ricd. 

y The maximum normal allowance of $)-per unit per annum .tor Miscellaneous 
Authority Expense applies only to procrruns totaling 200 units or less 
for all tyPOS or active projects under the jurisdiction of the Local 
Authority. If the lo~.al program includine low-rent and other types of 
projects in which the PHA has an interest exceeds 200 units, smaller 
al'lounts are authorized as spt,ci.fi.f:d in other PHA manuals. 

(Cont'd) 

b, The effective date of the maxlmum allowance, computed pursuant to 
paragraph 4a above, shall be the beginning or the project fiscal year 
commencirte on or after July 1, 1951, except that in no event shall the 
effective datt:i be prior to the date of the Preliminary Loan Contract. y 

Management Cost. The maxanum amount for projects in the manage- • 
ment s~lee which rr.ay be included in the Ope1-ating Budget shall 
not exceed $J y per unit per anmun except as authorized in 
paragraph 6 below. 

(2) 

Developrnent Cost. The maximum amount for a project in the 
development stage (under an Annual Contributions Cont.ract or 
undez- a PrellJT::ltiary loan Cont,ract irt respect to a project ror 
wht~h a Development Program is beine prepared) shall not exceed 
an amount computed at the rate of $3 per imit per annum'!/ for 
the esti.J11ated per'Lod of t.irne fror.i the date or t.he Prellll"inary 
Loan Contract to the end of the ~1.tial Operating Period of the 
project. 

(1) 

c. Materials used to acquuint prospective tenants or occupants with the 
reeulations goverrrlng the adm:lni.st.ration or its FederallJT aided or 
leasfld Federally own~'Cl projects. 

'"• Nonnal t.iln:l:l·~-~tion on MiscoJ.lanoous Authori tl Elcpense 

a. Tho total l~iscella.ncous Aut.hor:\.ty Expom>e incurred by any Local 
Authority and ch:~reed as a development ormanageinent cost during the 
dovelop111ent period or clurine an;y operatdrig budget period, in connection 
with all projects it is actively deve'Lopd.ng and operating, shall not 
exceed approvr:~d amount.e for such expense in the DevelopmP.nt Cost or 
Operating Budgets (or revislons ther1:}to) determined as followsa 

trainine purposes; meP.ti.ngs conducted by manufacturers on the servic 
ing anu rE-pairing of equipment; meetings (includine those devoted to 
plo.nnine of agendas} sponsored jointly by the PHA and NAHRO; or to. 
other projects or Local Autbor:i.U.es to carry out the nonnal busineas 
administration hy the Local Authon.ty of its prograrn. 

- - - - - ~ - - - ~ ~ - - - - ~ - - - - - - ~ - - - - - - - - - - - - - - - - 
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--------------------------------------- (Cont'd) 

a. If a Local Authority expends for Miscellaneous Authority Expense in 
any Fiscal Year (including the period from tha End ot the Initial 
Operating Period to the beginninc of the following Fiscal Year) less 
than its nonnal allowance therefor, calculated at the.rate or $J per 
unit par annum in acccrdanoe with paragraph 4a(2) above, it may subse• 
quently budget and expend that balance in any succeeding year, provided, 
howevESr, that the maximum allowance which xna.y be acounJulated and carried 
over under this provision for any project shall not exceed its nonnal 
nllowanoe for the project Fiscal Year in which tha accunrulation is avail• 
able for spending. 

Special Provis:ton tor Using Unexpended Balances From Prior Years for 
Projects in the Kanagement Stage 

6. 

b. E>:cept as modified by paragraph 5c below, tot.al expenditures for 
Miscellaneous Authority Expense shall be prorated on a dwellinc unit 
basis to all projects (or units being active]Jr develaped under a Pre• 
liminary Loan Contract) to tho extent that funds are available therefor 
in the budgebs for such projects. If a proration on a unit basis wou1d 
result in exc~eding the amount int.he approved budget of any project, 
only the amount in the budget shall be charged to such project, and any 
excess shall be prorat.ed and charged to any other projects ha.vine a 
remaining amount for such expense in their approved budgets. Under no 
circumstances shall the Local Authority spend J11ore than the amount avail 
able in the approved budgets of all its projects. Inasmuch as budgeting 
is on a prorata basis by units, the foregoing method will ensure that the 
charginc; or ltl.scellaneous Authori 1:.y E>cpense to projects will also be on 
a prorat..a basis. This method of proration shall not, however, be used 
!or any other expenses which are prorat.ed or otherwise distributed. 
c, Expen(litures authorized under paragraph 2a(.5) above, shall be prorated 
only to locally owned PH.A-aided projects and to projects in which the PHA 
has no financial interest. This provision is to ensure that no expenditures 
tor the pasment or dues or fees for membership in, or payments for, the 
services of organizations are charged to Federally owned projects. All 
other exptinditures chareeable to Miscellaneous Authorit.y Ex.pense shall be 
prorated to both low-rent and public war housing projects as well as to 
any other progrmns administered by the Local Authority. 

• 

5. Proration of Actual ExpendJ.tu1~es to Projects 
a. If thP. Local Authority has on)y one project or if only one budget.is 
required for all of its projects no prorating is necessary and this para 
graph should be disregarded. Further, if more than one budget is required 
but any one budgef covers more than one project, all projects covered by 
such budget shall be considered as one project for the purposes of this 
Section. 

- - - - - - ~ ~ ~ - - ~ ~ - ~·~ - - ~ ~ - - - - - - - ~ - - - - - - - - 
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y Sinco, a3 explained in footnote y, tho carry-over cannot exceed the nonnal 

allowance, the "ro~cess" accumulated balance of $20 ( $170 - $150) remaining 
at the end of 195.5 cannot be utilized in subsequent yoars. 

y The carry-over or the accuuJUl.ated balance cannot exceed the normal allow 
ance for the project fiscal year in whi.ch the accun.ulation is available 
for spend inc. 

£. The a.ccumulation and use of the Miscellaneous Authority Expense 
allowance by a Local Authority with a project of 50 units is illustrated 
in the following chart: 

Aecumu- 
Project llormal Carry-Over Total lated 

Fiscal Year AJ.lowance Allowance Allowv.nce E:icoenditures Balance 

1952 $1.50 $1.50 $100 $ so 
19.53 1.50 $ 50 200 120 80 
19.54 150 80 2JO 110 120 
1955 150 120 270 100 170 y 
19.56 1.50 150 !/. )00 '.300 - 
1957 150 oy 150 100 so 
1958 1.50 .50 200 160 4o 

(Cont•d) 

de Ary· une-xpended portion or the allowance for the development period 
may not be accumulated and carried over to the rnana.gement per:lod. 
e. In preparing the Operating Budget tor projects in the management 
stage, the Local Author.tty may include an amount not in excess ot the 
normal allowance plus the estimated carry-over, if ar\Y• When such 
budget is beine prepared the actual expense for the current year w111 
not be known. In computing the maximum carry-over to be included 1n 
such budget, th•.'J amount, used for the current year should be the 8lll0unt 
in the latest approvr~d budget for the current year. If the Local 
Authority finds it will spend less for Hiscellaneous Authority Expense 
in the current yer.r than provided therefor in the current year's budget 
and wishes to use thls saving tc justify a carry...over for the next year•s 
budget, it should submit a revision of the CUITent year's budget, reducing 
Miscellaneous Authority i!.'>..-rJense for the current year. After the CUITent 
year ends and the actual expense is determlued, the Local Authority may, 
or course, suhnit a budget revi.sion with the carry...over based on such 
actual expenee, 

c. Since the purpose of this paragraph is merely to authorize an 
increased budgeb for a part:.icular y(:)flr to be rnet out of revenues for 
that year, no funds shall. be set aside or reserved. for an accwnul.ated 
balance. 

b. Fiscal year~~ which commenced on or after July 1, 1951, may be in• 
clu<led in detcnrd.nj.ne the balance which may be carried forward. 

- - - - - - - - - ~ - - - ~ ~ - - ~ - ~ ~ - - ·~ - - ~ ~ - ,_ - - - - - ~ - - - • 
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7. Local Authority Regu].ations. Ea.ch Local Authority by resolution should 
prescribe limits and rules to govern Miscellaneous Author;lt;y Expense. 
Such limits and rul.es may be more restrictive than those authorized herein. 
Violations ot any such Local Authority regulations disclosed during the 
course of regular PHA audits of !Deal Authorit;r accounts will be called 
to the attention of the Local .Authoritj. 

• -----------~--~--~-----~--------------~ 
)mF.A. 
PHA 
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a. M.lnimwn Retention Reguirements. Local Authorities shall retain 
records for no less than the minimum periods specified in Exhibits 1 and 
2, and for such longer periods as the PHA may in certain cases specificalJ.y 
require for particular records. It may also be necessary to retain cer 

·tain records for longer tban these minimum periods to meet special 
requil".ements. For example, records pertaining to a period covered by a 
PHA certified :report. on audit shall be retained until after the report 
has been received and until any exceptions taken as a result of the audit 
have been resolveda Al~o, records pertaining to claims or demands made 
by or against a Local Authority or to any account in which the weal 
Authority is concerned ei·t;her as debtor or credj.tor, shall be retained 
until such claims, demands, and accounts have been settled and adjusted, 
or until after expiration of' the period of time specified in the 
governing statutes of limitations. 
b. Other r·ederal oi: Local Requirements. The retention periods prescribed 
by the PHA in this Section are minimums and do not preclude local 
Authorities from retaining records for longer periods to protect their 
interests under governing statutes of limi·i;ations, to comply with 
applicable requirements of other Federal laws or regulations or with · 

(Cont'd) 
NOTE: This Section and Exhibits 1 and 2 to the Section supersede Section 

25-20-1, Accounting, dat.ed 6-26-5.3. The scope of the release has been 
broadened, and the contents have been revised throughout. 

4. ~ntion of_B.ecords 
b. Binders. Post binders are recommended. 

a. Folders. Kraft folders, legal size, medium weight, center position, l/J cur;-and standard height are recommended. 

2. Contr~~_!Lqu.trement~. The Contract states that the Local Authority shall 
maintain complete and accurate books of account und records, as may be 
prescribed by the PHA, in connection with the development and operation 
of its low-rent projects. Records are docwnents. They include all 
memoranda, letters, papers, ·maps, photographs, or other documenting 
material, regardless of its physical form or character, made or received 
by the Local Authodty in. the performance of the Contract. 

1. l'ur.rg!?,.~· This Section provides Local Authorities with advice for estab 
lishing and operating a f'il.i.ng system, and prescril:es minimum periods tor 
retaining Lcca.I Authorl t:y records. 

2.6 S!<A l .l . LOW--rmNT rHOGB.A}'.!l M/1.NUA.L···OPE.HATION 
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(2) Label each file folder with the appropriate subject and file 
9.1.phabetically~ Also in the upper left corner of the label, 
type the capital letters "DF" if designated as a Developnent 
File, 8MF" if designated as a Management File, and "T&A" if 
designated as a Tenant and Application File. 

(1) Rea.d carefully each document received f.or the files in order to 
det.13rmine its subject. 

c. QperE1ting the. J!°"i~. Suggestions for establishing the files are as 
follow: 

b. E!li!!K..§.y.::tem,, It is recommended that all records except those which 
are normally placed on sh13lving or in special f:l.li:o.g equipment (e.g., maps, 
plans and drawings, ca.rd records, binders containing hooks of account) 
should be filed in lega.1-size file cabinets. The files should be set up 
in three parts: (1) Development 1'~iles, containing the records related to 
project development, (2) l'.;ana,em.ent Files, containi. ng the records related 
to project management , and (.3 Tun~rn:t and Applicat~on Files, containing 
the records related to t.enancy and admissions. Within each of these 
three files, the individual folders should be e.rranged in alphabetical 
order according to ·t.he subjects on the labels. The suggested method of 
filing in Exhibit 1 includes the capital letters 11DF" when the records 
are to be filed in the Development F'iles, the capital letters "MF" when 
the records are to be filed in the ?l..anagement Files, and the capital 
letters "T&A" wh'2\n the records are to be filed in the Tenant and 
Application .FiJ.eso 

a. Exhibits l_nn_Q~. Exhibit 1, Records Control Schedule for Local 
Author:l.ties with Small Programs, is a filing guide contaiuing an alpha-. 
betical listing of some of the more common records which are maintained 
by Local Authorities in the developn1ent and operation of low-rent projects, 
wit~ a suggested method of' filing and the m.tnimum retention period tor 
each item listed. E;;rhibit 2, J..isting of other Reoords Maintained by Local 
Authorities W:i. th Small Progrems , is an alphabetical listing of other 
records w.bi.ch Local Authorities may be required to maintain, with the 
minimwn re tent.ion period for each item listedo 

;. Filing Sur,gesti2p..f. 

requirement.~, of State or local ·1aw governf.ng the custody and preaervt1+.i.on 
of official records, or 'i.o meet. pe.rt,icular Local Authority needs. It; may 
be desdz-abf.e to have the Loca.L Authcri ty legal counse.L review the PHA 
minimum retention. periods to conform them to such la.ws and requirements 
where longer rEitent:ton Ls needed. Where other '.foderal 01· State or local 
requirements are short.er than those specified in this Section, the 
retention periods st,ipulated herein shall preva:i.lc 

HHFA 
PHA 
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NOTE: This page supersedes page 3 of Section 2.6 dated November 1955. 
Paragraph? bas been added. No other changes have been made. 

' 7. Microfilming of Inactive Records. The microfilming of inactive Local 
Authority records has been found to be uneconomical, and the PHA will 
therefore not approve in Operating Budgets aey expense tar microfilm 
ing equipment or services. 

6. H;thod of Disposing of Records. State and local laws often contain 
regulations governing methods of disposal. Where such governing laws 
permit, first consideration should be given to selling the records 
material as waste paper. It this method is selected, unless the records 
have been treated to destroy their record content, the contract for sale 
shall prohibit their resale or use as records or documents. When the 
Local Authority determines that destruction is necessary to prevent the 
disclosure of information that might be prejudicial to its interests, or 
where an advantageous sale cannot be made, the records may be destroyed 
by maceration, burning, or other appropriate means. 

- ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Retain indefinitely 
the applications of 
(a) families or 
Servicemen and 
Veterans discharged 
from, or who died 
in, the Armed Forces 
or bhe u.s. within 4 years prior to 
date of application 
tor admission, and 
(b) displaced fam 
ilies. Retain all 
others l year from 
date classified 
withdrawn or in 
eligibl,e. (Cont'd) if Longer retention may .be necessary to protect Local Authority interests 

· under governing statutes of limitation or for other reasons (paragraph 4, 
Section 2.6). ----------------------~----------------- 

RI, unless de 
tennined to be 
ineligible or no 
longer interested. 

RI, unless de 
termined to be 
ineligible or no 
longer interested. 

5 years AA .• 

2 years AA. 

MINIMUM 
RETENTION PERIOD!/ 

Alphabetically by name, 
with a separate folder 
for each applications 

3. Withdrawn and ineligible 
applications. 

Alphabetically by name, 
with a separate folder 
for each application. 

2. ·Selected applications. 

Alphabetically by name 
in a file subdi v:J.ded to 
show eligibility status, 
unit size required, and 
preference rating, wlth 
a separate folder for 
each application. 

1. Pending applications. 

APPLICATION FILES (admission) T&A 
other than copies in tenant files. 

MF-chronologically in 
a binder. 

ANALYTICAL TENANT LEDGER CONTROL. 

MF-numerically in 
a binder. 

SUGGFSTED 
METHOD OF FILING DF.SCRIPTION OF RECORDS 

ADJUSTMENT SLIPS. 

A.A - After PUA Audit 
RI - Retain Indefinitely; 

Disposal Not Authorized 
DF - Development Files 

. MF - Management Files 
T&A ~ T6nant & Application Files 

RECORDS CONTROL SCHEDULE FOR. LOCAL AUTHORITIFB WI1'H SMAJ4. P~OGRAl:ii 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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2 years AA. 
(Cont'd)· 

MF-numerically in a 
binder. 

12 years AA. MF-chronologically in 
a folder. 

RI. MF-chronologically in 
a separate £older £or 
each fiscal year. 

RI. 

MISCELLANEOUS CHARGE AND CREDIT 
TICKETS. 

JOURNAL VOUCHE.RS and supporting 
documents.. • 

Balance sheets; analysis of sur 
plus from operatd.onsj statement 
0£ land, structures, and equip 
ment; statemen·i; of operatdng re 
ceipts and exp&nditu.res; state 
ment of income and expenses; 
statement of intti.al operating 
deficit; computation of payments 
in lieu of taxes; annual state 
ment of' accruing · annual contri 
butions; analysis of fiscal agent 
funds; analysis of debt service tund. 

FINANCIAL AND OPERATING REPORTS, 
as follows: 

DEVELOPMENT COST ANALYSIS REGISTER, DF-in a binder. 
or DEVELOPMENT COST LEDGER. 

MF-in a binder. RI. 
MF-chronologically 2 years AA. 
in a £older. 

MF-in a binder. RI. 
MF-in a binder. RI. 

MF'-numerically in a 2 years AA. 
folder. 

MF-by fiscal rear. with a 10 years. 
separate folder tor each 
budget. 
MF-in a binder. RI. 

MF-Chronologically in 12 years AA. 
a folder. 

SUGGESTED MINIMUM 
METHOD OF FILING RETENTIOll ~·J!:RIOD 

COMBINED CASH JOURNAL. 
CONTRACT REGISTER. 
DAILY STATEMENT OF OPERATIONS. 

CASH RECEIPTS (rent and security 
deposits). 
CASH RECEIPTS REGISTER. 

CASH DISBURSEMENT REGISTER. 

BUDGETS, opcrnuf.ng, for. each 
fiscal year of operation. 

BANK S TATEMEi·n'S ~ reconciliations, 
and cancelled checks~ 

-------~ ~"------------------------------ 
llli.1'~ PHA 

Novembor 1955 
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12 years AA. 

12 years AA. 

5 fiscal years 
following close 
of fiscal year 
in which lease 
termination, 
lapse, or can 
cellation occurs. 
In cases where 
there are claims, 
retain tenant 
folders until 
after conclusion 
of the caaes. 

2 years AA. 

12 years AA. 

5 years AA. 

12 years AA. 

4 years AA. 

5 years AA. 

RI. 

M:f.fiTT'"JH 
RETEU'l'ION PERIOD 

MF-numerically by 
voucher number in 
separate folders. 

MF-attached to voucher 
check copy. 

T&A-alphabetically by 
Name, with a separate 
folder for each tenant. 

MF-attached to voucher 
check copy. 
MF-chronologically in 
a folder. 

MF-chronologically in 
a binder. 

MF-attached to voucher 
check copy. 

MF-by purchase order 
number in separate 
folders. 

MF-by pay period in 
a binder. 

Alphabetically by name 
ot employee in a card 
case. 

SUGGE:.>TED 
METHOD OF FILING 

VOUCHER CHECK COPIES, with sup 
porting documents attached. 

Travel expense rec9rds. 

TENANT FILES, including appli 
cation for admission and continued 
occupancy, verification records and 
documents, copies of leases, etc. 

' SCHEDULE OF TENANTS ACCOUNTS 
RECEIVABLE. 

REQUEST FOR REFUND OF SECURITY 
DEPOSIT AND UNEARNED RENT. 

RENT ROLL CONTROL and analysis of 
dwelling rent charges. 

2. Accounting office copy. 

1. Procurement. office copy. 
PURCHASE ORDERS 

2. PAYROLLS. 

1. Employe~ ,.eports, service records, 
earnings records, and leave 
records. 

PERSONNEL RECORDS 
DESCRIPTION OF RECORDS 

- - - - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - -· - - - - 
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i/ Longer retention may be necessary to protect Local Authority interests under governing 
statutes of limitation or for other reasons (paragraph 4, Section 2.6). 

COOPERATION AGREEMENTS 

CONSTRUCTION CONTRACTS 
CERTIFIED REPORTS OU AUDIT 

RI FINANCING RECORDS, including RI 
notes, bonds, correspondence 

RI FISCAL AGL~T Is AG.REEME.i.~T RI 

ll years after GENERAL DEPOSITARY AGREENENT RI 
final contract 
settlement. GENERAL LEDGER RI 
RI HOUSING SURVEYS AND CENSUS RI 

TABULATIONS 

CERTIFICATES OF CRE?liATION of 
Bonds and Interest Coupons 

RI 
RI 

DEVELOPMENT PROGRAM 
EXPENSE ANALYSIS REGISTER 

APPLICATIONS FOR RESERVATION OF RI 
LOW-RENT PUBLIC HOUSING,and 
for Preliminary Loan 

.... 
I 

ANNUAL CONTRIBUTIONS CONTRACTS, RI 
including amendments, waivers, 
and related correspondence 

Retain Form PHA- 
2399 one year 
after issuance of 1 
Actual Develop- 1 
ment C'Ost Certif- 1 
icate; other 
records RI. 

DEVELOPEENT COST RECORDS, 
including Forms PHA-2152, 
2396, 2399, 2427, 2428, 
and .2J97 

ADMINISTRATION CONTRACTS, RI 
including amendments, -waivers, and related correspondence 

MINIMUM 
RETENTION PERIOD DESCRIPTION OF RECCRDS 

·MINIMUM '!f 
RETENTION PE.."R.IOD DESCRIPTION OF RECORDS 

LISTING OF OTHER RECOROO MAINTAINED BY WCAL AUTHORITIES WITH SMALL PROGRAMS 
AA ~ After PHA Audit 
RI - Retain Indefinitely; 

Disposal Not Authorized 

• 



MINIMUM MINIMUM DESCRIPTION OF RECORDS RETENTION PERIOD DESCRIPTION OF RECORDS RETENTION PERIOD ' t<:l l\; ~°' INCOME AN,ALYSIS REGISTER RI MOTOR VEHICLE TITLES Until after I.HA 
..... 
a' ..... disposes of vehi- I ct- 

nrITIAL OPERATING LEDGER RI cle. j\.) 

...- 
INSURANCE AND FIDELITY BONDS NONEXPE.NDABLE EQUIPMENT 5 73 .. r;ii <L~ :~er 0 

1! f•)llowing ex- 0 
!:I pira.tio:n or can-. F.ECORD CARDS it~ i;;o dis- ~;- ~· celle.tion date .. posed of. p.. -· 

INSURANCE REGISTER F.I NOTICE OF DATE OF FULL RI C'1) - aVAILABILITY ~ > 
· !NVENTORY REPORTS 2 years .U. r; 

PERSONAL PROPERTY DISPOSI- 6 years AA. !'-I ~-- INVF.STMENT REGIS'£ER RI TION RECORDS ··~ ::.: 
I 

":ti 

LABOR COST DISTRIBUTION 2 years AAe PETTY CASH VOUCHERS 12 years AA. ~ 
'Z ~ 

MAINTENANCE REPORTS .2 years. PRELIMINARY LOAl'i CONTRACTS RI '"" ::0 
0 N and documents required for 0 ~ I ll.i.ANAGEMENT CONTRACTS for 6 years after advance of f'Wlds ;.;. 

Utilities and Other contract ter- ~ 
Services mination and PROPERTY LEDGER RI x ;::. final settlemf';r!;. 

~ PUBLIC VOUCHER - PAIMENT RI 
MANAGEMENT REPORTS: Forms PHA- .3 years after OF ANNUAL CONTRIBUTION 1 

0 2209, 1227, 12.35, and 1245 date of report. "1 L~ PURCHASE CONTRACTS, includ- 6 years AA. ~ .... l'JATERIAlS AND SUPPLIES STOCK 5 years after ing related papers. !-3 ~ CONTROL RECORD item is dis- 0 ~ 
posed of,. REAL PROPERTY DISPOSITION RI 

RECORDS 
MINUTFS OF MEETINGS OF LOCAL RI 
AUTHORITY REQUISITIONS FOR SUPPLIF.S 2 years AA. .... 

r~· 
AND MATERIAI.S ,) MOTOR VEHICLE ACCIDENT REPORTS 6 years after ;:i, 

disposition of (ii 
11 each accident I-' ..... 

case -c "t1 ~ 
"" ::I: • '-">> 

• 



• • MINIMUM MINIMUM 
•oESCRIPTION OF RECORDS RETENTION PERIOD DESCRIPTION OF RECORDS RETENTION PERIOD I !Z ~tr. 0 !:"." ~. < ~· :::- ~ REVOLVING FUND: General Led- RI O' ger, Cash Receipts Register, (l) 

""$ 
and Cash Disbursements ,.... 
Register -o 

Vt 
Vt 

SCHEDULE OF AUDITORS' ADJUST- RI· 
MEN TS 

tr. 

SCHEDULE OF MAXIMUM INCOME RI ~ 
LIMITS, related correspondence ~ 

s SCHEDULE OF RENTS, DEMONSTRA- RI ~ 
I TION OF FINANCIAL RESPONSI- ::0 ~ BILITY :2! -s 

SCHEDULES OF PHA CONSOLIDATED Until superseded. ~ SUPPLY CONTRACTS 0 
\.4J 

~ I SITE ACQUISTION RECORDS 6 years after LHA 
bas acquired title. ~ s 

TENANT ACCOUNTS RECEIVABLE 5 years after close > 
b LEDGER SHEETS ot fiscal year in 

which lease tannin- ~ 
ation, lapse, or can- ;; 
cellation occurs. ~ 

1-1 
0 :z: 

TENANTS RENTAL REGISTER RI 
l2'l 

TENANTS SECURITY DEPOSIT Same as tenant ac- tt 
~ RECORD counts receivable O' 

ledger sheets, above. .... c+ 
N 

TRIAL BALANCES 2 years AA. - 0 
) 

..J ,, .. 
I •l\) 

I ~· -"" 
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(Cont'd) 
NOTE1 This Section supersedes Sections 400.1, Ltol.l, Lto1.2, Ltol.J, 412.1, 

and 412.J of the Low-Rent Eousi.ng Manual, and Sections 4.1, 4.2, and 
4.J, of the Small Low-Rent Programs Ma.mtal-operation. The superseded 
Sections have been consolidated into this one Section "<>1.1, which ou~ 
lines the new budget procedures. Former Exhibits to the above releases 
are consequently superseded and new Exhibits l through 21 are attached. 
to this Section. 

d. The budget should be accompanied by a financial plan which demonstrates 
the financia.1 feasibility of each cont.ract or program, including 
adequate provision for financing future major programs of work. 

e. Flexibility should be provided so that managerial judgment may be 
exercised by the local Authority in executing the budgeted plan ot 
operation. To accomplish this purpose the operating budget approved 
by the PHA should apply to the total PHA-aided management program 
rather than to each individual project. 

2. A Single Bud~et ~stem. This Manual section provides a uniform budget 
system tor the entire low·-rexrt program. No distinction is made between 
large and small programs. Onzy with respect to reserves is a different 
policy applicable to Local A.uthorities having 200 units or less of PHA 
aided low-rent housing in management. 

c. To eliminate unnecessary supporting detail for ordinaey maintenance 
expense and to facilitate f'ir!ano1.al anazysis, nonroutine expenditures 
should be separated from routine expenditures. · 

b. For the most effective analysis ~nd control and to avoid unnecessar.y 
prorations, the budget should be built up on the basis of the direct 
costs of each organizational unit. 

Operating Budgets Subllitted P}' Local Authorities 
1. fsrpose. The primary objectives ot the revised Local Authority budgetary 

procedures are to make budgeting an accurate mirror ot the 1183' a Loca1 
Authority real.1¥ operates, to eliminate unnecessary supporting detail 
especially as regards routine maintenance activities, to avoid unnecessar.r 
prorations, and r~na1'.cy- to provide 1118.terial that will facilitate financial 
analysis. To strengthen the budget process the following principles have 
been adopteds 
a. The Local Authority should be able to look at its operations as an 

entity. To this end, the procedures should make it possible tor the 
Local Autho1~ty to refiect al.1 or its operations 1n a single budget 

· docwnent. 

- - - - - - - - - - - - ~ - ~.~ - - ~ ~ - - - - ~ - - - - - - - - - -·- - - - 
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- ~ - ~ - ~ - ~ - - ~ ~ - ~ - - - ~ - ~ - - - - - - - - - ~ - - - - - - - - - (Cont'd) 
programs. 

d. Tot..'ll LR~ s.>Pi::!.~.!!· These procedt1l"f"1S are so denigned that a Local 
Authority -which has a program in a.deli tion to PH.A-aided project.s can refiect 
all of its operations in a single budget docwnent, even though PHA approval 
is applicable only to the amounts for PHA.-aided programs. Such a docwnent 
wou.ld give Local Authoz'ity ~.xecl'lti ve staff and comm1ss1one1•s a picture or 
the total oper~;tion of the Local Authority~ In t.he tllaterial subnitted to 
the PlJA the Local Authority must, as a·. minitnulll, include income and expense 
intonna.tion tor an.v organiza·t.icnal ur.,1t, any part ot the cost or which is 
to be charged to PHA-aided progra1ns in management or development, and a 
description of the size and nature of programs other than PHA-nided 

c, §.~.E·r~1:..:l.2:'l.21-~.nr:i and No~:,tin'3 !ry~nse. An important fea:t;.ure or the butlget oJystcm :ts t.o dj.st.inguish between routine and nonroutine 
exp$nse. Routino oxpense usually araaos fz·om the cost ot recurring 
services such .:J.(i ut:i.ll-'cies and from the ordinary aetivi.ties or the regu 
larl.v employed adrn:i.rd.etra-tive and maintenance staff. Routine expenditures 
ara expect.cd t.o i'ollc'''' a fairly even course from year to year. Any marked 
change reflects f.\ b~s5 .. c r.•evision in the work progrrun and should be fully 
justified. For trJG-\Pple, a new project rnay enter the management phase or 
utility ra.t.es may increase. Nonroutirle expense usua~ arises from the 
employnmnt of a sp€cial labor force, or from a contractual arrangement, 
for the pe;.-f ormance of a major pr-ogram of work. Nonroutine expense esti 
mat.o.:s fall into t-h:i:oee main categories: Extx-aorclinary maintenance, replace 
ment of equipment., and bettennonts and add1:tions. Each work program shall 
be fully justifiod. 

b. S"t.<1.i'fft~.lL!~i~~S'!'!!.. Sa.lanes and labor usu.ally const.itute the major 
i terns of controJ.J.ablo expense, except. ·where most maintenance work is 
done by contract. The reasonableness ot the budget, therefore, depends 
lareely upon i~ba r-eaaonabkeness of the st..affi.ue pattern. Budgets should 
cleurly sot forUl t.he salary and position schedule. The narrative should 
fully ju:;tify all year··t.o-year ohanges in .salaries and positions. 

J. Basic C2nc92t_! 

a. Direc:t Costs. A principal ailll of the consolidated LHA budget is to -~ ----- show direct costs of oreanizational unit.a, avoid1.ng proration wherever 
possible~ For exaJYiple, where a Central Office is treated as a separate 
oreaniza.tional unit, the expenditure budget for that unit will show all 
its dir~ct costs. This includes not oncy administration expense but also 
maintenance expense if the Local Authority provides central maintenance. 
The Local Authority may also include in the Central Office expenditure 
budget sueh gene1•al expense i terns as PJI.OT and insurance if, in the 
judgn1ent of tho Local Authority, such treatment is realistic. Expendi• 
ture budgets for units consistine of a single project or a group or 
projeotu '"'1.11 reflect the cost or staff assigned to such projects and 
other distint,'llishahle site coats. 

... - .,. - - . .. - - 
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------------------------------------- (Cont•d) 

g. The B~et as a Tool ot ManaE;ement. These revised procedures are based 
on the premise th:1t the·· budget is only one or a number or tools available 
to 111anageme11t and should not be regarded as an all-inclusive source of 
1.n:torriiation. In addition to the use of the budget as a device for con 
trolling its operations, the local Authority will also employ the usual 
administrative controls such as supervision, operating reports, and in 
spection. The PHA in advising Local Authorities and reviewing contract 
CODtpliance will, in addition to the budget, depend on reports, reviews, 
surveys, and awli.ts,. 

4. Content. F.a.ch budget subniasion shall consist ot t.he material listed 
below, sa.mp1es of which are attached to this release as exhibits illus 
trating the type or r:r.aterial required. Each ecch1bit contains notes on 
the prepara.tion or budget mate~al. 

a. For all programs the i'"ollow.l.ng narrative material is requireds 

Introduction (Exhibit 2) 
Budget Highlights (Exhibit 3) 
Organization Chart and Map (Exhibit 4) 
SUlJllllar;y of Workload Data (Ex'hibit S) 
Description of'" FuncUons and Workload (Exh.1.bit 6) 
Explanations of Substantial Changes (Exhibit ?) 

· f. FlexlbilJ."t:Y-• EKpenditure budgets for organizational units are the 
building blocks of the budget system. These budgets, or whatever portions 
thereof are applicable to PHA-a.ided low-rent housing in management, add 
up to the Summro·y FHA .. Jdded Low-Rent Housing in Management. The term 
"PHA-aided" includes both projects under an annual contributions contract 
and projects conveyed under an adniinist.ration contract. This smnmary 
budget is the budget apprwed, modified, or disapproved by the Regional 
Director. Thus, t.he Local Authority will be able to make reasonable 
adjustments between the amounts budgeted £or the various organizational 
Wlits it changed circumstances so require and thereby make maxiJnum utili 
zation of 1.ts rnanpcrm~r and other resources. Al.so, as bas been the case 
in the past., reasonable adjustments may be made between the amounts 
budgeted for the various accounts except as this is l.illdted by the con- 
trol accounts {see paragraph 11 below). · 

e. Jt"inancial Plann~. ·Financial di.ff.icu1ties may overtake a Local 
Authority because of d\minishi.ng receipts, rising routine expense, and 
large .nonreutane expenditures. In preparing t.he financial plan for each 
contract the Local A\lthorit.y is required to look three years beyond the 
requested budget year and to make a realistic est~te or receipts and 
expenditures, particularly or nonroutineex:penditures. Where tuture 
operating deficits can clearly be forecast the Local Authority, with the 
approval of the Regional Director, ITlay augment the nonnal operating re 
serve temporarily in anticipation or the foreseeable deficit. This, ot 
course, is only one means or forestalling an impending financial crisis. 
Local Authorities are urged to seek additional means, such as increasing 
receipts and reducing ~enses. 

- - -· - ~ - - - - - ~ - - - - - ~ ~ - - ~ - - - ~ - - - - - - - - - ~ - - - - 
I.AJW-RENT HOUSING MANUAL 

HHFA 
PHA 
May 19.58 



- 4 - 

- - - - - - ~ - - - - - - - ~ - ~ ~ - - - - - - - - - - - - - . - ~ -·- - - - 

Combined Narrative (Exhibit 16) 
Summary PHA-Aided t.ow~Rent Housing in Management, PHA-2564 

(Exhibit 17) 
Schedule of .All Positions and Salaries, PHA.•2566 (Eldll.bit 18) 

(Cont'd) 

NOTE: The illustrative examples gj:.ren in E:lchibits 2 through 1.5 are 
tor a program ot mediulll si.2.e and of a rather complex nature. MaJ\Y 
Local Authorities, on the other hand, have a relatively simple oper 
ation. For example, they may be concerned solely with PHA-aided 
low-rent housine; in management and may have on4" one organizational 
unit. Such Loc-.a.1 .Authorities, by subnit.ting a condensed narrative 
statement and 01icy' five of the prescribed toms, will meet the re 
quirement.a tor budget submissions., In order to assist such Local 
Authorities in preparing their budgets the following illustrative 
examples are given: 

Required where there is more than one program 
S\1IllJl\ary All Programs, PHA-2.563 (Exhibit 15) 

Required where there is more than one contract or.program, or 
where more than one income entity 

Schedule of Opora:!;ing Receipts by Income Entity, PHA-2569 (Exhibit 14) 

Required where there is more than one organizational unit or 
more than one prograin 

Expenditure Budget tor an Organizational Unit, PHA-2565 (Exhibit lJ) 

c. The following additional standard schedul.es are required under the 
circulr.stances indicated: 

Financial Plan tor A Management Contract, PHA-2.570 (Exhibits 12-A 
or 12-B) 

b. For all programs the following standard schedules are required: 
SUlTllllary PHA-Aided Low-Rent Housing in Management, PHA-2564 
(Elchibit 8) 

Schedule of All Positions and Salaries, PHA-2.566 (Elchibit 9) 

Schedule ot Ordinary Maintenance Materials and Contracts and Equip 
ment Requirements, PHA-2.568 (E>Chibit 10) 
Schedule or Extraordinary Maintenance and of Bettements & Additions, 
PHA-2.567 (Exhibit ll) 

- - - .. - - - - .. .. .. .. .. .. - .. ~ ,.. ... .. - - .. - - .. .. - - - - - - - .. - - - - 
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---------------------------··----------- (Cont'd) 

8. Budget Due Dates. Not earlier than 150 days nor later than 90 days before 
the expiration ot the fiscal year covered b;y an approved IHA budget, the 
Local Authority shall submit to the PHA Regional Of.fice for approval an 
I.HA budget tor the next fiscal year. An original and two copies shall be 
submitted. 

Schedule of Ordinary Maintenance Materials and Contracts and 
F4uipment Requirements, PHA-2568 (Exhl.bit 19) 

Schedule of Extraordinary Maintenance and of Betterments and 
Additions, PHA-2567 (EKhibit 20) 

Financial Plan for a Management Contract, PHA-2570 (Exhibit 21) 
s. Budget Preparation. In preparing the budget it is suggested that the 

material bedeveloped in the following order: 
First - Organization Chart and Map, Introduction, ~ry of Workload 

Data, and Description of Functions and Workload 
Second• Schedule of All Positions and Salaries (PHA-2566), Schedule of 

Ordinary Maintenance Materials and Contracts and Equ.tpment Re 
q\rl.rements (PHA-2568), Schedu.1e ot Extraordinary Maintenance 
and of Betterments and Additions (PHA-2567), Expenditure Budget 
for an Organizational Unit (PHA-2565), Schedule of Operating 
Receipts by Income Entity (PHA-2569), and Financial Plan for a 
Management Contract (PHA-2570) 

Third - Swnmary PHA-Aided Low-Rent Housing in Management (PHA-2564) and, 
where req\rl.red, Summary All Programs (PHA-2563) 

Fourth - Explanations ot Substantial Changes and Budget Highlights. 
6. Budget Subnission. In submitting the budget it is suggested that the 

Introduction, Budget Highlights, Organization Chart and Map, Summary 
of Workload Data, and the Summary Fonns PHA-256'.3 and 2564 be put first, 
in order to provide an overall picture or the budget presentation at the 
beginning or the document. The balance or the material should bear 
ranged in the manner best adapted to present the Local Authority budget. 

7. Agreement on Organizational Units. Before preparing the first budget 
under these revised budget procedures the Local Authority should reach 
agreement with the PHA Regional Office as to what are to be considered 
the organizational units of the Local Authority for budget and accounting 
purposes. As regards the combination of projects into one or more organi• 
zational units, the guiding principle should be to set up such organiza 
tional units as are most conducive to sound and efficient operation. 
Historical, contractual, and similar considerations should not prevent 
the establishment of an organizational unit which is sound trom a manage 
ment standpoint. For example,~a single organizational unit might con 
ceivably include such diverse types as projects in Federal, State, and 
local programs and PHA•aided projects 1Plder different public laws and 
under different contracts. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(4) Total tor !!2h ot the following nonroutine axpenditures1 
(a) Extraordinary Maintenance 
(b) Replacement ot F.quipment 
( c) Betterments and Additions (operating Dnprovementa) 

(Cont'd) --------------------------------------- 

a. Legal Expense (Section SOJ.2 of this Manual; Section 2.5 of the Small 
Low-Rent Programs Manual-operation). 

b. Miscellaneous Authority Expense (Section .503.1 ot this Manual; Section 2.3 of the Small Low-Rent Programs Manual-operation). 
u. Budget overruns 

a. A. Local Authority shall not incur expenditures in excess ot latest 
amounts approved in the Summary PHA·Aided. Low-Rent Housing in Management, 
(PHA-2564) tor the tollowing1 

(1) Total Administration E>cpenditures (Management Expense) 
(2) Miscellaneous Authorit.Y Expense 

(3) Total Routine Expenditures 

9. Supplemental Budgets. Because of the flexible features of the budget 
system Local Authorities should nonnally be able to operate within the 
established budget controls. However, whenever emergency conditions or 
other unforeseen circwnstances sufficiently upset a plan or operation as 
to make a budget overrun imminent, a Local Authority shall revise its 
plan of operation. Ordinarily the need for submitting a supplemental 
budget will arise from a significant increase in expenditures. A ver:1 
substantial decrease in receipts, causing residual receipts to drop so 
sbarp]J as to upset the financial plan, may also justify subnitting a 
supplemental budget. Accord1.ng]Jr, the Local Authority shall subnit such 
supplemental budgets as are necessary to bring the budget into hannony 
with the revised plan of operation. A supplemental budget should include 
only those schedules and narrative or the original budget which have been 
changed. At the vecy minimwn, a Local. Authority shall include in the 
subnission a supplemental Swlllllary PHA-Aided. tow-Rent Housing in Manage 
ment (PUA-2564) and, where there is more than one organi?..ational unit, a 
supplemental .Expenditure Budget for an Organi~ational Unit (PHA-2565)• 
The PHA will not approve a supplemental budget if the additional AJ11ounts 
for which approval is requested represent controllAble expenditures which 
have alrea~ been incurred.and will not approve a supplemental budget 
submitted after the end or the approved budget's fiscal year. 

10. Max1mwn Allowances. A Local Authority shall not budget AJ11ounts in excess 
or the maxit11U1n allowances set forth in other Manual sections as noted 
below: 

- - - ~ - - - - - ~ - - - - - - - - ~ ~ - - - ~ - ~ ~ - - - - - - - - - - - - 
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lJ• Reserve Policy 
a. Normal Maximum. Determination or the normal maximum reserve tor each 
contract is basicall3' the same under the revised budget procedures as 
under those previously in effect. For programs ot 200 units or less no 
change has been ma.de and the basis ot computation is given in E>Chibits l2•B 
and 21. For progra111s ot over 200 units the basis ot computation has been 
greatly simplified in order to.avoid the cumbersome S-year average com 
putation previously used. As explained in Exhibit 12-A, the normal 
maximum tor programs ot over 200 units shou1d be computed by taking one 
halt ot routine expenditures tor the sy,bsequent year and multip:cy!ng by 
one-tenth ot the average age ot projects in the contract. Ten years is 
the ma:xinnnn age that can be used in this computation. Exhibit 12-A shows 
how to compute the weighted age where there are two or more projects of 
different age. 

12 •. B!J?roved, Modified Approval, or Disapproval of Budgets. The Regional 
Director will approve or disapprove budgets or will give modified approval. 
It the Regional Director disapproves a budget or approves a budget with 
modii'ied amounts he will so notify the Local Authority in writing and will 
explain the reasons for disapproval or modi.tied approval. A modified 
budget shall constitute the approved budget unless the Local Authority 
elects to consider the modified approval as a disapproval and within 14 
day's af'ter receipt thereof so notifies the Regional Director in writing, 
in which event the modified approval shall constitute disapproval or the 
budget. 

Where the budget includes provision tor extraordinary maintenance 
or substantial bettennents and additions, PHA approval ot the 
budget will be conditioned on the Local Authority's using the 
f'unds so provided solely for such work. 

CS) Li.Jn1tations, 'it ar\V, established by the Regional Director as a 
condition to approval or the budget. 

b. Arq expenditures in excess or approved amounts for any one ot the 
items noted above shall constit'tlte a budget overrun except: 

(1) Where an expenditure is necessary to eliminate an ilnlnediate 
serious hazard to lite, health, or sa.f'ety or tenants, or 

(2) Where an increased expense is compensated for by a related 
increase in income, such as increased utility cost compensated 
tor by charges tor excess use or increased PILOT resu1ting 
trom increased dwel.ling rent, or 

(3) Where the overrun 1s attributable to terminal leave payments. 

- - - - - - - - - - - - - - - - - - - .. - - .. - - - .. - .. .. - - - - - - - - - 
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c. Accounting Chan5es. Before preparing the first budget under the new 
procedures Local Authorities should become familiar with the new chart or 

· accounts which is being promulgated. These accounti,ng changes are re 
flected in the revised budget forms. The new chart of accounts closely . · · (Cont'd)· 

a. Effective Date. The budget system described in this Section shall 
take effect for budgets tor fiscal years beginning on and after October l, 
19.58. Issuance ot the revised budget procedures has been tilned to enable 
Local Authorities with fiscal years beginning October 1, 1958, to subuit 
budgets on the new basis by Ju'.cy- 1, 1958. However, if such a Local 
Authority has proceeded to prepare its budget on the old basis to a point 
where it would be und~ burdensome to recast its budget on the new basis, 
the Local Authority may elect to subriit that budget on the old basis. 
b. Actual and Current Budget Alnounts. Certain schedules require data to 
be furnished for three successive fiscal years--namely, last fiscal year, 
current budget year, and requested budget year. During the first year of 
operating under the new budget procedures, Local Authorities will not 
always be able to determine precise figures tor the last fiscal year or 
current budget year, because of changes in the chart or accounts. In 
such instances approximations will suffice. Data tor the current budget 
year should be derived from the approved budget renecting all supple 
mental budgets submitted and approved.~ to the time or subrd.ssion or 
the consolidated I.HA budget. 

Ce Retention of Reserve Authorized bz Previous Poli£.l• There will be 
some instances in which the maxi111um reserve approved pursuant to the 
revised policy will be less than the reserve authorized by previous policy 
as of the effective date or these proc~ures. In such event, the Local 
Authority may, if it so elects, establish and retain the reserve authorized 
b;y previous policy for a period not in excess of three years. For exaniplet 
tt a t:ocal Authority with a fiscal year beginning October l could, under 
previous policy, establish a reserve or $100,000 as of September 30, 19.58, 
and the lllaJd.rr.um reserve approved as or the sane date under the revised 
policy is $96,000, the Local Authority may elect to establish the reserve 
at $100,000 as or September 30, 1958, 1959, 1960, and 1961. It for any 
s~tl~·date the PHA should approve a greater maxi.Jr.um reserve this greater 
amount may be established.· If' the Local Authority makes such election it 
will not at.feet the preparation of Fom PHA-2570, but will be reflected 

· 1n closing the books at the end of the fiscal year. 
14. General Provisions 

b. Additions to Nonnal Y.axiln\U:\e Whenever a deficit operation is esti 
mated for the requested budget year or for aey one or the next succeeding 
three years, Local Authorities, with the approval ')f the Regional Director, 
may increase the normal maxiP1ur11 reserve by the amount or the estimated 
deficit or deficits. Exhibits 12-A, 12-B, and 21 illustrate the mechanics 
ot coniputing the increase to the nonnal maximum reserve. 
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. 17. BolDlded Estimates. rt is suggested that esti.Jnates tor the current budget 
and requested budget periods be rounded to the nearest ten dollars or one 
hundred dollars. 

f:Ple Budget. The PHA, in collaboration with the Housing Authority of' 
he City ot ColUD1bus, Georgia, has prepared a complete sa111ple budget, 
illustrating the use of' these revised procedures. A copy ot the sa111ple 

· budget will be turnis.hed upon request to the PBA Regional otf'ice. 

16. 

15. Special Conditions. Exhibit 1 provides information in connection with 
certain special conditions which app~ to only a few Local Authorities or 
olicy' occasio~ to most Local Authorities. 

parallels the chart of accounts previously 1n effect for the small pro 
grams. As with budgets a single accounting system is being established 
for the entire low-rent housing program. The new accountinc manual will 
be issued in ti.Jne to pennit Local Authorities with fiscal years beginning 
October 1, 1958, to set up their books of account on the new basis. Local 
Authorities with fiscal years beginning January]., 1959, April 1, 1959, 
and Jul.y 1, 1959, respectivezy, will switch over to the new accounting 
systm at the beginning of the applicable fiscal years. 

d. Budgetary Reporting. Instructions f'or budgetary reporting 'Will be 
issued as a part. of the new accounting manual. 

- - - - - - - - .. - - - - - - .. .. - - .. - .. .. - - - .. - - - - - ... .. - - - - - 
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a. If the Local Authority has a separate Central )ffice or :rr.aintenance 
building which is not maintained os part of a project entity, budget all 
utility, maintenance, and opert1 U.:ig costs to the C8ntral Office under 
the appropriate account~. 
b. If the Local Authority hng central space which is maintained as part 
ot a project entity, budget all utility, maintenance, and operating costs 
to the project entity under the appropriate accounts. 

b, Where the Local Authority has no PHA-aided projects in management it 
should submit its first operating budget to the PHA at least 120 da.,ys prior 
to the estimated date of initial occupancy of its first project. Such 
budget should cover the entire fiscal year in which initial occupancy 
will occur, even th~ugh a part of such year may have elapsed when the 
budget is prepared. If it is anticipated that the end of the initial op 
erating period will not occur before the end of the budget year, there 
will be no receipts or expenditures to be inserted on the Summary PF.A 
Aided Low-Rent Housing in Management, Form PEA-2564, or on the Financial 
Plan for a Management Contract, Form PHA-2570, which forms are those or 
dinarily approved by the Regional Director. Nevertheless, the Regional 
Director will indicate his approval of the Local Authority's submission 
in order to indicate PHA agreement with the Local Authority as to the 
staffing and method of operation proposed. 

). Central Office and Central Y~ance Space 

a. Where it is anticipated that expenses of a management nature will be 
incurred with respect to new PHA-aided projects during the year for which 
the budget is being prepared any anticipated expenditures in connection 
\11th the management of such projects should be reflected in the appropri 
ate expenditure budget or budgets for an organizational unit, Form PHA-2565, 
and anticipated receipts should be reflected in the Schedule of Operating 
Receipts, Form PHA-2569. In the distribution of expenditures by program, 
Colwnns (6) through (8) of Form PHA.-2565, only such portion of the expendi 
tures as are anticipated will occur after the end of the initial operating 
period should be shown under PHA-Aided Management and the anticipated ex 
penditures of a management nature prior to EIOP should be sho"Wn in a sep 
arate colWIUl headed "IOP". Similarly, anticipated receipts prior to EIOP 
should be shown separately in the schedule of operating receipts and 
should be excluded from the summary of receipts for PHA-aided programs. 

2. Budgets for New Projects 

1. Introduct:i.on. The following information should assist Local Authorities 
in meeting special situations which apply to only a few Local Authorities 
or only occasionall:r to most Local Authorities. 

~ - - - - - - - - - - 
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5. Filling Out Forms in Longhand. Any of the budget schedules may be pre 
pared in longhand provided, of course, the figures are legible and pro 
vided the required number or copies are furnished. 

6. Forms Other Than Those Provided by PHA. It is believed that the forms 
provided will be adequate for nearly all Local Authorities. However, 
in very large or complex programs.the n\DDber of columns provided for 
distribution of expense among programs may prove insufficient. In 
such cases the Local Authority may prepare its own forms which must in 
clude at least the information shown on the PHA forms. As indicated in 
Exhibit 15, the form provided to summarize the total budget of the 
Local Authority may require modifications to fit a particular type of 
program. 

4. Differ!riDJ.~LJ2!l.!!• In some cases Local Authorities have contracts 
with the PHA, the State, or other agencies, which require determination 

~ ·of residual receipts or similar items in terms of different fiscal years 
for different contracts or programs. If it is not possible to 8djust 
such contracts or programs to a single fiscal year, the Local Authority 
should, nevertheless, prepare the budget on the basis of a single fis 
cal year for all programs. In other words, the operating budget ap 
proved by the PHA would cover all PHA-aided projects in management for 
a specific fiscal year, even though for purposes of determining annual 
contributions a part of such program would be on the.basis of a dif 
ferent fiscal year. In preparing the financial plan for a·management 
contract which is on a different fiscal year from the budget, it should 
not be generally necessary to adjust the budget estimates to reflect 
the difference in fiscal year except possibly for large nonroutine ex 
pense items. Where there is more than one fiscal year the Local Au 
thority and the PHA Regional Office should reach agreement as to the 
fiscal year to be used before preparing the first budget under these 
revised procedures. 

d. If the Local Authority rents central space, budget rent under other 
administration expense. 

c. In either case, where the Local Authority's program includes other 
than PHA-aided projects, Section 401.5 requires that the use value of 
central space be determined and distributed among the various programs. 
The use value of all the space shall be budgeted to,other administra 
tion expense in the Central Office expenditure budget and shall be dis 
tributed to the various programs, along with other Central Office ex 
pense. An equal amount shall be shown as other income under nonproject 
receipts in the Schedule of Operating Receipts by Income Entity, and 
the entire amount of such income shall be distributed to the program 
providing the space. 

- - - - - - - - - - ~ - - - - - - ~ - - - - - - - - - - - - - - - ~ - - - - - - 
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10. Sales and Services to Tenants. Separate accounts are not established 
for expense incurred in providing sales and services to tenants or tor 
income from this source, since to separate the expense would involve 
determination or the portion of ordinary maintenance labor and materials 
applicable to repairs made necessary by tenant negligence and damage. 
The elimination or these accounts is not intended in any way to imply 
that Local Authorities should not make additional charges to tenants 
for repairs necessitated by carelessness of tenants. 

9. Prorations of F.ag?ense to Pr2~s and Contracts. l4hile prorations of 
expense to programs, e.g. PHA-aided management, PHA-aided development, 
urban renewal, etc., are required to be made in the budget by account, 
for budget purposes proration of routine expense among two or more con 
tracts covering PHA-aided projects in management need be made in totals 
only, as indicated on the bottom of Form PHA-2565 since such prorations 
affect only the financial plans and not the budget. Proration of ex 
pense among contracts for budget purposes may be made on a dvelling 
unit basis where the Local Authority believes this will produce area 
sonably accurate distribution of estimated costs. However, the dis 
tribution of actual costs among contracts in operating statements 
submitted to the PHA must be made in accordance with principles set 
forth in the Accounting ~Ianual. 

7. One Staff Serving S~veral Local Authorities. Where a single staff oper 
ates the housing programs of several Local Authorities, the budget should 
be prepared as if all the programs were being operated by a single Local 
Authority. However, a Sumrna.:cy FHA-Aided Low-nent Housing in Management 
(PHA-256L} should be subnd bbed for each Local Authority. This Form 
PHA-256h submitted for each Local Authority is the budget approved by 
the PHA. It is suggested that the local staff consult with the PHA 
Regional Office as to the precise method of presentation before pre 
paring the first budget under these revised procedures. 

8. Payments in Lieu of Truces. Since the actual amount of payments in lieu 
of taxes will be determined by applying the provisions of the Coopera 
tion Agreement to the actual income and utility expense, rather than on 
the amount budgeted, it is not considered necessary to make a precise 
estimate of PILOT. Where there is no reason to believe that there will 
be a substantial change, PILOT may be budgeted at the actual amounts 
paid for the last fiscal year. If there is reason to make an estimate 
of PILOT it will be necessary to add to the cost of utilities shown in 
the budget the portion of ordinary maintenance and operation labor ap 
plicable to utilities, particularly heating labor. 

' - - - - - - - - - - - - - - - - - - - - - - - - - - 
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~ontrolled account3 are comprised of Total Administration Expense, Miscel 

laneous Authority Expense, Total Routine Expenditures, Extraordinary 
Maintenance, Repkacemenf of ~quipmd1t, and Betterments and Additions. 

(Cont'd) 

(2) Tho fle)dbility which is built into the budget policy, particu 
larly for complex programs, should make the need for budget revisions 
infrequent. Even in cases of knoim increases in certain items (i.e. 
prevailing wages, comparable salaries, utility rates) it has been our 
general experdcnce that corcpenaatdng reductions may occur in other 
itcmr:t (i.e. vacancies in authorized positions, abnormally mild weather 
conditions, deferral of maint1)nr.mce programs). The net result of these 
increases and decreases, projected for the balance of the fiscal year 
may not require a budget revision since no controlled accounts would 
be overrun on the consolidated budget. 

(1) As a general ru.le, formal budget revisions should not be prepared 
prior to th1:! end of the first six months of operation in the fiscal 
year involved. A satisfactory evaluation of the need for a budget 
revision probably cannot be made at an earlier date. After the first 
six months of operation, as a part of its routine procedure, each 
Local Authority should make a mid-year review of its operation for 
the sdx-month period and r-eappr-ad so its needs for the remaining six 
months. Such a revieu is necesnry to determine whether the budgetary 
plans are progressing in a snti~:.i.'e.::tory manner within budgeted funds, 
or whether substantive or signifiG;mt changes have occurred which 
would require .. the preparation of a budget revision. The statement of 
actual operating receipts and expenditures covering tho first six 
months period should be the b.:i..sj.s for the mid-year review. 

2. Timinr, of Budget R~~ion Regu~<Jt.~ 
a. After Mid-Year Review 

1!.£!ision of gperating Bud~ 

1. General. This relea~e supersedes paragraph 9 of Section 401.l dated 
May 19~8. This procedure and exhibits thereto clarify and enlarge upon 
the process to be followed in determining the need and preparing the data 
required for a revision of a Local Aut,hority' s operating budget. This 
procedure applies only to budget revisions which are necessary to achieve 
operations within controlled accounts y. It is not intended to limit or 
prevent the use of budget revisions by the Loc~l Authority if it wishes 
to establish more detailed intern!.!.l cont.rols on items and operations 
other than those which would require PH.A approval. If such internal 
revisions are in use they should not be submitted to PH.A unless specifi 
cally required for other reasons covered below. 

- - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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For items involving Extraordin:u-y Maintenance or Betterments and Additions, 
a budget revision is also necessary to proceed with new items not previ 
ously included in the current or prior year's budget even though no addi 
tional funds are requested. 

b. Preparing Subsequent Year's Bude~~· The mid-year review will take 
place shortly before or concurrently with the preparation of the budget 
tor the next fiscal year. In reappraising its needs for the current year, 
the question arises as to which items will be accomplished during the 
current year and which will have to be completed in or deferred until the 
next year. To the maximum extent possible, appropriate provisions should 
be made in the-proposed budget for the next fiscal year to include items 

(Cont'd) 
y Controlled accounts are comprt!ed of Total Administration Expense, Misc~l 

laneous Authority Expense, Total Routine Expenditures, Extraordinary 
Maintenance, Replacement of Equipment, and Betterments and Additions. 

a. During Current Year. Although a budget revision is not required unless 
one or more controlled accounts on the consolidated budget will be exceeded, 
it is strongly reconunen:ied as part of the mid-year review that the Local 
Authority examine the effect of its six months' operatdcns on a contract 
basis to ensure that changes in budget plans will not affect disproportion 
ately any one contract to the point where its financial stability is jeop 
ardized. Likewise, it is strongly urged that a careful review of operating 
receipts be made at the time of the mid-year review to determine whether 
actual income received in the first six months reveals ar>\Y undesirable 
trends and whether rental policy changes are necessary to correct such 
trends or to provide sufficient funds to offset increased expenditures. 

3. Other Action To Be Taken as a Result of Mid-Year Review 

b. Other Revision Requests. During the balance of the fiscal year fol 
lowing the mid-year review, a budget revision may be prepared and processed 
at any time if it appears that any controlled account will be overrun. No 
budget revision should be submitted to PHA solely because of a known in 
crease in any one item without a determination that such increase cannot 
be absorbed in underruns of other items in the same controlled account of 
the consolidated budget. 

(3) After the mid-year review of the first six months' operations 
and the preparation of a revised est.imat.~ of operating receipts and 
expenditures for the rem~.ining six months of the fiscal year, a budget 
revision should be prepared and processed only if it appears that one 
or more of the controlled accounts!/ are e.xpected to bl!' exceeded y 
on the consolidated budget. In the event a budget revision Ls required 
because of anticipated overruns of controlled accounts, the revision 
should also reflect any significant changes (increases or decreases) 
in all budgeted receipts and expenditures accounts. 
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6. Budget Revioion Documenba, Attached a s E.r.hibits 1, 2, and 3 to this release 
are sample do"l~uncnt.s comprising the minimum submission of a revision of a 
Consolidatod LHA Budget. An origina.l and two copies of these docursent s 
shall be prepared and subnd.t.ted for PHA approval , In no event shall a bud 
get revision be approved after the end of the fiscal year. 

5. !~~p}.~~!~~9--2!. . ..P.~f.2.!:!'ed_.~~!2_~~...Il!Sf;P_ .?f-.lli~raordinnrx M'iinten:mce er Better 
men ts and /1dd:l.tior:n. In t.he case of Ext.raordinary Ma:i.ntenance or Better 
iii(:"ilis ancCictditions, approved work items anthordsed in the previous year's 
budget mc:-.y be completed or accomp'l.t ahed during the current year even 
though such i terns are not spcctfically in.clu.dE~d in the current year' a 
budget. 'fhir: aut~horization to complete or accomplish carryover work does 
not authorize any funds to be carried over from one fiscal year to the 
next. lf addl.td ona), funds are required to complete the carryover work 
and the budgeted vo r-k, a budget revis.ion increasing the total amount ap 
proved for the particular controlled account classifica.tion must be pre 
pared and approved prior to the end of the fiscal year. The above provi.:. 
sions provide fle.Y.ibility in the hanclling of contracts in cases ~there the 
required work is contracted for in one fiscal year but cannot be completed 
until the foll.owing fiscal year. The provisions of paragraph lla(4) of 
Section hOl.1 are waived only to the extent necessary to permit the above. 

a. Pending the rnid-;;E:ar or subsequent; determination of the necessity for 
and the preparation and proces.si ng cf a f::.rcmnl budget revision, a Local 
Authority may at any tim0 request a.dvance PHA approval of individual items, 
imr11edi.atoly necessary for the operation of its progrcn, which in its opinion 
would probnbly reoult in an overrun of any cont.rolled account in its approved 
conookfda+ed budgct , In th8 case of increases In t.he PHA determined pre- 

' va.Hing waee rates, the approved Form PHA-2158, Maintenance Hage Ra.t.e r Dcturmination~, shall reprcrcnt advance PHA approva'l, for such Lncrcases, 
\ AdvJ.ncc PHA approva'l of such i terns shall conctdf.ut e a commitment to approve 
/a subsequent revised budget in~orporating such items and increasing the 
{authorized total expenditures :i.n any controlled account by the amount. neces 
lsPry to llvo:id an overrun, up to but. not exceedi.ng the amount approved. 

b. No request for advance PHA approval is noccssary for the types of 
expenditures list;ed in par-agraph llb of Section uor.i which include emer 
gency exp'.".:nditurn~J, :i.ni:.n:c.:::r;,~d expense which is compensabed for by a related 
Lncreaae in Lncomo , or terni.inal-leave payncnt s, Expenditures over the 
approved budget caused solely by thef>:"! items arc) exempted as budget over 
runa, Howcvcr , in th~:· event a budget. revision in prepared due to other 
overruns in controlled r.ccount.a, tho revision shoul.d al.so include any known 
Lncrcasco in t.hcse ite111s. 

which c annof be completed or accomp'Lf.shed Ln the current .fj_::;cal year. 
Any changes in trends C·f r(~nt;:J. income and other operating receipts should 
also be reflect(;<) in the next year's budget inclu.ding the forecast of 
future yeQ.ra' opcrati.ons on Form PHJl.-25~(0, F'lnancd a'L Plan for A Manage 
menb Contract ... 
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Ordina.ry Maintenance and Operations: 
Labor was increased by $1,955 (rounded to $1,960). This results from a 5~ wage 
increase for all maintenance employees, effective January l, 1960. The effect 
of the 5i increase is $2,620 computed on the basis of the approved budgeted 
amount of $69,890. However, because three budeeted positions were not promptly 
filled in the projects, i.e. ¥.a.intenance Laborer entered on duty November l, 
1959, at US-1-1 under ACC D-123 ($225 saving for one month), La.borer entered 

(Cont'd) 

The decrease of $4,440 in total utilities is due to increased vacancies dis 
cussed above. 

Total administration expense was increased by $1,860. This results from an in 
crease of 5~ tor all administration employees, effective January l, 1960. The 
effect of the 5~ increase is $2,660 for nontechnical salaries computed on the 
basis of the approved budgeted amount of' $70,990 and $160 tor technical sal 
aries computed on the basis of the budgeted amount of $4,200. However, 
because two budgeted nontechnical positions were not promptly filled in the 
Central Office as of' October 1, 1960, i.e. Accounting Clerk entered on duty 
November l, 1959, ($300 savings for one month) and Bookkeeping Assistant entered 
on duty December 1, 1959, ($250 saving for each of' the two months or $500) there 
was a combined saving of' $800 in nontechnical salaries. 
The 5~ increase in salaries is Justified on the basis of a comp~rability study 
of public practice in the locality completed by the Local Authority on 
December 31, 1959. 
Utilities~ 

Administration: 

Operating Recei ~?~~n: 

The decrease of $21,310 in total operating receipts is due to increased vacancy 
loss in us-1-1 under ACC D-123 and US-1-3 under ACC D-125. This vacancy was 
caused by decline of employment opportunities with consequent migration from 
the area. see special report submitted to Occupancy Section in the Regional 
Office. 

Narrative Justification 
Revised Consolidated LHA Budget 

Budget Revision No. l 
Fiscal Year Ending 5eptember 30, 1960 

Anytown Housing Authority 
Anytown, USA 

- . . - . - . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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These changes result in reducing repla.cc:r•:::nt of equrpmcrrt to $l•~,2·ro in the 
REVISED budget. 

Pro.lec t ACC F.~.n··.,:es Refrir:cr11 tors 'l'otnl _____ ,_,,,_- __ 
~;-., 

us-1-1 D-123 ~2,670 $3,Ji.60 ;t6;130 
US-1-2 D-1211- 1,245 1,610 2,855 
us-1-3 D-125 2,300 2, ~_1f',) 5,280 •···. ·-""'~- . .;_.,....._ "Q'.CC~/-i) ~~I!~' ·2.t./) !, .. ,,215 'l 'c•, .)- 

The approved budgeted r:~:1.:)ur1t of zy24, 320 is con1I>riGed. of $10 ,780 for rcrl ~·.cement 
o'f' ranges, $.12, 765 for repln~~'ll!1:mt of' r·.::frigcrators, and $775 f'or repJ.ac,ement 
of rniscell~mcous noncxpendab Le equtpmcrrt , Eo.sed on the last sIx months' expa 
rience, it is now corrtempkat.ed to replace r11.nc:~s (:j;6,215) and rf~:frig~rat.ors 
($8,050). The estir.:".l.tcd cost of $14,265 (rounded to $14,270) for replacement 
of the equirment is distribut.c:d as follolta: 

Re·olac;-?ir?.nt of F.1wi T)'":'cnt: _,.. .. ... - .... -.-..''-- ....... ·---··- 

Extraordinary Ma.inten~: 

Th~ establishment of $25, 000 under c::-:traord.ing.ry madrrcenance is to provide :for 
replacemr:mt of badly cor'roded underground &'.ls and "WUter lines throughout US-1-l 
under ACC D-123, :tnclud.in'.,;; the lnotnllation of cathodic protection. This work 
vn.s budgebed as a continuing program to be a.ccompl:l.shed in future years 1961, 
1962, and 1963, o.~:: indicated on the approved Form PIIA-2570, Fim.ncial Plan for 
a Ma.no.ecment Contract, under ACC D-123. Ilovever , because the ennf neez-Ing survey 
of' December- 1959 revealed th".l.t certnin underground gaa and water lines arc now 
in a haznrdoue condition, :i.t was consdde red imperative th~t replacement be 
initiated in th!? current fiscn.l year. Aiv~.ncc PHA approval vas secured per 
Region.".1.l Office letter 'dntcd January 4, 1960. see enr,inr.~ering aurvey for 
detailed justi:fication of ~s1;inn.te of cost. 

General E:lfl?ensc: 
PD.OT is decreased by $1,840 because of the adjustments in rental income and 
utilities. 

The increase in m.1intena.ncc wage rates effective January l,.1960, results 
from a wage rate determination made by the PHA. 

on duty December l, 1959, at US-l-2 under ACC D-124 ($120 saving for each of 
the two months or $240), and J.!:iintenance L'l.borer entered on duty November 1, 
1959, at US-l-3 under ACC D-125 ($200 saving for one month), there was a com 
bined saving of $665 in maintenance salaries. 

- - - - - - - - - - - - . - - - - - - - - - - - - - - 
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Budget Revision No. 1 for the :fiscal year ending September 30, 1959, approved 
the estimated cost of $8,ooo tor the paving of 1,000 feet ot Lawrence Street, 
which is 26 feet wide, at $8.oo per foot. The Cooperation Agreement for proJect US-1-1 provides that the Local Au.thority will pay for the paving of streets in 
accordance with city specifications as a condition precedent to dedication o:f' 
such streets to the city. Because of inclement weather, only~ ot the work ($3,200) was completed by the end ot last fiscal_year. Boweve~, the contractor 
completed the remaining 6(1/> of the paving ($4,800) on October 29, 1959, and 
payment of the $4,Boo to the contractor was made from approved controlled account 
ot $28,490 in the current budget. 
As a result of the unforeseen expenditures of $25,000 for extraordinary mainten• 
ance discussed above, we have postponed the approved root replacement program 
at us-1-1 at an estimated cost of $28,490 until August 196Q. Accordingly, the 
contractor plans to start replacing the remaining flat roots with hip roofs at 
that time and expects to have 7ctl> of the work completed, or $].9,940, by the end 
of the current f'iscal year. Weather permitting, all roofs should be completed 
by the end of October· 1960. The carryover of 3(1/> of the root replacement 
program at an estimated cost of $8,550 will be reflected in the budget for the 
next fiscal year. · 
The net effect of the 6CJI, carryover tor contract paving ($4,800) from the pre 
eeding fiscal year, which was completed in the current fiscal year, and the 
3CJI, deferral for contract roof replacements ($8,550) in the current fiscal 
year until the next fiscal year, results in a reduction of $3,750 in the con 
trolled account for the fiscal year ending September 30, 1960. Therefore, the 
originally approved amount of $28,490 in the controlled account is reduced to $24,74o for the fiscal year ending September 30, 1960. 

Betterments and Additions: 
- - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - 

401.1 
Supplement 2 

Exhibit 2 (Cont'd) LOW-RENT HOUSING MANUAL 
HHFA 
PHA 
December 1959 



HHFA-PHA, Wash. D.C. - 1 - 

- - - - - - - - - - - - - - - ~ - - - - - - - - - - - ~ - - - - - - - - - - - 

I 
1l 
II 

J 

----·----- 
- - - - - - - - - - - - - - - - - - ~ - - - - ~ - - - - - - - - - - - - - 

401.l 
Supplement·2 

Exhibit.) 
HHFA 
PHA 
December 1959 

.. 



For adnd.nistrative, budgetary, and reporting purposes, the opera- 
tions ot the Authority tall naturall7 into the following groupingst 

All Central Office Operations 
Projects GA-4-11617 (Site) 
Projects GA-4-2,S,8 (Site) 
Baker Village (Site) 
PHA-Aided Development (Site) 
URA Redevelop1119nt (Site) 

These represent unite or adm1nistration.and control and are the basic organi- 
sational enti tlH upon w!dch this budget le based, · • 

ill tenants tor each project except Baker Village are selected by 
tbs Leasing and Occupancy Section of the Central Office. In the case or 
Baker Villas&, thft project serves a different type of tenant (prilllarily 
military personnel from Ft. Benning) and is some distance tro111 the Central 
Office. Eicperience has shown that it is more practical to give the manager 
ot this project full responRibility tor tenant seloction. The tenant selec 
tion et.aft ot the Central Office and Baker Village is periodically adviaed 
by the Executive Director ot the average rents which are n9cesRary at the 
various projects in order to assure financial stability. Tenants are assigned 

·to unite in various projects accordingly. 

The Central Otrice maintenance section operates on the basis of 
Med. Its specialists are sent out to correct -int.enance proble1111 regardlHs 
ot what progra111 or source or funds may be affected. The objective or this 
atatt is to keep the facilities of all projects operative and to sustain a 
unltorna level of maintenance on all projects. Particular attention is given 
to PHA·aided project.a, since the project owned by the Authority is too tar 
aw97 froni the Central Office to be serviced efficiently and consequently baa 
been provided with a very competent maintenance staff. 

The Housing Authority of tho City of Columbus has a complex 
prograa co11Bistlng ot 11620 untts of PHA-aided low-rent housing (located 
on six separate sites), 692 units of housing owned by the LHA, and two 
now PHA•aided low-rent projects with 242 unit.'! Wlder d~velopmgnt and has 
initiated an Urban Renewal project involvtnc approximately 102 acres now 
covered by over 786 occupied sl1U11 dwellincs. 

The, Authol"ity has an adm1nist.l"ative organization 'or appl"oxi 
utel~r 4l people to adllliniatel" this total progrBlll, lS of whom are in the 
Central Office. In addition, it has developed and trained a staff ot 
111&1.ntenance specialists to supplelll!nt project maintenance staffs as needed 
tor 1110re skilled or special project maintenance requirements. This staff 
is located in the Central Office on property owned by the Authority com 
prising an adlllinistration building and central 11111intenanco buildings which 
include garage spaoe, shops for woodworking, repairs to automotive equip• 

·1119nt, ranges, refrigerators and miscellaneous eq11ip111Ant, and a supply room r. 
stocking (not in excess ot throe months' supply) frequently used parts, o,. 
supplies, and equipmant. Ile t 1 a111111fl1 

Pu "», stra 
The Central Office adlllinbtrative staff is organized on a r"os iJflrt t I 

functional basis. Each unit handles all problems it is responsible tor in es, 
connection with all pi'ogr11111s. The only exception is the Director ot Urban 
Renewal who works exclusively on the rodevelopi11Gnt progr11111. However, even 
in this case his secretary serves other mombers of tho start. The objective 
is econond.c.al, efficient, and uniform administration or the total progr11111 or 
the 'Authority rather than attempting to consideJ' each problem in light or the 
source of tunds or the annual contributions contract affected. 
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The Urban Renewal project, "Theo J. McGee Park"ril presentq progre1- •1n& under a total appl'O'l8d gro11 cost estiute of $3,974,6)0, wbiob will be 
reduced b)' proceeds from resale of the land (approxiJlatelT U,383,JOO) to a net 
project ooat of l21S9l,3)0. Since the Cit,. of Collllllbue aust contribute one-third 
ot this cost, its share is 186317791 comprising the previous:i,. discussed t29S,479 
in oub grants and IS68,.300 in nonoasb grants in the tora ot u.>rove111nts and 
supporting taoilitiee. The Federal govermaent•e two-thirds share vill be 
$117271SS8 pqable in progresa pa7119nts, except for 2S percent p~able upon 
final OO"l)letion of the project. During the fiscal 19ar ending June 30, 19S8 it 
l• ••U..ted that 11,901,s20 Will be upended on thll progr•• Of tble, t26,88S 
will be ad.tnlstrathe costs and the balance, $1,87b,63S, site acquisition and 
dewlopmnt costs. 

Housing Davelopment Qperations 

Two new· PHA-alded projects are now under developments OA-4-91 140 
units and OA-4-10, 102 units. 'lbe estimated developt1111nt cost tor GA-11•9 ii 
u,s96,490s land acquisition, which was del119d b7 litigation, ls just being 
00111pleted. June 30, 19S9 is the tentative OOlll)letion date based upon starting 
construction in January 19$8 and taking approxiniatel7 18 1111>ntbs to 00111plete. 
Approxlmate:i,. ll2b,170 bas been advanced to date·b7 PHA or which 1106,700 wu 
used for •ite acquleltion, 19,100 to cbitects• 2,700 interest ex nee, 
and tor oft d ot wi ------ 

Since the total maintenance start or S7 positions bas been fairl7 
successful in keeping abreast of the maintenance program, no increase is pro 
posed although one position is being dropped from OA~-6, 7 and one added to 
Baker Village to attain a better staff balance, Increased e111pbasis on exterior 
painting; reb8bilitation of kitchens, and equlpJ11B11t replaoe•nt is planned 
during the "Requested Budget" year. An extensive equipapnt replacement progru 
bas been initiated which Will continue for the next tew yaare in order to perllit 

. orderly replacemnt ot 11ucb equipment which is well beyond its nomal use life 
· and le beoollling iq>ractical to repair. Considerable grounds rehabilitation and 

•truotural work (tel'lllite damage) is being completed under contract during the 
current 19ar. The onl1 unueual lte11 provided tor in this budget is the reserve• 
tion of locally controlled funds in the 19S8-S9 fiscal 19ar for a C7ftll1Ui1111 at ~ 
Beker Village. No final declaion bas been reached on this iteni, although the \II& o 
residents or the co111111unit1' are exerting great pressure to obtain such a facility. \t\ \&f \ ,e• • 
The financial position ot all progr81118 er the Autborit7 ii such that the abon \':19\& \\\e&• 9_ proposals create no financial. problem. ,.. e.aa. a.c\\,. \ . \\Oil 9, s\lo \Oa.\ "e••" ' ~e.11 f 

f\l\C \llt.(\t.V l)f 

o u•'"o \oo••"\' 
"0 6&'116 ......,-bl _..\ ao 6tc• r--------.... 11•"' .. \. 

an11 cost n of OPer 
14entt f estfmates t.atlon 

or Item: unusual fe o 
dfcate et Of fnter,.sttures 
c/al e111en.t8 of • l n-: 

strenath ffnan- 
All available dwelling units are occupied alllost continuously and ,::----+:::..~o~r~":':•:k~:!J substantial waiting list.a of prospective tenants are on file, For the ti• ness, 

being, displaced fud.liee fl'Olll the Urban Renewal area will be given preference 
tor all noanoiee. Some thought has been given to a more equitable plan of 
111111- rentss however this will not appreciabl7 affect income esti•tes 
inoludled 1n this budget. 

Analyze Pia 

Adiid.nietrative Operations 

The administrative staffing of the Authoritt has remained fairl7 
constant. However, because or accelerated activity in the Urban Renewal 
Progr ... , the adminhtrative staff of the Central Oftice ii bein& increased 
by two . post. tions to 1$ e111plo79es and a site statr of three eniplo79ee is 
being recl'llited to assist in site proble1118 arising under the Urban Renewal 
Procr•• Thie will bring the total 111.unber of adl!linistrative emplo79es 
located at site operations to 26, or a combined total or 41 administrative 
eqilo19ee for the entire program of the Authority. l!o other material changes 
in the adlld.nistrative organization are plsnned other than to make some lid.nor 
salary adjustments to ghe effect to periodic pa7 increases in accordance 
vi th established personnel policies (this also applies to the maintenance 
start) and to adjust some salaries to reflect increased responsibilities. 

Housing Management OJl!rations 

~.HIOHLIO~ 

-----------·--------·----------------------- ..... 
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25 positions • $52,470 

692 Units 

Operations - 3aker '1Wage 

Total - OA-4-2,5,8 ••••••• 702 lS 

o. blo. 
Units Pos. 4Jnount 

Haoageiaent Office ••••.••• -=-:-:- ;-- $~ 
JA-4-2 ( 1.Ashingtoo). • • • • • )92 5 8, 700 
M:inagement G&-4-5,8...... ••• 2 5,400 
GA-4·5 (ltillialu) •••.•••• 16o 3 5,220 
OA-4-8 (Canty) ••••••••••• 150 3 5,4)0 

O!)erations- .'.iA-4-2,5,8 

28,'?90 12 Total - OA-4•1,6,7 •••...• 

o, No. 
l'nits Pos. Alllount 

Kaoagenient ottice ••••.••• ~ -r-" $~ 
GA-4-1 (Peab~) •..•••••• ~10 6 12,960 
:.A-4-6,7 (Wilson-chase) •• 408 5 10,2)0 

Operation:s-r.A-4-1,6, 7 

Ha.'l&gement Site CJ!)erations i---- .. 

l poaitioo - $2,400 

:iousing Development 
~-4-9,10 

2 positions - $6,225 

Orban Rene11al- Ql-R-) 

----i Development Site Operatioo:s 

Total Central ottke..... 42 poa. - $1.20,000 

- $ 2),400 
8,700 

15,600 
7,200 

65,100 

ottice ot Executive Director 2 pos. 
Url)an Renewal. • • • • • • • • • • • • • • 2 • 
Accounting and Purchasia,... 5 n 
Leasing and Occupancy.. • • • • • 2 " 
Central Maintenance......... )l • 

Central. ott'ice 

Annual Contr1buti"ona Contract.a 
1 f Relatin Locatlall ot Prolecte 



Develop table of workload data. Include only i t ee s 
.that are i~portant to LHA operation. Specific items 
shown here are illustrative only. 

,, . 

I S(IMMjll OF WOBKLOAD DATJ. - REQm:sn;R B11llGE'f 

...... 
PI .a.-1 IDE D MAU!GEMEllT <Wed 

Baker Central Grand 
llorkload Ite:!l GA-4-l GA-4-6,7 Total Gl.-4-2 ~-4-S" GA-4-8 Total Village Office · Total 

esr Project Completed 1940 l9Sl-52 lCCC 1940 1945 l9Sl-S2 1941 I 
lumber of Dllelling Units SlO 408 91.8 .392 160 150 702 692 m 2,.3l2 I 

'.ver- !lo. R<'>t>:tS Per Dwellin" !'nit L.2 i ,« xxx ~ g 4.2 L 6 TYlt '2 0 - - i 
ITtilitv Data (Individufa space heaters in 81a unite) Space Heat Gas Gas :r:xx as as as lCCt Gas Gas xxx 

!;ooking Gas Gas lCOt Gas Gas Gas xxx Gas xxx :r:xx 
Water !!eating IA.s Gas JCCC Gas Gas Gas xxx Gas Gas lCCC 

Refrigeration Elect. Gas lCXX Elect. Elect. Elect. :r:xx Elect. Elect. lCCC 

Tena.ct Supplied Utilities !~oce Elect. lCCC None :!one Elect. x:xx Gas-Elect .• lCCC xxx I :&intenance I:ata I 

NUl!lber of Acres ill Site 26.7 9.5 36.2 26.4 24. 20.2 70.6 81 l.S 1a9.3 
No. Acres Requiring Grounds Ha.int. 17.2 .3.2 20.4 18 • .3 17. l4.l 49.4 58 o.s 128.,3 

I ~erior Painting Rem;i2nsibil!:tt ~ Number of euildings Sl 17 68 46 22 32 100 176 2 .346 
I Painted Surfaces I Tr!!n Tril!I Tri:n Tr!JI Trim All Trim I xxx lCCC lC!X 

taffinll DatA llon-}&!:!t 1 I '-l•2) 
Administrative .3 .3 .3 •(•1)=? .3 1 1 "(+l) 8 8 is 41 
Maintenance x I .3 2 5 2 2 2 "\+2) 8 17 27 57 

Total .3 I 6 5 (+l)= ~ 5 .3 .3 (-t5 )16 25 42 98 
>t!:ier Acl.nWlistrative iiorkload Considerations t'rban Renew!! - "T'oeo l,1 ~:cGee P11tk• 
"2w-Rent Hoys!!;!g Develo2:en~ GA-4-9 GA-4-10 Total 

!lumber of clwellil:g units ••••••••••• l40 102 242 Total cumber acres in site •••• 102 Comeletion Cates 
l:u::tber of acres ill site •••••••••••• 12.5 16.7 29.2 • • • residential. 50.3 Iaprovements 8/60 
.Eatilllated completion date •••••••••• 6/30/59 5/31/58 xxx " • " icdustrial •• 21.7 Resale 11/60 
Total estilllated development cost ••• $1,596,490 $1,175,200 $2, 771,69( II II II c=ercial •• 1.2 
Cost per dwelling unit ••••••••••••• 11,403 12,522 XXlt II • " public uae 

(streets) •• 29.l 
Total estimated cost - (Grose) tJ,974,6.30 - (!let) $2,591,330 

.. 

• Manager and staff sen1ng all projects 1D group. 
- Assistant Manager 8Ild staff serving both Ci!-4-5 and Ci!-4-8. 

The items included in this table may vary from year 
to year, since table should i ncl ude on I y items which 
are sicnificant in evaluating this budget. 



Thi.a section is comprised of a stnff or approximately 4 administrative 
porsonn•3l and 27 maintenance specialiflts responsible for developing and main 
taining an orderly and economical program of maintenance (and preventive 
maintenance) which assures that the fsciUties of all projects are operative 
and up to standard. In addition, it. is responsible for operating and main- 

~ining t.he Centr<•l Offica Admir.ist.rat.ive offices, re air shops, and warehouse. 
:::::..-----......... ~,. .... ----....i---- r , ..,..,~. ~~aarttlt..,,....-1'01c:0Krl'~c~~::T"l~~~s~.-.......___..----~~~--~~~----~-- 

4. Exchanging rebuilt. for disabled refrigerators at the various projects and 
rebuilding and painting these units in the Central Office repair shops. 
These repairs require approximately! the time of a mechanic. 

S. Exchanging rebuilt for disabled ranges at the various projects and rebuilding 
and painting these units int.he Central Office range repair shop. These 
repsirs require the full time of one mechanic. 

with 

Thie section of two employees is responsible for providing guid8Jlce for 
the tenDnt. select.ion activities of the locally-owned project Baker Village and 
for assuring that. all available units in ?HA-aided low-rent projects are occu 
pied with eligible tenants at rental levels which assure the financial solvency 
of the program Md for direct.ion of the program to relocate displaced tenants 
of the Urban Renewal area. This includes the following activities primarily 
with reupect, to the P•U1-al.ied prog.:-.J111: 

1. Processing approximate]J' 77'J applicationa par year which results in 
housing about 620 f11111iliea and about l'J'J ineligible or cancelled appli 
cants; making home vieita to verify alleged living oonditiona and fami]J' 
oircwnstancea os well as obtaining verification or the tenant.a• incane. 
~the average it takes one person approximate]J' 4 hours to process the 
application for each femi]J' housed and up to 2 houra for those not 
housed. 

LEASING A._'D OCCUPANCY SECTIOll 

The Urban Renewal Section is comprised of two Central Office emplo~eo and 
a alllSl.l site stai'f and is responsible for all operations in connection with 
redeveloping the bliehted 102 acre area known as t.he "Bottoms"• (This area has 
been producing taxes of $8,SOO annually whilo street maintenance alone totalad 
$2~,000 per yoar.) The area will be known as "Theo J. McOee Park". Specific 
functions and responsibilities include: 

lo Meeting with public croups to exploin details of the plDns to redevolop 
too area inclui:tad in t.llC project and maintaining favorable public rd; ti.ons. 

URBAN Rl~NEWAL SECTION 

The l?.xecutivo Director and the .\s,;i s t.arrt i:xecutive Director are responsiblP. 
to the Board of Commissioners of the Hous i ng A•ithol'lty for conduct.ine the low 
rcnt. housing 11111J1ap,ement and dcwilopmnt ope ratdons and tho Urban Henewal Progr11111 
of the Aut.hodty in an efficient., t'cor.r,r.,ir.al, end businesslike 111anner Slid at. t.he 
8111119 t.11119 assuring C0111Pli11nce with all contracts, regulations, and require111ent.e 
of local and Federal bodies. Their specific responsibilities include1 

1. Representing the Authority in all matters concerning progrC1111 problems nnd 
public relations, including addressing local civic oreanizat\ons to explain 
problems anrl objectivos of the various programs of t.he Authori t.y. 

20 Representing tm Authority in all matters lnvolving contacts and contracts 
with Federal or local agencies and on all adrninistr11Uve matters. 

3. Financial planning tor all progr11111s of the Authority i.ncluding dP.terrnining 
fund requirements, mllkine any bank In.: arrangements necessary, and investing 
exr.-·~~ nrls. -----/ 

>----~~~ting of I.he 
report on operations and discuss probl~ms. 

ornc:~ OF THr~ EX;:;gunv~; ornr.;croR 

D&SCRIPTION OF fUNCTIOllS AN!.J WORKI.OAD 
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Employment of a staff of three at the site of the redevelopment project 
results 1n naw expenditures of S6,515 (Salnr1P.s, t.61225; Other Expenses, $290). 

Housing Development - Sita 

The increase from $1,200 to i·2,ltOO reslllts from the secretary being 
ernployed for 12 months instead of 6 as in the preceding year. 

Urban Renewal - Si ta 

Two items cause most of the Increased routine operating cxpendit.ures of 
$J,870: first, admlnistrutive salary adju11!.me11ts (+$11980); and second, filling 
the position vacated by the former maint.an.mce for<.tman (+$21700) who has been 
on reimbursable detail to doveloplllCnt operations as a r.rechanical inspector for 
the architect. Minor adjustrr.ent.s account for a further net increase of $lt$o. 
These increases are partially offset by decre ased PILOT of $11260 resulting 
from decreased rental income prospects. 

Central Offic:! 

Increased routine expenditures of $13,690 result primarily fl·om adding tvo 
t1111ployees to the st11ff for Urban Ramr.ral operations (+,8,700). This, together 
vith the incronoed uctivity under the Urban Roneval Fro<?"MI result in increesod 
general ndministration expense such 83 legal expense (+$2,270), travel, co11D11uni 
cations, employee bonefit contributions, etc. (1$2,430). There ere also minor 
salary adjuot.Pronta ( '4$)00 net). 

OA-4-1,, 6, 7 (Poabody-Wilson...Chnso). 

The decrease. of $-1,liSO in routine expend~ tu1·es is mndu possiblo by a 
detamination that thase projec ts could be succussf'ully maintained with one 
less ernplo;ye11 (-lll,660). A new increase of i•2JO in the othP.r accounts results 
frorn several offsetting adj11st111Cnts. The nonroutino expenditure o.r $lt2,820 
includ~e $lli,)JO for planned oquipncnt replacements and $23,4?0 for replacing 
relll&ining roor structures 11t. Peabody. 

GA-4-2, $, 8 (Washington-'-"illiams-Cant.y) 

The major it.em in the :l.ncre!lse of £·21670 in ro•1tlne expenditures is an 
increase in PILOT of $11090 based upon adjusted incolll'! and PILOT estimates. 
Several other 11t1.nor adjustments result in a further net increase of 11-1,580. 
F.quip111ent replacements of $9,990 are proposed. 

Baker Village 

135,590 ....... 1,200 
+J,870 +6,515 •1,200 

1J9,lt60 6,$15 2,1100 
2,500 ....... ..... 

lltl,960 6,51S 2,1too 

Current Budgetu•••• ••••••• 5JJ,890 166,190 120,lrltO ll•J,lt70 
Change.• ••• • •... • • • • • • • • • +26 ,li9~ + lJ:.., 6-'9_0_..;.( _-1_.,'-l:""'· 5_0._)_+_2~•._6_7_0 _ _......_ __ _.. ........ __ 

Requested Budget ••••••••••• 560,JllS 1·19,aao llll,990 llJ,lltO 
Adds Nonroutine rocpendHures. 55.JlO ••••••• li2,8?.0 91990 

Total - Requastad Budg« ~ ••• -615,6?5 179,aB'iJJJ,i,a10 12J,1JO 

Routine Expend! turois T!!tal 
Ilrban ltousing 

Reoowal Devel. 
eaY.er 

Village 
GA-l;-21 5, 8 

SuJ1111111r1 of Ch:mg<'S in Ope rat.lug E:xpcndi Lures 

A tabular summary ls sug 

yeste~ as being helpful. 
to both LPA and PHA. 

-----------------------···---·----··-·------ 
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LHA Chairman, pref 
erably. 

________ o ... _ 

••••••••• , •••• • • • • • • • •• • • • • • • • • • • • • • • • • • • • • • • • • • • • PHA Ro91oMI Dkectelf 

R.c.-'""'rtdecl 11,: No _ 

T11e.. ------------0•••----- 

~/lncluJe• Mlscale..,.ou1 AuthorH1 E•rentA •• followt: 
;>''"'- " .. •·· - '-' l . 11-"""'"--"' o >' ·····~~.· ... ••c.•. _,,.._'""' ... '•....,......,..."T•-~·,~·- ............ OT,..- ... _,.,...,....,~c 

* llml led or control led 
accounts. 

Othor 0011etol e•p~so , , , , • , , , , , , , • , ••• , , • • , , , , , , , , , , • +---....,'""-+---=-l---">12~1--.._.:~lt!--I 
Tot.11 Gonernl f.•Pttf'l"lo: , , , • • , , , • , , • , , • , • , • • • , • , , , , , , , • 

.t .ifl"tol Rovlin-> (•pcnditutes , _,,,,,,.,,,.,.,., •,.,,,,.,,. t-=c;:..;;~+-"'"'-'""'-l--""'"'"'""'~i-~<ta.:~~-1 

.f2 ~.J.li••IOUlif'I~ 
illo' •t•oordlnory Mi:t11"11f'nonce , • , , , , , , , , • , , • •• , • , , , , • , , •• , • , 
.f.1 R.,.locoment of F. quiprnent , , • • , , , , • , , • , • , , , , , • , • , • , • , •• , 
.fS "'-''""'nts ""d Additions , , , •••• , , , .•• , , • , , • • , • , , • , • , • • 
.t~ Otf.f.'r l'lof"M"ovUn11 Expel'lae ••• , , , , , • , , , • • , , • , , , , , , , , , , •• , 

47 Toto1 Honrouthttt expwndlt"'it' , • , , , , • • •• ,,,,,. • , , • , , , , ••• i-="'"-:::--+...,,;,,.,~-+ 
•R. TO.lt\b.~~.!l.tl\!!il~~-~t'P!!YJ!ll..._,_, • • • • 1 • • • • • • • • • ....._,.u.. 
<9 llUJll.\!1'.!..P.U:JU!'Jllt;!!J'<E Rf.S!\.f!Y.I[} .. • • •••• • • • • • • • • • • 
SO Less: P•ovltlon lot RescrYe' , , , • , , • , , , , •• , , , , • , , • , • , , , , • !-~~':-+-· 
5' ,R i: St_QUAL .~E CIHfJ,S.,J\f,lER .~E~E~_YE$,__-M_,f.,~"f...~W.o\,p .. A,.-f.J.,._q .I 

S2 FIXED ANUU~~ ~o_:::°.~~.'~: ·---~~?.'!· ~ .... _,____ '··-· -· 

Jlj Payments 1:-. llttu of to••• , , , .. , .•• , • , , , , .. , , • , .. , , • , , , ·1--~,...-+--·-'-i<r--+......:.=;;..;..--1--.=;;>-.;=;c_--1 
Colf•ctlon toss•• •••• , , , •• , • , , •• , • , • , , , , • , • , , , , , , • , , .,__ _, 

3.C. lnsuro"ce • , , , , , •• , , •• , , , •• , , . , , ••• , • , , , • • , • , , , , • , , 

Obtain by combin°inp 
PHA-alded management por 
tions of Expend I lure Bud 
get for an Organizational 
Unit (PHA-2565). 

) :~ I A~~~·i;1:1,.,t1on: 
IS N·.ntrdonl<ol SnlMI., ••.••••••. , , • , , •••• , •••• , , •••• , • • J.h5 ), 52 ).65 ... 1?.~9.Q _ 
l(,·J~ r,..-_ii1lcal ~nlnttl'.''\ ••••••••••••••••••••••.••••••••••••.. - ... •. ·.~.-~.. -.2) .22 ii,200~--- 
17"+'''·"~1ctl ""P""""' _,,,,,,,.,,,,,,,,,,,,,,,.,,,,.,,,,,,. . ,, .);? ---~v.. ,_2,?_7Q. __ 
IR j (no~lo)''"C' _hr.••i:lot conhlb .. tlcns, • , , , , , , , , • , , , • , , • , , , , , , , , , .2/, .2/.,. .2/., ··-J..t 720 __ , 
19 Ot~1~t n1f.n1•1l:.lt.,tfon 1t•pt1Hso ti. • • • • , •. • • .. •l--:--'Q~-l---"'"2.+.-.-l~-1----=<~~!--I 

IJO ;,·\r .. tn• A.tmi•dstr,,tlo>n,, •• • ••• , • • , .•••• , ••. , ....•••••• , ~-+--<....;U-+-""""'"'-4-2.1..U~'-.-I 
21 r Ut•llti,.s: In I ., •. " - J..92.. 

I
) .. I I lf•<"i<°'Y ••• , , , • , , , , , , , , • , • , , •• , , , •,,,,,,,, •,., • •••.. l.J .. 9 .. ' 
, .• ; (;.,!.,, •••••• ••••••••••••••••••••••••••••••••••••• --~~_C'1 __ , 
'1; fu~I • , ... , , , , . , • , • , , , , , , , • , , , , , , , , , , , , , , , , • , •,,, 

11, Other utllltttt\ ~·pnnstt , .• , , , , , , , , , , • , , , , , , , , , •, , • • , , , ··1-...,,..o-:r-+-,..-,=-+-.,_,,...,..-4-~~----I 

1

2~' ":/ Or~~:::~~:11::::"~~c·• • :"~ 
00·.,:;.;,:~.· 

• • • •• • • • • • • • • • • ' • • ' • ' • ' ·1-....t..'-"""-+-u."-+-l.l.l=o..-l-......l!J,!;u..JWl_-f 
l.uh..,, , . , , • ~ • •.• • , • • • , , • • • , • • • , • • • , , , , , , • , , , • , , , , 
Mot.,rlols • , , , , , , • , , , , • , , • 1 , , • , , • , , •, , , , , , , , • , , • , • 1-......_.,..,_.+--L&J:U.-l---'~t:: 
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This section fro~ 
Schedule of Operatlno Re 
ceipts by lncowe Entity 
( P!f.A-2569). 

o...,.1J1"" R.-nt ~r.hn•lul'" •• , , •.• , , • , , , • , •• , • , , • , 

Ho•"";;. l.tt.·d ltttCi1tt..9 A.,1hulh 

.. 

1 

Th~ ll<~i•JJnc Authr.11•H1 of. th~ Cif,7 C'f.. ~o..!'!lll~:e 
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4-1 2S •ss t2,7SO 
4-2 30 2,7SO 
4-S 10 82S 4-6,7 10 440 4-8 4 220 
BV 60 93S 

139 SS 7 920 
R.etr'!garatora •••••••••••••••••••••••••• 4-1 2S S,7SO 4-2 1S 2,300 

4-S s S75 4-6,7 20 2,300 4-8 10 920 
BV 60 126S 

13S 13,UO us us 1lS 
ladi.tdual veter heat.r•••••••••••••••• 4-1 so 2,soo 

4-:l 22 1,2so 
4-S 8 soo 4-6,7 s 250 
4-8 s 2SO 
BY 38 300 

128 'oso 31 '1 31 
Indf .,ldull 8))80• beat.re ••••••. • •••••••• 38 38 38 
~11.iieou nonupendabl• eq111p1eni •• 

'·'' 

NEW t. USABU EOUIP .. NJ 
NOT IN USE AT YEAR END 

NE11 tOUIPME~~CED IN USE 

Pt•Jec• 
No. 
,;,-- 

fi\!l.?!!lNf REOUl!!EMENIS .. , . 
ft.ltt .. .-.- ..... ,., ,, .,_ .,, ....... .................... , , 

·~"" ..... '"' fsllll. 0"'. Nv. '3·R 8".l 

Ill 

bOl.l 
Exhibit 10 

LGT-RENT HOUSUIG HANUAL 
llllFA PHA 
Mav 19r)8 

·-··----·-···---·--· ·-··----·--------- 
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l~ r I ' :i:t I '-.l 

"""." ... · 
~ 

28,49C 

:2s,49c 28,490 GA-4- 
Rei:lace remaining roof structures at Peabod!" (G.A-4-1). Th!s •.till cc::plete '1 
progrm initiated several years ago and is necasse:;" to prev&nt i\.rti:ier vater 
damage to 1nteriars (see reeOl!!r.endations in eng1neering su:"Vey of Fel"Tl.:l!l7 1957) 

i i 
! I 
! ico I i ~~ I 
I 

95 ~27,310 

57-11 i.9,180 
8,520 
7,810 

l.800 
27,310 

F.xtraordinap 1-!aintenance Work Prcgrl!I:ls 

Waterproofing exterior brick veils (see recoa:endations in engineering WZ"Vf!IY of January 1955) •••••••.. : •••••••••••••••••••.•••••••••••••••••••••••••••••.•••• 

IZI 111 

es•. e:.,. I ";. 
In Yoor tCo:ftPl•re 

ly~ .. e:,.; 
"' I ;91 

w,.~ 
FrojH1' ........... 

g Locotion 
q Columbus, Georgia 

Fotm Appr.,ecl: 
CONSOLIDATED LHA !UDGET Bod. a,... No. 63·RIOl.l 

SCHEDULE OF EXTRAORDINARY MAINTENANCE ANDO~ Bl!TTERMENTS & ADDITIOllS 
(lxclucl•s M• ... oble Equipm.nt) 

PH.\•25'7 
Aptil 19$8 

Nome of t..oc•I H._,i,. .... ,.;,, F iacol y.., !Nii"t 
. The Rausin Authority or the City of Colu s 



~is the total of lines 17 and 18 
and is less than the lf'aximu'" reserve on 
line 16 to the extent that residual re 
ceipts are not available to establish the 
"aximum reserve. line 19 cannot exceed 
~· 

Before completing I ines 7, 8, 9, and 10, 
co,.pute reserves, I ines If through 19. 
Then enter provision for reserves on 
~ frOI" I ine re usint ( ) for decrease. 
If Residual Re·ceipts before Reserves 
~ exceed pro-vision for reserves en 
ter balance on ~(if Annual Cortritu 
tions Contract) or on I ine S (if Ad~inistra 
tion Contract). 
lines 17, IS-The a .. ount on 1 i~e 17 is al 
ways the same as the a~ount en I jne 19 for 
the previous year • 

If residual receipts are avai laole, I ine 6, 
the alf'ount entered on I ine 18 represents 
the portion of such residual receipts that 
wi II be used to increase the reserve to 
the ,.axilOUll', I ine lb. If there is a def 
icit in residual receipts, the a10ount en 
tered on~ equals withdrawal from 
the .reserve or the amount of such deficit. 

lines 2 & 3, Cols. (5), (ti), & (71-Succest 
straight line projection of requested 
budget a10ounts unless there is a definite 
basis for doing otherwise. 

Col. (I:) t ro» ccntract 
distribution in expendi 
ture budcet for organiza 
tional unit, as shown in 
this bud!!et. 

Col. (3) fro"' contract 
distribution in expendi 
ture budget for organiza 
tional unit, as shown in 
latest approved budcet. 

Col. (2) frolf' financial 
reports. 

f;;g= GENERAL ~ ;i>. ¥;j 
IJjl NlliiiSiliTiliiRiiliUillllCilllliTliilOiliNilillS.__ .. t; . II=" 

~ 

-. .... .,, "* .... .-10....... .,... 

"""'"'"'"" .... .__ .............. ~ ..,.... v .......... 

•Ye!Lftu egsmmL •ccgr~n 
T ... 1 o,.......,. ........ -···--·--F.~"i':Mi:--F.m~~-t"ffi;-";l;T-;-t-'f'ii"':i;;i;:irt~r.;;ji;:.n""Ttr""'m 
..... : ,.,., • ..,.,._ , • ...,._ •• ---· .. ._.'F.-"'Z'!i~t"""t"lE~~+-~f&'l'~+~t'i~H-~:;f&iaiH"""fiflliiiiiiH 
"--' ._,,.. ··-·· --+-....,.~~+--"l~~!i'--";~~:ri'--ii~iee~"-it7"~~~~"i5~JI 
...... , , , .....,..,..,. ........ " -···t-..;;~f'1=;i.--rii:11Ei9F:i-"'Tin:n:::i-""'r.~m--;:;r.t.;e;;;m.-ni11iiii~1 

"' 
~. u.s. 1. 

.............. .,~ prooralll• 
C-l>AnD I.HA 81.DGU 

l'IMANCIAI. l'l.AH PO• A M&MAGIMIMT COMTUCT 

1).,478 -- 
FOR PROGRAMS 
OVER ·200 I/NITS 
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Line 19 Is the total of lines 17 and te 
and is less than the •axi!llu~ reserve on 
I ine 16 to the extent that residual re 
ceipts are not available to establish the 
,.aximum reserve. line 19 cannot exceed 
I ine 16. ........ .,, 

Lines 17. IS~The a,.ount on .!..i.!ll....!. is al 
ways the sa"'e as the all'Ount on ~for 
the previous year. 

Before completing ljnes 7. G. 1· and IC, 
co:opute reserves, I ines 11 throy9h IS. 
Then enter provision for reserves on 
~fro• !l!!....!.§ u~ing ( ) for decrease. 
If Residual Receipts before Reserves 
(line t) exceed provision for reserves en 
ter balance on line 7 (if Annual Contrib" 
tions Contractl or on line 9 (if AGl"inistra 
t ion Contract). 

IO 

......... p.,,,,i.,, v- -··· .. ·······-·.t=:=:::tjtJ~dw~i!tt~~tti~l~tl~~j -.....o.......-······--· .. ····-·· 

...._,., ••• 1-. .. v ·--·· 
I'• 

,If residual receipts are available, I ine b, 
the amount entered or~ represents 
the portion ot such residual receipts that 
wiil be used to increase the reserve tc 
the maxi!llum, line 16. If there is a def 
icit in residual rereipts, the a•ount en 
tered on ~ eQuals withdrawal i ror 
the reserve of the a,.ount of such deficit. 

Le .. 1 , , ,._..,,.._ _. ·······i:~~~:j::u:i~+:ijlj~:j:::id~~~~~[j=~~~ ••• .., ;.,, ..,_ •• _ ·-···+ 
........ '-: R_...c• •-..IC.-°" ... ._ .f-=t.L!'-+-*~"'""+-+.l"'*;&+-f:..,.;~-t-rl*"rnm-.,;jolnn 

.......... ···-······-······ .. ····1-'=='-+-~=~-1--~""'"'-+-""""=-t==="-t-lfiiiiit3'"-I ·-::-·--- 1----+----+-----1-----t-----t·• --.;i... _ 
H •. ; ltCS.HVH AT YU.R INO 
12 ''{llT ... 11t .... ._l•••it-•f• 1-!! ~ ., ... ,,""' J) ··--···-········+----+----+-r.;=-::::T.-=-:;:;~-t-:.---=j~ .... ..:. 
IJ iC 51 X 1/llA--.. :rel "'•fMt•(W•itMff'l----+-=-="""+~;>:;i'~"F'~~;i:!:-t...,.,,....,=,..-1 .. <T"-"'1!!!"1_:._· 

:: I :::-:::=:..:;;:-;;·:::~-:-~::::::l::::::::=~~~~:j:~~~:i:~~~::j::;~~~~;~~ 

51 to 100 

26 to 50 
25 or less 

Wnere·age is less tnan five 
years, tne normal maxi~un 
_reserve snould be reduced 
proportionatelr. For example, 
wnere age is tnree years, tne 
normal maximum reserve i$ 
tnree-fiftns of tne a~ount 
indicated above. Age sna I I be 
determined by tne a~e of tne 
oldest project in tne contract. 
Any =eriod fro• EICP to tne 

plus teginning of tne next fiscal 
per u~it year snould be treated as a _...;~~~-~~::::;1v er I 00 tu 1 1 year. ~--~~~--~~~~~~~-1 & 3, Cols. (5), (6), & (7)-Su\'rest 

straicht line projection of reQueste~ 
budoet amounts unless there is a 'ld;•it• 
basis fo.- doing otherwise. 

Numter of 
Units 

Nor11al 
Maximu11 
~ 

$200 per unit 
$5,0CC plus 
$180 per unit 
over 25 
$9,!iCiO plus 
Sl6C per unit 
over 50 

GENERAL 
INSTRUCTIONS 

Where age Is five years or 
11ore, the normal Maximum 
reserve should be computed 
as fol lows: 
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·t~ •.!:'!!~..!~~.."?.'.!.'!l'..!.\.uac.i.•:! •. 
.0 COJAMttln! 

Lines 18 1 ~t932 
s for oraan/zat. each 

and dist ,•ona/ unit 
r but lo Proora111 f n to 

of Ord/ ro,. Sehct1u IP 
nance N:ta'Y.Malnto- 
c er1a/s on tracts and 
lllent Requ/ and Equ/p- 
(p re111ont HA-2568) s 

·I · The at ter a111oun 
Obtained b t c~n be 
lno the Y tabu/at 
PHA-256e~111ounts In 

ColUlllblJD4 .. !'.ieorc.1~ 
ffl f'JI Ill 

,,,,_ -f L;;.t;~~·~··~ .. ;,-9;;···· 
1!'':. HOIJ~1:!'i;,.1~utb'.'rity- ~f t~~ Cit,. '1 of11fol'IJJllbuS14• '" 

Leu -·-~!!.'!'.'.!'8~!2~ 
R!'X'J~ F ~'::· ......... "' 

,., 

UIA Central Cffico 
·--------·-···· ·No...; ;,·u~i•· ·· ·· 

•-------------------· ···· ···-·------ ...... -..,.vs""1,...· •"'no=1°"ovs=1N(;"',..,.M11""N""•"" r: '°', M°"'""'":-' --, 
Ar1•ew•d tNTITtlS ONlV 

!• ·' 11, •. N• •3·1f 0oe.J ;,~~.~ .... ~:;::-!7~!~~~~0;_ ~~~~U~I'.~ 

rONSIJI .., ..... I,,. lllJl>GET . (No~ B l'ffc_ .. ~!) - .. . 
IXP!NOlfURE ouor;ET Ff)R AN ORG~ll ... ATIONAl UlllT -----· -·· -·-··· ·-- -·- --- 

_!.£~~~--- _.!~.~-. ..- ..... -· 
Huol Y.ot E•1,.. 

6-)~55 

\:.!!'8 ~ nd dlS- 
Q1>te.\R costs a 
tr\1>ut\on to .,roo;a~ 

S l\edule of ll 
frOlll e Ma 1 ntenanee 
traordlnarY \&and 
and of eetter111en 7) 
Additions \PNA-256 ' 

I ro111 SelledU I e o 
and 14e.\ntenanee 
Ordinary d con- 

\als an 
Mater nd EQull>ment 
tracts a \PNA- 
ReQulre11ents 
~568). 

II El•u::trlch1 ,,,,,,,,,, •• , .• ,,. 

11 Gos , 
IJ r.,.1,, . 

~ \ s and d Is- " °' "'''"'"' .. ,. 1--,,-'!'•<-::-'""t'-.,,-~=--T----1--=-=~ ir-~~-t---:::;;:--t-':""'7:".:t--:::::::'11'-...., __ 
81>\a\n tOS '0 ,.roQraftl IS T.,ollJollklH 1-...:-;....,L<.-!--0.2...il;"'0>'--1--.....--1-.:...0.U""-+,--'""''--'l--'""''-+_. ...,,+-- "-I/ 

'on '" ... •• °'''-' Molnt. & o,.otl•: ~ ~~I~: ~u I a~~~~ ~ ~ e~:- :: '::.~;:·::·.:·.::·:.:·.::·.'.'.'.'.'.'.:·:.:·.:·: -ij~~]~: J~;i~t .: r~- 
1 ro111 Sell£ " In\ en an ee " c ._ • ...,-v.=-+-..r.-=..-+-~!ir---i--.=-=-:::--+-::-::=:--it-----+=~=r-- .. 

d\ne.rY ,.., • •o ,.,., °'''-• a 1----~'""t'-7'.~1.s_o~-1'--i---+-~:U!i.!!-f-.£.ttw.:><..+---1-"ZoJ=i+--1 
\feOr 9 \\er111en\S 11 Go~,.1Ea .,, .. 
and ol 1~1ons \P\1-.- '' __ J .. .QlO_ ~ 
and .. dd '° 1.1 P•y- •htll•ueft••••••••·•---··--~ ------·- =""';"':.=~~ l2~5~t1~'7~)~--------r-i:: CollH,.... --·- ·-·~··· -··-- __ 
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11 O.hott ,.,ner•l ••peM• ·•········1--....,.,=-+-:;;~f:.'f.~+-----l:.....-:-~~+-::-;-.::;:-f-~~~--:'-::=+--~~ 
11 r , G.tt0••1 e ...,,.~~~-fu±'-~~t------l-;-;;!;'~~+-::::~~;--'"'";;-:~H-;;!:"i:~t-T~~ 
n To101 Rout1r .. E•"'"'"••• µ;uA-'A!l2.-+..1&1!!4..Lllll-+-----l...i..C&t.l:ll1.t..+...::&..::'4.IJ'-r..._uo'-f"""'.,.....,+- .... ....,"'-I 
30!!!'!!~ 
JI C .. 111•41..-y ,,._,"'"""*• ..... -- -· 
31 llopl•o~flt ef Eqvl,_flt ••••• -·-· ...... 

· J:t Oenor-n11 ollll AMt1l 1 . 

,, 0t1 .. ~ 1 1-----+----+---~1----+----t----+----t----· 
JS Tot•I N _ _.._ [.,.. ~., .,..,,..,...,.=-f~">""=,,...-t----t-:c::=--=~__._,,.,.....,,.,.,,....,..,,-="'=,,...,=,...,.=-r-"7"=:::-• 
36 .t"Vl,."P!•r.~Wl'.Um!!. 
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$151000 per f"'ar er ~225,000 ot this · emount must be applied to debt service. 
TOTAL. oeveLOPMENT PROGRAM 

II 
12 Appl;.J To: RMuco A'"""°: Contributien1 •• 
13 
1• l'ffet0I O......r"tn1111t •••••·•·•••··· 
1 

o- > 14 2 
I .. ' 17 ~ i i II i .. AU: F""""" Ooftc:its ••••••••••·•• .. •• .. ••-••• 

I i' 19 ~ "' 
-' 20 ~ -e Bcdonco Enil Pn•'ou• y.., .................. 

21 ::> tr-er .... « Oecrooso .......................... ... ... 
22 .. u Actvttl • Esti-.to ot Yeot Enif ........... J = .. 
23 ~ THRIE•YEAB OROJ!CT10N (~t) 

0 
2• "' T •ol Opwatiftt Receipt1o ••••••••••••••••···-··•·• 
2~ 

.. 
Lito: Totol RovtiM 0.-otiftf Eapettelit...-n. .. 

" :!. N•""'' Ro•id•I Roc.tptS ......................... 

:1 
Uus T otol NoMouti• E•Pttwltt-..os ........... 
RoaW-.1 Jt.ceipts k'-o Ro..,.....a ............ 

f!~MANA,!M!iNT PROGRAMS 
~!!:iDil!El!ilD E!l!!!IH 

Urban Renewal •• ••••••••••. PHA-Aided Development ••••• 

Tot 
TOTAL OPERATING EXPEf'IDITUi:tES 

'},/ .Annual Debt Service P~ent. y 

Uriltt;•• ·-·-·-·--····························· 

M•inistt•tlM _ _. 

~EM!N"t" PR™.!:! 
Linh Mi"h• 

TOTA!.. ·'J"'ER4TING RECEIPTS . 
UPUATI~ tXPENOITURES• 

... 
ITEM 



The project continues in good physical condit.ion except for the regular prob 
lem of dirt from the coal spnce heaters and the maintenance of water heaters. 
The requested budget provides for tho replacement of five water heatero, which 
fo the same number provided in our current budget. We have had to replace 
two in the first half of the current budget year. 

At present the project has 1001, occupancy and practically no vacancy losJ lo 
expec ted, There are ten elieible nppllcations on file. Minimum rent was in 
creased on August 1, 1958 to t,.18.00 gross, and it is anticipated that this 
will increase the avarage gross rent about ~1.00 PUM in the requested budeot 
year. Rent collections nre current except for a few charges for soles and 
services to tenants. Collection loss is expected to be about $75 which has 
ncc\unulated over pnst years and applies to vacated tcnonts. Approximatoly 
~140 more in outstanding accounts of former tenants remains on the booko but 
is deemed collectible. 

Maintenance of the proJect is.shnred by the management and the tenants. All 
interior painting except turnover is performed by tenants. The tennnts al.so 
mo.intoin their own lawn arcas , Most maintennnce roqutrIng skilled tradesmen 
such ·as pluMbing o.nd electrical work is performed under contract. 
Budr,_2_!._ Hi.t;hl_!_cht!J_Q.!?£·1-..f:.~:p_!~ji!l!·}·.9E~-S'.L 9!t..l?E.!·~!1.!-J!'! •. ~E!l!l!J~~. The budget is 
based upon oper-at.Lng recofpt.s of iu,ow and routine expenditures of $8, ?eO 
producing residual receipts (before nonroutine items and re.serves) of $4,280. 
In other words, the cost of normal operations requires about 67% of operat 
ing receipts. Snlari.es and cxpensc3 are based on pre:Jent levels. The esti 
mated volume of routine work and the lnhor and materials required are bnoed 
on experience of previous years. Nonrout.ino expenditures of #2,140 further 
reduce residunl recefpt,s to tr.2,11~0, all of vhtch vill be appHed to reserves. 
Such expendit.ures include $300 for equipment. replacement, $200 for a power· 
lawn mower, and ~l,~O for the project's share of .street paving. A tempor 
ary increase in reserves of ~2,700 is being requested to provide for changes 
in the utility system when naturnl gas becomes available. 

The paid staff of tho Anytown Housing Authority comprises the executive di 
rector and clerk-maintenance laborer, who ore part-time employees. The clerk 
maintenance laborer lives on the project and hos an extension telephone from 
the offlce to his home in order to ruceive emergency maintenance calls. 

Intro§uction. The pro~ram of the Anytown Housing Authority consists of PHA 
aided project US-1, comple·ted in December 1954. The project contains 50 units 
in one- and two-story row house ond semi-detached type buildings. There is 
al.so a one-story combination adminlstration and maintenance building. 

£Q!1!!T NJ,Q_P.M.mA1J}'J.! 
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4, Supervises "8intenance or project, obtaining participation or ten 
ants and g1Ying them instruction in such items as interior painting 
and lawn care; also arranges for and directs maintenance of project 
facilities, utility systems, and dwelling equipment (approximatel1 
one-quarter of time). 

Clerk-Maintenance Laborer (employed equivalent or 9 months) 
l. Assists the executive director in clerical snd record keeping ac~iv 

lties, including checking out dvellings of vacating tenants and 
checking in new tenants (approximately one-third or time). 

2. Performs all routine maintenance including service calls from ten 
ants (approximately four per week), maintenance or public areas, 
and making minor mechanical and structural repairs (ap'proximately 
two-thirds of time}. 

.3. Accepts and processes tenant applications, approximately 20 per 
year, investigating eligibility and making selections to fill va 
cancies; also conduct.a periodic tenant reexaminations ( approxi 
mately one-~uarter of timo). 

2. ·Collects rents, pays all bills, maintains prescribed accounting 
records1 and prepares all operating and financial reports (approx 
imately one-half of time) • 

~~!i ve Dire~tor ( e.!!lplo1ed egui valep_!.-2.f_.2_!!':9.!lthg 
l. Represents the Authority in all public relations and contacts with 

officials of the city and PHA (no appreciable time). 

Maintenance and operation of the project is divided between the executive 
direc~o.r: and the combination clerk-maintenance laborer as follows: 

Coal for heating and electricity for lighting, cooking, refrigerator, and 
water heating are supplied by tenants. Gross rent includes an allowance or 
$6.00 PUM for these items. Water is furnished by the project. 

Workload and Function~ 
The project ls on a flat 6 . .3 acre site located at 5th and Thompson Streets. 
All floors are concrete. Exterior walls are brick and interior walls are 
painted concrete block. Ceilings are plaster. Roofs are pitched with com 
position shingles. t.rindows are aluminum casement with aluminum.screens. 
Doors and interior trim are wood. Individual electric water heaters, coal 
space heaters, electric cooking ranges, and refrigerators are provided by 
the project. 

HHFA 
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PHA A•ll"" 
.,,, .... a,: 

LHA Actl!! 

.18 120 Line 1'5 
·'--....;~-·•obtain costs and dis 

tribution to program 
from Schedule of Ex 
traordinary Maintenance 
and of Betterments and 
Additions (PHA-2567) 
and from Schedule of 

·-~""';...---------0-.0-,.-,-.,·•0rdlnary Maintenance 
Materials and Con- 

... ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~-ltracts and EQuipment 
ReQuire•ents (PHA- 
2568i. 

.. :~~ .20 !1t..et ..... Mlte•lle,. ... Avthotlty £.,.,. .. H f•ll•t• 

Line 1'3 
+-.:..:.~:-.f.-':::2'~~f-..:~~-4~.....:::~~--10btain costs and dis- 

tribu~ion to program 
by tabulating items 

Other Nooroullno e.,.... • .. .. .. .. .. .. .. .. . .. .. .. .. .. .. from Scne du I e 0 f Ex- 
, .... -- .... e • .,..," .. •• • • • • • · • • • • • • • • • · • • • • • • • · · • · +-....,.,...,,.....+.....,~;;:-+-=-.;.:...~~-...:;.~~-• t raord i nary Maintenance 

Al.J!~1.!.efNDITURE$ ••••••••••••••••• 
RESIDUAL RECEIPTS BEFORE RESERVES.................. and 0 f Betterments .... , Pre••••on ••• R................................... and Additions ( PHA- 

l-l~llWN..JW;U1::.U...AUUW~UES I 'I It " ...... Al 256 7). 
FIXED ANNUAL CONTRIBUTION $17,5)7 . ~--!1111--------..a 

Line ~Q 
llormal I y for actual 
costs such as casualty 
tosses and not for 
estimates. 

29 L•..., .••.••..•.•.•.•••••••.•.••• , •. ,. •., 
30 
31 
32 
33 
34 
s 

36 
37 
38 
39 

v .... , ---- 
E.lecttlcltv ~ _ • , , • , , , 

24 Get,,,,,,,,,,,, .. 
25 fvfl , , , • , • , . , , , , , 
26 .· Othef utUltf!t ••,.nte , , , , , • , , •.•• , , , , , , , , , • , , . , , , , , , •·1-_....,..,....Ji_...,....,. 
27 Totol UtlUtlet, • , •• , • , , • , , , , , , , , •• , , , , , , , , , , • , , , , , • ·1-~=:.-+-_.:;=::<.. 
28 Otdlttory Mctlntenante oftd Operotion: 

Lines 30 31 ~ij 
Obtain costs from 
Schedule of Ordinary 
Maintenance Materials 

,..:..:;~+-~..:.L~~-•and Contracts and 
Equipment Require- 
ments (PHA-2568). 

fot•I Admlftltffotlot'I , , , , ~ • • , ••• , • , , . 
Utlllti••t 

19 

17 tfl• .. • ,.,. t •••••••••••••••••••••• 

18 

NoMecMleol aolorlet................................. 4_t~- 
Tech,.lcof •olotMs,,, •. , •• ,, •.• ,.,,,. , , , , •••••.• , , ••• --·-· .. --·-- 

Lines 15. 16, 22. 
Obtain costs from 
Schedule of Al I 
Positions and Sal 
aries (PHA-2~68). 

l.f A4Mlftllff'eflOft: 

IS 
14 

Ctlm01.11>ATED LHA 8UDCE T 
SUMMARY PHA•AIDl!D LOW•RlHT HOUSIMG IH MANAGEMENT 

AP'll 1958 
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~ nef as ......... 

1 200 -- Power law mower. • • • • • • • • • • • • • • • • • • US-1 

2 

1 

1 

1 

1 

2 

1 

1 

1 

1 

1 $250 

Individual space heaters •••••••••••• 
Miscellaneous nonexpendabJ.e 

equioment ..•••....•.••.•.•••.....•. 

... ._-.: _ _,__. 
Replncement:i 

Ranges.............................. US-1 

Refrigerators ••• , .•••••••••• · •••••••• 
Tndividual water heaters •••••••••••• 

AND EQUIPMENT REQUIREMEHTS 

ORQ!NARy MA,INTENANCE k2fl8Al.l.0tl CONTRACT$ OJ .. anlaotlon•t Unit 
Tvoo al Contract Totol US-:1,__ - i== 

Plwnbinv. l 60 ~ 60 , -----i1-----1 
"-'1..,-0··- • L 1'st e · 1:'1Actric;.g1 ----·- '--·~1'"'"20~-~-"'-"'-'-'·-_,_• 

U4nAA'1npg._9.J.!.!!..__ 70 70 Illa/ ach t -- -- ntena YPe o(-""-111:r.i 1------~---------------<~----.J-----W~ost. nee Cont rout;,,~, 
···~ ract e 

.-.A __ ___._. __ ........_ __ ~and A 2u ~·'fr-_ -.--:::::::::::::::::!::'J~ ... s ... ~:::t::~2'.;.c;_"''o¥..---_+,,..-_-_-_-_-_-_-_+-l.---_-_-_-_-_..J,...11::::~~:,.~,-~""l""..Jl 

~~ EOUIPr.::M.~!~~·=EMfHTS P•olac:EW~~~:MENT PLAR~:::7.~~-t =~;~:t~:l .. \Ey~:1: 
· Na. 1180,""1',,',..' No.~~, U..ltCa•t Tatol Coot l. e C R - ....... Lttt Hlllec••nt• ,.,., ... fteM MHer,...nh end o4dhl~. - ••t n Y. ur.8ucf. e4.8vcl. 
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Betterments and A!lditions 

!--------------------------~~----~-- ,__ __ ---·--'----- '-·------------------------·- -----i.--·---· ~---L-·---·--1-----· 
,__ ---- -----··- ·---·--+----+----! 

STOCK USE 
R • .__.,,.4 Bud1•t 1----~----· ----··..-----.---·-...f 

HHFA ~ PHA , r'8 a\\1 May 19;} _ _,,.-_..~ t e covers 
..------···~nis scnedU \acements 1 t rel) o ( \ eQui\>men isitions 

..----• e'41 acQU · nmen t • and n le ne~Q~u~'~··;;;..t.~r--------:::::-=:=:;----,-;;:::::;-'.:;::-;:;:=--, 
PHA•2S61 ~· pend al:> ~. .. F .. m ... ~ ... ,, F•···· v ... bdl"' 
1. .. 11 19SI ~ Bud. 8..,. Ho. 6J·R 108.3 

- CONSOLIOATEU lHA 8UOGn 
SCHEDULE OF ORDINARY MAINTENANCE MATERIALS AND CONTRACTS 12-Jl-59 
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Line 19 Is tlle total of lines 17 and 18 
and Is less tllan the •axlmu• reserve on 
!l!!...l! to·tlle extent tllat residual re 
ceipts are not available to establish tlle 
saxi•u• reserve. !:.!.!!.!....!! cannot exceed ~· 

Lines 17, l~Tlle 11110unt on line 17 Is al 
wa7s the same as the llllOunt on .!.l!!!...!! for 
the previous 7ear• 

....... n 
- ,I 

i~~ .. 1'3. 

l-lf-1 

If residual receipts are available, line 8, 
tne asount entered on !..ll!!.-li represents 
the portion of such residual receipts tnat 
will be used to Increase the reserve te 
the maxi•u•, !..D!.!.J!, If tnere is a def• 
icit In residual receipts, tne a1110unt en 
tered on !..l.!!.!....!. equals wi tndrawal fro• 
tlle reserve of the amount of such deficit, 
Before co•pletlng lines 7, 8, 9, and 10, 
co•pute reserves, lines II through IQ, 
Tnen enter provision for reserves on 
!l!!...! from ~using ( I for decrease. 
If Residual Receipts before Reserves 
(line 8) exceed provision for reserves en 
t;;:""i&iance on line 7 (If Annual Contrlbu• 
tions Contract)-;;:-;;n line 9 (If Adsinlstra- 
tion· Contract). -- 

lines 2 I 3. Cols. (15), (6), I (71~Su9gest 
stralgllt line orojectlon·of requested 
budget asounts unless there Is a definite 
basis for doing otnerwise. 

Vnere age Is less than five 
years, tne normal saximum 
reserve should be reduced 
proportionately. For example, 
•llere aae Is tllrae 1ears, t·11e 
norsal •axl•u• reserve Is 
three-fifths of tlle amount 
indicated above. Age shall be 
deter• i ned bJ tne age of the 
oldest project In the contract. 
An7 period froa EIOP to the 
beginning of the next fiscal 
1ear sllould be treated as. a 
ful I year. 

<. 

~ 
INSTftUCTIOHS 

$17,500 plus 
llllO per unit 
over 100 

Normal 
Naxl•u• 
~ 

$200 per unit 
$5,000 plus 
$180 per unit 
over 215 
$9,500 p I 11s 
$160 per unit 
over 50. 

too to 200 

Nu•ber of 
Units 

Vllere aae is five years or 
110re, t11e normal •axlau• 
reserve should be co•puted 
as fol lows: 



Uti~tj.ep. All accounts are estimated on the basis of utility bills 
tor the twelve months ended in May 19521 except for Gas. In March 
1952 the state Public Utilities Conrnission approved an increase in 
Gas rates which will average about 15% tor the project. 

The Project continues in excellent physical condition. No vacancy 
loas is expeeted and rent collections are current except for several· 
troublesome accounts wtU,.cb are· .being worked on. Tenant maintenance 
is well developed with most tenants taking care ot minor repairs, grounds care and interior painting. 
Nothing unusual is expected during the coming year. Salaries and 
other expenses are based on present levels. The volume·or work 

.estimated in the budget, and the labor and materials required, are 
based on experience of the past year. The project is entering its 
fifth year of operation. The employ1118nt ot a part-time janitor has 
prown to be a satistaotory arrangement and is planned to be continued. 
Dwelling Rental. The estimated dwelling rental is based on the rent 
roll in effect during the month of May 1952, adjusted slightly to 
take into account rent increases resulting from the recent reexamina 
tion of tenants• incomes. 

Fis.cal Year Ending September .30, 195.3 

PLAN OF OFERATION 
Anytown, ANY-50-1 

. ~ ~ - - - - - - ~ - - - - - - - - - ~ - - - - - - - - - ~ - - - - 
4.1 SMALL IDW-RENT PROGRAMS MANUAL-OPERATION . Exhibit 2 
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• 
(Cont'd) 

c, Account L:i..rnit,ations. In order to avoid a violation of the 
Contract, the Local Authority shall not, in any budget period, 
incur expenses in excess of the amount.s included in an approved 
budget, or approved revisions thereof, for the following: 

(i) Total Management Expense; 
(2) Miscellaneous Authority Expense; 
(J) Provision for Reserves (see exception in parur,rnph 

2e below); 
(4) Property Betterments and Additions (Operating Improve 

ments); 

b, Sub§eguent Budgets. Operations for annual periods subse 
quent to those set forth in paragraph 2a above shall be governed 
by Operating Budgets approved by the PHA, as set forth in 
Section 4.1. 

a. First 9nerat1.ng Budget. The first Operating Budget for a 
Project becomes effective at the end of the Initial Operating 
Period (EIOP). The first Operating Jiidget, as approved by the 
PHA, shall, with appropriate seasonal adjustments, govern the 
operation of the Project under the following circumstances: 

(1) If a Fiscal Year ha bee establisho, the first 
Operating Budget shall govern a) from EIOP until the 
beginning of the next Fis12al Year (with pro rata 
adjustments if the elapsed time is less Lhan twelve 
months), and (b) for the next Fiscal Year if the 
elapsed time under (a) is less than twelve months. 
Thus, the first Operating Budget may cover a total 
period of 12, 15, 18, or 21 months. 

(2) If a Fiscal Year has not been established on or before 
EIOP, thP. first Operating Budget shall govern for twelve 
months after EIOP. 

2. Control of Expendi turoli 

1. Purpose. This Section sets forth policy on control of expendi 
tures, and the procedure to be followed by Local Authorities 
in requesting revisions of approved Operating Budgets. 

Control o! Exnendi tureR and Revi.f!ion of Opem,tiJ:le.J3ndgets 

SMALL LOW-RENT PROGR.1U{I) MANUAL-OPERATION 
HHFA 
PHA 
9-1-52 



- 2 - 

a. HeadinP. and Part I. Self-explanatory. 
b, .f~rLIJ, Jnst:i f:iCRt:i.on. Full justification and explanation 
of: the proposed revision must be furnished. For example, in cases 
of RM&R work .the justification should state clenrly the need for 

(Cont'd) 

4. Instructions for Prenora1ion of F~rm PHA-2296 

3. Requests for Revision of AnnroVf~<l EnclP'etH. When unforeseen conditions 
or other situations arise which make it impossible to operate within 
the requirements of paragraph 2 above, the Local Authority shall 
submit to the PHA Field Office an original and two copies of Form 
PHA-2296, Budget Revision (Exhibit 1). In the case or· a first 
Operating Budget, should actual experience disclose that the first 
budget is so unrealistic as to require substantial revision, a 
completely revised budget should be prepared to govern operations 
until the end of the first full year of operation (see Section 4.1). 
Except in cases of emergency, every effort should be made to aubmit 
the request not later than fifteen days prior to the date of need. 
In no event, emergency expenditures excepted, shall funds be 
committed until after PHA approval of the budget revision. 

e. Overrnns iD., Provisj_QD. for Qpernt.ing Reserve and Prov,i.sion foi: 
Betterments and Adcii ti O!)§_ReservA. The maximum amount of the 
Operating Reserve is established by Section 4.3. The maximum 
amount of a Betterments and Additions Reserve is established, when 
necessary, by an approved Operating Budget or budget revision. It 
is intended that such reserves be. established as quickly as availa 
ble funds permit. Therefore, overruns in the amounts of provision 
for reserves shown in an approved Operating Budget may be made with 
out prior PHA budget approval, provided thnt the maximum authorized 
amounts for the respective reserve accounts are not exceeded. 

d , Emergency Expenditures. Expenses in excess of budget limi 
tations may be incurred, without prior budget approval, in 
emergencies where necessary to eliminate an imn:ediate serious 
hazard to life, health, or safety of the occupants of the project. 
Such excess expenditures shall be reported promptly to the PHA in 
the form of a budget revision, as provided for in paragraph 3 below. 

Total Operating Expenditures, before Provision for 
Reserves. Overruns of budgeted accounts other than 
those listed above may be incurred without prior PHA 
approval, provided such overruns are offset by under 
runs in other accounts (exclusive of Provision for 
Reserves) so that the budgeted amount for •'Total Oper 
ating Expeniitures, Before Provision for Reserves•• is 
not exceeded. 

(5) 

SMALL LOW-RENT PHOGHAMS ?vlANfJAJ.-OPERATION 

HHft'A 
PHA 

9-1-52 

,:.1 



HHFA-PHA, Wash,D .. C. - .3 - 

5. Notice of PHA Approval .. Qt_D:isapnroval. After PHA approvaf., the 
original of the fo:-m will be returned to the Local Authority. 
In the event of disapproval of all or part of the proposed 
budget revision, the original and one copy, with s.tt.achments, 
will be returned to the Local Authority with an accompanying 
letter setting forth the reasons for disapproval. 

f'. Revision .Nurnbt:3r • Enter t.hcre thn number- of the revision, 
beginning with 11111 for the first revision of each Fiscal Year. 

e. A12proved. This space and the,blank space below are reserved 
for PHA Field Office use. 

d. Submitted, This space should be signed by the duly author 
ized official of the Local Authority, usually the Executive 
Director. 

c, fart III. Effect on Contribution B@guirements. The purpose 
or .this .·box is to show the effect of' the budget revision on 
estimated eontribution requirements. In the event that the . 
budget revision will cause Total Operating Expenditures before 
Provision for Reserves to exceed Total Operating Receipts, thus 
requiring a withdrawal fromthe Operating Reserve, the budget 
revision should show in Part I the estimated amount of with 
drawal, giving due consideration to changes in the previous 
estimate of Operating Receipts, Exhibit 1 illustrates the 
above. If the Contract does not provide for annual contri 
butions (as in the case of a low-rent project leasedto a local 
Authority, or a PWA or Lanham project transferred to a 
Local Authority) substitute "Residual Receipts" for"Contri 
butdon" in Lines A and B and ignore J .. ine c. 

the work and should describe fully the work proposed, including 
labor and material estimates. Attach additional sheets, photo 
graphs, sketches, or other appropriate supporting material as 
may be necessary. If the budget revision proposes the establish 
ment of a reserve for Betterments and Additions the justification 
should follow that prescribed for the Operating Budget (see 
Section 4.1), 

... - - - - - - - - - - - - - - - - - - - - - -- 
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PHA-2296 HOUSING AND HOME FINANCE AGENCY Bureau Budget 'ROJECT LOCATION AND NUMIER 
Sept, 1952 PUBLIC HOUSING ADMINISTRATION NO• 6)-R791 

BUDGET REVISION F.Y. ENDING ro. OF DWELLING UNITS 

'· PROPOSED REVISION: 
APPROVED BUDGET REVISED BUDGET INCREASE 

ACCOUNT ~ER AND TITLE OR 
AMOUNT 'UM AMOUNT PUM DECREASE 

TOTAL INCREASE OR DECREASE 1-1 xxxx xxx xxxx xxx 
11. ~YlllF!CATIQ'I: 

111. EFFECT O!I COllTRIBUTIO'I irEoolnMENT: APPROVED• 
A. PREVIOUS ESTIMATED CONTRllUTION I 
•• REVISED ESTIMATED CONTRllUTION,, 
c. MAXIMUM CONTll8UTION,,,,,,,,,,,, PHA FIELD OFFICE DIRECTOR DATE 
SUBMITTED1 REVISION 

NUNIER: 

TITLE DATE 

--------------------- __ _.._ 
4.2 
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NOTE: 'lhis·Section supersedes Section 4.3 dated 9-1-52. The release haa 
been revised to require a .ti ve-year period for the accumulation of the 
maximum Operating Reserve in lieu of permitting the accumulation as 
quickly as funds were available. This revised policy shall be 
effective tor all project fiscal years ending on and after 
September 30, 1955. 

(Cont'd) 

b, Permanent Maximum for Fifth and Subsequent Fiscal Years. For the 
fifth and subsequent fiscal years, the maximum amount of Operating 
Reserve for any project or group of projects for wch a reserve is 
to be maintained shall be based on the total number of units in such 

a. First Fiscal Year to Fourth Fiscal Year After the Em of the Initial 
Operating Period. The maximum amount for the respective years from. 
the first fiscal year to the fourth fiscal year shall be 1/5, 2/5, 
3/5, or 4/5 of the permanent maximum determined pursuant to 
paragraph 3b below. The interim period, if any, from the end of the 
Initial Operating Period to the end of the fiscal year shall be 
considered to be the first fiscal year for purposee of establishing 
Operating Reserves under this Section. 

3. Maximum Amount of Operating Reserve. The maximum amount of Operating 
Reserve for each pro ,ject or group of projects for which a reserve is to 
be maintained will be accumulated over a fi ve~year period camnencing 
with the fiscal year in which the first project in the group reaches the 
end of its Initial Operating Period. The maximum anount shall be com 
puted as follows: 

2. Basis for Operating Reserve. One Operating Res~rve st~ll be established 
and maintained for all projects under the same oontra ct l>tbich have 
reached~the end of the Initial Operating Period, except that if during 
any period there are in an Annual Contrirutions Contract one or more 
Nonpermanl"ntly Financed projects l'Jhich have reached the end of the 
Initial Operating Period, a separate Operating Reserve shall be main 
tained during such period for each project not PennanEntly Financed. No 
part of the Operating Receipts of :m.y project accruing during the Initial 
Operating Period of any project shall be used to establish an Operating 
Reserve, nor shall the Operating Reserve be used to pay Operating 
Expenditures of any project. which has not reached the end of the Initial 
Operating Period (see definition in Section 4.1). 

Introduction. A reasonable an ount of Oparatd rg Reserve is necessary to 
provide funds needed in connection with major repairs or replacements, 
other unusually high expenses, or unusually la-1 receipts which mie)lt 
occur in any one year. The amount of reaerve provided for in the policy 
set forth below is considered to be adequat.e for such pur pos es , 

1. 
, 

Operating Reserve 

------------------------------- -- 
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4. Establishin and Maintainin the ratin Reserve. Any excess of Operating 
Receipts over Opera.ting E7.penditures before provision for reserves) shall 
be uaed to build up the Ope rating Reserve to the naxi.mum allowable amount. 
The referve shall be drawn upon only when and to the extm t that Operating 
Expenditures (before provision for reserves) exceed Operating Receipts. If 
the reserve is so drawn upon it shall be restored to the maximum as soon 
thereafter as possible. If at any time the reoerve exceeds the maximum 
allowable amount, it need not be reduced until it is drawn upon to cover an 
excese of Operating F..xpenditures over Operating Receipts. 

Over 100 

26 to 50 

51to100 

$200 per unit 

#5,000 plus $1BO per unit over 25 

$9,500 plus $160 per unit over 50 

$17,500 plus $140 per unit over 100 

25 or lee• 

Maximum Amount of 
Operating Reserve 

Nunber of 
Units 

' 
project or projects in accordance with the following echedule: 

HHFA 
. PHA 
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• --------------------------------------- 

Capital l!provementa 

1. General 
a. It aometillles beccrnes necessary to make capital Dnprovementa (called 
Betterments am Additions 1n the Aoooant1ng Manual) to a low-rent bousinc 
project to improve the project ao that it will lllON etteotive]T aern ite 
purpose or to increase operating ettic1enq or 9COllOl'l\Y'• Capital Dlpron 
menta cover all expmiitures included in the det1n1t1on ot Aooount 1545 - 
Propert7 Betterments and Additions (see Section 25-3-:H. Capital ~ron 
ments thus dUter trca repairs, maintenance, and normal replacements, wld.ob 
are designed to counteract the ettect.s ot wear and tear on ati.cturea, 
equipment, and groun1s, and to maintain the project in subetant1all1" its 
original state. Illlprovelllellts, to be approved, should not exceed current 
PRA standards tor the planning and design ot new projeote. 

be Capital Improvements DIQ' not be undertaken Without prior 8pproval. 1:v 
the PHA (see paragraph 3 below). Buch approval will be granted~ where 

· the Local. Author1t7 can demonstrate to the PHA • s satisfaction that the 
improvements are necessarr or will achieve substantial eoonomies. When 
an 1mprovment 1s to be undertaken tor reasons ot operating econalV'• the 
amount of savings which ar. expected to result lllU8t be autticient to 
ottaet the cost ot the improvement within a reasonable period ot 1'ft&l'B• 

2. Pinancg capital I!erov•ents 

•• In the case of new]T constructed projects tor which the' Actual Dn'el• 
opment Coat Certificate bas not been issued, coat of C&pital ~aaenta 
shall be charged to development cost its 

(1) A ll'1na1 Budget (see Section 301..1) containing apecitic 
provision tor such work bas been app1"0'19Cl, or 

(2) A Final Budget bas not been approved bit the time tor 
eubnission ot such Budget bas not expired. 

b. In all other cases the coat of Capital ~ta vU1 normall;r be 
tinanoed out ot operating funds (see paragraph 2c below).'J:/ RCN9'191', the 

. (Cont'd). 

'JJ In the case ot projects tor Wblch no ammai contri.brtion 1a provided <••I• 
projects tor which residual. l'9081pta are pa1cl to the PHA) capital Dlpron 
ments v1ll in all cases be t1nancecl mt ot operating tuma. 

ROTEa Thia Section aupersedea Section 4.4 dated April 1956. A 1ut aentence 
baa been added to paragraph la. 

-----------·--------------------------- 
BBPA 
PB.A. 
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d. Requests tor approval shall be supported bl' (1) a narrative statement 
explain1ng in detail the reason tor the improvement, (2) a detailed 
estimate ot the cost, (J) photographs am sketches, where applicable, am (4) where the 1Jllproveaent·is to.be uniertaken tor reasons ot operating 
econ01'q'9 evidence that the savings to be realized will be sutticient to · 
ottset the cost ot the impi'ovement within a reasonable· period ot J'8al"8• 
Where the request is tor approval. of the establishment ot a reserve, the 
data shall also 1nc1ude a statement expla1ning the need tor the resern. 

'!/ It is within the sole discretion ot the PRA to determine whether develop 
lD8llt tunis will be reopened irrespective ot the need tor the 1mprovaRent. 

PRA will give consideration, on a case basis, to making available 
additional. development tunda where a MCessa1'7 l.mprovement is o£ aub- 
stantial ai&e.lf . 

o. Where an improvement 18 to be financed out of operating hr¥la am 
the oost thereof cannot be met from ourrentl;r available operatingtands 
without umue depletion of the operating reserver 

(1) I.t the improvement can be postponed the PHA mq authorize the 
creation ot a reserve tor Capital Improvements ao that the 
required funds mq be built up over a period of tillle; am 

(2) I.t the improvement cannot be postponed the PHA wUl consider 
making an administrative loan to the Local Authority-. 

3. !!quest tor PHA Approval 

a. 1'or approval. of improvements . tor new]1' constructed projects which 
.fall umer paragraph 2a above, the ·procedures set forth in ·Section 213.2, 
S\1pplementa17 Construction Work, should be followed. 

be Where the improvement is not ot a aubatantial nature and should 
obviousl.1' be tinanoed as an operating expenditure from the current 19819'•· 
operating receipts, the Local Authorit7•a request tor PBA approVal eball 
be made with the request tor .approval o£ the operating budget or l:mget 
revision (aee Seotions 4.1 and 4.2). . . · 

c;. Where the illlprovement ia ot a substantial nature, the Local Authority 
aball subnit a request tor approval bl' letter to the Regional Dtreotor. 
I.t the PHA agrees that the improvement is necessar.r the PHA will detend.ne 
whether it shall be financed tl"Cll1l operating receipts or b'Clll additional 
deVelopment tunda. It from operating receipts, ·the Local .A.uthor1t7 W11l 
be asked to subnit a revision ot the operating badget. It trom development 
tm:ts, it will ~ be necessar.r to amend the Annual Contributions 
Contract. 

- - - - - - - - . - ; - - - - .. - - - - - - - - .. - - . - - - - - - ·- - - - ..... 
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2. Family 
a. "Family" means (1) a group or two or more persons related by blood, 
marriage, or adoption, who will live regularly together in the same dwell• 
ing unit 1n the project, or (2) a single person 65 years ot age or over. 
There may be also considered as part of. a family other persona who will 
live regularly as a part of the family group (including foster children 
and members of tbe ta.mi:b' temporarily absent) and whose income and resources 
are available for use in meeting the living expenses or the group. A group 
ot unrelated persons under 65 years ot age living together, or a single 
person under 65 years or age, does not constitute a fami1y, nor may lodgers 
be included in the family. 
b. For the purpose of applying preterences and waiving the previous houa• 
ing requiranent, an "Elderly Familytt means a Family, as defined above, the 
head ot which (or his spouse) is 65 years of age or over. 
c. The above definition of "FmnilY" does not exclude a person living alone 
during the temporary absence or a family member.who will later live regu 
larly ae a part ot the family. 
d. A person necessarily residing with a fmnily by reason of ernplO)'Jllent by 
or for such tam11y (1) to permit the emplo1111ent of a sole wage earner, or 
(2) tor the health and welf'are ot a sick or incapacitated member of the 
family, need not be considered as a member ot the·tamily tor the purpose 
ot determining net f'audly income or establishing rent. However, the 
necessity tor such an arrangement must be eVidenced by a doctor's certit• 
icate or must be deemed essential, and so certified, by welfare or other 
responsible sources. Under no c1rCU111stances Jll8Y such an arrangement be 
continued longer than necessary or pemitted only tor the convenience ot 
the tenant or such employee. This provicinn is applicable both for admis• 
sion and continued occupancy and is not restricted to elderly families • 

.). Head ot the Fmrd.lz. The "Head of the Family" is that 11anber of the group 
who is legally or morally responsible for the Family. 

4. Veteran. For the purpose of applying preferences and waiving the previous 
housing requirement a "Veteran" means a person (man or woman) who has 
served in the active military or naval service or the United States at 
aey time (a) on or after September 16, 19'40, and prior to July 26, 1947, 
(b) on or after April 6, 1917, and prior to November ll, 1918, or (c) on 

(Cont'd) 
NOTE1 These pages supersede pages 1·2 ot Section 4<>2.1 dated NoveJnber 1955. 

Paragraph 2 has been revised to define "Fu.1.ly'' and "Elderly Familyf' in 
accordance with the provisions of the Housing A.ct ot 1956 and to include 
other policies relating to family status. 

Dei"inition ot Leasin.tt.~n~l_.9~~::1r~..s.f_To!:~~ 

1. purpose. The purpose of tl1is Section is to define specifically the tenus 
most c01D1110nly used in connection with income limits, dwelling :rents, 
conditions tor admisni.on and continued. oecupnney;i and selection or tenants. 

./"'9 ·- - .. - ~ - - - - .. -,_ .... ..., - 
- - - - - - - - - - .. ,. .. .... ,..... -_-,_. .. w(' ~ - .... .. - "" .... 
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--------------------------------------- i/ An unborn child mq not be cowit8d as a Minor. 

or atter June ?:'! • 19.50, and prior to February lt 195.5, and who shall have 
been discharged or released therefrom under conditions other than 
dishonorable. 

5. Serviceman. For the purpose ot appl;ying pref'erences and wairtng the 
previo~~.s housing requirement a "Servicauan" means a person (man or waaan) 
in the active military or naval service of the United states who has 
sel'Y9Cl therein at &D1' tiJfte (a) on or after September 16, 194<>, am prior 
to J~ 26, 1947, (b) on or atter .April 6, 1917, and prior to November 11, 
1918, or (o) on or after June 'l:lt 19.50, and prior to fel>ru.a17 1, 1955. 

6.· Famil.y ot a Veteran or Serviceman 
a. A tami:tf'is a"~ ot a Veteran or SerYioeman" whens 

(1) The head ot the tam1'.tr is a Veteran or SerYicemanJ 
(2) A m811lber of the f~, related to the ·head by' blood, marriage, 

or adoption, is a Veteran or Servio9l118Jl; 
()) The former head of the taJTd.]1' is a deceased Veteran or Serviceman 

provided the spouse has not remamed; or 
( 4) .A. former member ot the tami~, related to the head by blood, 

marriage, or adoption, is a deceased Veteran or Serviceman and 
was a member ot the tam1~ at the tillle ot death. 

b. To quality a tam111' as the "Fami'.b' ot a Veteran or Serviceman" the 
.Veteran or Serviceman, unless deceased, must be li'Ying Vi.th the tam1]7 
or be o~ temporaril.1' absent unlessa 

(1) The Veteran or Serviceman, tormer'.b' the head, ia permanent'.b' 
absent because ot hospitalization, separation, or desertion; 

(2) The Veteran or Serviceman, tormer'.b' the head, is divorced, 
provided there remains in the fam1ly one or MON persons tor 
whose support he is still legal.17 or morall.1' responsible and 
provided that the spouse has not remarriedJ or 

(3) The Veteran or Serviceman, not the tamiq head, is permanentq 
hospitalized provided. that he was a Member ot the tamil;r at 
the til'llehe was hospitalized and provided further there remain 
in the tam1~ two or More persons related to h1lll by blood, 
Jnarriage1 or adoption. 

1• Military or Naval Service ot the u. s. "Military or Naval Service ot the u. S." means only the Arrc\Y, Navy, Air Force, Marine Corps, Coast Guard and, 
since Ju'.br 29, 1945, the cOllllJlissioned corps of the u. s. Public Health 
Service. Such Service does not include Merchant Marine, Red Cross,ICA1 
or •DY' other organization not actual'.b' part ot the Military or Naval 
Service ot the United States. 

a. Minor. "Minor" means a person'!/ less than twenty-one years ot age. 
9• utilities. "utilities" means water, electricity, gas, other heating and 

cooking fuels, and other utilities. other utilities include, but are not 
necessari~ li.JUted to, ice and any sewerage, garbage or trash collection 

(Cont'd) 
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!/ The .Ammal Contributions Contract requires approval b.r PHA ot •a stataent 
ot standards tor detend.ning Net FmidlJr Incane.• Adoption by the Local 
Author1t7 of this definition of Aggregate Incane and the following definition 
of Net~ Income with such of the deduat.1.ons aet forth in paragraph lJb 
u the ·t.ocal Authority elects to allow will not require such approval. 

IOTJ:a These pages supersede the corresponding pages of Section '4<>2.l dated 
Rovanber 19.55• Paragraphs l2c and lJb( 6) have been revised to pend.t the 
eacmption ot scholarships tor tuition, tees, and books under certain 
apecjj'iecl conditions. Paragraph l2b(l0) (including footnote 1) baa been deleted. 

Y Although garbage anct trash collections are treated as utilities tor this 
purpose, the cost to the project of providing 81\Y such services is charged 
to Account 4210 - Janitorial. . 

(Cont'd) <, 

) 

The tull amount, betore an;y payroll deductions, ot wages and 
aal.ar1es, including compensation for overtime and all other com• 
Pens&tion tor personal services (such as cClllllld.saions, tees, tips, 

. an:1 bonuses), the cash value or a.iv compensation in kind (such 
as meals), and allowance tor carfare. 

· a. "Aggregate Fami.11' Income" means all the income fran &JV' 80Urce whatso 
ever, betore deductions or eacanptions;- anticipated to be received during the 
twelve months following admission or redetermination of Net Fand.:q Income 
(as the case mq be) by all persons including minors, aatual.lT occupying, or 
who are actual:q to occupy the dwelling, and by a tami:q head temporarUJ' 
separated from the group. 

b. Aggregate Fami:q Incane shall.include bltt need not be lilllited toa 
(1) 

12. 

u. 

service)/ tor which a separate charge is made to the tenant by the Local 
Authority or b,y others. Telephone service may not be included as a utility. 
Contract Rent.· "Contract Rent" meane the rent charged a tenant tor use ot 
the dwelling accormnodation, equipment, services, and utilities supplied by 
the project. Contract Rent does not include charges for utilities which~ 
be purchased by the project and sold to the tenant as a transaction separate 
tran the payment or such rent, charges tor excess utility consumptions, or 
miscellaneous charges. 
Gross Rent. "Gross Rent" means Contract Rent plus the Local Author:lty•e 
eStimate of the value or cost to the tenant for reasonable amounts or 
utilities not included in the Contract Rent. (Unless there exist substan• 
tial differences in the cost ot value of utilities due to variations in 
unit sizes, it is recommended that such cost or value be estilnated at a 
unitorm amount t.or all the dwellings in a project.) 
A&gregate Falrd.ly Income 2/ (See Exhibit l) 

lD. 
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(Cont'd) 
!/ Expeiiditures tor business expansion or amortization ot capital Webtedness 

shall not be considered as expenses in determ1n1ng net income. 

(2) caswa. and irregular gitts. 

(3) Lump-sum additions to f'amiq assets, such as inheritances, insurance 
pqments, capital gains, and settlements tor personal or property 
losses. ( tt such sums are substantial, the tarUl;r mq be inellgible 
it the Local Authority has established a net asset test tor el.1g1• 
bility.) 

' ·"" 

(7) Periodic and determinable allowances, such aa aliaol\Y' and regu'.l.ar · 
contributions or gll'ts, including amounts received fl'all Al\Y' persona 

· not resicling in the dwelling. 

(8) The tull amount received for the care ot foster cbildren. 

(9) All regular ptq, special plQ'Dlents, and allowances (web as longevi~ 
overseas duty, rental allowances, allowances tor dependents, etc.) 
received b7 a member of the amed torces who is the bead of the 
tamil;r, whether or not he is llVing 1n the dwelling, or b,r U\1 other 
member ot the amed forces wh~ is l1Ving in the dwelling. 

c. The toll.owing are not considered u income b7 the PRA. but nvq be included 
1n Aggregate Fami'.b' Income 1t the Local Authority so desiresa 

(1) .AJllounts which are spec1tical.q received for, or are a reiJllburse 
ment of, the costs ot illness or medical care. 

The full amount received frcm annuities, periodic J)81Jllenta derived 
tram insurance policies, retiremt?Jit income, pensions, periodic 
benefits tor disability or death, and other sbd.lar types ot periodic 
receipts. 
PQments 1n lleu·ot earnings, such aa unmpl.o1Jlent and disability 
compensation, social security benefits, workPlen•s compensation 
and dismiaaal wages, excluding, however, lump-sum payments under 
health and accident insurance and under woi'lcmen• s caapensation. 

( 6) cash relief receipts and the value ot determinable rellet allowances 
in k:Ud, including rental allowances. 

(5) 

(2) Met inoaDe frail the operation ot a business or profession. y 
(:3) ·tntereat, dividends, and net income ot U\1 kind trom real or 

personal property. · 

-----------------*~-------------------- 
HHFA 
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y AJJT ot such amounts not so usea and &JV' amounts available tor aub81•tence are to be included in Aggregate F~ lnCClllee 

!I See footnote '1:J on page 3. 
MO'l'lt These pages supersede pages S-6 ot Section 402.1 dated June 1956. 

. Paragraph ]Jb( 4) baa been revised. 

b. An:/ ot the following deductions, but no others, mq be made b.r the 
local Authorit)r at its discretion; however, it muat in aq event app~ .the deductions so determined unito~ to all applicants tor or tenants 
"'projects under its jurisdiction. 

(1) Speoial occupational expenses necessary to empl011Dent anl tor 
which no reimbursement is made b.r the empl079r, but onlT to the 
extent by which such e.xpenaea exceed normal and usual expenses 1nc1• dent to employment, i.e. special tools and equipment, miners• explo 
sives, transportation in excess of that normal to empl01JD9nt 1n the 
locality. 
(2) Deductions from wages, it nqu1l'9d b.r law or required by the emplo.ver·as a condition of employment, such as deductions for social· 
seourity, pension, rettrement funds or death benet1ta, or for health, 
accident, or medical benet1t plane; except ae provided in ]Jo below. 

,, (3) Amounts paid, it reasonable and nece•8&17 tor the support of a 
person or persona not residing with the fand~ but for whose eupport 
one or more members ot the £81111~ are legat:q or moral.:q responsibl•s 
but not 1nclucling expense incurred tor the support of children awq 
from bOlll9 tor purpose ot normal and voluntar.r education. · · (Cont'd) 

\ 
\ 

(4) Amounts paid b.r the United states Government to a Veteran tor 
use 1n meeting costs ot tuition• tees. and booka, to the extent 
that such amounts are so used. y . 

(.5) .Amounts ot educational scholarships which are paid direct~ to 
the educational 1nat1tut1on tor •• in meeting the cost or 
tuition, tees, and books, to the extent that such amounts are 
so used. l/ 

( 6) .Amounts ot educational echolarehipe paid direct~ to the student 
under conditions that noh amounts be used to meet the cost ot 
tuition• tees, and books, to the extent that such, amounts are so used. l/ · · 

]J. Bet Family Income y 
a. "Net F~ Income" means "Aggregate Fam1~ IncC1111e" lesa deductions 
allowed b.r the Local Authority, pursuant to paragraph ]Jb below, and anticipated d\1l'ing the twelve months' period tor which Aggregate Fud.~ 
Income is estimated. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - -·- - - 
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'lJ fi10 per month 1s the Allowance which would be received b7 a Veteran 

vlth°'1t dependents under the Veterans• Readjustment Act ot 1952. 

(4) .Amounts paid, it reasonable, tor the Cal'9 or children or sick 
or incapacitated family members (a) when determined to be necessary 
to permit employment ot tami]3 members and provided the amount 
deducted is not greater than the amount ot income produced by the 
t~ member thus released, or (b) when there is no member of the 
tud.17 p~sica~v or otherwise able to provide care determined to be 
necesA17 bJ' medical• welf'are, or other responsible sources. 

(5) Predictable medical expenses tor continuing Ulneas, 1t deteNined 
bJ' the Local Authority' to ·be proper and reasonable, in excess of '» 
of the aggregate income or the tud.~ and where not specitical.11' 
oompensated tor or covered b3' insurance. 

(6) In the case ot a Veteran who is the t~ head, who 18 absent 
from hamet and who is receiving u. s. Governlllent allowances tor 
education or t~. an amount tor living expenses not 1n ex:cess 
of $l.1o per month y less ·the amount ex:empted tor tuition, tees, ancl 
books, pursuant to paragraph l2c( 4) above. . 

(?) A reasonable amount to cover personal expenses 1t the head of 
the·t~ is in the Armed Services and stationed &lf81' trm home. 
1'bis deduction should not, ot course, ex:oeed the balance of the 
eel""liqeman•s pq after his portion of the dependents• allowance 
baa been dedueted. 'l'be PHA recommends that 1n no event a deduction 
in excess ot ~r. month be •de tor this purpose. 

o. In no eventehall the following items be a11oweci u decluctionat 

(1) Pqmenta ot income tax, in~luding pqroll deductions therefor • 

. (2) . Pqments tor savings bonds• or the acquisition of other assets, 
including pqroll deductions therefor. 

(3) Pqroll deductions tor pensions or other purposes not requ1recl 
bJ' law orb¥ the empl079r aa a condition of emplOJIDent. 

( 4) Pqmente: cm or gamishments tor installment purchases, repqment 
of loans, or interest and finance charges On such items. 

(5) Anr other it.a not epecU'ical.l;r enumerated in paragraph 13b 
above. 

'· 
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(Cont'd) 

N01'Ei. This sect10rl:.ruper~clesseCf.ion 4oJ.1 dated Oet.ober 1955• The proviso 
to par.agr.aph Jc and paragraph 4a have been revised to contonn to the 
pro\"isions of the Houaf.ng Act of 19.56~ Fonner paragraphs )d, 4c, and 6 
have ber-m i::J.9::!.eted., 

· (1) an e.xenrptlon to be ~)stablished by the Local Authority not in 
excess of' $100 for each ro.inor member or the taroi]y othar than 
the head of the~ falllily and h.i.s spouse; and 

!].';~!ltr~£_~_Jt~TEI.£!:1~?nt~ . ..;~~k1:ting_ j;o. ,Conditions Governing Ellgibili ty tor 
.~~r;;!:d.~., Ttw Local At1thorlt.y shall admit as tenants or its Projects 
nnly F'nml]j.es (;,f Low Income who, at the tin1e of admission, meet all ot 
the f 0111.:"\·rlng l"!'X1_u:tl'emer.rts: 

Qi:J:f~~-~i2l~l!:..~~.. Thi) spe(~if"ic policies governing eligibility adopted 
liy th1"' J.r,c:~}. !\lxthority aJ:-e to be applied un:lfom]y to all families· apply• 
inr; for :ach1ri!;ston t.c or l:l:lli.nr;: in all· low-rent projects ot the Loca.l 
Authori t.y... Alternffi:.i W~$ pr'crtridod by the law or by- regulation, such as 
axemp+.lng all or part of th(:" income of a minor in detennining eligibility 
tor coo't1.nnoo occupanf1,f, glve a L()cal Authority the right to establish a 
DpePit'i~ poJJ.cy wit.W.n t.h~ applicable provisions. Thus, the Local 
A'.lthorlty m~y ele<:?t to f)X~mipt (a) all minors• income, (b) a limited am~nt 
of minor~' inco1n~, (c) no rrd.!l<.'rs' income, (d) income ot employed minors, 
etc:., ~1ut hnvinf~ chosen, for exrunpla "a," it. must accord this exemption 
t.e ~~v~i ... v. fi;o111i1y w.lth Jiii·nr:•rs having income. Sim.tlar]y, having established 
a pollcy on d1'.."Juc;it1.i:ms to be allowed Ln determining Net Family Income, 
cr-rery faro1J.y ··:'l:!'r~.itle>-0 to 1l particular deduction must be accorded it. 

') "'·• 

Intt•oduct:t.on.. ·re r.;•1.v·\J: rlr:·!.~~~nt:; saf-e9 and sanit..ary dwellings within tho 
financi~lr"'Q'l.d} of' J~·idll '.':!; Of l(YW i:nc1;:·1n~! is the stated purpose Of and 
just:tficat:i,\)n ro:s: a w:lw;id~.::,eJ. public housdng program. To serve this pur 
pose 1 each I.oc~l A.ui~hoi·:tty sh<11l establish specific policies which conform 
to t.he pA•ovi~Joti8 of ·r.ho u .. s., H()usine Act, as amended, and its Annual 
ContJ.~:U)1.ttion3 Cont.ro.i'.!t. Tht;:so poJJ.cies shall be followed in deten'llinine 
the elit~ib:iJJ.ty of each f1?m:lly prior to its adnd.ssion, and periodically 
th0:r<::after. '.Th.ti; :36ction sets forth the conditions established in the 
Aizt and the Ccint:rnct wh1<!h govern eligibility for admission and continued 
oe<•:upan~y" vrner€ thest:1 conditions a1""e net npecifical]y defined in the 
Ae"t 01.~ Con-t.r~.e"t er othtr:-r. Sections of this lhnual, this Section suggests 
irnpl':rnf?nt:tng: r.1.nd i'U;)J)lii'ying cr'lt.eria to be used in making determinations 
of l':'.11.:;J.oiJlt;;- ... 

1 ... 

. ~ ~ - ~ - - - - - - - - - - - - - - - - - ~ - - - - - - . 
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(1) living in unsafe, insanitary, or overcrowded dwellings (see para 
graph 5 below)• or 

(2) to be displaced by aey low-rent housing project or by any public 
alum clearance, redevelopment, or urban renewal project, or 
through action or a public body or court. either through the 
enforcement or housing standards or through the demolition, 
closing, or the improvement ot a dwelling unit or units '!:/tor 

(Cont'd) 
fl Military.service as used in this connection includes peacetilne service and 

is not confined to the periods ot service used to detennine preterenoe or 
waiver ot the previous housing requireJ11ent. It is intended that u.s, 
Government periodic insurance payMents tor service-connected deaths or 
disabilities 11187 be exempted from income tor the purpose ot determining 
eligibility, pursuant to this provision. At no 1;.1.Jne have lump SUlll insurance 

· eettleMente ot whatever nature been considered as income but rather as an 
addition to a taMi~'s net assets. 

!,/ Thie provision is in accordance with an amendment to the United states 
Housing Aot contained in PL-S6o ( 8)d Congress) and is somewhat broader 
than the correspond1n£ provision in contracts entered into before its 
enactnient. Thia amendment extends thie provision to families which are 
to be displaced through other public actions. Thus, the same provision 
is applicable to families who are to be displaced because a building, 
health, sanitary, or other code relating to housing standards prohibits 
the.tamily trom living in that particular dwelling for reasons such as 
overcrowd1ng or failure ot the dwelling to llleet minimwll standards ot 
light, air, sanitation, etc.J or through closing ot the dwelling through 
public action because it is unfit; or through demolition ot the dwelling 
b7 public action tor the construction or widening or a highway or bridge 
even though not connected with redevelopment or urban renewal. The.pro• 
V1.aion is also applicable to fam1.lies who are required to move because 
thq cannot afford the increased rent caused by improvement of a dwelling 
Wd,t to bring it into compliance with housing standards prescribed by 
laws or codes. This provision is applicable to tam1lies required to 
vacate var or veterans reuse housing to permit its removal. 

c. Who area 

(2) An exemption to be established by the Local Authority of all or 
part ot 8.lllOunts paid by the u.s. Government tor disability or 
death occurring in connection with military service "JJ 

Joes not exceed the applicable incOJne limit for admission established 
by the Local Author1t7 and approved by the PHA; 

- - - - - - - - - - - - - - ... - ~ ~ - - - - - - - - - - - . - - - - - - - - 
llHFA 

PR.A 
February 1957· t(M .. RENT ltOtJSnlG MANUAL 



- - - - . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

b. Whose Net Fami~ Inconie, less 
(1) an exemption to be established by the Local Authority ot either 

(a) an amount not in excess of $100 tor each minor member ot the 
tami~ other than the head or the tam1ly and his spou~e, or 

(Cont'•d) 
'JJ Being without housing tor willt"ul or deliberate failure to pay rent or to 

carry out other normal obligations ot tenancy cannot be interpreted as due 
to causes other than the fault or the tenant and therefore does not quality 
an applicant under this provision. However, it a substantial reduction 
in a tami~•s income, or an increase in rent beyond its reasonable ability 
to pay, have resulted in loss or accorr.modations, the Local Authority may 
consider these as causes other than the fault or the tenant. Further, 
tam1lies who do not have accommodations in the locality or within nomal 
COllllllUting distance thereof may be considered as without housing. 

y The 111ere prospect ot eviction is not sutticient to qualit.,y a family 1mder 
this provision. A court order or eviction must actual~ have been received 
by the fami~ and it must have been issued tor causes not construed to be · 
the fault or the tenant, as defined in footnote 'JJ above. 

{)) actually without housing, due to causes other than the fault or 
the tenant!/, or 

(4) about to be without housine as the result or a court order or 
eviction due to causes other than the fault or the tenant1 y 

Provided, that the requirements contained in this paragraph Jc need 
not be made applicable by the Local Authority in the case ot1 
( 1) a tami~ or aey Veteran or Serviceman (or ot 81\Y deceased Veteran 

or Serviceman) where application for admission to such housing ia 
made not later than March 1, 1959; or 

(2) an Elderly Family, with respect to a unit suitable to its needs. 
4. Contract R~uirements .Relating ~o£onditions Governing Eligibility tor 

Continued Occupangz. The Local Authority shall allw to continue 1n 
occupancy in its Projects only Families or Low Income who, at the time 
or reexamination, meet all of the following requirementss 
a. Who q'ualit'y as a Farrd.~, or who is the remaining member or a tenant 

famiqj 

- - - - - - . - - - - ~ - - ~ - - - - . - . - - - - ~ - - - . - - - - - - - - 
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(Cont'd) 
Y Income or a lllinor includes P81Jllenta made to the tami~ for the minor or 

his care. 

h. Lighting Facilities. Dwelling not wired or inadequate~ wired tor electric lighting. 

C• Kitchen Facilities. La.ck ot permanent, sate, and reasonably efficient 
kitchen tacUities Within the dwelllng unit, including sink with running water and provisions tor a cooking stove. 

t. Bath Facilities. No bathtub or shower in the dwelling unit, or, it 
present, unfit tor use. 

•• Toilet Facilities. No fiush toilet in the dwelling unit, or, 1t 
present, untit·ror use. 

S• Unsate, Insanitary, or overcrowded Dwellings. The PHA considers the 
existence ot an;y ot the tollow:lng conditions an adequate basis tor deter• 
mining that a ~lling is unsafe, insanitar_y, or overcrowded. The Local 
Authority mq establish additional criteria or modit.Y these criteria as 

·necessary to meet local conditions. 
a. Location. The location ot the unit is such that it creates a health, 
tire, or .satety hazard for the occupants of such dwelllng wd.t. 
be Cor¥iit1on or structure. The condition of the structure is such as to create serious satety or health hazards b.r reason ot structural dfJti 
ciencies or ot continuous dampness or exposure, brought about b7 neglect 
or dilapidation. 
c. Water Buppl.y. Lack ot potable running water within the dwelling unit. 

d• Sewage S:!tem. No comection between plU111bing fixtures and adequate 
sewage.disposal system. 

does not exceed the applicable income limit tor continued occupanc;y 
· established .: b7 the Local Authority ard approved b.r the PHA. 

an amount equal to all or any part or thEt income ot eueh 
minor lf leas any deductions in connection:with eueh minor•s 
income which were taken into account in detennining the Net 
Falllily Income, and 

(2) an exemption to be established b.r the Local Authority ot all or 
any part or amounts paid by the u.s. QovernMent tor disab1llt7 
or death occurring in connection with milltar.v service~ 

(b) 
- - - - - - - - - - - - - - - ~ - . - . - - - - - - - - - - - - - - - - ~ - - 
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1. Beatinc Pacilities. Heating facilities inadequate or unsate. 
j. Light and Ventilation. Living room, bedroom, or kitchen with no 
w1ndows, or with windows opening on an ~ha,t'tJ or toilet or bathroom 
without adequate ventilation. 
k. OVerorowdirm. The number ot persona oe~ying a dwelling unit exceeds the maxiDnull occupancy liJUte established b.Y' a Local Authority tor continued 
occupanCJ" in ita pl'Ojeots (see 8eotion 406.1), or when two or more fudlies 
are occupying a dwelling unit dee1gned tor s1ngle-tam1]3' occupancy. 

6. Net Aeseta. Each Local Authority should oonaider the establishment of critel"ia with respect to the net assets of an applicant or tenant £31111.]3' 
tor the purpose or ensuring that tud.ltes will not be admitted to, or be 
permitted to remain in, ita pl'Ojects, whose net aesets are so large that, 
it the aasete were used to npplement income, the fud.llea would be 
enabled to obtain decent, sate, and aan1ta17 housing from private enter 
prise. 

1• LocaR Established Ellsibility R9suirements. A Local Authority mq 
eleo~ establish other requiretll8nte, such as length of residence in 
the locality, mt no requirements lllQ' be established which contravene 
the proViaiona ot the Act or the Annual Contl"ibutiona Oontraot. 

- - - - - ·- - - - - - - - - .... - - ~ - - - - - - - - ~. - ~ - - -·- - - 
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Exhibit l to this Supplement presents in table fonn all exemptions permitted 
under the u. s. Housing Act, as amended, in determining rent and eligibi.lity 
for admission and cortinued·occupancy. 
This means the income remaining to a member after any deductions in connec 
tion with such income were taken into account in deter~ininp, Net Family Income. 
If a Local Authority, pur-suanb to Supplement 1 of Section Lo5.l, adopts a policy of exempting any part of minors' incor.~ in detarmining r~nts, tho PHA 
will not approve the exemption, as minors' income, either in settin~ rent or 

. in determining eligibility, of' any amounts paid to a family head or guardian 
specifically for the csxe of a minor but over which the minor has no control 
(e.g. SS ber..ofits, Aro, and payments for support). For such cases, the 
previously stated PHA policy permitting exemption of such paymP.nts in deter 
mining eligibility for co~tinued occupancy is hereby revoked. Ir, however, 
a Local Authority adopts a policy of exempting minors' income for eligibility 
purposes only, it may, at its option exempt such payments as minor's income. 

a. This Supplement is applicable only to Local Authorities which, if per- 
mi t.ted. under State law, elect to allow any or all of the addi, tional exemptions 
authorized under the Housing /1ct of 1957 to be made from the net incomes of 
families in determinini:, eligibility for admission to and continued occupancy 
in low-rent housing. 
b. This Supplement, until rescinded, waives contract provisions to the 
extent neceasary to perrni t any Local A nthori ty, at its option, in making 
determ.i.nations of elieibility to 8.llow additional exemptions from Net Family 
Income as indicated hflrein, Provided: That, for purposes of determining 
eligibility, no exemptions shall be granted which in any case would result 
5.n. admission to or continued occupancy of low-rent projectR by any family 
which is not of low income within the meaninc of the laws of the State. 

2. Uni forr.J .'\nplicr-.t.j_rm. In detcrmir..:lr:;~ :.:-li["ibiU.ty a Local Authority may allow 
these additional exemptions in amount.s up t.o t.he limits specified in para 
graphs 3 and 4 below, provided that the amonrrbs decided upon are exempted 
unifonnly for ell app'l.Lcanbs and tenants of like circumstances. 

3. Additional Exemptions :for Determining Eligibility for Admission 1/• Subject 
to the proviso stated in paragraph 1 above in determininrr eligibility for 
admission, in addition to the exemptions authorized in paragraph 3b of Sec 
tion 403.1, a Local Authority may also exempt: 
a. An amount not in excccs of ;1~100 for each adult dependent family member 

other than the head 8nd his spouse, ha.vinrr, no income; and 
b , l·n amount not in excess of ~~00 of t.he income Yof each fnmily member 

(adult or minor 3/) having income, other than the principal income re 
cipient, Provided: That for minor fa.mily members there ina~r not be 

(Cont'd) 

Conditions Governing Eligibilit:z for Admission and Continued Occupancy 
l. Introduction 
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1l:J See footnote 3 on page 1. • 
lJ See footnote 2 on page 1. 

allowed both an exemption from income and the $100 exemption authorized 
by paragraph 3b(l) of Section 403.1. 

4. Additional Exem tions for Determininr, El.iP,ibility for Continued Occu anc. 
ciee Exhi it • 'u jec to he proviso sta e n paragrap above n 
etermiJU.ng e ieibility for continued occupancy, in addition to the exemp• 

tions authorized in paragraph 4b of Section 403.1 Ya Local Author:lty may 
also exempt: 
a. An amount not in excess of $100 for each adult dependent family member, 

other than the head and his spouse, having no income; and 
b, An amount not in excess of $600 of the income Y of any adult family 

. member, other than the principal income recipient. 

-~---~-~-----------~-----~-------~----- 
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'};/ All or any part of u. s. military service-connected disability or death 
:payme~ts_,~i-li~_ ei~ecf}:n ·a~clit~on' to "any other exeiiiptions allowed. 

y It a Local Authority elects to exempt any part ot minors' income in deter 
mining rents, the PBA will not approve the exemption, as minors' income, 
either. in setting rent or in determining eligibility, ot any amounts paid to 
a family head or guardian specifically tor the care ot a minor but over-which 
the minor bas no control (e.g. SS beneti ts, AOO, and payments for support). 
It, however, a Local Authority adopts a policy of exempting minors' inco~ 
tor purposes ot eligibility only, it •Y, at its option, exem;pt such payments 
as minor's income • 

- ·-- 

Eli~ibili ty !J - 
Category Rent Admission Cont'd Occu 

Fa.mi~ Head or ~ouse 
(M~t or Minor 

1. Principal Income Recipient Hone Hone Hone 

2. Other 
$600 of Inc a. With Incane $600 ot Inc:ane $600 ot Income 

b. Without Inccme Hone None None 
Adults CJJot Head or Spouse) 

1. Principal. Income Recipient Bone None None 
2. Other 

a. With Income $600 ot Incane $600 ot Income $600 ot Inca 
b. Without Income & $100 $100 $100 

Dependent 

Minors ~Bot Bead or ~ouae 2 
1. Principal. Incane Recipient $100 $100 Allot Inc 
2. Other 

a. With Income ot $100 or $600 ot Income y More $600 ot Income All of Inc 
b, With Incane Lesa bn 

$100 $100 $100 $100 

Exemptions Authorized Under the U. s. Housing Act 
· as Aniended (1957) 
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J. Procedure for Obtainin A roval to House Maintenance ! . es. llequests 
or approva o house main enance emp oyees consi ere necessary to project 

operation, in excess of the above limit, shall be made in writing to the 
appropriate PHA Field Office. The letter must contain (a) a description 
of the situation at the project and the nature of the operational problems 
which make it necessary to house maintenance employees in excess of the 
established limit; and (b) a description of the employee's responsibilities 
which make such residence necessary. Field Office Directors are authorized 
to act upon such requests. 

(3) 

(2) 

(1) Only essential maintenance employees may be required to live in 
low-~ent projects to render the above services or to comply with 
applicable statutes; 
No maintenance employee may be required to live in a project of 
less than 100 dwellings, nor more than one such employee in a 
project of 100 or more dwellings, without prior PHA approval 
obtained in accordance with paragraph 3 beloif; and 
Since maintenance employees who are required to live in a project 
are not deemed to be tenants of a Local Authority in the usual 
sense, they shall be selected solely on the basis of their fitness 
to perfonn the necessary services. They need not be subject, at 
the time of admission or at any time thereafter, to the occupancy 
conditions and regulations applicable to low incorne families. 

b. Any employee of a Local Authority not required to live in a low-rent 
project pursuant to policy established herein but who applies for admission, 
or is living in the project as a low income family, shall be subject to all 
regulations applicable to other appli~ants and tenants. 

2. Policy Relating to Occupancy by Local Authority Employees 
a. If a Local Authority determines that residence in a low-rent project 
by an employee is essential to the ef.ficient, safe, and economical opera 
tion of such·project to provide necessary services at unusual or irregular 
hours or in the event or emergencies, or to comply with applicable ordi 
nances or statutes relating to property manaf!e..,ent, it may authorize and 
require such residence subject to the following conditions: 

Occupancy in Low-Rent Projects by Local Authority Employees 
1. Purpose. It is the purpose of this Section to establish the policy of the 

PHA with respect to the occupancy of dwellings in low-rent projects by 
Loe,,. Authority employees, and to recommend a rental policy applicable to 
such employees. 
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b. When Local Authorities charge resident maintenance employees rents on a 
basis different from that derived fran the Schedule of Rents applicable to 
the project, the rent charged such employees shall be incorporated in the 
Schedule of Rents (see Section 4o5.2) as a separate section. 

4. Rent .to be Charged Resident Maintenance Employees 
a. Since the conditions and practices relating to the employment of resi.dent 
maintenance employees may vary substantially in different localities, a.rigid 
rent~l policy applicable to all such employees is not considered feasible. 
It is the recomme~dation of the PHA, however, that these' employees be charged 
rent in accordance with their incomes up .to full rent for canparable accommo 
dations on an extension of the Schedule or Rents applicable to the project. 
In the event this recommendation is contrary to loc~l practices applicable to 
resident maintenance employees, the PHA will offer no objection to a Local 
Authority confonning its policy to the est.9.blished local practice, provided 
that if such practice calls for full or partial remission of rent for resident 
employees, or the payment of a token rent, the ·amount of the remitted rent 
will be taken into account by the Local Authority in establishing the employee's 
compensation. 
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NOTE1 Th18 Section supersedes Section 464.l dated S•J•.52 and SUpplement 1 

to Section 404.1 dated 6-4-52. Both procedural am substantive changes have been made. 

•• Unitorm Income I.1lllits. One set ot max1munl income limits tor adm1aa1on ancl continued occupancr is to be established for all low-rent projects 
in a locality ani tbe;y must be applied unitol'lllly to all tamtllea. (See 
Section 4o.3~1.) 

2. Time ot SUbud.ssion And Form ot Proposal To Establish or Revise Income 
Lilllits 
a. Initial. A Proposal tor Schedule of Max1mUlll Inc0111e Limits must be 
aul:ln1tted by a Local Author1t7 not more than six months after award of 
the Main Construction Contract tor the initial project of the low-rent 
program in any locallt7. 
b. Rev1.sions. As a general rule, income llmits should not be reViaed 
nthin one ,.ear following approval by the PHA ot a previous schedule. 
The Local Authority may, however, subnit a Proposal tor revision ot 
income lind.ts at uv time it believes a revision necessu:y to meet the 
housing problems ot low-income families in.the locallt7. 
o. Fom. Proposals must be subnitted in an or1glnal and three copies 
to the PHA Regional ottice and must be in the form prescribed. bT Form 
PHA-25)), Model P'ol"lll of Proposal tor Schedule ot Max1Mulll Income Lb4tat 
a copy ot which can be obtained from the Regional ottice. 

3. lioation of Established Income Limits to New Pro ects. To ensUl"9 
orm income ts tor all pro ec a ca ty, approved income 

11m1ts applicable to older projects in,the locality must be applied 
im.tia~ to arq new project except when the twent:v-i>ercent gap deter 
mination contained in the approved Development Program for 81\Y new 
project indicates that a downward revision of maximum income limits 18 necessary-. In this case, a new Proposal must be subn1tted tor all projects in the locality. 

4. Tel'lllS in Which Maximum Income Limits Are Established 

Establishment and Revision ot M.rud.mw11 Income 'Limits tor Admission to and 
Continued Occupangz ot lmt·Rent Publi.~ J!2~\r.i-:=f£'?.je~fw 
1. Pprpose. This Section sets torth the policies of the PH.A on initial ani revised maximum income Umi:ts tor all law-rent public housing projects 

adm1n1aterecl urxler the Act. 

• • • • • • • • • • • • • • • • - • • • • • w • • • ~ • o - ••a•••.••• 
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b. Net Income Less Ex.ewtions. Max:il1tum income limits tor admission and 
continued occupancy are to be set in terms ot Net Fam.1]3 Income (see 
Section 4o2.l) less any exemptions to be allowed by the Local Authorit.,. 
Within statutory lim1tat1ons. Exemption policies must be stated spec1t1• 
cai:tr, and, when adopted, they lllUSt be applied unito~ 10 as to ensure 
all tam111es being treated alike under like circumstances (see Section 40).1). 
o. Groro~ Number ot Persons. The PHA recOIDPl9nds that maxinnn income 
limits orss{on ana continuid occupancy be established in terms ot th• 
number ot persons in the f8Plily because budgetary and apace requirements 
are direct]1' relat«l to the number of persons in the household. 

s. Establishment ot MaxinNm Income Limits for Admission. Maximulll inOODle 
lliii!ts are set to restrict occupancy ot low-rent public housing to tu111ee 
ot low income who are defined in Section 2(2) ot the Act, as "families who are in the lowest 1nc01De group anct who carmot afford to pq enough to 
cause private enterprise in their locality or anetropolltan area to buUd 
an adequate supp]3' ot decent, sate, and san1ta1"1' dwellings tor their use.• 

a. Pa?er Limitation ot Tw~tz•Percent Ga.Jl• The maximum inC01De l.1Jdts tor 
adm1ss1on lllq not exceed ihe amounts determined by app~ the atatuto17 
rent-income ratio (State or Federa1, whichever is more restrictive) to the 
max1mlJm rents tor admission that have been determined pursuant to the 
twent7-percent gap llmitation. This is an absolute upper Um1tation upon 
maximum income 11mits tor admission, and on the maximum rents that mq be 
charged at the time ot admission, except in the case ot a tui~ receiving 
a u. s. benefit p81Jllent tor disabilit.,. or death ot a veteran or serviceman. 
There must be subnitted as part of every Proposal a twent7-percent gap 
determination prepared in accordance with Section 206 • .5. tt this deter 
mination was previous]3' approved tor \'8e in a Development Program or in 
a previous Proposal tor schedule ot maximum income 11Jn1ts, it JD8T be pre 
sented by swnmarizi.ng the conclusions reached aDi 1dentit71ng ita date, 
provided not more than one year bas elapsed since the date ot the previou~ 
approved determination and the Local Authorlt)r certitiee that the l.oNeat 
rents at which a substant1a1 supp]3' ot standard private housing 11 being 
made available current~ are at leut as high as. they were at the tU&e ot 
the gap determination. For this purpose, the date on the gap detend.nation 
1tselt and the date on the current Proposal tor schedule ot income limits 
will be controlling. 
b. Criteria tor Establishing Max1.nNm Income Limits tor Admission. There is no formula or 8.1\Y one set or data thai Will automat1call1' determine 
maximum income llnd.ts tor admission. They D1USt be determined on the basil 
ot judgment with respect to various criteria, a number of which are de• 
scribed below. Proposed lirdts must be tborough]3' doeumented traa 
authentic sources. 

(1) Criterion ot Incomes ot Fam1lles in Substandard Rausin;. The 
level or incomes ot tudlles in substrnrd housing is an ilaportant 
guide to the detennination of an appropriate income 11m1.t since the 

(Cont'd) 
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great majority ot these ta111ilies cannot af'tord standard private 
housing being made available in their c0Dll11Ullities. 
(2) Criterion ot Annual Earninp or Lowest-Paid Male Workers. Max1Jnum 
1noane 11m1te tor admission should not be so low as to exclude tamiliee 
supported by regu:'.ar]y employed male workers in the lowest-paid group 
1n the localit)r. While public hous~ is available to families whose 
1ncanes are so low that they require public assistance to bring thean 
up to a m1n1mum subs1atenee level, including the rent that mU8t be 
charged 1n low-rent publi:l housing, it must alao be available to thoee 
lowest-paid workers 1n the locality who are trying to maintain their 
tamil1es sole~ through their own ett'orts but whose incomes are inauf'• 
ticient for a minimum adequate standard of living, including pQment 
for decent, sate, and san1t&r7 housing being provided by' private enter 
prise. It should be noted that this criterion gives results 1n teme 
ot individual rather than tamil1' income. Total fami~ income will be 
higher when there are workers in adclition to the principal wage earner. 
This criterion, therefore, is used to test the extent to whioh tamiliee 
ot regularly employed male wage eamers who have no other income would 
be excluded. at a given income llmit. The data, b.1 themselves, should 
not be used to detend.ne an appropriate income 11m1t. 
t3) Criterion ot Annual Min1Jnwn Ade0te Familf Bu<iget. This criterion 
is the annual iiiiJibiUil1 adequate bU({ge tor an average-size tamil7 (a 
tour-person t~ comprised ot parents, one ot whom is a Mle wage 
earner9 one child under and one child over 10 years ot age). Thia 
budget indicates the annual income required b.r the tuil7 to llllintain 
itself at a m1niDnDn adequate standard ot living and to pq the rent 
wbiob must be charged 1n low-rent public housing. Obviously, there• 
tore, the budget ued as criterion lllU8t not be a bare subsistence 
budget or a rellet budget unless the latter provides a min1lnum adequate 
standard or living. In inany localities, the reliet allowance 1• based 
sole~ on the amount or welfare f'unds available without regard to 
actual tamil7 requirements. 

(4) Criterion ot Liability tor Support• In many localities the Courts, 
and in some states the legislatures or administrative agencies, have 
tixed a scale ot 1ncC1111es establishing legal respons1b111t)t tor eupport 
ot a dependent parent or other related indigent person. Data should 
be obtained, 11.' possible, on the minimum inoane at which 11abillt7 
tor support ot indigent relatives is incurred b.1 a person having a 
tamil7 of average size. This figure is one ot the guides to estab 
lishing the maxiDJum income 11mit tor admission of the average-sis• tami~, since it represents otfioial opinion ot the income necessary 
to the tami~ betore a member is liable tor support of an irDigent 
relative. 

.1.6 -, ' •. 'If?. 
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d. Conclusion ot the Local Authority as to MaxblUm Income Um1ts tor 
Admission. Based upon the limitations ot the twenty-percent gap, the 
criteria.0deseribed above, the adjustments 111Ade according to paragraph So 
above, m\Y other pertinent data, and.whatever restrictions are 1Jnposed IV 
State law, the Loca1 Authority must reach a conclusion as to the maxblUm 
income Ulll1.ta it will propose tor admission to l.ow•rent public housing 1n 
the locality. ' 

6. Special Admission Income Limits tor Di!Ji>laced Fmuil1es 
a. Mm\Y localities are undertaking urban renewal programs and other 
programs of public improvement. Most of these involve the displacement 
ot tmrd.l.1es tran their dwel.l.1ngs through public action. or course, not 
all displaced tmnll1es are low-income f8Plilies within the meaning ot the 
Act and, therefore, eligible tor low-rent housing. In order to fac1lltate 
the rehousing ot displaced low-income tam111es, the Act pro1ides a special 
preference in admission to families displaced b,yt 

(1) 8JV low-rent housing project or b3' ~ public sl\1111 clearance, redevelopment, or urban renewal project, or 
(2) action of a public ~ or court throught. 

(a) the entoroement ot housing stardarcls, or 

(b) the demolition, closing, or improvement ot 
a dwel.11ng unit or units. 

(S) Criterion ot Inelis_ible Tenant and 5>1.?licant Fmnilles. Although 
not concluaive evidence, ihe incomes ot ineligible applicants and 
1ne11g1ble tenant tmnilles may indicate a need to revise lll8XSJnum 
income lllld.ts and 11181' be a gu1de1 in ccmbination with other data, to 
an appropriate level. The Local Authority mq wish to euboit data ot 
this kind. 

c • .A.d~ent tor Families ot Various Sizes. Data subnitted under the 
Yarious criteria relate direct~ to or can be adjusted to represent the 
situation ot families or average size (three or four persona). Since it 
1a recommended that separate llldte be established bJ' size oft~ 1n 
order to give ditterential.s tor larger and smaller tamil1es1 it is necee• 
saey, atter dete1'1111n1ng the appropriate 1.ilnit tor a tam111' ot average 
size1 to adjust this figure for the smaller and larger famil1es. Bu.dget 
studies show a somewhat larger differential in cost tor each person above 
the average-size fam1~ than tor each person below. The ditterentiala 
adopted.1 however, will have to be determined on the basis of local con 
ditions. 

- - - - - - - - - - - - - - - ~ - - - - - ~ - - - - - - - ~ - - - - - ~ - - - 
HHF.A. 
PHA 

HQ' 19.57 UM-RENT HOUSING MANUAL 



HHFA-PHA, Wash. D.c. -s- 
--------------------------------------- 

o. The PHA will give consideration to a Local Authority•s proposal tor 
special admission income limits for families displaced by' public action 
provided such limits& 

(1) restrict admission tc.1 tamil1es ot low inccme as defined b.r the 
Act, and 

(2) are not in excess ot the corresponding max1.mum income Um1ts tor 
continued occupancy applicable to other low-income families. 

Arv special income limits proposed tor admission ot displaced rand.lies 
are to be stated 1n the Proposal. 

7. Establishment or Maximum Income Limits for Continued Oc~. Max1mum 
liicome llii!ts for continued occupancy are established inC>er to pel'lllit 
tmnilies who have been admitted to remain 1n low-rent public housing not 
withstanding modest increases 1n family income. The PHA will approve 
max1Jnua incane limits tor continued ocaupanc;y that ensure non-competition 
ot low-rent housing with standard. private housing available 1n substantial 
S\lpp~• In general continued occupanc;y liJDits should be approx1mate]T 
twenty-five percent above justitied admission limits. 

8. rova1 of osal tor Schedule of Ma:x1muro Income L1m1te. When a 
Proposal has been approved by the Connissioner, a copy to which bu been 
attached an endorsement by the Connissioner of the max1mllll incane 11m1ts 
he bu approved) will be retumed to the Local Author1t7 through the PBA 
Regional Office. Upon receipt of this document, bit not until then, the 
Local Authority1nll7 put the approved inccme limits into effect. 

b. In view of the spec1al hardships taced by displaced low .. -1.ncorne 
families and in turtheranoe ot the provisions and objectives of the Act, 
Local Authorities 111q wish to establish somewhat higher admission inoane 
11m1ts tor these families than tor other low-income tandlies. 
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Establiffbing Rents and Other Char~~ 
1. Introduction. To ensure the accomplishment of the basic purpose or the 

Act, which is to provide decent, safe, and sanitary dwellings within the 
financial reach of !.runilias or low income, rents to be charged tenants 
must be established in relation to the incomes of the tenant !Biili.lies. 
Thus, tenants pay rents in accordance with their incomes without regard 
to the s~ze unit they need to meet the requirements of their families. 
Furthemore, the proportion or income paid for rent is maintained 80 that 
when a family's income is very low it pays a very low·rent but when its 
income increases the rent is increased, reducing the subsidy accordingly. 
And finally, the fixed minimum rent-income ratio established by law makes 
it necessary to vary rent in accordance with the income of each family in 
order to serve the broadest group or low .. income families without requiring 
any family to pay an extortionate portion or its income in order to live 
in public housing. 

· 2. SUmma.ry• This Section sets forth the Contract requirements and related 
policies for the establishment of schedules of dwelling rents and other 
charges to tenants, together wlth reco111111ended procedures tor the prepara 
tion of such schedules and tor testing their financial feasibility. 

:). Contract Requirements Relatin~ to Rents 
a. The Contract requires Local Authorities to establish schedules ot rents. 
The rent, including the value or cost to the tenant of water, electricity, 
gas, other heating and cooking fuels, and other utilities, designated as 
"Gross Rent" in such schedules, shall be related to Net Family Income, and 
may also be related to the nU111ber or minors in the family, or the nU111ber 
ot persons in the family, or both. The.Gross Rent for each family shall 
be so established as to be within the financial reach of such family, but 
shall not be less than one-fifth or the Net Family Income at the time ot 
admission or of aey redetemination ot Net Family Income less authorized 
exemptions established by the Local Authority. For continued occupancy 
the Gross Rent may be limited to the Gross Rent of comparable privately 
owned housing in the locality. 

' b. Buch rent schedules and all revisions thereof shall be subject to /approval~ the PHA before.being put into effect. The PHA wlll approve 
· schedules ot rents which meet the requirements of the Act and ot the 
I Contract and which reasonably ensure the financial solvency ot the proj• · ! ects to which they are applied. 

4. Establishing Schedules of Dwell.tng Rents. The recoD'llllendations and sug• 
geste<I procedures contained 1n this Section are designated. to assist · 
Local Authorities in preparing schedules which will (i) meet the 

(Cont'd) 
?«>TEr This Section supersedes Section lfo5.1, page~ 1-2 and 5·11 dated 

J~ 17, 1951, and pages 3..1.fa dated May 1957• The Section has been revised throughout. 
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(3) state statutes vary 1n dealing with ratios of rent to income and 
allowable exemptions. Same correspond to the Federal law; some pa"o 
vide that Gross Rent shall be at least one-titth of specified. income 
irrespective of the 11UP1ber or minors. Where .state laws contain 
requirements at variance with the Fecleral law, the Local AuthoritT 
shall establish its rental polic,y to contol'lll to the more restrictive 
requirements of both State and Federal· laws. For example, to contol'lll 
to a state law requiring that the rent be at least one-fifth of the 
Net Fami~ Income tor tamilie~ with less than 3lldnorsand1/6 ot Net 
~Income tor families with 3 or more minors, the lowest Gross 
Rent that coulcl be charged to a f~ with two minor members and a 
Net FamilY Income of $l.5oo a )'8ar would be one-ruth of $1.SOO or $)00 
per 79flr• In this case the lowest Gross Rent pel'ID188ible under the 

(Cont'd) 

requirements or applicable Federal and State statutes and of the Contract 
relative to dwelling rents; and (ii) obtain sutticient rental income to 
ensure the financial solvency ot the projects. Exhibit 1 to Section Lto5.2 
is the tom which Local Authorities should use as a guide in preparing 
rent schedules for subnittal to the PHA tor approval. 

·a. Gross and Contract Rents. Dwelling rents must be established in terms 
ot Gross Rent, which is defined in paragraph 3 above, and Contract Rent. 
Contract Rent is the Gross Rent less the estimated cost or value to the 
tenant, as detemined by the Local Authority, of utilities supplied by the 
tenant. The PHA strong].y urges that Local Authorities establish Gross 
Rents that will be uniform in relation to tami].y incomes for all the low• 
rent projects within a locality. 
b. Ratio or Rent to Income 

(1) Under the Act, the term "low-rent housing" means "decent, sate, 
and sanitary dwellings within the financial reach ot families ot 
low income,•••" It must be assumed that the 20~ ratio of Gross 
Rent to income less the exemptions permitted by the Act will meet 
this requirement. The Local Authority may establish a higher ratio 
it 1~ is satisfied that with such ratio the dwellings will still be 
within the financial reach of the famiUes to be served. Single 
persons and families with no minors might be expected to pay a higher 
ratio than normal families. The IA:>cal Authority may- be forced to con 
sider a ratio higher than the minimum permitted by the Act to ensure 
the financial solvency of the project or projects involved. 
(2) .If' the ratio is established. at.20~ as permitted. by the Act, it 
will result in $1.00 per month in Gross Rent tor each $6o or traction 
thereof of the annual income figure upon which the rent is based. A 
ratio of 21.~ will result in $1.00 per month tor each $55 or 
traction thereof of the annual income figure on which the rent is 
based. 
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federal law, however, would be one-fitth of $]JOO ( $1.SOO less $100 
tor each of the two minors) or $260 annual.]y. The local Authority 
must .. charge at least the rent required by the state lawt which is 
$:300.· Under the same state law for a fand.~ with a Net~ Income 
of $24oo and:) minor members, the lowest Gross Rent pemissible would 
be one-sixth ot $2Lro0 or $LroO per year.' Under ·the Federal law, the 
lowest Gross Rent permissible would be one-fitth or $2100 (2LIOO less · 
$100 tor each of the:) lldnors) or $420 annual.13'. In this case the 
Local Authority must charge at least the rent required b.Y the Federal 
la.w, which is $420. 

c. Rent Intervals. The . .PHA.reC0111111ends that Local Authorities establish rents at intervals of $1.00 throughout the rent schedule. Intervals ot 
greater than $1.00 cause inequities which tall hardest on the tand.lles 
with the lowest income. For example, 1t rents were based on a rent to 
income ratio or·20 percent at the top ot each rent grade and rent inter 
vals of $.S.OO were used, it is obvious that there may- be a spread just 
un:ler $.300 ( $60 x 5) between the incomes ot two families J)871ng an iden• 
tical rent. With rents determined in contomance with .such a schedule, 
a family with a Net Fami~ Income, after the established exemption tor 
minors, of $1500 would~ $2.S per month Gross Rent and its rent-income 
ratio would be 20'/>.· However• a second fam113' ot like composition with a 
Net Pamily Income, after the established exemption for minors, ot $1201 
would also~ $25 per month Gross Rent and its.rent-income ratio would be 
nearly 2.S'/>. Furt.hert another t~ ot like composition with an income ot 
exact~ $1200 would o~ have to pq $20 or 20'/>. 
d. M1rd.nn1m Rents. The max1mum •ount of subsi<V provided is not sutti• 
cien'E in most iOCallties to permit the charging of rents below some 
minimum level which must be determined tor each individual locality. The 
m1nimua Contract Rent tor 41\Y t~ mq not be below an amount which, 
taken with the rents charged other tenant tamilles, will )"1eld sutticient 
income to operate the housillgo. Moreover, it is not the function of publio 
houaing to subaidise low-income tailies• budgets with respect to items 
other than housing. Weltare agencies ~ provide these other budget• 
U7 items, as well as necessary •ounts tor the ~ent ot rent and 
utilities, tor families with inadequate resources in private or public 
housing. (See Welfare Rents, paragraph 4£ below.·) Theref'ore, the m1rdmma 
Gross Rent tor the average size unity should not be established at an 
amount which is less than would be prOduced by the higher of the two 
following criteriaa 
(1) An •ount representing the gross rent appropriate to the 1nccme .. 

required to maintain a m1n1mm subsistence level of liv.l.ng, 1.e. 
(Cont.•d) . 

lJ Tbls represents the rent tor a 2•BR unit and mq be used as the m1n1JINm 
rent tor all size units, or it mq be adjusted upward and downward for 
larcer and analler units. such an adjuatment has the advantage ot 
establishing lower rents tor the o-BR and 1-BR units~ occupied 
b,r persons dependent on anall fixed pensions. 
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rJ In maJ\Y States wefrare payments provide for more than such s. 11dnilrn.un sub sistence. In U\1 event the m1n1Jnum rent mere~ establishes a "fioor" for, Where income warrants, the rent charged is in accordance with the regular 
schedule or a special schedule negotiated with the welfare agency (see 
Welfare Rents, paragraph 4£ below). 

y tt the amount arrived at b.1 (1) is the criterion. to be used and the Local 
.A.utboritJ' vlshes to reflect a differential tor famiq sue, the same 
tonmla JnQ' be applied to the food allowances tor various size families 
in arriving at the appropriate rents. 

the income required to provide shelter, utilities and food Y• 
Since the Act requires a miniJnUlll ratio of Gross Rent to ~tncome ot 
2JJf,, the ranaining aof, of subsist.ence income would be a'\·ailable for 
tood1 and 2JJf, being one fourth or 80~ the appropriate 111iniroum gross 
rent will be one fourth of.the mnount required for food. Therefore, 
to arrive at a criterion to compare with the one in (1) below use 
25f, ot the food budget tor an aver.age size family consisting of two 
parents and two children y •· 

(2) An amount equal to two-thirds of the average shelter cost (operating 
cost less the cost ot project-supplied utilities), plus the full cost 
ot or allowance tor both project• ;and tenant-supplied utilities. 
This amount JD81' be determined as follows t 

(a) From the CUrrent Operating Budgets obtain the aggregate Operating 
Expenditures, before provision tor reserve, for all low-rent 
projects in the local program. From this aggregate figure deduct 
8JV' am01lJlts included for Operating Dnprovements and it the bud 
gets provide tor an,y very- major repairs and replacements, such 
as replacement or undergr,ound mains, such amounts also shou1d 

· be deducted." It· cyclic painting causes the current budget to 
vaey substantialJ1' from the normal, such expenditures shoul.d be 
adjusted. to an approx:lJnate average annua1 cost. Fran this 
adjusted aggregate ot Operating Expenditures deduct the sum ot 
the amounts included in all budgets tor project-supplied 
utilities, to obtain ari aggregate shelter cost.· 

(bl Take two thirds· ot the aggregate shelter cost arrived at from. 
(a) above and idd in (i) the aggregate amoi.int previously de• 
ducted tor project-supplied utilities and (ii) the aggregate or 

.allowances tor Al\Y tenant-supplied µtilities.· (To obtain the 
latter it will be necessary to multip~ each dollar allowance 
tor tenant-supplied utilities by the number of units to which 
such allowance applies•) The resulti?ig · S\11111 converted to a 
per 1mit month and rounded to the nearest dollar shall be the 
llin1mum Gross Rent unless ·the a.mount computed under ( l) above 
is higher. 
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•• Ceiling Rents 

(1) For continued occupancy local .Authorities mq establish ceiling 
rents at not less·than the amounts which would be charged for com• 
parable private~· OWJted housing which, is not subsidized (see Section 
ztos.4 tor procedures tor establishing ceiling rents)• Oeil.ing"rents 
11181' app~ bo:t}l.to talldlies.eligible f'or continued occupancy and 

.tam111ea not elig1ble tor continued occupancy ormq be applied onl;v 
to tamUies el.1g1ble.tor continuedoccupan07. · 

(2) Ceiling rents, when established, must be set sutfic:Lent'.cy' high 
eo as to maintain the statutory rent ·income ratio at the tilne of 
admi.ssion except in the· .case of families who are eligible tor admis 
sion becalu.se ·of the exempt.ton of m1l.1ta.r,y. d.1sabil1tJ' or death 
benefits. . ·. 

t. Welfare Rents 1/. The PHA urges that wherever possible Local 
Authorities negotiate Spec:Lal agreements with reuet agencies, providing 
tor flat amounts for rent, which .amounts such agencies will include in the 
total grants to their clients ?:./ •· :rt is believed these special. agreements 
v.Ul.be:uiutuall1' advantag~ and.that Local Authorities should be able 
to obtain such. agrements in all localities except those where hnds 
aftilable tor welfare purposes tall so tu- short ot requirements that all 
families, in both public and private howsing, are receiving grosa]¥ in- 
adequate grants.· .. 

(1) Where flat weltare ·rents can b8 negotiatecla 

(a) A speoi41 table showing the amounts ot rent. to be charged welfare 
tand.li.es shall be inco~rated as a 'part ot the rent schedule. 

(b) The amount of rent to .be charged such families shall not be less 
than the. rent . which the local AUtborit)r charges non-relief 
families w.l.th the samo amount ot iiicome. In no event mq such 
rent be less than the established miDim•' rent. · 

. ( c) rt is not the. function ot the PHA to augment or supplement the 
tmds ot local relief agenc:Les by providing housing tor welfare 
recipients at lesser amounts than such agencies are allowing 
tor private housing •. Therefore, tla.t welfare rent schedules 
negotiated by Local Authorities should at least approximate the 
average rents the welfare agency is al.low1ng tor private housing. 
Where feasible the average rent the weltare agen07 is J)81ing tor 

(Cont'd) 

l/ In 8U&littilii tlAt welfare rent schedules tor PHA approval Loca1 Authorities 
llU8t indicate how the rents in the ·special weltare schedules were determined. . 

y HQ' be baaed on unit size it desirable. 
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.. s. other Charges.· rt is recOllDl'lended.t~t other charges be based on the 
following policies: 
a. Eltcess utility Char&es. Where gas or electricity is supplied by the 

project for use 1n the dwelling and where Public Service Commission 
regulations permit, charges should be made tor quantities 'used in 
excess ot amounts included in the Contract Rent, unless the t.A>cal 
Authori:ty detel'l1lines that the cost ot administration will be greater 
than the additional income to be derived. Such charges shoul.d be 
established at not less than the cost to the project. 

b. Miscellaneous Charges.· Tenants should be charged for (1) damages to 
equipment or property due to tenants• negligence, nol"!llal wear and· 
tear excepted, ani (2) supplies provided or services rendered which 
are not included in the Contract Rent.1 SUch charges should approxi• 
mate the cost ot proyiding the item or service and should be published 
for the information of' all tenants. 

private housing should be computed by the wsltare agency fran 
its actual case records. Where this information is not avail• 
able the allowances tor shelter and utilities in the state 
Weltare Department's standard mont~ fami'.br budget and the 

· maximum allowances for shelter and utilities established by 
the State may.be found helpful as guides in determining rents 
which a~te the average the welfare agency is paying for 
private·housing. 

(2) .Where Local Authorities present:ey- are unable to negotiate special 
aireements with relief agencies, rents for welfare recipients shall be 
determined iii the same manner as for non-welfare tmnilles, i.e. by 
app~g the approved rent schedule to Net Famil,y Income.• In computing 
Net~ Income for such families the grants tor rent and other neces 
sities, as well as income from all other sources, must be included. 
Local Authorities should make clear to wellare agencies who do not enter 
into agreements that it mq be necessar,y to limit the admission of both 
welf'are and non-welf'are tami.lies in the lower rent grades to ensure 
project solvency. · 
g. Projeet SUeplied utilities. Where gas.or electricity tor use 1n the 
dwell.1ngs is to be supplied by the project, there shoul.d be established . 
the quantities which will. be supplied. .as a part or the Contract Rent. . 

he Tenant SUpplied utilities• Where utilities are to be supplied by the tenant, there must·be established the estimated cost or value to tenants 
ot·each such utility• In the event that the estimated average cost or 
value of any utility varies substantially according to the size of unit, 
the Local Authority should establish cost or values related to unit sizes • 
.Aanounts so determined are deducted from Gross Rent to establish Contract 
Rent. 

--------------------------------------- 
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a. Projects Under Construction 
(1) This paragraph establishes the procedures to be toll.owed in 
estimating monthly Contract Rent for projects not yet occupied. In 
this situation, the Local Authority must necessarily base its fore• 
cast of future rental income on potential tenants. Since it is 
preSU111ed that tenant families living in substandard housing will 
make up the bulk of eligible applicants, the calculation ot average 
month]Jr Contract Rent shall be based on data relating to such tami• 
lies. These data are available to the Local Authority through 
Special Census Tabulations or through Special Housing 5urve;ys. For 
projects not yet occupied, the estimate ot rental income does not 
include any revenue which may be derived from tad.lies in continued 

· (Cont'd) 

7. Determining Monthll Contract Rent. Ai'ter the Local Authority has com• 
pleted the actions specified irii)aragraph 6b above, it shall prepare a 
tentative schedule. In order to make a determination with respect to 
the financial feasibility ot this tentative schedule for each Contract, 
the Local Authority 111ust forecast the 111onthly Contract Rent which will 
be produced. The procedures to be followed in making such calculations 
may Val')" tor individual projects covered by the Contract depending upon 
whether the forecast of monthly Contract Rent is being 111Ade with respect 
to projects under construction or with respect to projects in occupancy. 
Procedures tor each type ot torecast follow: 

6. Factors To Be Considered in Formulating a Rent Schedule 
a. In establishing a rent schedule in accordance with the foregoing 
provisions, the Local Authority must formulate a schedule which will 
result in sufficient rental income to ensure the financial solvency ot 
each Contract. To ensure the solvency of' each such group or projects, 
it is obvious that the aggregate Contract Rent to be obtained from the 
tenants occupying them must at least equal the total Lowest Possible 
Contract 1.Rent of' all the projects in such group. (See Section 4o5.3.) 

b. Before a rent schedule can be set up, the Local Authority must act 
on each ot the tollow.lng matters: 
(1) Determine upon income limits for admission and tor continued 

occupancy (see Section 4o4.1); 

(2) Decide upon the ratio of' Gross Rent to income, establish policy 
with respect to the min:l.mum Gross Rent to be charged tenants, and 
the rent interval to be used in the schedule (see paragraph 4 
above); 

(3) Establish the cost or value of tenant-supplied utilities, if any, 
to determine the specific Contract Rents which will be charged 
tenants in all instances when Contract Rents differ f'rom Gross 
Rents. 
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$999 or iess 
1000 to 1249 12.50 to 1499 
1500 to 1749 17.50 to 1999 
2000 to 2249 
2250 to 2499 
2500 to 2749 27.50 to 2999 
J()OO to 3999 
lfOOO to 4999 
SOOO or more 

All Families 
Percent 

Annual Income · 

occupanqr grades since from the time initial tenant selection is 
canpleted until at least the tilne of the first periodic reexamination, the onq predi.ctable income available to meot operating expenses will 
be that from families eligible tor admission. 
( 2) The use of survey data becomes m::tremely involved and complicated 
it an attempt is made to set up tor.a.low-rent project a distribution 
ot dwel.ling units to rent grades related to families of ditferent sizes. 
Therefore, families ot average size should be ass1:1D'led to be representa• 
tive as to income ot all families to be housed, and computations to 
establish a distribution ot project dwelling units according to tenants• 
inccmies and related rento should be based on such average size tam111es. 
Tenant families in slibstandard housing have on the average about two 

·minors; thus, the average size tallli.ly to be housed may be assumed to 
consist ot tour persons (2 adults and 2 minors). For the purposes ot 
these computations, the following turt.her assumptions are mades (i) 
that families will appzy tor admission with equal readiness from all 
income levels, and (ii) that taznilies will be selected in direct pro• 
portion . to their respective nurnbers in each income level. It an;y 
project will not be av.ail.able to all races the data used in making the 
estiJnate of income for that project must be based on data applicable 
to the racial group to be served by the project. 
(3) Where special tield surveys or housing, e.g. the CoJ1J111un1t7 Housing 
Survey (see Section 204. 2) or the · Falni]3' Income and Rent Survq (see 
Section lto4.2) are more current than Census·data, the survey data 

·should be used. However, where current·special surveys are not avail• 
able Census data may be adjusted as outlined in paragraph ( 3 )( c) below. 
The following is an illustrative example ot the method or forecasting 
month]3 Contract Rent f'rom 19.SO Census data relating to a localitya 
(a) Assuine an instance in which the Special Census Tabulation gives 

tor the locality the f'ollow:lng distribution by incomes or all 
tenants• families living in substandard housings 
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'!/ 'i'b1a dieregirdai the exemptions authorized b3' the Housing Act of 1957.· tt 
the state law permits such·axempt1ons and it the Local . .A.uthorit,y wishes to 
al.low UV or all of them such situations w:lll have to be handled on a cue 
basis. 

(c) The next. step is to adjust the percentages 1n the distribu.tion 
below the cut-off' point so they more near~ reflect the current 
distribution·of f'am111es to the various income levels. OmTent 
intormation on renter families living in substandard housing ie 
not gen~ available. However, OUrrent Population Reports of 
the Bureau of' the Census list the changes in income given below 
tor 19S6t tor !!! f'amUies 1n the United. states. Al.though it is 
not ent1re1'r accurate to assume that the rate ot change tor renter 
tamUies 11~ in substandard housing parallels that of all f-111ea. nor that·sucb rate or change is the same tor all locali• 
ties• it 1• felt that in most instances adjustments made on that 
basis will result in distributions which are more near1'J' oorreot 
than tboae based. on . unadjusted 19.50 Census data. Local Authori• 
ties who do not have current specia1 housing 8Ur'l93'8 should make 
the adjustments outlined herein unless they' can shaw that such 
adjustments are not applicable to their localities. 

(b) To determine the portion of the distriblltion applicable to the 
admission ot tenants, asswne that the admission income l.1Jn1t for 
a 3-4 person f'ami]3' has been established at $:~00. Therefore, 
the highest Net Fami.11' Inco111e which the average size faJDiq ~ 
have and be eligible tor admission, not taking into account an;r 
exemptions fro111 such Net Fami~ Income other than $100 for each 
ot two minors y, would be $J200 (3000 plus $200 ). The cut-off · 
point to be used is the top or the income interval nearest to 
such Net Family Income. In this case the top of the closest 
income interval would be $3249. However, Census data intervals 
change from $2.50 to $1.ooo at the $3ooo income level and it is 
necessary to interpol.ate. $3249 is one-fourth of the wq be• 
twen $:30<>0 and$J999. Reference to the example ot the Special 
.Census Tabulation above reveals that 18 • ..5 percent of all temmt 
families living in substandard housing have incomes within the 
$300() to $J999 interval.. For our.purpose we can assume that 
the families are distributed equaUr throughout the interval. 
Therefore, we interpolate b.r taking one-fourth of 18.5 percent• 
or 4.6 percent. In other words, we conclude that 4.6 percent 
ot the families in that interval have incomes between $)000 
.and $3249. 
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s 
1.5 10 
:30 
34 
JO 
26 2:3 16 
11 

200' 

Distribution ot Units tor Assmed 
200 Unit Projects 

46.s~ Converted 
to 100% 

2~"" 7.3 
5.2 

15.0 
17.2 14.8 12.9 
U.6 s.2 

~ 
'iOo.O 

Adjusted. Data 
$999 to less 
1000 to 12"'9 12SO to 1499 
1500 to 17"'9 17SO to 1999 2000 to.2249 22SO to 2499 
2500 to 'Z'/"'9 2750 to 2999 
3000 to 3249 

Income 

(d) The next step is to convert the adjusted percentages in the dis 
tribution below the cut-ott point to a 100 percent total and to 
distribute project dwell.1ng.units 1n proportion to the resulting 
percentages as tollowsa 

Adjusted 
Census Data 

1956 as Percent 
ot 1220 

Distribution ot all Families 
by- Income Groups 1956 as Percent of 1950 

Census Data 
tor 1950 

2.0~ 4.8 3.4 
10.9 12.s 12.1 
10.5 
9~4 6.7 4.6 

$999 or less 
1000 to 12"'9 1250 to 1499 1500to17"'9 17SO to 1999 2000 to 22"'9 22SO to 2499 
2.500 to 'Z'/49 
'Z'/SO to 2999 :3000 to :32"'9 

Income 

Under $999 
1000 to 11199 1500 to 1999 
2000 to 2499 
2500 to 2999 
3000 to 3499 
3500 to 3999 
l40oo to 4499 
4500 to 4999 

Income 
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Total Monthl;r Value of Tenant 
suppll.ed utilities 

(6.oo x 200 units) 1200 
Total Mont~ Contract Rent $5'.380 

( 4) Where estimates ot rental income are being ma.de tor two or more 
unoceupied projects under a single .Annual Contributions Contract and 
ncb projects will serve the same racial groUp or groups, a single 
estimate ot income llla1' be made based on the total DUlllber ot units in 
such projects. 
(5) In forecasting montb:q Contract Rent 1n accordance With the pro• 
cedures illustrated above, the ~cal Authority should use Specia1 
Census Tabulations or the resu1ts ot Special Surveys. Where these are 
not available tor a locality, the IA>cal Authority mq obtain assistance 
trom the PHA. Regional ottioe 1n estimating the distribution to be used. 

be Ogcupied Projects 
(1) This paragraph establishes the procedures to be followed 1n 
estimating montbl3' Contract Rent to be derived in an occupied. project. 
In such project it may be assUPted that the IA>cal Authority can base 

(Cont'd) 
y It will be noted, by' reference to the EJChibit that these represent the 

rents appropriate to the "average" f~ ot 2 adults and 2 minors. 

60 
34 
:30 26 23 
16 
ll 

200 

$1500 
952 
990 
9)6 
94) 
72JJ 

~ 

$25 (Min.) 
28 
33 )6 
41. 
45 
49 

Total Mon~ 
Gross Rent 

Number 
ot Units 

$1749 or less 
1750 to 1999 
2000 to 2249 
22.50 to 2499 
2.500 to 27/49 
2750 to 2999 . :3000 to 32/49 

Income 
Group 

( e) Compute the monthly Contract Rent that would be produced through 
application of the tentative]1' proposed rent schedule by relating 
the nmbers of families in the various income groups to the 
appropriate rents. In the illustration being used here, the pro• 
posed rent schedule is derived trom the exhibit tG Section lK>.5.2 
with the assumptions that the IA>cal Authority has proposed to 
establish a $25 minimum Gross Rent and that the estimated va1ue 
ot tenant-supplied utilities averages $6.oo per un1t per month. 
The illustrative computations are as follows.a 

Gross Rent Associated. 
With-Midpoint of 
F.ach Income Group l/ 
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a. Ad:i,ustment ot Distribution of Units 
(1) The first type ot possible adjustment is to va.ry the distribution 
ot families to be selected for occupancy from a typical cross seetion 

(Cont'd) 

(2) To the total month.cy Contract Rent to be obtained f'rom units 
occupied hr ell.gible tarn.ill.es should be added the total mo.nthly 
Contract Rent 'hiU.ch would be obtained from all. units now vacant or 
occupied by ineligible families. This estillla.te should be based on 
the assumption thlt such uni ts t"1'lll be filled by families distributed 
so as to reflect a cross-section of families living in substandard 
housing whose incomes are within the income l.iPdts for admission. 
However, where the number of such units represents oticy' a small pro 
portion of all the units in the project, as is u:rnal.\v tho case, this 
calculation may be simplified by multip:cy-J.ng the mltllber of such units 
by the rent which.is midway between the minimum rent and tho rent 
applicable to a tam:Lq ot average size with an income corresponding 
to the approximate roa.xinlU111 income liroit for admission. 

8. Detemining the Financial Feasibility of' th~.f!"~e.osed Rent ~hedu.1.e. The 
linancia1 feasibility of the proposed schedule with respect to any Contract 
mq be considered hr the Local Authority to be established if the total 
monthly Contract Rent, as forecast through the appropriate method, is 
found to be not less than the total Lowest Possible Contrcict Ront. 'If 
solvency is ensured tor each Contract, the proposed schedule is fi.n.."\nciall.Y 
feasible and DUliY be sulnitted to the PHA for approval.. 'It the solvency or 
one or more Contracts would be jeopardized through application of the pro 
posed schedule, furt.her action on the part of the I.oca.l Authority will be 
necessar,- to formulate a feasible schedule. 

9. Actions To Be Taken When the Proeosed Schedule is Found To Be Not 
Financi.apz Feasi~l..~· It for any Contrclot the tentativeq proposed 
schedule would produce insufficient income to ensure the solvency of 
such Contract, the Local Authority must de·termine upon suit.able action 
that will ensure obtaining the required income. This may be accomplished b1' one or J11ore of the following actions: 

its forecast of future rental income largely on nllgib1e fami.li·:is now 
living in the project. Using dat.a which are available in it:3 own 
tiles of tenant records, tho Local Authority shml.ld f':l.rst nal<mlnte 
the total 111ontb:cy Contract Rent which t..zo1.tl.d be o'bfa.inod . .from :fmnilies 
eligible for ccntinued occupancy on th9 basis of the tentative ached .. 
ule. Where the project or projects for which the rent schedule is 
being formulated have a total of not more than 250 duelli.ng units, 
all eligible tenants shall bo included in the estimate of monthly 
Contract Rent. In a lr~rger program, if the Local Authority elects 
to base its estimate on a repreoenta.tive sample of eligible tenarrt.s, 
such sample should not be smaller than 2.50 cases or 1..5~ of the total. 
number of eligible tenants, Hhichever figure is the greater. 
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(J) .Although there are numerous ways in which the necessary adjust• 
ment can be ma.do, it is clear that it must come troll the very lowest 
grades. According~, the lowest grade 1'18.S reduced b.7' SO percent or 
30 units, and 9 units were taken fro::n the next grade, making a total 
of 39 '\Url.ts te> be shifted above the average; 15 ot these were placed 

(Cont'd) 

Total 
Units Min1lnum Month]3' 

Gross Proposed Potential Adjusted Gross Income GJYupa Rent Schedule ~licants Dist..ribution Rent 
l. $1749 or less $25 6o 26) JO $ 750 
2. 17.50 to 1999 28 34 1.57 25 100 
J. 2000 to 2249 '' JO 150 30 990 
4. 2250 to 2499 )6 .26 lZfO 41 1476 s. 2.500 to 27~ 41 23 1'40 38 1558 6. 275-0 to 2999 4S 16 lDO 21 945 7. 3000 to 3249 49 ll • ...u .~ - 200 200 

(2) The following is an examp1e of how the adjustment is madea Sap• 
pose, using the data from paragraph ?a(:})(e) above it was found that 
the Lowest Possib1e Monthly Contract Rent. was $5,95-0 for the 2.00-unit 
project as against $5,380 montncy- Contract Rent from the proposed. 
schedule, a deficit of $S'l0 which has to be made up. The total montnq 
Gross Rent required is then $6,.580 plus $570 or $7,150. The average 
Gross Rent 1n the original schedule is $:32.90 per unit per month where 
as it 11 necessary to achieve an average Gross Rent of $35.75 • .Assuine 
further that. there are 980 tenant fand.11.es living in substandard housing 
within the inCODte llmite for the locality. 

ot such families. Given below are the standards which should be 
tol.lt1wed in making this type of adjustment. 

(a) In order to maintain reasonable representation throughout 
all rental rc&nges, the number of units in~ rent range should 
not be reduced by more than one-halt. · 

(b) When it is necessarr to adjust the distribution, ot course 
no more units may be shifted to mv renta1 range than can be 
expeoted to be tilled prompt]3 from families who would tall within 
such range. Aecorcl1ng~, the nwuber ot units in 8.1\Y rent range 
should not be more than 50"1 ot the number of tenant families 
living 1n substandal"d housing whose incomes are such that th8J' 
would ~ rents falling in such range, except that the mnber 11181' 
be more than SO"' when the Local Authority justi£1es the larger 
mJIUber on the grounds of insufficient coverage or SUl"V81' data or 
or other factors. 
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b. ~ent ot Bent-Income Ratios 
(l) I.tit is necessary to achieve financial solvency, consideration 
should be given to moderate increases in the rent-income ratio. For 
exuple, increase the ratio ot rent to income to a higher percentage 
such as 21.~ ( $1.00 ot rent tor each $.55 ot Net Fam:l.17 Incane less 
exemptions established tor minors). 
(2) It must be noted that aiv upward adjustment ot the rent-income 
ratio will in alllost all cases reduce the number of i"amilies who will 
probab17 apply tor housing. Whenever the ratio of potentially eligi• 
ble families to the units to be occupied is low, extreme caution must 
be exercised in increasing the rent-income ratio. 

o. Acl.1ust.ment of Incane Lilllits £or Admission. IX the IA>eal Authority had 
chosen to eatabii8h maximum income liiilits for admission less than those 
that could be justified in accordance with Section llo4.l, it may request 
~upward revision of such liJrd.ts to achieve financial solvency. Thie 
should not be done if solvency' can be achieved by reasonable adjµstment ot 
d1stribut1on and rent-income ratios • 

. (1. .Adjustment ot Min1Jnum Rent. MiniDlUJn rents should meet the requirements 
ot paragraph l4CL · Therearter, f\lrther adjustment should be resorted to on]1' 
after exhausting all of the above adjustments. 

on line 4, 1.5 were placed on line 5, 5 units were placed on line 6 
and 4 were placed on line 7. Note that no more units could have 
been placed on line 7 because the 15 units are alreaey- .50 percent 
ot the 30 miniJn'Ulll potential applicants. 
( 4) Whenever upward adjustments in the distribution are necessary 
with respect to aey contract, a downw'ard adjust.merit in other Contracte 
should be made, if f1nanc1all3" feasible, so that the en't;ire progra 
may serve a representative cross section ot low-income tuilies. 
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Amounts paid to a family head or guardian specifically for the care of 
minors and over which minors have no control are not exemptible as minors• 
income in determinine rent (see footnote 3 on page l of Supplement l to 
Section 403.1). · 

This means the income remaining to a member after any deductions in connec 
tion with such income were taken into account in determining Net Family 
Income. 

Y Exhi.bi t 1 to Supplement 1 of Section 403 .1 sets forth exemptions permitted 
under the u. s. Housing Act as amended (1957) in determining rent and eli 
gibility for admission and continued occupancy. 

(Cont'd) 

3. Exem tions for Determinin Rent s.t Admission and for Continued 
ccu~cy • Su ject to the proviso in paragrap 1 above the following 
exem~ons in addition to that authorized i~ paragraph 3a of Section 405.1 
may be made for rental purposes: 
a. An amount not in excess of $100 for each adult dependent family member, 

·other than the head and his spouse,,havine no income; and 
b , An amount not in excess of ~~600 of the income E/ of each family member 

(adult or minor 3/) other than the principa.l income recipient, Provided: 
That for minor r'Qmily members there may not be allowed both an exemption 
from income and the ~~100 exemption authorized by paragraph Ja of Section 
405.1. 

2. Uniformity of Application. Exemption allm-rances shall be uniformly applied 
to all applicants and tenants of like circuwstances. 

a. This Supplement is applicable only to Local Authorities which, if per 
mitted under State law, elect to allow any or all of the additional exemptions 
authorized under the Housing Act of 1957 to be made from the net incomes or 
families in determining the rents they shall pay in low-rent housing. 
b. This Supplement, until rescinded, waives contract provisions to the 
extent necessarjr to permit any Local Authority, at its option, in making 
determinations of rent, to allow additional exemptions from Net Family 
Income as specified in paragraph 3 belou, Provided: That, for rental pur 
poses, no exemptions may be allowed which will (l} result in a rent which 
would be less than the minimum required under applicable State laws, or 
(2) jeop~rdize project solvency. In establishing the exemption policy for 
rental purposes Local Authorities may elect to use an amount which is less 
than the authorized maximwn. 

1. Introduction 
.Authorization of Additional l'llcemptions From Income in !:stablishing Rents 

----- ----- ----------------- --------- 
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e , vlhere State law does not permit the use of the additional exemptions but 
prescribes a rent-income ratio of less than 1/5 for some or all families, it 
will be necessary to prepare two tables of rent as ·follows: 

One table should reflect the Federal law and should be prepared on the 
basis of net income after exemptions as described in paragraph 4b(l) 
above. The other should reflect the State law. If the State law per 
mits ratios or l/5th for families with less than three d3pendents and 
l/6th for three or more but does not authorize any exemptions the State 
law table would consist of a net Lncome colunin (before exemptions} and 
two gross rent columns, one based on l/Sth and·the other on l/6th. If 
the State law permits a single ratio of less than l/5th for all far.lilies 
only one rent column would be necessary. The rent to be charged a 
family will.be the higher of the two obtained by applying (1) the income 
for rent (net after exemptions) to the Federal table, and (2) the'Net 
Income (before exemptions} to the Sta~e table. 

(Cont'd} 
}:f Supplements 1 to JJ:xhibits 1 of Sections 408.1 and 410.11 the Application for 

Admission by Prospective Tenant and Application for Continued Occupancy by 
Tenant, r~~pcctively, provide a means of arriving at income after exemptions. 

b , \'lhere State law does not prescribe a.ny minimum rent-income ratio or if 
such law has been amend0d to authorize t.he additional exemptions, a table of 
rents may be prepared by one of the following methods: 

(1) If the Local Authority elects to allow any or all of the additional 
exemptions the table of rents should provide for a single income 
colwnn, Net Income less allowable exemptions 1f, and a Gross Rent 
eo'lumn , Such a table should be based on the rent-income ratio (20%, 
21.5%, etc.) adopted by the Local Authority. 

(2) lf a Local Authority's present table of rents is based on the num 
ber of minors (similar to the Exhibits in Section 4o5.2} and it 
elects to allow in addition to the present :'.~100 exemption for minors, 
only the $100 exemption for each adult dependent having no income 
(other than the head of the f:urj.ly and spouse), the schedule may be 
revised to reflect the added exemption for dependents merely.by 
redesignating the present "Mino~s" column as "Minors and Dependents. n· 

4. Revision of Schedules of Rent To Reflect Additional Exemptions 
a. If a Local Authority elects to allow these additional exemptions for 
rent, a revision of its Schedule of Rents to reflect such exemptions is 
required and is subject to approval by the PHA before being put into effect. 
It is expected that allowance of additional exemptions will result in an 
immediate reduction in project income. Therefore, an estimate of the amount 
of reduction resulting from the appU.cation of the proposed exemptions to 
the existing tenant body together with a Demonstration of Financial Feasi 
bility, as prescribed in Sections ~05.1 and 405.2, must accompany the proposed 
revision. 

-.---- --------------------------------- 
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d. Each Regional Office will provide assistance as needed in connection 
with special problems encountered in revising Schedules of Rents. Care 
must be taken in all cases to ensure that each schedule will comply in all 
respects with rent-income ratios prescribed by Federal and State laws. 

---------------------------- - - 49 - .. - ., - 
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e. When a new project is to be opened for occupancy and the Local Authority 
has, pursuant to this Section, previously obtained approval or a rent 
schedule for its other projects, then in order to apply such schedule to the 
new project the Local Authority need only subnit the following: 

(1) A Demonstration of Financial Feasibility covering 
the new project only except that if the new project 
is not itself financially feasible the demonstration 
must cover all the projects included in the contract. 

(2) Items 2, 3, and 4 of the Schedule of Rents for the 
new project. If any of these items are the same 
as for any projects for which a Schedule of Rents 
has been approved, this may be done by reference. 

Preparation and Approval of Schedule of Rents 
1. Submission and Approval 

a. In order to obtain the approval or the PHA, the Local Authority shall 
sul:m!.'-. to the PHA an original and two copies or the following: 

(1) Schedµle of Rents. This schedule is to be prepared in the form 
shown as ~xhibit 1. 

(2) Demonstration of Financial Feasibility. For each group of projects 
under one contract, a Demonstration of Financial Feasibility 
including for each project (i) an estimate or Lowest Possible 
Contract Rent (See Section 405.3) and (ii) an estimate of the 
Contract Rent which would be obtained by use of the schedule. 
This submittal is to be prepared in the form shown as Exhibit 5. 

b. Revisions to previously approved documents shall be submitted in the 
same manner except that if no reduction in income is involved the 
Demonstration of Financial Feasibility may be omitted. 
c. The PHA will return one copy of the Schedule of Rents with its approval. 
No proposed Schedule of Rents or revision thereof may be put into effect 
until~ formal notice of approval by the PHA is received. The Local 
Authority shall notify the PHA of the date the schedule or revision thereof 
is put into effect. 
d. Ordinarily there should be included in the submission only projects 
which are under construction or which are occupied. However, if in any 
group or projects under one contract there are also one or more projects 
for which construction contracts have not been awarded and there is reason 
to believe that the revenue to be obtained from such projects will be less 
than the Lowest Possible Contract Rents for such projects, then such projects 
must be included in the submission. In such case, the estimate of Lowest 
Possible Contract Rent in Part VIII of the Development Program should be 
used in lieu of an estimate prepared in accordance with the instructions 
in this Section. 
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(Cont'd) 

b. 'rhe Schedule of Rents must contain details with respect to each of the 
f'ollowing items: 

(1) Table of Gross Rents. The table should start at the minimum Gross 
Rent and should extend at least to and preferably somewhat beyond 
the Gross Rents which vould be charged a family receiving no 
exemptions for the income 0£ minors and no exemptions for military 
disability or death benefits and whose income is equal to the 
maximum income limit for continued occupancy for the largest size 
family to be housed. To assist Local Authorities in preparing 
such tables, there are included, as exhibits, examples of tables 
vhich may be used as follows: 

(a) Example 1. (included in Exhibit 1) Where the Stat.e law 
conforms to the Federal law with respect to the ratio of 
Gross Rent to.income or where the State law has no 
provisions in this respect and the Local Authority has 
determined that it will establish the lowest ratio of 
Gross Rent to income permitted by the Federal law. 

(b) Example 2. (See Exhibit 2) Where the State law requires 
a 5 to l ratio of income to Gross Rent for families with 
less than three minors and a 6 to l ratio tor families 
with three or more minors and the Local Authority has 
determined that it will establishthe lowest Gross Rents 
permitted by the Federal law to the extent that such rents 
are not less than the low8st Gross Rents permitted by the 
State law. 

(c) Example 3. (See Exhibit 3) Where the State law conforms 
to the Federal law with respect to the ratio of Gross 
Rent to income or where the State law has no provisions 
in this respect and the Local Authority has determined 
that it will establish Gross Rent at 21.8% of income less 
$100 tor each minor. 

2. Preparation of the Schedule of Rents 
a. A single Schedule of Rents (see Exhibit I for illustrative example) 
may be prepared to cover all PHA-aided lov-rent projects which are operated 
by a Loca1 Authority. However, vhen two or more projects are included in 
one schedule, data which are not uniformly applicable to all projects shall 
be given separately and the project to which they apply shall be clea·rly 
labeled. 

... .. - - - - - - - .., - - - ... - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(3) Ceiling Rents. In the event ceiling rents are established, the 
highest Contract Rent to be charged for each unit size should be 
shown for each project with appropriate phrasing to indicate 
whether the project is subject to rent control or whether the 
Local Authority has elected to limit the highest rents which it 
will charge to figures not less than the rents being charged for 
comparable accommodations privately owned. 

(4) Project Supplied UtilitiJl§.. The Local Authority should show the 
utilities included in the Contract Rent. For gas and electricity 
there should also be shown the purpose for which the utility is 
turnished and the quantities to ta supplied. 

(5) Excess Utility Charges. Where gas or electricity is supplied by 
the project for use in the dwelling, the Schedule of Rents should 
include in this section for each-such utility the method of 

(Cont'd) 

The table of Gross Rents must also include a statement 
showing the method of determining the Gross Rents for 
families·whose net incomes exceed the highest net income 
shown in the table. In the event the Local Authority 
charges ineligibles, pending their removal, a higher 
ratio of rent than is charged eligible tenants, the 
method of computing rents for ineligibles should also 
be shown. It should be noted in Examples 3 and 4 that 
the basic ratio is set at 21.8% and that all other 
ratios are raised above those in exo.mples 1 and 2. It 
should not be inferred from these examples that, it is 
not possible to raise the ratio for 0-minor families 
without raising the ratio for families with minors 
accordingly. In example 3 it would be possible (see 
Exhibit 3) to have $825 (21.s!Q for 0 minors at a 
$15 rent but to have $1000 for 1 minor, $1100 for 
2 minors, etc. This would be a combination or 
Examples 1 and 3. 

(2) Contract Rent. If the Contract Rent differs from Gross Rent, the 
method of computing Contract Rent for each project should be 
shown. 

(d) Example 4. (See Exhibit 4) Where the State law 
requires a 5 to 1 ratio of income to Gross Rent for 
families with less than three minors and a 6 to 1 
ratio for families wlth three or more minors and the 
Local Authority has determined that it will establish 
Gross Rents at 21.8% or income less $100 for each minor 
to the extent that such rents are not less than the 
lowest Gross Rents permitted by the State law. 

- - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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determining the quantity used in excess of the amounts included 
in the Contract Rent and the rates at which charges are to be 
made for such excess. If the Local Authority determines that 
the cost or administration will be greater than the additional 
income to be derived or it Public Service Commission regulations 
prohibit such charges, a statement to this effect should be 
included in lieu of the amounts to be charged. 

(6) Welfare Rents •. In the event the Local Authority has entered into 
special agreements with relief agencies by which the relief 
agencies agree to include a flat amount tor rent in the family 
budgets, the rentals·agreed upon should be shown. 

3. Preparation of the Demonstration of Financial Feasibility. A Demonstration 
ot Financial Feasibility must be prepared for each group of projects under 
one contract and shall include the following data. 
a. Swnmarx. The summary shall indicate tor each project and in aggregate 
the total Lowest Possible Monthly Contract Rent and the total estimated 
monthly Contract Rent. . ' 
b. Estimates of Lowest Possible Contract Rent. An estimate of Lowest 
Possible Contract Rent shall be included for each Project. Instructions 
for preparation of such estimates are included in Section 405.3. 
c. Estimates of Total Monthly Contract Rent. An estimate of total monthly 
Contract Rent shall be included for each Project. Instructions for 
preparation of such estimates are included in Section 405.1. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -·- - 
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Name of Local Authority _Date: 
1. Table of Gross Rents. This table is used solely for determining rent and not 

for dete~ning eligibility. (This is an example of a schedule or Gross 
Rents which may be established where the State law conforms to the Federal 
law with respect to the ratio-of Gross ~~nt to income or where the State law 
bas no provisions in this respect and the U>cal Authority has determined that 
it will establish the lowest ratio of Gross Rent to income permitted by the 
Federal law. (See Exhibits 2, J, and 4 for alternate examples of Tables of 
Gross Rents). 

Monthly 
Gross HIGHFST ANNUAL NET FAMILY HlCOME FOR RE.11T SHOWN 
Rent 0 Minors l Minor 2 Minors J Minors '1. Minors ~Minors 6 or More Minors 
15 900 1000 llOO 1200 lJOO 1400 1500 
16 960 1060 1160 1260 1360 1460 1560 
17 1020 1120 1220 1320 1420 1520 1620 
18 1080' 1180 1280 1380 1480 1580 1680 
19 1140 1240 1340 1440 1540 1640 1740 
20 1200 1300 1400 1500 1600 1700 1800 

-21 1260 1360, 1460 1560 1660 1760 1860 
22 1320 1420 1520 1620 1720 1820 1920 
2J 1380 1480 1580 1680 1780 1880 1980 
24 1440 1540 1640 1740 1.840 1940 2040 
25 1500 1600 1700 1800 1900 2000 2100 
26 1560 1660 1760 1860 l.960 2060 2160 
27 1620 1720 1820 1920 2020 .2120 2220 
28 1680 1780 . 1880 1980 2080 2180 2280 
29 1740 1840 1940 2040 2140 2240 2340 
30 1800 1900 2000 2100 2200 2300 2400 Jl 1860 1960 2060 2160. 2260 2360 2460 
.32 1920 2020 2120 2220 2320 2420 2520 
33 1980 2080 2180 2280 2380 2480 2580 
34 2040 2140 2240 2340 2440 2540 2640 
35 2100 2200 2300 2400 250,0 2600· 2700 
36 2160 2260 2360 2460 2560 2660 2760 
37 2220 2320 2420 2520 2620 2720 2820 JS 2280 2380 2480 2580 2680 2780 2880 
39 2340 2440 2540 2640 2740 2840 2940 40 2400 2500 2600 2700 2800 2900 3000 
41 2460 2560 2660 2760 2860 2960 3060 
42 2520 2620 2720 2820 2920 3020 3120 

(Cont'd) - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -· .. - - - - 
- ; - 
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I/ The Local Authority ~.ay stop its schedule at less than 6 minors or 

extend it beyond 6 minors to conform with the size of family who will 
occupy the largest unit in the local program. 

(Cont'd) 

Project _ 
1-BR --- 2-BR --- 3-BR _ 
4-BR _ 

Project. _ 
1-BR --- 2-BR --- 3-BR --- 

Project : Contract Rent includes all utilities and 
equals Gross Rent. 

3. Ceiling Rents. In no event shall the Contract Rents exceed the following 
amounts (which are the ceiling rents registered.under rent control) (which 
have been determined as the rents of comparable privately owned housing in 
this locality): 

Total 

(space beating) 
Utilitv 
(Oil) 

2. Contract Rent. Project _ 

Purpose 

Contract Rent per month is established at 
i less than Gross Rent which 
represents the estimated average cost, or 
value, of tenant supplied utilities as 
follows: 

Monthly 
Cost or Value 

.. 

' - i. families with incomes in excess of' those shown above will be charged an 
~..Jitional $1.00 per month for every additional $60 of annual Net Family Income 
or part thereof. 

1. Table of Gross Rents (Cont'd} 
Monthly- 
Gross HIGHEST ANNUAL NET FAMILY INCOME FOR RENT SHOWN 
Rept · Q Mino:.. 1 Minor 2 Minors J Minors ~Minors 2 Minors 6 or More Minors)/ 
4.3 2580 2680 2780 2880 2980 3080 3180 
44 2640 2740 2840 2940 3040 3140 .3240 
45 2700 2800 2900 3000 3100 .3200 3300 
46 2760 2860 2960 3060 3160 3260 3360 
47 2820 2920 .3020 3120 3220 3320 .3420 
48 2880 2980 .3080 3180 3280 .3.380 3480 
49 2940 3040 3140 3240 3340 3440 3540 
50 3000 .3100 3200 .3300 3400 .3500 .3600 

- - .. ..., - ... - - .. - - - - - - - - - - - - - - .. - - .. - - - - - .. - - - - - .... - - 
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(Cont'd) 

---·------------ --- -------- 
Jan.Feb.l·!ar. 
Apr. l~y Jtll1le 
Jul.Ai1g.Sept. 
Oct.tfov.Dec. 

Electricity 
(KWH) 

Jan.Feb.Mar. 
Apr .I-lay June 
Jul.Aug.Sept. 
Oct.Nov.Dec. 

Gas 
(cu.ft.) 

Y.iaxirnwn Quantity Allowed Per 
Quarter by Size of Dwelling 
1-BR 2-BR 3-BR 4-BR Period Utility 

Project ---- 
(Space and water heating and gas for cooking and electricity tor lighting 
and refrigeration in the following quantities will be furnished and 
included in the Contract Rent:) 

Jan.Feb.Mar. 
Apr.May June 
Jul.Aug.Sept. 
Oct.Nov.Dec. 

Electricity 
(KWH) 

Jan.Feb.?J.iar. 
Apr.May June 
July Aug.Sept. 
Oct.Nov.Dec. 

Gas (cu.rt.) 

Maxinrum Quantity Allowed Per 
Quarter by Size ot Dwelling 

1-BR 2-BR 3-BR Period Utility 

Project----- 
(Gas fc,r cooking and wter· heating and electricity for lighting and 
refrigeration in the following quantities will be furnished and included 
in the Contract Rent:) 

4. Project Supplied Utilities. 
- ~ - - - - - - - ~ - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - 
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meters of all units) hour or fraction thereof 

(Quarterly reading of check $ for each Kilowatt Electricity 

meters or all units) feet or traction thereof 

(Quarterly reading of check Gas $ for each cubic 

Method of Determining 
__ Ex,....Q~ss Use Utility Rate 

5. Excess Utility GhJ!:rge~. Tenants will be charged for utilities used in 
excess or the amounts specified in paragraph 4, above. 

- - - - ~ - - - - - ~ - - - - - - - - - - - - ~ - - - - - - - ~ - - - - ~ - - 
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Example 2 of Table of Gross Rent§ 

1. Table of Gross Rents. This table is used solely for determining rent and not 
tor determining eligibility. (This is an example of a Schedule of Gross Rents 
which may be established where the State law requires a 5 to 1 ratio of net in- 
come to Gross Rent for families with less than 3 minors and a 6 to 1 ratio for 
families with .3 or more minors and the Local Authority has determined that it 
will establish the lowest Gross Rents permitted by the Federal law to the 
extent that such rents are not less than the lowest Gross Rents permitted by 
the State law.) 

Monthly 
Gross HIGHEST ANNUAL NET FAMILY INCOME FOR RENT SHOWN 
Rent 0 Minors 1 Minor 2 Minors 3 ?IJ.nors ~ Min9rs 5 Minors 6 or More Minors 17 
15 900 900 900 1080 1080 1080 1080 
16 960 960 960 1152 1152 1152 1152 
17 1020 1020 1020 1224 1224 1224 1224 18 1080 1080 1080 1296 1296 1296 1296 
19 1140 1140 ll40 1368 1368 1368 1368 20 12()()' 1200 1200 1440 1440 1440 1440 21 1260 1260 1260 1512 1512 1512 1512 22 1320 1320 1.320 1584 1584 1584 1584 
23 1380 1380 1380 1656 1656 1656 1656 
24 1440 1440 1440 1728 1728 1728 1728 
25 1500 1500 1500 1800 1800 1800 1800 26 1560 1560 1560 1860 1872 1872 1872 
27 1620 1620 1620 1920 1944 1944 1944 28 1680 1680 1680 1980 2016 2016 2016 29 1740 1740 1740 2040 2088 2088 2088 
.30 1800 1800 1800 2100 2160 2160 2160 
31 1860 1860 1860 2160 2232 22.32 22.32 32 1920 1920 1920 2220 2304 2304 2304 .33 1980 1980 1980 2280 2376 2376 2.376 
.34 2040 2040 2040 2.340 2440 2448 2"48 
35 2100 2100 2100 2400 2500 2520 2520 .36 2160 2160 21.60 2460 2560 2592 2592 .37 2220 2220 2220 2520 2620 2664 2664 
38 2280 2280 2280 2580 2680 2736 2736 .39 2.340 2340 2340 2640 2740 2808 2808 40 2400 2400 2400 2700 2800 2880 2880 

(Cont'd) 
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{Cont'd) 
i/ The Local Authority may stop its schedule at less than 6 minors or extend 

it beyond 6 minors to conform with the size of the family which will occupy 
the largest unit in the local program. 

All families with incomes in excess of those shown above will be charged an 
additional $1.00 per month for every additional $60 of net annual income or 
part thereof. 

Monthly 
Gross HIGHEST ANNUAL NET FAMILY INCOME FOR RENT SHOWN 
Rent 0 Minors 1 Minor 2 Minors 3 Minors 4 Minors 5 Minors 6 or More Minors Y 

41 2460 2460 2460 2760 2860 2952 2952 
42 2520 2520 2520 2820 2920 3020 3024 
43 2580 2580 2580 2880 2980 3080 .3096 
44 2640 2640 2640 2940 3040 3140 .3168 
45 2700 2700 2700 3000 3100 3200 .3240 46 2760 27f:IJ 2760 3060 3160 3260 3312 
47 2820 2820 2820 3120 .3220 3320 .3384 
JJ3 2880 2880 2880 3180 3280 3380 .3456 
49 2940 2940 2940 3240 .3340 .3440 3528 50 3000 .3000 .3000 .3.300 .3400 3500 .3600 

- - - - - - - - - ~ ~ - - - - - - - - - - - - - - - - - - - - - - - - - -·- - ~ 
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----------------------------------------- 
Example 3 of Table Q! Gross Rents 

1. Table of aross Rents. This table is used solely for determining rent and not 
for determining eligibility. (This is an example of a schedule of Gross Rents 
which may be established where the State law conforms to the Federal law with 
respect to the ratio of Gross Rent to incane or where the State law bas no 
provisions in this respect and the Local Authority has determined that it will 
establish Gross Rent at 21.8% of incane less $100 for each minor.) 

Monthly 
Gross HIGHEST ANNUAL NET FAMILY INCOME FOR RENT SHarn 
Rent o W.nors 1 Minor 2·Minors 3 ·Minors 4 Minors 5 Minoi:s 6 or More Minors l/ 
15 825 925 1025 1125 1225 1325 1425 16 880 980 1080 1180 1280 1380 1480 1.7 935 1035 1135 1235 1335 1435 1535 ... 8 990 1090 1190 1290 1390 1490 1590 19 1045 1145 1245 1345 1445 1545 1645 20 1100 1200 1300 1400 1500 1600 1700 21 1155 1255 1355 1455. 1555 ·1655 1755 22 1210 . 1310 1410 1510 1610 1710 1810 23 1265 1365 1465 1565 1665 1765 1865 
24 1320 1420 1520 1620 1720 1820 1920 25 1375 1475 1575 1675 1775 1875 1975 26 1430 1530 1630 1730 1830 1930 2030 27 1485 1585 1685 1785 1885 1985 2085 28 1540 1640 1740 1840 1940 2040 2140 29 1595 1695 1795 1895 1995 2095 2195 
30 1650 1750 1850 1950 2050 2150 2250 31 1705 1805 1905 2005 2105 2205 2305 32 1760 1860 1960 2060 2160 2260 2360 
33 1815 1915 2015 2115 2215 2315 2415 
'4 1870 1970 2070 2170 2270 2370 2470 J5 1925 2025 2125 2225 . 2325 2425 2525 

36 1980 2080 2180 2280 2380 2480 2580 37 2035 2135 2235 2335 2435 2535 2635 
38 2090 2190 2290 2390 2490 2590 2690 
39 2145 2245 2345 2445 2545 2645 2745 40 2200 2300 2400 2500 2600 2700 2800 
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(Cont'd) 
i/ The Local Authority may stop its schedule at .less than 6 minors or extend 

it beyond 6 minors to conform with the size of the family which will occupy the 
largest unit in the local program. 

Monthly 
Gross HIGHEST ANN'JAL NET FAMILY INCOME FOR RENT SHOWN 
R§nt o Minors 1 Minor 2 Minors 3 Minors 4 Minors 5 Minors 6 or More Minors 'J./ 

41 2255 2.355 2455 2555 2655 2755 2855 
42 2310 2410 2510 2610 2710 2810 2910 
43 2365 2465 2565 2665 2765 2865. 2965 
44 2420 2520 2620 2720 2820 2920 .3020 
45 2475 2575 2675 2775 2875 2975 3075 46 2530 2630 2730 .2830 2930 3030 3130 
47 2585 2685 2785 2885 2985 3085 3185 
48 2640 2740 2840 2940 3040 3140 .3240 
49 2695 2795 2895 2995 3095 3195 3295 c;o 2750 2850 2950 3050 3150 3250 .3350 

All families with incomes in excess of those shown above will be charged an 
additional $1.00 per month for every additional $55 of net annual income or 
part thereof. 

----------------------------------------- 
HHFA 

FHA 
7-17-51 LOW-RENT HOUSING MANUAL 

405.2 Exhibit 3 (Cont'd) 
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---------------------------------------- 
&nmw 4 ot T!!bl§ 21' Qross Rents 

1. Iable o( Gros§ E@nts. This table is used solely for determining rent and not 
• for detennining eligiblli ty. (This is an example of a schedule of Gross Rents 

vbich may be established.where the State lav requires a 5 to 1 ratio of net in- 
come to Gross Rent for families vith less than 3 minors and a 6 to 1 ratio for 
families with 3 or more minors and the Local Authority has detennined that it 
will establish Gross Rents at 21.8% of income less $100 for each minor to th~ 
extent that this does not produce rents less than the lowest Gross Rents 
pennitted by the State law.) 

Monthly 
Gross HIGHBST Am-RJAL NET FAMILY HTCOl'.E: FOR ffiNT SHCUN 
Rent 0 Minors J. ?1'.inor 2 I·anors _J.. ?:4@..r..f}~ .J~ .. m,nors 5 Minors __ 6 or More Minors l/ 
15 825 900 900 1080 1080 1080 1080 
16 880 960 960 1152 1152 1152 1152 17 935 1020 1020 1224 1224 1224 1224 18 990 1080 lOSO 1290 1296 1296 1296 
19 1045 1140 1140 1345 1368 1368 1368 20 1100 1200 1200 . 1400 1440 1440 . 1440 
21 1155 1255 1260 1455 1512 1512 1512 22 1210 1310 1320 1510 1584 1584 1584 
23 1265 1365 1380 1565 1656 1656 1656 
24 1320 1420 11.li.O 1620 1720 1728 1728 25 1375 11,,75 1500 1675 1775 1800 1800 26 1430 1530 1560 1730 1830 1872 1872 27 1485 1585 1620 1785 1885 1944 1944 
28 15/~0 1640 1680 1840 1940 2016 2016 29 1595 1695 1740 1895 1995 2088 2008 30 1650 1750 1800 1950 2050 2150 2160 31 1705 1805 1860 2005 2105 2205 2232 32 1760 1860 1920 2060 2160 2260 2304 
33 1815 1915 1960 2115 2215 2315 2376 34 1870 1970 201~0 2170 2270 2370 2448 35 1925 2025 2100 2225 2325 2425 2520 

405.2 
Exhibit 4 LCM-RENT HOUSING MANUAL 

HIIFA 
PHA . 
7-17-51 
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{Cont'd) 
i/ The Local Authority may stop its schedule at less than 6 minors or extend it 

beyond 6 minors to conform with the size of the family which will occupy the largest unit in the local program. 

All fam.tlies with incomes in excess of those shown above will be charged an 
additional $1.00 per month for every additional $55 of net annual income or 
part thereof. 

HHFA 
405.2 PHA 
Exhibit 4 {Cont'd) T .. OW-RENT HOUSING MANUAL 7-17-51 

-------------------------------------~--- 
Honthly 
Gross HlGlIE:ST ANNUAL NET FAMILY INCO?-E FOR RENT SHO-lN 
Rant· O Minors 1 Minor 2 l'!nors 3 Minors 4 Minors 5 J.1inptS 6 or More lif,norg 1/ 
36 1980 2080 2160 2280 2380 2480 2580 
37 2035 2135 2220 2335 2435 2535 2635 
38 2090 1 2190 2280 2390 2490 2590 2690 
39 2145 2245 2.340 2445 2545 2645 2745 40 2200 2.300 2400 2500 2600 2700 2800 
41 2255 2.355 2455 2555 2655 2755· 2855 
42 2.310 2410 2510 . 2610 2710 2810 2910 
4.3 2365 2465 2565 2665 2765 2865 2965 
44 2420 2520 2620 2720 2820 2920 3020 
45 2475 2575 2675 2775 2875 2975 3075 
'.6 2530 26.30 2730 2830 2930 .3030 .3130 47 2585 2685 2785 2885 2985 .3085 3185 
48 2640 2740 2840 2940 .3040 .3140 3240 49 2695 2795 2895 2995 .3095 .3195 .3295 
50 2750 2850 2950 .3050 .3150 .3250 .3.350 
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b, Project No. _ 
(Same as 2a, above) 

3. Estimetes of Total Monthly Contract Rent 
a. Project No. • (This example shows the form for the 

submission of the data for 'ach unoccupied project. Note that 
in accordance with Par. 7a (4) of Sec. 405.1 a single estimate 
tor all unoccupied projects under a single contract may be made 
under certain circumstances.) · 

(3) Adjusted Total Monthly Operating Expense 
(4) Vacancy Loss (2i of .(3)) 

(5) Lowest Possible Monthly Contract Rent ((3) + (4)) 

) 

$. _ 

Total per 
Month 

2. istimetes of I.owest Possible Monihlx Coptract Repta 
a. · Project No. _ 

{l) One-twelfth of ·Total Operating Expense per 
Operating Budget for Period _ 

(2) Adjustment (Explain ---------- 

Total 

Total Estimated Monthly' 
Contract Rent 

Total Lowest Possible 
Monthly C9ptract Rent 

i, Spmmary 

Project 
Number 

DEMONSTRATION OF FINANCIAL FEASIBILITY 
- - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -.- - - 

405.2 
Exhibit 5 LOW-Rl!."'NT HOUSING MANUAL 

HHFJ. 
PH! 
7-17-51 



HHFA-PHA, Wash. D.C. (•173) - 16 - 
------------~-------------------------- 

i/ The percentages in this column will be the same as those in column (4) 
unless a departure from a cross section of the market is to be made to assure financial solvency. Y If there are a substantial number of such units show the proposed 
distribution as in a. above. 

(2) Total Monthly Contract Rent from dwellings now 
vacant or occupied by ineligibles y ( Units@. 
$ per month) 

(3) Total Estimated Contract Rent 
d, Project No. ----- 

(Same as Jc, above) 

·-- 
b. Project No •. ----- 

(Same as a. above) 
c. Project No. (This example shows the form for the 

submission of the data for each occupied project) 
(1) Total Monthly Contract Rent which would be obtained 

from families eligible for continued occupancy 

Total Monthly Value or Tenant Supplied Utilities•••••••••• (b)=== 
Total Estimated Monthly Contract Rent ((a) - (b))............. $. ___ . 

Minimum Potential Proposed Distribution Total 
Gross Applicants or Units ¥;0nthly 

Income Groups Rent No. % No. % Gross Rent 
(1) (2) (1) (4) (5) (6h/ (7) 

$_or less $ 
_to$ _ 
_ to _ 
_ to_ 

to 
to_ 
to 

xx x xxx (a) 

. ' - - - - - - - - - - - -· - - - - - - - - - - - - - - - - - - - - - - - -·- - - 
lIHFA PHA 

7-17-51 LOW-RENT HOUSING MANUAL 
405.2 
Exhibit; (Cont'd) 
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- - - - .. .. - - - - - - - - - - - - - - - - - - - - .. - - - - - - - - - - - - 
i/ In the case of some projects which are already under permanent financing 

the Maximum Annual Contribution does not quite equal the Debt Service. 
In such cases the difference between these two items should be added to 
the operating expenses in computing the Lowest Possible Rent. 

(Cont'd) 

"One-twelfth of Total Operating Expense per Operating Budget 
for Period "· After "Period" insert "First". In 
total column insert one-twelfth of the total Annual Operating 
Expense as sho\lD on such budget. 

2. Preparation of Estimate for Projects Under Construction. The estimate 
should be made in the form indicated in item 2.a. of the Demonstration 
of Financial Feasibility - Exhibit 5 to Section 405.2. The following 
instructions apply to that rom: 
Item (1) 

Estimate of Lowest Possible Contract Rent for Projects Which are Under 
Con~truction or Which are Occupied 

· 1. Introduction 
a. In fixing rents (see Section 405.1) and in selecting tenants (see 
Section 407.1) it is necessary to know the total contract rents vhich 
must be obtained from tenants to maintain the financial solvency or the 
project. 
b. An estimate of lovest possible rent is required with the Development 
Program (see Section 205.3) as part or a demonstration that the proposed 
project can achieve rents within the financial reach of eligible families 
of lov income. However, such an estimate, while sufficient for its pur 
poses, is necesJarily not as accurate as an estimate made on the basis ot 
definitive development and man·;.gement plans or on the basis or actual 
operating experience for the project involved. 
c. The lowest possible contract rent for a project should be computed 
on the amounts necessary to cover average expenses tor the next five 
years or operation in order to provide a factor or safety for possible 
increases in repair, maintenance and replacement expense due to aging 
of the project. 
d. Debt service (including interest and amortization on the development 
cost of a project) is not taken into account in this computation because 
the debt service under permanent financing will be arranged so as to be 
just covered by the maximum annual contributions payable by the Federal 
Government.l/ In years vhen actual rents exceed the lovest possible rent 
or in years when the operating expenses are less than the estimated 
expenses, the balance of rents after payment of operating expense is 
applied to debt service and the annual contribution paid by the Federal 
Government is correspondingly reduced. 

- - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - -. - - - 
405.3 LOW-RENT HOUSING MANUAL 

HHFA 
PHA 
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- 2 - 

--------------------------------------- 

Item (1) "One-twelfth of Total Operating Expense per Operating Budget 
for Period "· After "Period" insert the beginning 
and ending dates of the period covered by the lateat approved 
Operating Budget. In total colwnn insert one-twelfth of the 
total annual Operating Expense as shown on such budget. 

Item (2) 11Ad ustment x lain"· This item should include adjustments 
to Item 1) as necessary to reflect an approximate average 
expense for RM&R over the next five years and, if required, 
to provide for the operating Reserve. To adjust to an average 
expense for the next five years first adjust the budget tor · 
RM&R to a normal year's operation by (i) excluding any amounts 
included for the correction of construction deficiencies and 
(ii) adjusting the budgeted amount for painting and decorating 
expense to an average amount it the cost or painting and decor 
ating does or will vary substantially from year to year. The 
RM&R expense for normal year's operation should then be in 
creased by 25% to approximate an average expense over the next 

· (Cont'd) 

3. Estimates for Occupied Projects. The estimate should be made in the 
form indicated in item 2.a. of the Demonstration of Financial Feasibility 
Exhibit 5 to Section 40;.2. The following instructions apply to that 
form: 

Item (4) and (5). These items are self-explanatory. 

Item (3) 

Item (2) "Adjustment (explain)". An amount must be added to Item (1) 
to approximate the average expense over the first five years 
of operation and to allow for building up the Operating Re 
serve, provision for which is not shown in the operating 
budgets for individual projects. This may be ~one with suffi 
cient accuracy for this purpose by increasing the operating 
expense as shown in Item (1) by 30% - 20% for increases in 
op9rating expense plus 10% for provision for the Operating 

' Reserve. Operating Expense, rather than RM&R expense alone, 
is used as the base for making this calculation for new proj 
ects due to the difficulty of accurately anticipating RM&R 
expense for the first year when no operating experience is 
available. Therefore, insert in the total colwn 30% of 
Item (1). Note that an additional factor of safety results 
from the fact that, for projects under construction, the 
estimated income used to test financial feasibility is based 
solely on families eligible for admission. After initial 
occupancy the project income will increase as families move 
into the continued occupancy brackets. 

ense". Insert the total ...::,~::.::.;:~...=.;;:..;::~~~::.....:.i~.::.:;:::.i;~::1;;..:::.:;:.; 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
HHFA 
PHA 

7-17-51 LOU-RENT HOUSING MANUAL 



HHFA-PHA, Wash. D.C. (774) - 3 - • 
--~---------~-------------------------- 

Item (3) "dusted Total Monthl 0 erati nse". Insert the total 
or Items 1 and 2 unless Item 2 is a net dovnward adjust 
ment, in which case deduct Item (2) from Item (1). 

Itene{.4) and (5). ·These items are self-explanatory. 

tive years if the project is less than 20 years old or has 
not completed a replacement cycle or household equipment. 
An adjustment tor provision for ~he Operating Reserve (see 
paragraph 2, item 2) will normally be necessary only it the 
project has been o~erated for less than five years from the 
end of the Initial Operating Period, in which case 10% ot 
Item (1) should be added. Insert in the total column the 
total adjustment, taking care as to whether the adjustment 
for repairs, maintenance and replacements is.upward or 
dowward. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -.- - - . . ~ : 

LOW-RENT HOUSING MANUAL · 
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a. Where there are private units in a locality comparable to or so closely 
comparable to dwellings in the low-rent project{s) that reasonable adjust 
ments will bring them to comparability~' determination of comparable rents 
involves the following five steps: 

{Cont'd} 
If the adjustments for private units for factors other than utilities exceed 
20 percent of the contract rent, the units are to be considered so far from 
comparable that reasonable adjustment cannot be made. 

y 

3. Procedure for Making Determinations of Comparable Rent 

c. Schedules of ceiling rents established as above and approved by the PHA 
may reina.in in effect until changes in rents for comparable private accom 
modations warrant revisions, or unless changes are made in the utilities 
or amenities provided by the p~oject and adjustments are required in the 
Schedule to reflect these changes. Local Authorities should keep alert for 
changes in the local rental market in order that revisions in schedules 
may be initiated as necessary to maintain comparability. In the event the 
PHA bas knowledge that a Local Authority's approved schedule does not re 
flect comparability, it may require the Local Authority to review the local 
rental market and initiate revisions as necessary. 

b. Each Local Authority which proposes, in the future, to establish a 
schedule of ceiling rents shall make a survey, as described herein, to 
determine the rents which are being charged at that time for c01nparable 
private accommodations and shall submit the results of the survey in sub 
stantiation of the Schedule it proposes to eatabli.sh. 

2. Policies Applicable to Detennina.tion and Approval of Ceiling Rents 
a. Each Local Authority wh.i.ch has in effect a schedule of ceiling rents, 
conoidcred to be comparable rents, shall within three months from the date 
of this release make a survey, as described herein, to determine whether 
the sch'?dule in ·use is in fact at the levels being charged for comparable 
private accommodations. If this survey djscloses that revision of the 
schedule of Ceilin3 Rents, Item 3 of the approved Schedule of Rents, is 
required to bring it 1.nto line with comparable rents, the proposed revision, 
with the survey do.ta as documentation, shall be aubmitted to the PHA in 
accordance llith paragraph 1 of Section 405.2. If revision or Item 3 of the 
Schedule is not required, copie3 of the survey data shall be submitted to 
the PHA for approval as to retention of the Schedule at the established 
levels. 

1. Purpose. This Section sets forth the policies and procedures applicable to 
the determination and approval of schedules of ceilint; rents in low-rent 
projects, based upon the rents charged for compnra.ble privately owued housing 
in the locality, in the event a Local Authority elects to establish such 
schedules pursuant to paragraph 4e of Section 11-05 .1. 

Dcternrinati.on and Approval. o"f' Schedules of Ceiling Rents for Low-Rent Projects 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(Cont'd) !/ If a project consists of row-houses and duplexes, private units of this type 
should be selected for inspection; if it consists of apartments in high 
rise buildings, similar units should be inspected. Private two-bedroom 
units located in free-standing houses, as compared with units in a high 
rise building, for example, would require such extensive adjustments to 
approach "comparability" that their designation as comparable would not be 
considered justified. 

g/ When there is more than one low-rent project in a Local Authority's program 
and utillt~r costs per unit for any utility vary as between projects the 
amounts to be added for such utility for any project need not equal the 
actual cost to such project of the utility involved, provided that the total 
amounts added for all projects equal the total cost of such utility for all 
projects. This will permit the establishment of equitable contract rents as 
between projects irrespective of actual costs of a specific utility to each 
project. 

~ Although it is not reconanended, a Local Authority may establish a single . 
ceiling rent applicable to all size units in all projects. In such event, 
the single rent must represent the comparable rent for the largest size 
unit in the best project to comply with the Contract requirement that any 
limitation upon gross rent shall be not less than the gross rent of compar 
able privately owned housing. 

(4) Based upon the comparable rent established through inspection of 
two-bedroom private units, determining the rent for each of the 
other size units in the project by adding to or subtracting from 
this rent an appropriate rent differential for each of the other 
size units, making adjustments for utilities as appropriate; 'JI ar.d 

(5) Checking the results so obtained with several responsible sources 
familiar with local rental conditions for reasonableness. 

(3) For the rent so determined or adjusted, noting and ma.king appro 
priate monetary adjustments to reflect the differences between 
the public and private units with respect to amenities, equipment, 
utilities, and any other factors affecting rent; 

(1) Selecting and inspecting of a sample of private two-bedroom units, 
vacant or occupied, which are of such type!/ as to be considered 
comparable to the two-bedroom project units; 

(2) Determining the rents charged for the private units inspected, in 
cluding any utilities :f'urnished, and adding to such rent the cost 
to the project of any utilities not included in the private rent 

'but included in the project rent gJ, and deducting from such rent 
the estimated cost to the private management of providing any 
utilities included in the private rent but not included in the project rent; ~ 

- - - - - - - -· - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

llHFA 
PHA 
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- - - - - - - - - - - - - - - - - - - - - ..., - - .. ~ - - - - - - - - - - - - - 
ii 

(Cont'd) 
It is also suggested that applicable portions or the survey form be used 
as a check list in inspecting the project units. This will assure a 
thorough review of the pertinent features, including advantages and dis- 
advantages of the project. 1 

a. When private units are to be inspected for the purpose or determining 
comparability, a report form providingl as a minimum, the information con 
tained in Form PHA-2434 (see Exhibit lJ, is to be prepared for each private 
unit inspected. l/ Such form &hould provide space for recording the actual 
rents charged, utilities, and services furnished and differences between 
the private and the project units with respect to neighborhood, living 
space, equipment, and the physical condition of the unit inspected, compared 
to the project. 

c. It should be made clear to any persons trom whom opinion or assistance 
is sought that they are not being asked to fix the ceiling rents for the 
Local Authority but rather to advise or assist with respect to determina 
tions which the Local Authority must make. 

5. Recording, Evaluation, and Use of Survex Data 

4. Consultation With Local Sources 
a. Advice and assistance, as may be required pursuant to paragraph 3 above, 
should be obtained from local real estate men with general knowledge or 
private accommodations in the local rental market which are most nearly com 
parable to project accommodations. 1£ the degree of assistance required 
would involve a substantial expenditure or time and effort on the part or 
the persons consulted, payment for their services may be necessary. It 
necessary assistance would make but slight demands upon the sources, pay 
ment likely would not be required or appropriate. 
b. In the event the procedure outlined in paragra;>h Ja above is to be 
followed, to provide a reliable basis tor their adjustments, comparisons, 
opinions, etc., any real estate men from whom an opinion or assistance is 
sought, if not already thoroughly familiar with the projects, should be 
required to make an inspection of the project(s) including the interiors of 
typical units. Any such inspection of project units, as well as any in 
spection of private units, should be made in the company ot a Local Authority 
official, in order that differences of opinipn. may be thoroughly discussed 
and clarified. 

b, When it is determined that there are no private units in the locality 
sufficiently comparable to the project units to make inspection and com 
parison of units and amenities possible, the Local Authority shall, after 
consultation with sources familiar with the local rental conditions, de 
termine the rent which it is believed the two-bedroom units in the project 
would bring in the private housing market in the locality and then proceed 
with step Ja(4) above. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - .- - - 
LOW-RENT HOUSING MANUAL 
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- - .. .. .. - - - - - - - - - .. - - - - - - - - - - - - - - - - - - - - - - - - 

b. Upon completion of the inspections, the differences in amenities, age, 
condition, location, space, etc., of the units inspected should be con 
sidered to determine whether differences were so substantial as to make 
the units invalid for comparability purposes (see footnote 2, paragraph Ja(l) 
above), or whether they were of such nature as to require or permit of 
reasonable adjustments. Such facilitles as stoves, refrigerators, and 
space and water heaters would represer.1t variations in comparable uni ts 
which could be given a definite money value. For other items, it may be 
possible to assign a monetary value to each major amenity as provided in the 
attached form or it may be d~~sirable to assign a single overall adjustment 
without allocating a value to each variable item. 
c. The opinions of the local persons consulted should be obtained as to 
the appropriate rent differential for larger or smaller units in the project 
than the two-bedroom unit. These opinions, together with data obtained and 
recorded in the form as to actual differentials found to exist in the 
buildings inspected, will form the basis for establishing differentials for 
the project units of various size. 
d. Where there is more than one low-rent project in the locality and the 
projects are of different quality, construction, or desirability, private 
units comparable to a typical two-bedroom unit in each project should be 
inspected, if available. If there are no private units comparable with 
each type of low-rent project, one or more of the low-rent projects may be 
taken as "base" projects, with comparable private units inspected and rent 
determined for these projects only, and the other projects rated according 
to relative quality and worth to the "base" projects. For example,project 
"A" may be the most desirable of three projects and, following the inspection 
of comparable private units, the comparable rent for two-bedroom units 

·determined to be $80. Project "B" may be considered to be less desirable, 
with its accommodations rated only ninety percent in relation to Project 
"A," and Project "C," only eighty percent in relation to Project "A." With 
$80 as the comparable rent determined for Project "A," comparable rent for 
a two-bedroom unit in Project "B" would be ninety per cent of $80 or $72, 
and rent for a two-bedroom unit in Project "C," $64. If this latter method 
is used, the local real estate men consulted should be asked to assist in 
this relative rating of projects. 

6. Documentation of Survey. Inspections and all data and findings pertaining 
. to determination of comparable rent shall be documented by inspection forms, 
narrative, charts, tabulations, photographs, etc., as necessary. Particular 
attention shall be given in each report to establish the fac.t that the 
private units selected for inspection were in fact comparable, or so nearly 
so as to make·adjustments reasonable, and that such units were the bases 
for adjustments, if any. 

~ - - - - - - - - - - - - - - - - - - - ·- - - - - - - - - - - - - - - - - - - 
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111. C'"...ftl'ltritr.t Rent •fter AdfuattM'ltt for Utllltle• Rnct Sf.rvlcew ..•............. •••••••••••••••• "------- 

.1. Adluot.,...I for Olf. In Vtl I. or Ser•. L--'•'---------'-+'-•-· _. • • .. ~ .. r - at.---~ 

2. Vtlll_tl .. oncl Senlee1 (F.ot. Coot), •· ••tet-'------------+----------1---------t 
b. lleot:------------.i.---------t--------1 
"' Eleetrlclt1 ----------1----------1--------1 
d. llot Water -----------1---------li--------1 
•· Ooolrlnwl'\lel ---------+---------1-------~ 
f, oth•r -----------i==-=============l==============I 

In Public 
.. .._. IA o. l--·- 

......................................................... ._ _ 
'!\ope "' O>n•t. --- lot. Aae_ No. SlorlH-- """----Apt. __ lllopl•"-- ott..rc .... _ 

No.Iii A •. c .... t.R""h All U.lto ot P<Ol"'rt1:-lll'll'--.:-llllL.-:-4ll!i-1--Rl'--l--AlllL.- 

Adduu of Prepert, 

••••• of Conttul hntl 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

COMPARABILITY SURVV.Y INSP!CTJON REPORT 
FOR PROJ!CT· NO·-------- 

f'llA·HU 
Octnho 1954 

. - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
i1o5 .... Bmibit 1 

.JJllFA 
PBA 3-2-55 



--------------------------------------- 

(Cont'd) 
NOTB1 'fhia Section aupersecles Section ~6.l dated November 19S.5• Recommended 

oocupanc;y standards tor o-:sa unite have been inoluded in paragraph 3a and 
a new par&£l'&ph 5 has been added. 

be Dwellinas should be so assigned that it will not be necessary tor 
persons ot opposite sex, other than husban:i and wite, to oooup7 the 
saMe bedroQll'l. 

·1 
2· 
4 
6 
8 

10 
12 

1 
1 
2 
4 
6 
8 

10 

0 
l 
2 

' 4 

~ 

Number,of Persons 
MiniJllUlll Max1'RlUlll 

Number ot 
Bedrooms 

3. RecOllllllended Occupancy Standards 
a. The PHA recommends the following occupancy standardst 

2. Contract Requirements Rel#lting to Occu2aney Standards 
a. The Loc11l Authority shall assign to tenants dwelling accommodations 
consisting or the nU111ber or rooms neeessaey (but no greater than neces 
sary) to provide decent, sate, and sanitary accommodations tor the pro 
posed occupants thereof without overcrowding. 
b. It, upon reexam1nation, it is round that the size or composition ot 
the tamily has changed so that the dwelling occupied b.Y the family con 
tains a ~Wilber or rooms less or greater than necessary to provide decent, 
safe, and sanitary accommodations tor the occupants thereof without over 
crowding, the family shall be required to move into a dwelling or appro 
priate size as soon as such a dwelling becomes available. 

Oce11paney Standards tor Public tow-Rent Housing Projects 
1. Introduction. Overcrowding is one or tho major factors contributing to 

undesirable housing conditions. In recognition or this raet the Act 
includes overcrowding as one of the criteria tor determining if an appli• 
cant family is living under substandard housing conditions. To prevent 
overcrowding, and at the same time to prevent waste ot space, the Local 
Authority shall establish and maintain maximum and mininlUlll occupancy 
standards tor admission and continued occupancy. 

- - - - - . - - - - - - - - - - - - . - - - - - - - - - - - - - - - - -·- - - 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - -,- - - - - - - - - - 

(Cont'd) 
if This is not intended to preclude the Local Authority's treating two or 

more unrelated elderly persons or remaining members or a tenant rwly as 
a single family where the income and resources or each person would be 
available for the group. The above 111ay not be applied to groups or related 
persons nor at admission to a group which contains a non-elder~ person. 

4. Accommodation of Oversize Families 
a. Admission. Families whose si~e is in excess or the maXimwn nwnber or 
persons established by the Local Authority tor a dwelling unit 111ay be 
permitted, it so decided by the Local Authority, to occupy two units 
(preferably contiguous) provided such units contain no more roolll8 than 
necessary to aeeollll11odate the family Without overcrowding. 
b. Continued OoClll?ancri• Families of a sif;e too great to be accommodated 
in the largest size unit provided may, if' perm1ssible under the established 
policy or the Local Authority and provided such family is otherwise 
eligible tor continued occupancy, be allowed: 
(1) To remain as a tenant or the project even though overcrowded in the 

largest size unit provided; or 
(2) To oeeupy- faro units as specified in paragraph 4a above. 
c. Rental Char~es for Multi-Unit OCCZ!J?ane'I/• The rent tor a family 
oooupying more than one un.tt shall be related to its net family income 
and not to the nwnber or un.tts occupied~ 

s. Use or On~ Unit for T\fo or More Unrel~ted Elder].y Sin~le Persons or 
Remaintng Members Ot Tenant Fruni1les 

a. Admission or ContinuOO. OcO\.,po.ncy. Where the Local Authority has 
determined that two or more unrelated elderly single persons or remaining 
members of tenant fmnilies are each eligible as indivtd~als tor admission 
or continued occupancy, as the case might be, but in the interest or 
conserving space, Wishes to require such persons to live in the ssime unit 
it may do so even though the combined income of the group 111ay exceed the 
l.iJUt tor a family of the same nwnber or persons. y 
b. Rent Charges. In cases of such occupancy rents must be determined 
separately tor each person in accordance with the approved. rent schedule 
and separate leases executed with each. 

d. In applying the t.\bove standards, every member of the family, regard• 
less or age1 should be considered a person. 

c. Dwellings should also be so assigned as not to require use ot the 
living room tor sleeping purposes, except in the case or zero and one 
bedroom units. 

- - - - ~.~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
BHFA 
PHA 
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c. Special Lease Provisions. In cases ot such joint occupancr ot a 
dwelling, each lease should provide that the unit is leased to all 
occupants as tenants in common ot the entire unit and that each tenant 
should have the right to the use and occupan07 ot the entire unit in 
oOll'llllon with his co-tenant(s). 

- - - - - - - - - - - - - - - - - - - ·• - - - - - - - - - - - - - - - - - - - 
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The changes necessary to make the elderq subsidy tol'll applicable 
to the existing Form PHA-2S99, dated September 19S8, are aa follows• 
l. Part I, line l, change the reference from "Line 67 plus Line 69• 

to "Line 64 plus Line 66." 
2. In Part I, line 4, change the reference from "Line 12• to Line 13.• 
This torm was attached to the Circular of Juq ll, 1961 tor infor 

mational purposes. A revised form is being prepared to include 

specific instructions as well as a form of voucher. The revised 
form and voucher will be available prior to the tillle any Local 

Authority can request additional subsicV- for the elderq. 

Akp.-~ 
Assistant. COllllllisaioner 
tar Management 

administration expenae accounts. 

tor Elderq Tenants, containe three line reterencea which refer 
to a revised version of PHA-2S99, Statement ot Operating Receipt• 
and ExpenditUl"es, which is being issued to reflect the additional 

The subject tom entitled• Computation of Additicnal Subs1d7 

SUBJICT1 Line Beterences on the Form Attached to Com:lssioner •a 
Circular ot Ju17 ll, 1961 

- - - - - - - - - - - - - - - - - - - - - - - - - --- - - - - - 
TOa Centr11i Ott:Lce DiTiaion, ottice and Branch Heads 

Regional Directors 
Local Authorities 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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.A aeparate form shall be prepared tor each Annual Contributions Contract. 
It all units are occupied b7 Elderl1 tenants, omit Part II. In such caaea, Part IV, 
Line l, will be equal to Part I, Line 7, minus Part III. 
It &IJ7 project reached the end of the Initial Operating Period during the Fiscal Year and produced a surplus tor such period' include the amount of the surplus in 
Total Operating Receipts (Line 4, ot Part IJ. Do not include a deficit tro11 the 
Initial Operating Period since such deficit is charged to Development Coat. It a 
project reached the end or the Initial Operating Period not later than the end ot 
the second quarter of the Fiscal Year, include rent and occupied unite as of the 
last da7 ot the year in Parts II, III, and IVJ otherwise omit. All operations 
1Ubaequent to EIOP are included in the amounts shown on Form PHA-2S99 and will 
automatical17 be included in Part I. 

NOTES a 

1. Deficit attributable to Elderl1 Tenants (Part II, Line 4, 
llinua Part III)•••••••••••••••••••••••••••••••••••••••••••••• ·--------- 2. Total deficit tor Annual Contributions Contract (Part I, Lines)...................................................... -----~--- 

3. $120 per unit times number ot units occupied b7 Elderl7•••••• I ------ 

Additional Subsid7 tor Elderl7 
(I,owest ot 1. 2. or 3 Beloy) PART IV 

Annual O.lllng Rental trom Elderl7 Tenants in ocoupan07 on 
last da7 of Fiscal Year (Total ot lbntbly Rental Rates tor 
Elderq Tenants in ettect on last da7 of Fiscal Year tim1 12) •·----- 

PART III 

1. Number ot uni ts occupied by Elderl1 tenants on last da7 ot 
Fiscal Year••••••••••••••••••••••••••••••••••••••••••••••••••• 2. Ruaber of all units occupied (Elderl7 and Ron-elderl7) on last 
di.)' ot Fiscal Year, ••••••••••••••••••••••••••••••••••••••••••• 

3. Line l divided by line 2•••••••••••••••••••••••••••••••••••••• 
4. Annual Breakeven Rent tor uni ta occupied b.r Elderq (Line 3 

aboTe times Line 7 ot Part 1) •• , •••••••••••••••••••••••••••••• •-------- 

' 
Computation or Annual BreakeTen Ranta 
tor Units Occupied b% Elderlx Tenantt PART II 

/ 1. Total Expenditure• (Line 67 plus Line 69)••••••••••••••••••••• •--------- 2. Plus Deticienc7 in Normal Operating Reserve••••••••••••••••••• 
3. Total••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 4. Less Total Operating Receipts (Line 12) and Surplus from IOP •• s. Total Deficit ••••••••••••••••••••••••••••••••••••••••••••••••• 
6. Plus Dwelling Rental (Lin• 1) ••••••••••••••••••••••••••••••••• 
7. Minimwa Annual Dwelling Rental required to avoid a detici t 

operation (Breakeven Rent) •••••••••••••••••••••••••••••••••••• •·------ 

Computation of Minilllll1' Annu.al. Dwelling Rental 
to Avoid a Deficit Operation on the Contract 

(from Fom PHA-2599, Statement or Ooerating Receipts and Emnd1ture1) 
PART I 

Project Nos. No. of Dwelling Units. r. I. End _ 

Rame ot Local AutboritY-------~---------- Contract No. _ 

Copiputation ot Additiona:L SubsiciT for Elder1t Tenant• 

A t.t.achmont. to 
Circular datad 
7-11-61 

• 



3. To waive with respect to elderly persons or families the· 
r(!quirements of Section 15(8)(b)(il) of the u. s. Housing 
Act relating.to previous housing conditions. 

Elder]¥ families and persons mean families whose head (or his spouse) 
is 65 years of age or over and single persons 65 years or age or over. 
Pending approval by the PHA of speciric income limits for admission 'Of 
sing1e elderly persons, temporary income limits tor admission of such 
persons not in excess of 80% of the regular and any special admission 
income limits now in effect for two .. person families may be established. 
In most cases Local Authorities do not now have any single .. person units. 
The special preference and eligibility provisions of Clauses 1·and 31 
above, are applicable only to units·suitable to the needs of elderl.1' 
families and, accordingly, may not be applied to the adro:ission ot 
single elderly persons to units designed for two-pet'son occupancy •. 
However, where there are no two~person families current'.q eligible 
for admission or where there is a pressing need to rehouse an elder]T 
individual from a EJite which is being cleared, the PHA will have no 
objection to the admission of single elderly persons to units designed 
for two-person occupancy if this can be done without the use of such 
special preference and eligibility provisions. 

Pursuant to amendments to the U. S. Housing Act of 1937 contained in 
the Housing Act of 1956, Local Authorities are authorized in respect 
to dWelling units suitable to the needs of elderly families: 
1. To extend a prior preference to elderly single persons and 

families provi.ded that as among them first preference shall 
·be given to displaced persons or families; 

2. To admit single elderly persona or groups of unrelated 
elderly persons; 

SUBJFiCTt Admission of Elder]¥ Persons and Families to Low-Rent Housing 

. -·- - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - ~. 

TOs Central Office Division and Branch Heads 
Region.al Directors 
Local Authorities With Low .. Rent· Programs 
HOU$ing Managers of Low-Rent Projects 

- - - - - - - - - - - - - - ~ - - - - - . - - - - - - - - - •, - - - - - - - 
cmcULAR 
·s-lb-56 

WASHINGTON H, D. C. HOUSING AND HOME FINANCI!: AGENCY 

PUBLIC HOUSING ADMINISTRATION 



The above-cited amendmenus t.o ·the Act; alsr) corrtal.n pro-v·:tsions with respect 
to the construction of housing desj.gr.1sd spec:i . .fi·.::aJ.J.y for UJ.e elderly; such 
provisions will be the subject of a separate Cil·•.mlru·. 

//)11I. ,1j ~.4/(A.4'i~ (P1M'1 . 
Acting Commission.er 

This Circular waives the provisions of oxi.sting corrbract.s to the extent 
necessary to pernrl.t a:ri.y Local Authorit.y, at i.ts option, to take tho 
actions aut.horlzed above. 

M 2 .. 



- l·- 
- - - - - - - - - - - - - - - - - - - - - - - - - - - .. - - - - - - - - - - - 

2e Cont.ract Reguirement.s Rel.'l.ti.n_g to the Selection of Tenants. The Annual. 
Contributions Contract provi.des tha't tho Local Authority shall select 
:f'amilies for ad'Jlission to dwellings or givon sizes and at specitied rents 
in accordance with certain preferences which are em.unerated in paragraph 4 
below. It also interprets the requirement that preferences shall be given 
"at specified rents" to moon that a. Local Authority may initially establish two or more ranges or specified rents (see paragraph 4 below) within which 
the. preferences are to be applied, in whi<".h event the total mmiber of 
units in the projects are to be allocated among such ranges as provided 
below so as to serve as nearly as possible a representative cross-section 
of eligible Families of Low Income in tho locality with due regard to the 
i'ina.nci.al solvency of the projects: Provided, that if' a Local Authority 
does not initi:llJy establish two or more ranges of specified rents, it 
must establish ttro or more appropriate ranges in the event that, due to 
the e:>:ercise ot the preferences (a) the projects are not being occupied 
by a repl';sentat.tve cross-cectden o.f el..i.g.i.ble Families or Lou Income in 
the locality, or (b) the financial solvency of the projects is jeopardized. 
The Contract further provides that in the seleetion o.r tenants the Local. 
Authority sllall not discriinin.:1.te against families, ~therwise el..i.gible tor 
admission to tho projec·ts, because their incomes are deriV<."<i in whole or 
in part from public assistance; and in initial]Jr selec:ting fa.mi.lies for 
admission to dwellings or given sizes and at specified rents the Local 
Authority shall (subject to the pref'erenoes prescribed in paragraph 5 
below) give preference to families having the most urgent housine needs, 
and thereafter, in selecting fa.-.Ulies for admission to such dwellings, 
shall give due consideration to the urgency ot the f'ami:Ltes• housing 
needs. The purpose of the toll.o~ring provisions is to assist the Loca1 
Authority in carry-lng out· the intent or the Act and in discharging the 
contractual obligations referred. to above with respect to serving a 
representative cross-section and maintaining financial solvency. 

(Cont'd) 
NOTE: This Section supersedes Section '4<>7.l pages 1-2 dated February 1957 

and pages J..l~ dated December 195.5. Exhibits l and 2 have not been changed 
and are not being reissued. Changes have been incorporated providing for 
m.a.Y..:tng annual. comparisons ot actual 'and cross-:;ection distributions and 
outlining a slightl.3r different method for establishing ranges or specified 
rents for occupied projects. 

Selection of Ten.:i.nts From EU.eib].o Anplicants 

1.. Introduction. The hist.or,y or the Act shows the Congress to be aware that 
extending the preferences to be used in selecting tenants without any 
restraints Jnight prevent the housi.ng of a representative cross-section 
ot low-income f'mnilles or joopardize the solvency ot the project. To 
safeguard against such contingencies, the Act provides that the prefer 
ences ·which it enumerates sh."lll be applied among applicants eligible tor 
dwellings .. at specified rents." 

--------------------------------------- 
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(2) Draw up and put into effect a plan, including a t1Jue table, for 
. achieving as close]3 as possible a cross-section distribution. In 
drawing up the plan the ~l Authority should take into considera 
tion the extent to which actual distributions deviate from the cross 
section, the availability of' vacancies, rate of turnover, availabiliV 
ot a.rplicants eligible for the underpopulated rent ranges, and other 
factors which will attect the rapidity with which the cross-section 
can be achieved. 

()) To the greatest extent possible, concentrate on admissions to the 
underpopulated ranges. However, dwelling units should not be allowed 
to remain vacant it there are no el:l.g1bltt applicants ror such ranges. 
In those instances eligible fudlies should be selected for ranges 
which are the least overpopulated. (Cont'd) 

l/ For a new project just entering 1nitia1 occupancy the distribution to rent 
ranges will cover all units in the project, and should be made well in 
advance of the·opening of the project. 

3. ~ng a Representative Cross-Section ot Falllilies or Low Income 
a. To determine where it stands with respect to serving a representative 
cross-section in oceupied projects, the Local.Authority should make a 
comparatiw st~ each year, preterab]3 toll.owing the tble or the annual 
reexamination, showing the actual distribution or all tenant .families to 
rent ranges and the distribution based on serving a representative cross• 
section ot all low-income renter families in the locality. Since regula 
tion ot admissions provides the 011l3 effective control ot the number of 
t811lilies occupying each rent range, the mnber or units tor which a 
distribution is shown should be l.int1ted in both instances to those occu• 
pied by families whose incomes are within the established income limits 
tor admission Y• The studs' should include computations ot revenue 
attributable to both distributions. It aey part of the program is not 
available to all races separate distributions based on tho data applicable 
to.the racial group to be served b1' such projects will have to be made, 
even though they are under the same Annual Contributions Contract. These 
studies should be dated and held in the Local Authority's f'Ues for PHA 
reviev at the tillle of the Occupancy Audit. 
b. If tito canpa.rative studies reveal a lack of essential agreement between 
actual distributions of tenant f'amU.1.es and cross-section distributions, 
taking into account Ql\Y' necessary adjustments made in the cross-section 
distributions to ensure solvency, the tollOWing steps and such other meas• 
ures as the.Loca1 Authority deems necessary' should be taken to correct 

. the situation: 
(1) Establish ranges ot specitied rents it none were established. initi.al.q', 

or revise ranges alrea<V" established it they have not served the 
purpose. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - .. .. ... ... - - .. - .. - 
HRF.A. 

PHA 
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_,_ --------------------------------------- (Cont'd) 

It the revenµe trona such a distribution, plus that d.erJ.Ted. trom families 
having incomes within the continued occupancy grades. is insufficient to 
ensure solven07 the distribution must be adjusted. In that event t.he 
procedure outlined 1n paragraph 9a ot Section 405.1 shall be followed. 
It' distributions t.o the appropriate cross-section no longer reflect 
economic conditions in the comnnm:ity' revised distributions are to be made 
as provided 1n Section z.os.i. In &JV' eTentt such revisions are to be 
made toll.owing the availability of regular ten-year Census data, or 
special surveys, and adjusted. no less frequent)1' than each five years 
following the receipt ot such data. 

82 
26 
23 
20 14 
10 

i1S 

$25 (Min.) - $29 
:30 to 34 
3.5 to )8 
39 to 42 
4) t.o l'6 
47 and over 

$1749 or less 
1750 t.o 1999 
2000 to 2249 
22.50 t.o 2499 
2500 to 27'49 
27.50 to 2999 3000· to 3249 

Distribution 
tor 175 Units 

Income Groups 
(FromCensus Table) 

( 4) Kake a sustained effort to encourage applications frcm f&lllilies who 
would occupy underpopul.ated ranges. (See Bulletin No. LR-)1 tor 
some suggestions tor encouraging applications.) 

4. Establi.shing Ranges ot Speci.fied Rent~. Establishing ranges ot specified. 
rents which will reasonably ensure housing a representative cross-section 
ot low-income renter families in the loe&.lity requires the use of the 
latest available data in a manner a1Milar to that used to test tho feasi• 
bility ot the rent schedule (see Section l.ao5.1). However. as stated in 
paragraph )a above. the ~ss-aect1on distribution of units to ranges of 
epec1.t'ied rents tor occupied projects shall cover on];r the mnnber of 
dwel.llng units UJ¥:lor each .Annual Contributions Contract oceupied b.1 fami• 
lies having incomes which are within the admission llm1ts. For example• 
assume that the Local Authority's entire program consists of the 200-unit 
project illustrated in paragraph 7a())(d) or Section Z.0.5.lt and that it 
is an occupied project having 175 f'atld.lies with incomes within the admis• 
aion liMits. To determine the distribution of units to ranges of specitied 
rents, the adjusted Census data• or where available the current spec1al 
survey data, shall be applied to the 175 units rather than the f'ull 200 
units. An'3' vacant units or units occupied by ineligible tardlies should be 
added to the number occupied by £Milles whose incomes are within t.he 
admission li.mits betore mak1ng the distribution, e.g. it 5 units are w.oant 
the 175 units to be distributed would be increased to 180. Making the 
same assumptions and using the same data used in the illustration 1n Sec 
tion 405.1, with the moditication desc:ribed above, the rent ranges and 
distribution ot the 175 units ia as tollowss 

Ranges of Specified 
Gross Rents Associated 
With Income Groups 

----------------------~---------------- 
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!/ The special preference and eligibility provisions of the Housing Act of 
19.56 tor Elder'.cy' Fam111es are applicable o~ with respect to units 
suitable to their needs. . ~ 0-BR and l•lm units are to be considered 
suitable to the needs ot elder]3's1ngl.e persons. 

!/ This provision is in accordance with an amendment to the United States 
Housing Act contained in PL-.560 (8:3d Congress) and is somewhat broader 
than the corresponding provision in contracts entered into before its 
enactment. This amendment extends the preference pronsion to families 
displaced through other public actions. Thus the same preference is 
applicable to families displaced because a bu:Uding, health, sanita!)r, 
or other code relating to housing standards prohibits the f~ from 
living.in that particular dwelling tor reasons such as overcrowding or 
failure of the dwelling to meet minimum standards ot light, air, sanita• 
tion, etc.; or through closing ot the dwelling through public action 
because it is unfit; or through demolition of the dwelling by public 
action tor the const~ction or widening ot a b1ghwq or bridge even 
though not connected with redevelopment or urban renewal. The prefer 
ences are also applicable to famUies required to move because thq 
cannot afford the increased rent caused by illaprovement of a dwell.1ng 
unit to bring it into compliance with housing standards prescribed. b.1 
laws or codes. This pz.eterence is applicable to families required to 
vacate war or veterans reuse housing to pel'W.t its removal. 

.s. Order of Prefet"ence in the Selection of Tenants (see EJthibits land 2 
for Grai?~I? Prest.=tntat:t.2nI. Whore ranges or specified. rents have not"been 
established, the Loca.1 Authorit,- shall app'.q the order ot preference sat 
forth 1n paragraphs Sa and .Sb below to all applicant !alld.lies who are 
determined. to be eligible for admission to available dwel.llng units of 
suitable sizes. Notwithstanding this requil'ement, the weal Authority 
111a7, it it so elects, extend prior pretere11ce to Elder]3' Families (see 
Section l.K>2.l) for- dwelling unit3 suitable to their needss !/ Provided, 
that as a11long such Elder]3 Families the preferences set forth in para 
graph lie shall app:cy-. Where ranges of specified rents have been estab 
lished, the preferences shall be applied within each su~ range. 

a. First preference shall be given to families which are to be displaced 
by aey low-rent housing project or by aiw public slum clearance, red.evel<>p 
ment, or urban renewal project, or through action or a public bod.v' or court. 
either through the enforcement of housing standards or through the dEmoli• 
tion, ol0sing9or1.11lprovement of dwelling units, or which were so displaced 
within three years prior to making application to such public housing agen07 
tor achlssion to mv low-rent housings ?:} . Provided., that as among such 
projects or actions, the public housing agency may from time to time extend 
a pr:l.or preference or preferences. For example, it there is a particular~ 
pressing problem of rehousing tmdlies displaced by clearance of a bridge 
approach such f'amillos ~be given a prior preference over other displaced 

(Cont'd) 
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7• Determinat1on·of Urgency ot Housing Heed. Criteria uaed in detendJd.ng 
the relative \ll"gency ot housing need.within preference groups shall take 
into ae\:ount the absence of housing or prospect thereof, 09el'Cl'0Wd1.ng, 
or the cbaracteristica ot the dwelling occupied bJ' the t~, and 1111' take into account other factors such as the number of cbUdren, and the 
pb.Yaical. aJ14 health conditions of ·the fmnil1'• 

d. In the event a •t becomes occupied subsequent to its having been 
vacated b;y a famiq entitled to preference pursuant to paragraph Sa above, 
such new occupant shall not also be entitled to preter~ce even though it 
may beCC?JDe necessaey to serve h1lll with an official notice to vacate. 

6. No m.scriJllination Agai.nst.Reliet Falldlieo. In the selection ot tenante1 
the LoCil Author.1:t7 shall not disCl"iJJlinate against families, otherwise 
el.1gible tor admission, beCause their incomes are derived in whole or in 
part f'rom pUblic a88istance. 'the Local Authorit7 shall not establish. 
quotas, except as necessitated by allocaUon ot units to ranges ot 
apecitied rents, nor adopt other devices to lbd.t the llUDlber of relief 
families. 

b. Second preference shall be given to families of Veterans and senice 
men not·quality1ng as displaced fand.l.1.es as in paragraph Sa above. Aa 
among such tmnilies first preference shall be given to taDd.liea of dis• 
abled Veterans whose disability has been.determined by the Veterans 
Adminietration to be service connected, and second preference shall be 
given to taidlies ot deceased Veterans and Servicemen whose death has 
been determined b7 the Veterans Administration to be sem.ce-connected. 
o. Within each ot the preference groups set forth in paragraphs .5a and 
.5b above, and as among other eligible applicant families, the local 
Authorit:r in selecting tmn:Uiea tor admission shall, \1ntil the End of the 
Initial Operating Per.Loci, give preference to families having the most 
urgent housing neEXi detennined. in accordance with criteria established. 
b.v' the Local Authority' (see para.graph 1 below). and thereafter, in 
selecting tainil1es tor admission to such dwellings• shall give due con• 
aideration to the urgency of the taJld.liea• housing need. The distinction 
1n consideration of houstng·n~ during and after the End of the Ini.tial 
Operating Period means that 1n selecting tenants art.er the encl of such 
period, the Local Authority mq take into conaiderP.tion the date of 
application. · · 

fam111es tor a period eutf'iei.ent to rehouse them. ~ngfuilies within mv such preference group first preference shall be given to families ot 
disabled Vetf!rans whose disabilit.y has been determined by the Veterans 
Administration to be service connected; second preference ohall be given to taznilies ot deceased Veterans and Servicemen whose death bas been 
determined by the Veterans Administration to be service..connected.; ancl 
tb1rd preference sball. be given to tmnilies ot other Veterans and 
Servicelftene 

--------------------------------------- 
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a. Transfer oi Tenants. Transfer of a t~ within a low-rent project 
aided hr the PHA or transfer to such a project from UJ1' other low-rent 
project operated by the Local Authority, when such tud.lT 1a eligible tor 
continued occapaney in the dwelling to which it is transferred, ehall not 
tor ~ purpose be deaned to be an admission to the project. Rousing 
projects constructed under ;the provision ot the tanhalll Act and related 
Federal statutes are not oons1dered low-rent housing project. tor this 
purpose, except, of course, where penianent LaMam projects bave been 
convqed to Iocal Authorities tor low-rent use. HOWt!Yer, where f8111111es 
are required to vacate Lanham Act housing to pemit its removal, the sub 
standard housing requiranent is waived and 11' such talld.llea are otherwise 
eligible th97 a.re entitled to a pretei"fmce tor adllliseion to low-rent 
housing. 

- - - - - - - - - - - - - - - - - -· - . - - - . - - - - - - - - - - ~ -.- .. - 
HRFA 
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HHi"A-PHA, \.Jash. D.C. - l - 

- - - - - - - - - - - - - - - - - - - 
NOTE: This Sectd on super-sades Section 1107 .2 d.::;.t,ed September 1957. Paragraphs 

2 and 3 have been revised to ~larify reporting rcqufr-ement s, 

l.i. Submittal of Repor-t s , The orie:i na.1 and tvo copies of the report are to 
be prepared in acc(:)"i:dance with the instructions on the back of the form 
and submitted to U1e appropriate Regional Office fnllc·,iinc the 15th and 
last day of each month. 

3. Initiation of ;ind PPrind for Renort:i.nP-. The first report shal.I cover the 
fj rst semtmont.h Ly i)C':"t'iod during which applications for occupancy arc 
accepted, and in any evont sha Ll, begin ;\t least two montbs prior to the 
anticipated d;:ite of :initial occupancy. The reporting shall contjnue semi 
monthly thereafter thrmwh wh:ichever of the followi.ng dates ts earlier: 
(a) the end of the reporting period in which 95'.~ occupancy is achi.ovedj 
or (b) the end of the quarter which is 6, 7, or 3 months past the elate of 
full availability. Bt=>ginning with the EIOP date, reporting on Form 
PHA-1235, Report on Occupancy, i.s required. (See Section 1107.11 for report 
ing requirements for projects which continue :in low occupancy status after 
EIOP.) 

2. Projects Co_yered hy Report. A separate report shall be salwiitt,ed for each 
project in the Initial Oper ab i.ng Period. When tenant sclecLion is central 
Lzcd; it should be noted that application dat.a for ;~11 such project e (Items 
numbered 5, 6, and 7( e ) and (f)) should be entered on the report and numbers 
of all projects which are in initial occupancy should be l:i[:;ted in Item h. 

d , Indicate whether and when .~ change in the pace of tenant selection 
activjties is n0eded. 

c , Indicate. the need for obtaining additional applications from fam.iHes 
for dwelLlngs of a particular si7..e; and 

b. Indf.cat e the 'lcc·~ssi t,y for establishing r ange s of rent, where they 
have not been established initia.lly, in order to achfev e project 
so lvencyj 

a. Make po ssfb'l.e , on a. regular basis, <I review and aua'lyaie of occupancy 
and rental revenue fn terms of r-equfr-cment s for project solvency; 

1. Irrt.r-cductl.on, l~or1:1 PHA-·2209 (Ex~1j_bit 1) is a periodic ropor-t. on the ::itnt.us 
and pr~~ of in:i tial occupancy activities. It, w:i.11 serve to keep the 
Local Authoril:.y and the PHA currently informed on the volume of cirr•lications 
received, and the rat.c of progress being made in processing applications 
and leasing unitn. Such information ·when related to the scheduled date of 
initial occupancy a11d the scheduled release of subsequent blocks of units 
will be of assiLJtance in determining what, if any, action is needed to 
ensure full occupancy being promptly achieved. Specj_fically, tho form is 
also intended to: 

r.E1)0l't 01·1 I11."tt,·.1·.o.J. G·(~f'..nv.r1rv 0. f Lou-Rent Pro i<>cl'" 11'<·1··-- Pl!A ?'•n° Jl.._ .. • .... ..Ao-..- ,.. v • .l.1'-.;:~ v~l: _ .. _J_ ll ·1 • .n-·,··':-_:...:· 

LCM-PENT HOU3HIG MiiJJ;,f,L 
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(Cont'd) 

-----irn le) 
S11bloltlcd by: __ .. . - (Maile) _ 

·----···-···--··-----··---------· . -----------------'--- 

b. By Maintenance E11ployeea Required To Live on Project •••• 

9, Units Vacated by Occupants (Inc. •Ployees): Thia Period __ ; Since lnlllel·Occu- pancy , 

Re11arks: ··--·-····--·----·····-·····- --···--·--··-----·-·-·------· --·---- 

a. By Tenants (W M o ) (Pref. Mo Pref, _ 

a. Total Occupied Units (Include llnlh under Le11e Effective et End of Period) _ 

.. ·- ·--·-···-·--- --··--·-·l------J------1 ~-~!! ..•.. 
Total 

---·---- --·------+---------~ 11-BR 

!:.~L . 
. 2~BR ----·-···- -·-··· 
~ -·--·--- ---·--- 

s. Total Active Appllcatlon on Fiio (W __ "·---- o ) 
6. Apparently Hlg. Appia. Pending Verification __ (Pref •. llo Pref, ) 

7. Hu•tor nf DU' s, Le Hes, 
Number OU'• In 
of Bed- Project 

ROOMS a) 

Project Mo.----·--- Units ; Total Units _ 

If , .. 

I. Oate of: a, First Appffc,1tlon ; e, Oete Low Occupancy Stetus Endod---- 

b, (hpocted) (Actual) lnfllal Occu. _ ·---: 
;/. ·~tiMdlcd Average Monthly Contract Rent , , •• , • • $ ,PUM 

3. Average Monthly Contract Ronl fro. Current I.eases • • $ PIJM 

11. Is Tenant Select Ion Contra I I zed for a group of projects? Yes 0 llo 0 
llsl all such Projects In lnlllal Occupancy Sl•ge: 

Project Mo._ .. Units ·-···--: Project No. ··-··· Units_. ; 

NOTE: This EJchibit supersedes Exhibit 1 to Section 407.2 dated June 1956. 
Form PHA-2209 has been revised and copies or the previous version should 
no longer be u~ed. 

ltttf f'·•ll ftt·,.j'ft~l 
No. A_~--4t~7,.J 

Af'I'"~"' t11pir1·~· 
6··)Cl-'l9 

MOU$1RO AJO •Ott[ FllAMC£ lOllCY rueuc •011s1•0 At1M111nullo1 

Project llu11ber 
location_·------ 
LllA 

REPORT Oii llllTIAL OCCUPANCY OF LOW-REiil PRO.IECTS So•l-Monthly RePort Period_._ 
---.L~En~d~ln~g~·-=.:==========·==-~·~1~9!5-~ 

"'" -111'111 S•:p\t_..,.)t_•r tll!>1 

- - - - - - - - - - - - - - - - - - - - - ~ - - - 
1~07.2 

Exhibit l LOll-RENT·HOUSIHG HAUUAL 

- - - - - - 
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- - - - - - - - - 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

-··---·-· ·~·---··---·-------· 

f.wplaln enr dt"IAyS In Cf,n:ttrnction, ,.towhC'9 In prOC'U!t91nq •pollca\lont Or Otherquetlf)'lnt 
•lal,,~nb ACCnunttn9 for ttchy~ In urr.uP•ncy. A.tao 9lvn reetont for •Ye•OUb ahown It• 
Ito• 9. 

(nl(lr- lt.i~ adu~I d:,lf! on whit" t.hn projr.-cl Cf'l:ti.c:·d t.11 ""In lnwaf'.'C(:Hf'IAncy Ab.ht. (tftl9 report 
Ii. to ht!- di:or:t:l1'1 lnund after th1t rr.pnrt which envr.rs the period In which thh datn occurred,) 

!. lntr.r lhr. (!ltlf'latr.d Avr.nutn ttnnthty Cf'.'nhAct A"nl shown In Hc11t I of tho ~111onttrJ1tlon t>f Fln11ft• 
cial Fn.uihltlly fn1 tl1" pr,.jr.r:t lndfc:tlntl In thf! h~·"""ll• 

3. f.ntr.r tho -'!vt•rl'l'I'~ ""lnlhly Cnritrut Rl?nt for :tll lr"""!l r.w,,cutnd as of thft d11to of I.he report. 
(Jot.11 1t1or1thl1 rr.nt hn111 ,,11 .t(:fivn le.n~!ll dlv"9ntl by n11•bn1· of toaJles.) 

'I. Chn<:k wln•l.hn trn•lnt v"t!dlM l!l rnntr.11hcd. If ~f'!ntr.1117.f!d, lht alt pr-ojecta In thn lnltl11I 
nccup<lncy 1tM1<' tn!11?thru "'ith n1u•1bcr nf unit.ft. 

,;. £ntr.r the nn•ltt!r ttf .tetivr. ·"'pl lc11llon~ on flln: If tenJ\nl Hdf?r.ti11n h contrJ1tlnd for a orouf 
nf ttrnlt?ch, lhl!\ shn11ltl lncludf! .10Pllcatlon!t .w.1lhhlo for •II ltt'Ojttch In the grnup. Of> not 
r.nunt "'' Al'.tlvo APplir.ntlnns any applir:Atlttnt for whkh lr.osr.a have been tl9ned, which h«ive baon 
detut11ln(•d lf> bf) indlctlbto, or which Are not con!llderO'd AeUve for ••1 othor reuon. Tho tote1 
n111t1ttnr rnPorted •hottld r1111.1I the totltl nf ltc•" 6, 1(o), and7(f). tndlcete the ttreekdONn of ttU 
;1ppllcatlnn" hy 1·.lc11. l"r.luoff? Latin Aaiorlun,. ,,,. whlttl anti SPftclfy tho n111 .. bor Hint thf! ty•ho1 
•t-'t .. A1111. • 

"· (ntr.r thn lnlal n11n.her nf net Ive apollcatlons which itponar lo bt efl9lhte but which h•tt no' heel\ 
vcrHlod: If tonoltt\ !IOlt!tlif"fn hf:ontr.,thcl:I thl' llrt• should lnclucttt ttteh apot~catlona-avaltab1e 
fnr 1111 prolt•r:h. lndlci\tn bre11t1f"nwn ttf such ttppllc111tlnntby"hother thoy h11vo Pt"eferettco or not. 

1. [ntor oppn!!ltt• eath bt!clrno111 (ftR) sl1n tho fo1lt>Wln9 fnfor-'3tlon: 
11. Mti•bc.-- of dwnHlnq unfb pro.,ra!Mtt!d for lh•1 prolect. 
b. lh1,..br.r of tinfh twal fablr. for tK:t:tto.1ney, lnc111dln9 both ncr.itphu.t •nd vacent. 
c. lh1111hr.• nf unfb fnr w~lch ft~n:109 hevf? br.r.n algnod. 
d. H'f•ltCr uf 11nlh nv.lilAblo fnr ocr.upancy b11t for which lfuucs h11vft not b~'!n ~10"""· 

Mu•bt" f)f vor II Intl cl I 9lbto appllc<1 tton• wtt" pr~foroncc: If lnn11tnt "1 lrctlon la cettt u1 he4, 
lt.h ltt::1t1 i.hot1ld lndudr. i.nr:h apptlcA\tnnt 1tvalttth1f' fnr alt prnjr.t'.h. 

t. ttu-.f1r.r of vf'!rHle' otfqjttfc ,.ppUc3lhm~ wHhnnt rrnf&roncft; If tr••nt eel~t.tfrH' la r.enlrel• 
lrnrf. thl11 lte• ,h,,•ild lncl•tdo such aoo1 lt.atloM avnl1111b10 for e11 PrtJjech. 

A. [nlcr tohl nti•br!r nf units occuplnd, lnch1dln9 v11c1u•t unlh whlc" •ro covt"rnd by le•H• ca.• 
111('ncln1J nn or lif'fnrf) thft oftd nf tho fePC"trlln9 or.rf4Jl:f. 
't. Olvo toh1 nu•ber 11nits occupied by htn•nh. 8ro11li. dO"fn tty race and orttftrf'nr.e at l1t Ile•&. 
b. f.,.tnr tho nu111'"'r of 11nfb occt1of4:'1I by 0111pl~y<!f'!l ~oq_ulrod to tlve on tho prnJttf:\. (tncl•d• IA 

9,. nny "'""p·lnye1t fn•ll lft~ ed•ftfod undf!r u1t1ufar ;ifi.1hliuy re«tiutreMnta. )" 
9. (ntnr the n11111tw?r nf 11ttlh vec:itf'd d1ttln9 tho pnrloet b1 tonanh end fJtlp1oyeet end tect111Ul1Uve 

\obi 1lnco lniti"I Occ••lu.nr.y. Dn not· cntent trenafnra within the project. 

Sttfkr. ,,,,, lht! IMPPI lcaht(' "fOrd. 

1. e, fnlr.r the f'clu.ll d.1tn tho "'''- .,,pptlcaU"'1 11p11th:1tbfo tn ttth project wa$ recolv«"d. 
t,, f:nter thn dalrt lnltl.11 nr.cntt.lnr.y iteor.r.t_,d nr th~ dAtn th~ flttl Hnlt "'"' lt.lvally occupied. 

HnAdln!J! fntr•· nn1y eee prolcr.t nu"'tw''• I.th tho prn.JP.d cov•irl!d by the rr.pnrt: glvo nlfltO of city 
(;;"""i--;;';,,,; ht whlrh prnjl!'c:t h tfM?,1fnd: -1•Ut Um 1uttfln~ tfntf': r>f thr. ,.,,.f .. _,,,lhly l>f!'do.l covered by thtt 
rr.port. 

~!!.tr:'!.!_! fhf1 rr.p"rt h t1t ~ !tttl,,.,JU'!'d In t .. n "r••·"rtl • .,t~ J'HA lt&,lnn,.1 f)ff•cP. In "" orlqJnal .,., 
hto cnPiP.1 for rarh prnjr.d. (.lldt t·npnrt ,h,,11 t:.,,,,., • so•l·fltftn~hly lk!'rlf'd: the flut rnport sh1tt 
l".'l)VfJt th~ f I r!I t •;•1dt ree loll dttr lnrt whldt 3flpl l':.1 I l•1n • fnr n('.r.1nt.itnr:y .u~ .\r:~,.pft>d """ In 11ny nvent 
!tft:alt b••f1tn ,\f '''"-ti tw-n mnnth~ prf"" fn thfJ :mtklPAt"'1f d.1f_,. .,, ll"ithl ftl:r.11poncy. fhA repnrtfnt 
!1he11 r:1mtlnu"' ;O'!tlll·l'M~ntttly \lu"'""·'fl~,- lr> th'l t?nd t'.lf l~ rnrorttnq rrrlod In which the 'rojecl ccoo~ 
lob" In l"W•f'r:p1rt'nt:y "l.1111:1 nr in which 1. lftP eecvre • Wh~u t~n.1nt lln1rdlnn for a 9rfJt1P Of oroJ~ch 
h cr.ntrntlu•tt It ~hl)111d h" nctlf':" lh.lt -lPPtfcatton ,1,1tol fo1- Ji.~.1 '"ch •rnj'!'•;h (Ito•, ru1•tu~rt"d ~. e. 
and 1(r.) . ._nd (I)) !1hn111tl be t?nlr,,ml on the rf)pnrt "'"' "''"'~'" 'lf a1' ttr<'jcch In the 41rn11p "fhlctt 11ro 
In l111t1,,1 ~r.up.'\11r,~ ,houtrl b<? thtnrt tn lht111t. 

- - - - - - - - - -· - - - - - - - - - - - - - - - - - - - - - - - - - - - 

HH1''A 
PHA 

3q,tc1h0r 1957 LOW-RENT HOUSING MANUAL 
ho·1.2 
EYJ1ibit 1 (Cont'd) 



- 1 - 

- .. - - - - - - - - - - - - - .. .. - - ., - .. ~ - - - - - - - - - - - - - - - - .. 

a. Total Occupied1 End of Previous ,guarter (Item l}. Enter the total 
number of units occupied or under effective lease at the end of the previous 
quarter. Entry may be obtained from item 4 of previous report. 

(Cont'd) 
'!/ Projects which have reached the End of the Initial Operating Period but 

which are in low-occupancy status are required, in addition, to subnit 
reports on PHA-2496, as provided in paragraph 2 or Section LK>7.4. 

· NOTE: This Section supersedes Section LK>7.J dated J-2J-SJo It reflects 
minor changes in Fonn PHA•l2J5 and changes the time tor initiation or 
reporting on this Ponn • 

). Detailed Instructions. Fill in all iteins called for in the heading or 
the report. Under "Location," enter the name of the city, town, or village 
in which the project is physical.ly located. Entries should be made for 
all items, using zero where appropriate. (Note that this report is based 
on units and not on families. Therefore, if a family moves into, or 
occupies, or vacates two or more units, the units should be counted wher• 
ever appropriate. SirnU.arzy, when one unit is assigned to two single 
person families, it may be counted onJ.y once wherever appropriate. When 
a single-person family is admitted to a unit already occupied, do not 
include the unit in the report. ThE:! above situations should be explained 
in "Remarks.••) · 

2. Initiation of RE;J>orti'l,K• The first report in respect to any project shall 
be made as of the end of the calendar quarter in which the project reaches 
the End of the Initial Operating Period. 1J Reports shall be made quar 
terly thereafter. 

/
b A worksheet which can be used to maintain a record during the q~rter 

. assist in the preparation of the report at the end of the quarter 
r ,appears on the reverse side of the Fo:rrn. , 

Report on Occupancy1 Form PHA-1~2. 
1. Preparation and Subnitta.1 of Report 

a. The Report on Occupancy, Form PHA-12)5 (Exhibit 1), shall be prepared. 
quarterly for each low-rent housing project which meets the conditions in 
paragraph 2 below. (Local Authorities wh:lch pre,,iously subPlitted combined 
reports tor two or more projects may continue to combine their reports to 
cover those projects.) An original and one copy of the report shall be 
sulxaitted to the Statistics Branch, ?ubl.tc Housing Ad.ninistration, 
Washington 25, D. c., by the close of the next business day following 
the end of the calendar quarter. One copy should be retained by the 
Local Authority. 

- - ~ - ~ ~ - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(2) By ProJect Emzloyee.!• Enter the number of units occupied at the 
end of the quarter by maintenance employees of the project who are 
regulred to live in the project. (Include in item 4(a) any employee 
families admitted under regular el.lgibility requi,rements and not 
classified. as essential.) 

e. Total Vacant, End of Quarter (Item 5)• Enter the total number of 
units avail.able for dwelling use but not "occupied" or under effective 
lease at the end of the q'U:~rter (see paragraph Jd above). Do not include 
as vacant units those w;::i.c:1 are not available for dwelling use. 

d. Total Occunied, End 0£ Qunrter (Item 420 Enter the total number of 
units occupied at the end of the quarter. If' a tenant has paid (or owes) 
"rent through the end of the quarter, count the unit as occupied even 
though he may have moved out before;the end of the quarter. If' the first 
effective date of a tenant• s rent is before the end of the quarter, count · 
the unit as occupied even though he ~ay not have moved in until the next 
quarter. Failure to observe this instruction (and related ones in para• 
graphs Jb and 3c above) will result in inaccurate reporting of occupancy 
to the extent that turnover occurs at the end of the quarter. ·The entry 
should equal itcpi.l, minus item 2, plus item J. 

(1) ~Tenants. Enter the number of units occupied. at the end of 
the quarter by tenants other than employees of t'he projects as defined 
in paragraph 3,d(2) below. Enter the number of units occupied by white, 
Negro, and "otper" tenants. Include Latin-Axnericans as white and if 
they are enumerated separately, specify the number just above the 
entry using the symbol "LA•" 

c, Fill.ed b;r New Tenants <l.nq,1:,~1din~ Ein;eloyees) Hoving Into Project During 
~rter {It~ll!. .. }I• Enter the number- of unlts filled during the quarter by 
tenants and employees moving into the project, including units for which 
rent was effective on the first day of the quarter or thereafter during the 
quarter. Count uni ts filled by fami'.Li.es movlng from another low-rent 

I ! ,, project, but do not count, units fill1;id by frunil.i.es transferred. from one 
unit to another·within the project. If a unit is filled more than once 
during the quarter, count each time.· 

b. Vncat<;d b:z_Tena~ri',E. \II1cludi.1i~ ~19yeesl__1~avin~ Project During 
quarter [r~~ .~Enter the total number oi' units vacated during the 
quarter by tenants (including employees} movlng out of the project • 
.Jl.lc:lu.de unlts for whtch rent was paid {or is owed) for the last day of 
the- preceding quarter (and counted as occupied in item 4 of th.e previous 
report) but which were vacated and therefore available for new tenants at 
the beginning of this quarter. Si11lilarly, do not count as vacated during 
th:ls quarter units for wh.lch rent was paid {or'i'S owed) for the last day 
ofth.i.s quarter. If a unit is vacat.ed more than once during the quarter, 
count each ttm.e as a unit vacated. lb.not consider a unit as·vacated if 
the occupant is merely moving to another unit in the project. 

- - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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s; !Y&lable for j~weJJ;ing lJHel! Eng of Q~x:t9r ( It_~~...22... Enter the 
number oi' units act.uaUy available for occupancy as of the end of the 
quarter, whether occu*ied or not. This entry should equal the"sum of 
the entrles in items and )c Use space in "Remarks" to explain aey 
change from corresponding entry on previous report. 

_._._ _ __ .. .. _ 
LOW-HENT HOUSING MANUAL 

HHFA 
PHA 
January 1959 
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lCont 1d) 

NOTE: This Exhibit supersedes Exhibit 1 to Section 407.3dated10-30-52. 
Form PHA-1235 has been revised. 

\Over) 

PHA-12JS Budget Bureau Project No. 
January 19$9 No. 6J-R2bl.lla 

PUBLIC HOUSING ADMINISTRATION 
HOUSING AND flllME FINAt«:E AGENCY Project location - Cit7 and State 

REPORT ON OCCUPAt«:Y Quarter ended 

ITEMS NUMBER or 
IMELLING UNITS 

1. Total oooupied, end or previous quarter (item bot previous report) ••••• 

2. Vacated by tenants (including ellfPloyees) leaving project during quarter. 
' 
J. Filled by new tenants (including employees) moving into project during 

quarter:•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
b. Total oooupied, end or quarter (item.l leas item 2 plua·item ))••••••••• 

(a) By tenants 
\ {White) (Negro) (other} 

(b) 87 project employeea••••••••••••••••••••••••••••••••••••••••••••••• 
s. Total vacant, end ot quarter•••••••••••••••••••••••••••••••••••••••••••• 
6. · Av(ilable for dwelling use, erid of quarter (sum of items b and S>••••••• hnlain in Remarks anv chanl!e from entrY on orevious reoort) 

RDIARKS 

.. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ 
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Project employee (all races>------------------------- 

RJ!X:ORD OP' UNITS FILLED BY FAMILIES MOVING INTO PROJF.cT DURING QUARTERt Inter tally on 
appropriate line as each unit is filled by a new talld.ly. If a .tamil7 is assigned two 
units, enter.~ tallies. Include units under effective lease although .tuiliee .UJ 
not move in until next quarter. 

Count For The Quarter - enter totals in column 3 ot Recapitulation 
Uni ta filled by I 
White tellfllt•••• ••• • • •••• •• • • • ••------------------------ 
~egro tenant •• ~.••• ••• ••••• •••• •------------------------ 
' "other" tenant ••••• ••••••• ••••• •------------------------- 

Project employee (all races>------------------------- 
"other" tenant ••• ••••••••• •••• ••---------------------......,..-- 
Negro tenant ••••• ••••••• •••••• ••·------------------------ 

. WORKSHEET FOR PREPARATION or REPORT 

RJ!X:ORD OF UNITS VACATED BY FAMILIES K>VING OUT OF PROJJ!X:T WRING QUARTF.lh Inter tall7 on 
appropriate line as each unit is vacated by a family lllOVing out. U one .tudly vacatee 
two units, enter two tallies. Do not include units under effective ~ease through the 
end of the quarter although falld.liee may have vacated before that time. 

Count For Tbe Quarter • enter totals in column 2 of.Recapitulation 
Units vacated bye 
White tenant ••••• •••••••••••••••------------------------ 

(1) (2) (3) Cb) . (S) 
RECAPITULATION Unite occupied at Uni ta occupied 

start of quarter at end of Entrtea in 
(items b(a), b(b), Unite Unite quarter Col. (b) to 

and b or vacated rilled Col. (1)-Col. be0ueed in 
previous report) {2)+Col. (3) 

lo TENANTS .. 
(a) White tenants ••• b(a) White .. 
(b) Negro tenants ••• b(a) Negro 
(c) "other" tenants. '•(a) "other" 

{d) .Total tenants . '(a + b + c) ••••• ba 
2. PROJF.cT EMPLOYEES lib 

3. TOTAL (ld + 2) ••• 

Entries in line 3 to 
be used in Item l Item 2 Item 3 Item b 

•• 

--------~---------------~---~----- - - - 
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(Cont'd) 
1/ This .reflects a change in reporting inst.rac~iCllls for projects which continue 

in low-occupancy status after EIOP. Such projects i"ormerly were required 
to continue reporting on Form. PHA-2209. It shoill.d also be noted that this 
report is in addition. to regular reporting on Form. PHA-123S. Regional 
Offices will make inunediate distribution of Forms PHA-2496 to Local 
Authorities having projects in low-occupancy. Thereafter Local Authorities 
needing the forms shall order them fran the Office Services Branch, PHA, 
Washington 25, D. C • .: _ 

b. Form J:>HA.-2496 is to be submitted in duplicate to the Re~onal Office 
by the close of the first business day following the end of~e per!Od 
covered by the report. The Report is autanatically due {without requests 
or reminders fran the Regional Office) for each month in which a project 
is in low-occupancy status as of' the end of the month, and also for the 
month in which the low-occupancy status ends. A separate report is to be 
submitted for each lmr-oecupancy project. 
e, If a Regional Office considers more frequent than monthly reporting 
to be desirable, it may specify semi-monthly reporting for certain or all 
projects in low-occupancy status. Also, it may fran time to time request 
that a Report be submitted for certain projects which appear to be approach 
ing though are not actually in low-occupancy status. 

3. Detailed Instructions 
a. Heading. Identify project by nu11i>er. Enter name at locality and state· 
in· which project is located, full name of Loca1 Authority, and the month 
covered by the report. 

2. Submittal of Report · 
4• Form PHA-2496 shall be submitted for each low-rent project which comes 
into or continues in low-occupancy status after the end of its Initial 
Operatiiig- period. ]/ A project is in low-occupancy status it: 

(1) In the case of projects with So or more units, more 
than five percent of the units are vacant; or 

(2) In the case of projects with less than So units, 
more than two units are vacant. 

Report on LOlf Occupan~y in Low-Rent Projects, Form PHA-2496 
1. Introduction. The Report on Low Occupancy, Form PHA-2496 {Exhibit 1), 

provides information for Regional Office use in ana]3rzing problems of low 
occu}l&ncy, in appraising the effectiveness of action planned or initiated 
to achieve maximum occupancy, and in helping Local Authorities to achieve 
such occupancy. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
1.CW-P.EMT HC:USINC }t~NUA.L 
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HHFA-PHA, Wash. D. c, - 2 - 
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; 

t. Item 10. Describe briefly the action taken during the month to obtain 
applications and to fill vacancies. 
g. Item 11. List problems now existing (e.g. any delays or obstacles 
to moving in eligible applicants shown in item 7) or likely to arise in 
connection with obtaining applications and filling vacancies, and action 
planned to cope with these problems. 

b. Item 1 through 6. Provide the entries for the month in the "Total" 
colU1T111s, then break down each entry by unit size. (Mote that these lines 
correspond with similarly' numbered items on Fonn PHA-123$.) 

· e, Item 7. Enter by total and by unit size the number of apparently 
eligible and eligible applications in the file from which tenants are 
selected for the project covered by the report. .After the word "file" 
(line 7), enter, as appropriate, Central, Group, or Project to indicate 
whether the applications shown are for all projects of the Local Authority, 
for a particular group of projects, or for the single project for which the 
report is submit+,ed. If for a given month, reports are submitted for two 
or more low-occupancy projects served by the same application file, show 
th6 entries for applications on the repcrt for one .Project and cross 
reference the report for the other proj6ct or projects. Enter on line 7a, 
by total and by unit size, the number of apparently eligible applications 
on file for which verification has not been canpleted. Enter on line 7b, 
by total and by unit size, the number of a~tive applications on file from 
applicants whose eligibility has been verified but who have not been selected 
tor leasing. Enter on line 7c, by total and by unit size, the number of 
eligible applicants selected for leasing but for whom a lease has not been 
executed to be eff'ecti ve by the end of the month covered by the report. {Do 
not include applicants selected for leasing who refused a unit offered.) 
The sum of the entries on· lines 7a, 7b, and 7c must equal the entry on 
line 7. Entries on all four lines are t.o be as of the end of the month. 
d. Item 8. Entries for lines 8 through Sc iv are to reflect application 
activity for the month covered by the report. The several lines in this 
item are self-explanatory. No breakdmm by 1D'lit is necessary. 
e. Item 9. On line 9a enter the number or ineligible families which 
moved out during the month. Show on line 9b the number of f'amilies moving 
out at the request of the management !'or reasons unrelated to eligibility. 
List under 9c any other reasons, and show the number of move-outs for each. 

- - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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11.Probl.ems encountered or eneUng, and 11ct.ion T'hnned. ----'---------- 

10.Action taken during month to obtain applications and till ncanciee (include organila- 
tions, etc. contacted during month). · 

- 

9.Nwmer of lllOVe-outs during 111011th 
and·reasons tor move-outs 

Reason 
a. Ineligible tor continued 

occupanC1' . 
.b. At request or management., other 
c. other ( epectr,) · 

8.Application activity during month ~ 
a. Applicat.ions received 
be Ineligible applic. recei'T'!d 
c. Reasons tor ineligibility 

i. Over income 
(incomes exceeded limits by 
amounts ranging trom 8 to I ) 

ii. Previous housing - - 
iii.Not a tamilJ' - 
iv. other (specify) 

. - Number or Please Total bedro ma· : loitve 
' 0 l 2 J b s 6 blank 

1.tftmt:ier ot units occupied end or last month . . 

2.Number or units vacated during month 
).Number or units tilled during month 
b.Nunbor of units occupied ond or month 
S.Number or un1.ts vacant end or month 
6.Nunber or uni ts available 
?.Number or apparent:Qr eligible and eligible 

applications on tile 
a. Number pending verirication 
b. Number verified eligible 
c. Nwnber of eligible applicants notified 

- .. 

Rl~POHT ON IIM OCCUPANCY 

Project No. Mo. Endod -----·-· 
Locatfon 

PHli'-2b96 
Sertnmbtl!r 1?57 

Houolnr. and Home Finance Agency 
PUBLIC HOUSING AllttINISTRATION 

IUOQU IURUt NO. u-n91a.1 
-··----, - - - - ~ - M - - - - - - - - - - - - - - - - - - - - - - - - - 
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NOTE: This Section supersedes Section 40S.1, pages 1 and 2 dated ll-17-52, 

and pages 3-7 dated November 1955. Former parap.phs 1 and 2 have been 
canbined and fomer paragraphs Sa, 6d, and 8b(.3} have been deleted. 

(Cont'd) 

. 
b, The local Authority shall verify each such application by such 
methods as may be needed to reasonably assure the local Authority that 
such statement is full, true, and complete as of the time ot admission. 

c, The Local Authority shall maintain complete and accurate records, 
including applications f'or admission to its projects and the evidence 
(or notations thereof) used by the Local Authority to verify such 
applications. These records shall be available for audit by the PHA 
at any time during normal business hours. 

(1) Whether the fami~ meets the conditions of eligibility for 
admission; 

(2) The rent to be charged; 

(3) The size of the dwelling required; and 

(4) The preference f'or admission, , if any, to vhich such famizy is 
entitled. 

a. Prior to the admission or each f'ami~ as a tenant, the local 
Authority shall obtain a vritten application for admission signed by a 
responsible member of such fami]Jr, vhich shall set forth in adequate 
detail all data and information necessary to enable the local Authority 
to determine : 

Re~ipt and Processing ~Ji!,ic~Jll~ tor A£imission 
1. Introduction. Each Local Authority bas a.greed in its Annual Contribu 

tions Contract to select tenants and assign dwellings to them in accord 
t.. •• ce with an established procedure vhi.ch will .conform in all respects 
to the requirements of the Act and the Contract. This Section sets 
forth the requirements for the receipt and processing of applications 
for admission. It also recommends certain procedures and techniques, 
including forms, for implementing these Contract requirements. The 
procedures estab]J.shed by a local Authority for determining eligibility 
shall be applied uniform]Jr to all appllcan·ts tor admission. 

2. Qruitract Requirements Relating tg the Receipt and Pr00essing of 
APJ2licaticms 

408.1 Il)W--.It~?JT HOIB ING MANUAL 
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(Cont'd) 

a. To ensure canpliance Yith the preference requireinents or the Act 
and the Contract, the weal Authority shall, until the End of' the 
Initial Operating Period, accept applications from all families seeking 
admission to a project. This rule shall hold, regardless or the number 
of eligible applications on hand, unless the nmnber and type or applica 
tions received are such as to indicate that tenants will be selected onq 
from those groups having a preference priority (i.e. elder~ families, 
displaced families, and families of Veterans and Servicemen). In this 
event, the Local Authority may discontinue taking applications f'ran 
families 'Without aiv preference priority. 
b. After the End of the Initial Operating Period, Iccal Authorities 
Yith sufficient applications on file from families with a preference 
priority, or from nonpreference families having a substantial housing 
need, to fill vacancies as they occur, may discontinue taking applica 
tions f'ran families without aiv preference priority. 

S. Data To Be Obtained From Ap72licantq 
a. The !coal Authority is required to obtain and record for each fami~ 
app~ing for admission all data and information which, when verified, 
Yill enable it.to determine and certify to the fami~•s eligibility for 
admission, its preference status, if' any, the rent to be charged, am 
the size of' dwelling required by the f'ami~. Ex:perience has shown that 
the best and most eff"ective method of' taking applications is for an 
employee of the !coal Authority to fill out the application during an 
interview Yith the applicant. Care should be taken to ensure that the 
applicant reads the completed application before signing it. The accu 
racy of the information provided should be attested to, and the form 
signed, by a responsible member of the applicant fa.mi~, preferab~ the 
fami~ head. Since the application provides the basic data for deter 
mining eligibility, all entries should be made in ink or indelible 
pencil, or should be typed in. Corrections or changes should be made 
by lining through the original item and entering the correct data. All 
changes should be dated and initialed by the person recording the change. 
The reason and authority for making the change should also be noted. 

3. E.ft:t!bli§Jllnent of Admission Procedm:es by Weal A~thority. Each weal 
Authority, pursuant to these Contract requirements, must establish the 
specific procedures 'Which it Yill follOW' in receiving and processing 
applications for admission, including f'onns on which to record infor 
mat"on provided by the applicant, and for obtaining and recording 
verifications relating thereto. 

4. Establi§hing a Pool of Applications. 
i 

-----------------------------------~--- 
IllIFA 

PHA 
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(Cont'd) 
i/ Local Authorities may wish.to use a more detailed application form and 

summary than Exhibit 1. Upon request, Regional Office staff's will assist 
local Authorities in developing such forms. Local Authorities desiring to 
use the application form sheen as Exhibit 1 may reproduce the form locall\y' 
or purchase a suppzy from the Government Printing Office in units of fifty 
copies at the rate of ~i-0.75 for fifty copies. An order for the forras 
together with a check covering the amount of the purchase should be sent 
to the Superintendent of' Documents, Government Printing Office, Washington 251 D. c. 

~ See footnote'?:./, P1Ge 2, of Section 403.1 

(3) The status of the family with respect tC' actual or anticipated 
displacement by any low-rent housing project or by any public 
slum clearance, redevelopnent, or urban renewal project, or 
through enforcement of housing standards or through demolition, 
closing, or improvement of dwelling units, including date of am 
reason for actual or anticipated displacement, identification of 
place from \.Jhich displaced or to be displaced, and by what 

· authority; Y 
(4) A description of present housing conditlcns with particular 

emphasis on those factors pertinent to a determination as to 
whether present housing is unsafe, insanitary, or overcrowded; 

(5) Documentary evidence that the family is actual:cy without 
housing due to no fault of its a,.1n, or is about to be without 
housing as a result of a court order of eviction, due to no 
fault of its 0t1n; 

(6) Infomation concerning any chronic health problertt or physical 
impairment of a f'am.i'.cy member which gives urgency to the famizy's 
housing need; 

b, The application fonn (see Elthibit 1 J/) must provide space for record 
ing data concerning f'ami'.cy and preference status, nature and urgency of 
housing need, and employment and income, including : 

(1) The name, relationship to fa.l!lily head, sex, age, date or birth, 
and employment status of each person who is to reside in the 
dwelling; 

(2) The status of the fami'.cy, as that of a disabled, deceased, or 
other Ve'!.ieran or Serviceman, including period of service, nature 
and date of discharge, or date of death, and inf'or.mation as to 
whether disability or death was service connected; 

- .. - - - .. - .. - - ... - - .... - - - - - - - - - - - - - - - - - - - - - -. - - - 
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(10) Arey· other information required to determine conformance with 
locall\Y established eligibility requirements. 

c. It during the application interview it appears that the npplico.nt 
is definite~ not eligible, the applicant should be so informed and the 
application classified as ineligible. Sufficient information should be 
entered on the application form to establish ineligibility and the 
applicant's signature should be obtained. 

6. verification and Documentation o:f Am>lication Data 
a. The IDcalAuthority is required to verity the data contained in each 
application prior to leasing by such methods as may be necessary to 
reasonab~ assure that it has f'ull, true, and complete information upon 
which to base its determination or eligiDility, preference status, rent 
to be charged, and size of dwelling required. It is further required 
to maintain canplete and accurate records of its verifications. 
b, Records maintained by each Local Authority of its verifications of 
application data should consist of', but not routineq be limited to, the 
tollwing items: 

(1) Istters or other statements from employers am other pertinent 
sources giving authoritative inf'ormation concerning all items 
and amounts ot incane and deductions, together with other 
eligibility and preference determinations; 

(2) Photostatic or carbon copies of' documents in the applicant's 
possession which substantiate his statements, or a brief 
summary of the pertinent contents of such documents signed am 
dated by the staff member who viewed them; 

For each member of the fruni'.ey' who is receiving or is expected 
to receive any income from aey source during the twelve months 
next succeeding the anticipated date of admission, the full 
amount and source of such incane, including rate, period worked, 
etc., the occupation or each employed member, and in eases where 
incane is received i'ran the U.S. Government, a designation or 
the amount l)Elid because of service-connected disability or death; 

(8) Itemized amounts to be deducted in detemining net tami'.cy income J 

(9) In eases 'where the !Deal Authority considers it necessary, 
employment and income data for each member ot the tami]3r who 
received income f'rcm any source during the 12 months innnediate]¥ 
preceding the date or application; and 

(7) 
-----------------~--------------------- 
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(1) Eligibility of the applicant group as a Famizy; (Cont'd) 
j/ See Exhibit 4 of Bulletin No. Ill-29 dated January 1956 for a specimen 

form for this purpose. 

b. As verifications of all necessary items for each application are 
completed, a summary of the verified information should be prepared, 
either on a separate form, or on space provided on the application form. 
The summary should cover the following determinations and the bases for 
such determinations (see J!°l.":hibit 1 for specimen form): 

7. Sunnnary of Verified Data 
a. Verification data should be re·viewed and evaluated as received for 
canpleteness, accuracy, and conclusiveness. Where the inf orma.tion 
received is not completezy adequate in all respects, follow-ups or new 
efforts to obtain such infomation should be made and carried through 
to conclusion. Ii' during the verification process it becomes evident 
that for one or more reasons an applicant is ineligible for admission, 
the investigation should be discontinued and the applicant notified of 
his ineligibility and the reason therefor. 

(.3) Statements from self-employed persons, and from persons whose 
earnings are irregular, such as salesmen, taxi drivers, etc., 
sworn to before a notary, setting forth gross receipts, itemized 
expenses, and net income; 

(4) Memoranda of verification data obtained by personal interview, 
telephone, or other means, wit~h source, date received, and the 
person receiving the infornation clearzy indicated; 

(5) A record.of the physical inspection of the applicant's housing 
accoimllodations or other documentary evidence that the dwelling 
is unsaf'e , insanitary, or overcrowded, and that the applicant 
is actual.zy living in such dw€1lling, if residence in unaaf'e , 
insanitary, or overcrowded housing is a condition of his 
eligibility for admission or is necessary to determine order 
of preference; l/ 

(6) Proof' that an applicant is, if cl.aimed, actually without 
housing through no fault of his or..rn; 

(7) ·A court order of eviction, if applicant cla:L-ns that he is about 
to be without housing through no fault or his own; and 

(8) Proof that an applicant, if claimed, is to be displaced or bas 
been displaced under one of the circumstances cited in 
paragraph 5b (3) above. 

~ - - - - - - - - - - - - - - - ~ - - - ----------- 
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b. The form and manner in which this certification and reporting shall 
be m~de is prescribed in Section 411.2. 

a. A du~ authorized official of' the Local Authority is required by 
the Aot and the Contract to make periodic written statements to the 
PHA that an investigation has been made of each fami~ admitted during 
the specified period a.rid that on the basis of this investigation, this 
official fotmd tlm.t each ad.."'llission was in accordance with specified 
requirements. 

9. Certif'yin0 and R~1)Qrting to PHA 

S. Rechec}Qng Verified Findiw;s Prior to Admission. The Act and the Contract 
specif'y that on:cy Families of low Income who at the time or e.Qaission meet 
specified requirements shall be admitted. The PHA will consider this 
requirement to be met it, at the time an applicant is selected for 
admission: (a) the verified data used in determining the applicant's 
eligibility, preference rating, rent to be charged, and size of' dwelling 
required are not more than one month old and the applicant states that 
no change has occurred in his status; or {b) where data on tile are 
between one and three months old, inquiries are made of the applicant, 
his replies are recorded, and any reported changes which may af'f'eot bis 
eligibility, preference rating, rent, and unit size are reverified prior 
to leasing; or (c) where data on file are three or more months old, all 
factors are reverii'ied and findings recorded. Reverification may be 
handled informally by telephone or other means provided findings are 
properzy documented, together with the name of' the source of information, 
by who:n obtained, and when. This should of' course be signed and dated 
by the Local Authority personnel responsible for passing on such matters. 

(3) Eligibility of' the famizy (excluding Veterans and Servicemen 
who appfy not later than Varch 1, 1959 and Elderfy Families) 
with respect to housing need; 

(4) Eligibility of the f's.mil.¥ with respect to other conditions 
of eligibility; 

(5) Pre.rerence status, if any, of the f'amizy; 
(6) Urgency of the fami4''s need for housing; 
(7) Size of unit to which the fami.4' should be assigned; and 
(S) Rent which fami4r should pay. 

(2) Eligibility of the f'ami'.cy with respect to income limits for 
admission; 

---~----------------------~---~-~---~-- 
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February 1958. It is being reissued to correct minor errors in the pre 
vious Exhibit. 
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b. This prohibition against the unauthorized use of paid newspaper advertia• 
ing by a Local Authority is not, however, intended as a be.n on the usual 
caaplimentary advertising by the contractor and suppliers upon the comple 
tion ot construction ot a low-rent project. It also is not intended to 
place any restrictions upon the publication of a Local Authority's annual 
report in the local newspapers, it it so prefers, rather than as a specially 
printed and distributed pamphlet. 

1. Introduction. This Section sets forth the policy ot the PBA with respect 
to the use ot paid newspaper advertising to publicize the s.w.il.a.bility ot 
units in low-rent proJects. 

2. Statement of Polley 

a. Experience ind1cates that there are generally effective and adequate 
methods tor reacbing potential applicants tor low-rent housing Vi thout the 
use ot paid newspaper advertising. · !lberetore, unless a Local Authority 
obtains prior approval traa the Regional. Director by showing to his satisfac 
tion that such expenditures are necessary to the economical operation ot a 
project, the PHA will take formal exception to the expenditure of any Local 
Authority 1'unds tor newspaper advertising designed to reach potential appli 
cants. 

To Publicize the Availabili ot Units in 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - .. - 
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The above reporting requirements will be refi~91:._ed in ea~ly Manual revisions .. . . IJUI~ 
Conmissioner 

Reporting must, ot course, be in accordance with the latest detinitioDB which 
. are in paragraphs 4 and 5 of Section 402.1 of the Low-Rent Housing Manual 
dated 2-ll-55 and in paragraph 5b of Section J.l of the Small Low-Rent Programs 
Manual dated 2-4-55. For your eonvemenee, we review the definitions. _A... 
"Veteran" h. a perf}.9_g_!(h_o has se_~~d-~ the. a.~!-J..ye militar;y o_~~. service 
of the United. Sta~e; at any tiJlle (1) on or after ·September 16, ~ and- ·prior 
to Tu1i 26;-~ (2). on, or after April 6, 1917, and prior to November 11, 1918, 
or (3)-:§...~r. .. after "June 27~ i950, and prior to February 1, 1955 •. A "Serviceman" 
is a person now in the active military or naval service of the United States 
and who !!!2 served therein during any of the above. periods. These definitions 
·~r~teran" and "Serviceman" are to be applied in all reports on low-rent 
housing. - 

This revision in the reporting instructions results from the establishment 
ot a termination date of February 1,, 1955, in defining "Veteran" and "Serviceman." 
The dates are required on our reports so that we ma7 accurately infol"Dl Congress 
as to the proportions of service-connected families (as defined b7 law) admitted 
to and living in low-rent housing, and the effect of the special elig1bilit7 
and preference conditions applying to them. 

Effective with the reports for the quarter ending J\Ule JO, 1955, additional 
information on service status is required on the admission (PHA-1227 or 
PHA-1227-S) and reexamination (PHA-1245 or PHA-1245-S) reports. For all 
families or veterans and.servicemen (disabled, deceased,other), the dates 
of sei"Vlce liithe .. anneaf0rceSSfii1I' .. b8-shOwn'"'fil- ii}lemarke ~ 11 Please show the 
aates (montfi andyear)"In ··number .. ""iorm:··--'tor. ~ple,· ~~!~ ... ~<>r a service 
~ w:ho was in the ~rmed forces fro,~,.July' 81 ~- through September 27, 19531 
and who rejoined the armed forces on March 30, 19551 should read 7-51 ~hrougb 
'9-53; 3-55. - 

SUBJECT1 Reporting Service Status of Veterans and Servicemen 
------------~--------~-~----~----------- 
TOa Local Housing Authorities With Low-Rent Projects 

Housing Managers of Directl.7 Operated Low-Rent Projects 

~----~-------~--~------------------~---- 
CIRCULAR 
5-26-55 , 

WASHINGTON Ztl, D. C. 

PUBLIC HOUSING ADMINISTRATION 
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i/ Compliance with this Contract provision will require the Local Authority, 
after takine into account factors necessary to ensure the validity ot the 
lease under State and local laws, to establish a policy as to which family 
members are qualified and will be required to sign a lease. 

NOTE1 This Section supersedes Section 4()9.1 dated Noveniber 1955. Fonner 
paragraph Jb has been deleted. New paragraphs Jc, Je, and Jg have been 
added. 

__ ._Jqont'd) 

.). The Let.tee Agreement 
a. In addition to any other covenants which the Local Authorit7 may 
dosire to include 1n the lease, such i:nstrwnent, to comp~ with require 
ment.s or thP- Act and the Contract, must contain the tenant's agreement tos 

(1) Pay rent when due; 

2. Contract.Requirements Relatins to Tenant Leases 
a. The Local Authorit7 shall, unless otherwise approved by the PHA, use 
the dwellings in the project solel.v tor the purposes ot housing families 
of low income as provided in the Contract. 
b. The Local Authority shall not permit any tallliq to occup7 a dwelling 
in any project except pursuant to a written lease tor such dwelling 
executed by a responsible member '1:/ ot such tami~ which shall contain 
all relevant provistons necessary to meet the requirements ot the Act 
and the Contract • 

b. This Section sets forth poliey and procedure with respect to tenant 
leases. 

a. wuenever a family is admitted to occupancy in a low-rent project 
adrd.nistered by a Local.Authority, there ie established a landlord-tenant 
relationship With contractual obligations to be tultilled bJ' both parties. 
These obligations include many ot those in standard landlord-tenant leases, 
such as the provision by the landlord o:r designated housing space and 
utilities and the pay111ent of rent by thr~ tenant. But in low-rent public 
housing there is also the tenant's obligation to turnish the Local 
Authority with acourate and truthf'Ul intormation regarding bis fam1ly's 
composition and income as a means ot determ1n1ng the family's continuing 
eligibility to occupy the housing and the mnount of rent to be paid. The 
tenant also has an obligation to vacate the dwelling whenever his family 
ceases to be eligible tor continued occupancy. 

Leasing of Dwelling Units 
1. Introduction 

- - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - -.- - ~ 
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e, It a Local Author:t.ty wishes to etfect rent changes without ·executing 
a new lease or without endorsements or riders, the lease must contain a 
covenant whereby the tenant agrees to pay rent and backcharges in accord 
ance with an approved schedule, posted or at all tilnes available in the 
Manaeement Office, and to accept a notice ot rent adjustment mailed as 
an Mendment to the lease. lJ 

(Cont'd) 
Y The following is an exattq:>le ot such convenantr "ProPlpt]y upon completion 

ot any reexamination (or redetennination) indicating a change ot tmdly 
income (or status) which will attect the rent charge, the Management will 
execute a new lease or mail a written 'Notice or Rent Adjus.tment• to the 
Tenant showing change in the amount ot anticipated Net Family Income and 
the change in monthly rent, including the amount or Retroactive Rent due, 
it any, as a reStll.t ot such reexamination (or redetel"lllination), and the 
Tenant agrees to accept such 'Notice or Rent Adjustment• as an amendment 
to this lease." 

(2) The tenant's further agreement to pay backcharges ot rent 
accruing trom the ti.l'lle or any tailure to report. a substantial 
:t.ncreaete in income. 

(1) The tenant•s agreement to advise the Local Authority promptly 
when any such change occurs in the tainily's income or status; 
and 

b. Ir the Local Authori t.y has elected to adopt a policy requiring tenants 
to report substantial chanees or income or·status as they occur, the lease 
agreement shall contain: 

(2) Furnish thq Local Authority, upon request, with intonnation 
necessary to d~terrriine eligibility tor continued occupancy, 
the appropriate rent, ancl the size or dwelling required; 

(3) Pay an increased rent when reexrunination shows present rent to 
be inappropriate to the redetermined income and tarnily com 
position; 

(4) Transfer to a specified unit or appropriate .size (at such time 
as tha Local Author.tty may desien~te) when a change in family 
C01'lpOsit1on results in the family's requiring a different size 
dwelling to contom to established occupancy standards; and 

(S) Vacate it the family becomos ineligible tor continued occupancy 
or becomes subject to removal through violation ot any oblle;a- • 
tion or tenancy. 

- " - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - 
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d. It is reco111111.ended that the lease not contain at\Y provisions absolving 
the Local Authority trom liability tor its own negligence, or any provi 
sions under which the tenant agrees to confess judgment or to waive any 
oth~r legal rights or the tenant. 
e. It a Local Authority includes utilitios in the Contract rent tor whteh 
tenants are to be charged tor CODSUD!ption·in excess.Of specitied amounts, 
the lease should contain a provision obligating the tenant to pay amounts 
assessed by'. the Local Authority tor over-con8\UIJPtion. · 
t. Leases should be dra1ai on a month-to-month basis whenever possible. 
This should enable n.n eviction to be accomplished with a minimum or delay 
and expense upon the giving of a statutory Notice To Quit without stating any reasons tor such notice. . 
g. In the event a Local Authority requires two or more unrelated single 
persons (elderly persons or remaird.ng members ot tenant families) to 
occupy the same dwelling in the interest of' conserving space, the lease 
should contain the special provisions set torth in paragraph Soot 
Section ~6.1. 

4. Execution ot the Lease Agreement 
a. Bef'ore the family is allowed to move into the project, a responsible 
member shall be required to sign and date the lease agree111ent in duplicate. 
Af'ter the lease is signed and dated by' an authorized official ot the Local 
Authority, the original is to be tiled in the ratdly'a penna.nent record 
folder (see Section Ll-08.1) and the copy is to be giv~n to the tenant. 
b. An elxisting lease agreement is to be canceled and·a new one executed 
it a tenant transfers to another unit. It afr3 other change in the tenant•• 
status results in the need or changing or amending any provision ot the 
lease, and provision for such is not made as indicated in paragraph 3c 
above, or it the Local Authority desires to waive any provision with 
respect to the tenant, either (1) the existing. lease shall be canceled 
and a new lease agreement executed, or (2) an appropriate rid'9r shall be 
prepared and made a part ot the existing lease, or (:3) . appropriate in 
sort.ions shall be made within the instrument. To make the.ma binding, all 
rlr.lcr~ or insertions must be dated and signed or j_nitialed by the lessee 
~nd by·a duly authorized employee of the Local Authority. 

5. Agguainting Tenants With Conditions or Occupancy 
a. Prior to or at the time ot signing the lease agreement the Local 
Authority should assist each.applicant accepted as a tenant in under 
standing (1) the obligations which he and. his family assume as tenants 
ot public low-rent housing; (2) the privileges to which they are entitled1 
and (J) the responsibility or the Local Authority to its tenants and to 

(Cont'd) 

,, 
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(9) Explain the necessity for reporting substantial changes in 
1nc0111e as they occur in the event m~"h reporting is required. 

b. It i" f'urther recoflll'llended that the Local Authority prepare 11setul 
intormation tor tenants and provide the prospective tenant with copies at 
th9 time or the orientation interview. Alllong the subjects covered in such 
1ntormation might bet A su.mrna.ry or the obligations or the tenant and tho 
Local Authority under the terms or the lease; essential instructions 

·rega1'11ng the care or the dwelling and or equipment furnished by th~ Local 
Authority; an explanation 0£ the £unctions ot various project staff members 
and ot tenant-start relations; directions relative to any required tenant 
maintenance; how to report fires, and call police, ambulance, or other 
assistance needed in emergencies; use or communt~y taciliti9S provided on 
the project, including ch.tldren•s playgrounds; a directory or other listing 
ot available shopping and other eoflll'llercial facilities, churches, schools, 
health centers, clinics, welfare agencies, neighborhood or community 
centers, parks, plciy-grounds, and other places or recreation. 

(7) Prwtd.e opportunity for the applicant to present questions on 
matters on which he desires f'urther explanation or clarification; 

(8) Lay the foundation for and encourage a cooperative tenant 
management relationship; and 

(4) Assist the applicant in understanding the provisions of the 
dwelling les.se and the terminology used therein; 

(5) Impress upon the applicant his responsibility as a tenant tor 
paying rent.when due and advise him specifically of Local 
Authority regulations with respect to rent payments; 

(6) Inform the applicant ot his responsibilities with respect to 
the care of his dwelling, grounds, project equipment, and other 
phases or tenant maintenance; 

(2) Explain the principle of relating rent to income; 
()) Acquaint th~ applicant with provisions or legislation which most 

directly arrect him and his family, such as the establishment ot 
eondi tions ot eligihili t.y tor admission and for continued occu 
pancy, and the applieation or preferences in the selection or 
tenants; 

tha public in ful!'illlng its obligation to opera.te the project in eon 
tormance with controlline legislation. Experience has shown that this 
assistance should be given throu.gh one or more interviews conducted by a 
quai.itied member or 111embers of the Loeal Authority's starr. Such inter 
view should, among other things: 

(1) SUmnrizo, wit.bin the understanding or the applicant, the 
opurposes or tho local low-rant hous,.ng program; 

- - - - - - - - - ~ - - - - ~ ~ - - - - - - - - - - ~ - - - - - - - - - ·- ~ - 
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(Cont'd) 
NOTE: This Section supersedes Section 409.2, pages 1-2 and 7·10 dated 

February 19.56, pages :3-6 dated November 19.56, and Supplement l thereto . 
dated November 1957. The revision was made to incorporate on the 
regular reports on Form PHA-1227 the inf'ormation shown on the Supple 
mentary- Report on Tenant Income and to include into:nnation on reporting 
of housekeepers and of temporari:cy absent tarni:cy members other than heads. 

3. Projects Covered. Subtnit a separate report tor each low-rent housing 
project including PL-412, PL-671, PL-171 projects, PWA projects, and 
Lanham projects transferred to low-rent use (PL-475), but !l21 tor Fam 
Labor Camps. 

c. Reporting shall begin with the quarter during which the first tenant 
moves in and shall continue quarterly thereafter. 

2. Use and Subd.ttal 
a. Form PHA-1227 shall be submitted quarter.cy- not later than the 15th 
day following the end or each calendar quarter. The inf'ormation entered 
tor each new tenant shall reflect the tacts at the time ot acbnission. 
The report form may be used by the Local Authority as a current register 
ot new tenants admitted to the project. It is reoolllJllended that entries 
be made eurrent:cy in ordAr to facili.tate prompt and accurate preparation 
ot the report. The form has been dealgned so that totals tor the project 
will be readi:cy available to the Local Authority tor use in management. 
The report need not be t;yped. It there are no admissions during a 
quarter, a report should nevertheless be submitted, with a statement to 
this effect. The original and one copy ot the report shall be sent to 
the Statistics Branch, Public Housing Administration, Washington 25, D. c. 
A copy should be retained by the Local Authority. 
b. The Executive Direator ot the Local Authority shall sign the certifi• 
cate on the report, indicating that an investigation or the status or each 
fBlllily listed thereon was made, and that he has exaroined the report and 
believes it to be true and correct. 

Report on Families Moving Into ~w-Rent Hous:tng, Form PHA-1227 
l. Introduction. The Report on Families Moving Into Low-Rent Housing, Fom 

PHA-1227, (Exhibit 1), furnishes inf'onnation which is required by the 
Congress under the u. s. Housing Act, and which is essential to the PHA 
tor reporting to the Congress on the operation or the program under that 
Act. It provides data on farni:br size, composition, and income, and on 
rents and previous housing conditions, and other related tacts about 
tenants admitted to low-rent housing, wh.toh indicate.how the legislative 
objectives ot the program are be,.ng achieved. This inf'onnation is needed 
by the PHA in discharging its responsibilities under the u. s. Housing 
Act. 

- - - - - - - - - - - - - - - - - - - - - ~ - - - - ~ - - - - - - - - -.- - - 
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a. Base the entries on the documented inton~ation which was used in 
makine the final determinations as to the applicant's elieibility, pref 
erence ratinc, rent, and unit size requireroents. 

5. Instructions for Preoaration 

c. The total number of tenants listed should agree with the number or 
dwelling units filled by now tenants, as shown on the Report on Occupancy 
Fonn PHA-1235, for the period covered in the report, or as shown on the 
reports on Forms PHA-2209 or 2496 for projects not yet 95 percent occupied, 
and covering the same period. Discrepancles caused by the admission of 
single elderly personR into one unit will be explained by "Remarks" on 
the 1227 report. 

Single elderly persons. If' two single elderly persons are 
admitted to one unit and sign separate leases, this represents 
two admissioii'S:- In "Remarks" enter "Separate lease for single." 
If' a single person moves into a unit already occupied by another 
person, enter the same conunent in "Remarks." If' two single 
elderly persons are admitted to one unit but one lease covers 
both as a family, this represents .2!12. admission. 

(" b. Exclude tenants transferring from one unit to another in the same 
l- project. 

(S) 

(4) Project maintenance employees required to live in the project. 
List the dwelling unit number under Item A; enter the word 
"employee" under Basis for Eligibility and Preference; leave 
all other items blank. 

(2) Tenants admitted. from any non-low-rent project operated by the 
Local Author-tty. Make complete entries for such tenants. They 
are~ treated as transfers but as new tenants. 

(J) Project employees not required to live in the project. Make 
complete entries for such employees since they are admitted as 
families or low income. 

a. Include t.ba tollow:i.ng and report in the manner indicated: 
(1) Tenants transferring from anothe.~ low-rent project (including a 

Fann Labor Cwnp) operated by the Local Authority. List the 
dwelling unit or account number under Item A; enter tho word 
"transfer" under Basis for Eligibility and Preference and leave 
all otheritPms blank. 

4. Tenants Covered. Show data for all tenants moving into the project during 
the calendar quarter covered by the report. 

~ - - ~ - - - - - - - - ~ - - ~ ~ - - ~ ~ - - ~ ~ - ~ - - - - - -·- - - 
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9. ~om D,_J!];!!!.h_.§:r 1.n Far'!:}1Y.:··TpJ~1· Entc:.ir t.hl"I total nwnbt"1r or family roembers 
l:i.ving reg'l\l~rly in the owelltng unlt., It the head or the family is 
tc:raporarily away from home (in the arned fo1~c~s or living elsewhe1•0) 
inc1udo him in the count and enter an asterisk after the number' 1 .. epor-bed, 
If the temporary absence of a fatnily nember other than the head or tho 
ta."lli]y has been a. fti.ctor in the admission or--a-F::Tngle person, do ~ use 
the asterisk, ~S-}~:c~~ the absent roember from tha count, and state in 
"P.P...inarks" - "Non-hc:.td aw~." Do not. include member-s otheir than the bead 
of the :f aroily . who are ll.vine a"my .. from hor.ie, even t.hough-near enough for 
frequent visits. Don£!: include housekeepers or other persons re$1ding 
with the family by reason of employment by or for the family. If the 
family consists or unrelated elderly persons, enter "U'' (tor unrelated) 
after the n\b~ber in the group. l 

8. ~ C1 R~. Enter ''l" for white (including latin•Americans); "2" for 
N0&:ro; and "3" for ct.her. 

b. The fand.ly cons;.sts of three tJlrelated persons aged 6.5, 70, and 72; 
Item B should re.ad "72•" 

For a group or unrelated p~rsons, enter the age of the oldest person in 
th~ group. For mcrunple: 

n.. The family consists <>f a single person 65 years of age or over ( 70 in 
th:l.s oxa111ple) ancl of a person regulat']y living w1 th him ·who is 45 
years old; :rtem B should re-~d "70." 

City and State. Enter tho name or the city or t.own, etc. and S·tate in 
whJcb the project is located. 

r:~r~)'l1 B, f.ee of Head or Fan2J~· Enter ·the age on the last birthday or the 
head of tho famjlj'. If the head or th 3 family is temporarily m-my from 
home (in the armed forces or livl.ng e~.sewhere) he should still be con 
sidered as the head or the f'amily and his age should be sh~. If a rronily 
qualifies as an "Elderly Fam:\.ly" (head of family or spouse is 65 years or 
ago or over) because of U11=1 age of the epouee, enter "S" afte1• the age or 
the head. For example, the head or the family is 62 years old, the wife 
66. Item B shoulcl rea.d 1162S." 

6. 

c. Detailed instructions f.or compl"lting the remai.ninc items are contained 
in the. paragraphs which follow. 

b. If more than one sheet is requ.:.trAd, munh~r the sheets conoccutiv~ly 
and :.;how, on each shaet, the total nunber- of paces. The certifi<' .. ate, and 
nA.m~ of the person who prepared the report, are required on the flrst 
pago only. Entm·• the report.ine period, city and State, and project munber 
on oach page. Item A is se1f-m'Planatory. 

- ~ - - - - - - - ~. - - - - ~ ~ ~ - ~ ~ - ~ - . ~ - - ~ -· - ~ - .. - .. - 
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- - - - - - .. - - - - .. - .. - .. - - - - - - .. .. - .. - - - - .. - - - - - - - - 
Seo Part III or Bulletin No. LR...1.10 for examp'Ios of computations or 
Aggrecate and Net Far.ii)~ Income for families of Veterans and Serviceman. 

A FruniJ:v Ho~d. Incltde the onM.re Lnco-.o of i.he member of the anned. 
forces in the 1'.eGrogate Fanii1y "income. This r;hrtll include his basic pay, 
special pay, and allow~mces, j.f any. 1.'hat portion of the dependency 
allotment cont.ributed by the Government shall also be included in the 
Aggregate Family Income. 

Not a Family He~d. Include in the Aggregate Fanttly Income only that 
amount contributed to the Family 

!/ As set forth in Section 402.1, the income of members of the armed forces 
temporarily aw~iy from home shall be reported as follows: 

(Cont'd) 

a. Item G•Jg~ate Fan•.iJ.;y Incom!• Entt-Jt• !!!: of the· 1ncorne to be re• 
ceived du1•ing tho 12 mon+hs following adtni~sion by all members of' the 
family, includine the income of a. f~mjly he:td aw?y frOm home.!/ In the 
case of self-employed persons, include the~ income of' the operation 
in Aggregate Fam:tly Income. See Section J.io2.1. 

12. Items G '11}~..Jl...£.• Ant5,-,E.~pntcd Fam;.1Jy_,]ncome at Adm~.Bsion. Enter for 
these items inco1.1e data as deten1d.nc-}d :i.n accordance '\orlth Sections lK>2.l 
and l.io3.1, and verif:tcd in accordance with Section 1.ioa.1. Round each or 
these entr:tes to the next higher dollar; ror example, enter an income of 
$2,029.03 as 11$2,0JO." 

11. Item F, :Number in Fa.mil;y--Workers. Enter t.he total number of gainfully 
occupied workers in the family {including minors), whether self-employed 
or working for others. Person~ in the anned forc~e are workers. Include 
all workers who are members of the fatnily as defined for Item D, in para 
graph 9 Above. This means that the head of the family temporarily away 
from home in the armed forces or otherwise employed is counted as a worker. 
E>cclud.o those workine only occasionally at odd jobs, whose employment is 
so sporadic that the income resulting th~refrom cannot be estimated. 
Includ'3 seasonal and part-time workers whose income can be esti.Jr.ated. 
Enter 110" if the family has no workers. Enter "0'' if' the entire income 
is der:l.w~ from sources such as a.r. beneflts for Veteran students, 
unemployment compensation, Social Securit.y payment:;, pensions, or rellet 
funds. 

10. Item E, Number in Fam:tJy .. -NJ!~~'.F..:!• Enter the number or family members 
living at home who are minor::;. Consider as a minor a person other than 
the head of the famil)Y and his spo1'.se who is less than 21 years or age. 
Enter "0,. if there, are no such minors. 

- - ~ - ~ ~ - - - - - - - - ~ - - - . - - - - - ~ ~ - - - - - - - - - -·- - - 
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(Cont'd) 

o. Item I, Disability and Death Benefit Exemptions 
(1) If the Local Authority permits the exemption of service-connected 
disability and death benefits in determining elir,ibility, there must be 
an entry for each family. Enter the amount paid to arry member of the 
family by the-U:-s. Government for service-connected disability or death, 
which is exemptible under Local Authority policy. This amount shall be 
shown whether or not it is needed to make the f ami eligible for admis 
sion. Enter "011 if no such service-connected enefits are received. Do 
not subtract the amount shown in Item I from the entry in Item Gin 
arrivinp, at the entry for Item H. 
(2) If the Local Authority does not pennit the exempti.on of service 
connected disability and death benefits for any family in determining 
eligibility, leave this item blank. 

d, Items J and K, Exemptions for Minors (EU.p:ibility) 
(1) Item J, Net Income. If the Local Authority permits the exemption 
of an,y amount up to but not more than $600 of the net income of each 
minor (or some minors) who is not the principal income recipient, enter 
in Item J the amount of net income (earned or otherwise) so exempted 
in determining eligibility. Please note that Item J is limi.ted to the 
income of minors. If, .for example, the Local Authority elects to con 
sider income received by a family expressly for the care of minors, such 
as aid to dependent children, as :tncome of the minors and so exem.ptible 
(this can be done only if t.he Local Authority does not pennit the 
exemption of minors• i~come in setting rent), only the amount granted 
for the children is to be shown in Item J (not more than !600 per child). 
That part of the payment which is for the parent or r,uardian is not to 
be included in Item J. Please note, too, that Item J may never be greater 
than $600 times the number of minors (excluding any minor who might be the 
principal income recipient) with income; it will be less if the income of 
any minor involved is under $600. 

b. Item H, Net Family Inoane. Enter the Aggregate Family Income less 
deductions authorized by the Local Authori.ty in accordance with Sect.ion uoa.i, 
Explain under "Remarks" any difference bet.ween the Agp.:regate Family Income 
and Net Family Income (Item G ~inus Item H) in excess of $.500. Do not 
subtract the exemptions reported in Items l through M or Items 0 through R 

·from the entry in Item Gin arriving at the entry for Item H. If the fa~il.y 
head is temporarily absent (as indicated by an asterisk after the Total 
Number in the Family) but no deduction from the Aggregate Income is allowable 
for his expenses away from home, please indicate this in "Remarks." For 
e:xamplet "No deduction .. -head in jail.11 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(1) Items 0 and P, Exemptions for Minors (Rent) 
(a) Item O, Met Income. If the Local Authority pennits 
the exemption of an amount up to but not more than $600 of 
the net income of each minor (or some minors) who is not the 
principal income recipient, enter in Item 0 the amount of 
net income so exempted in determin:l.ng rent. Plea.se note 
that income received by a family expressiy for the care of 
a minor (such as Social Security benefits, aid to dependent 

(Cont'd) 

g. Exemptions for Ren!-• Enter the amount of exemption allowed by the Local 
Authority in determining the rent for each famiiy even if the exemptions 
de· not affect the rent (as may be the case for families for whom welfare 
rents, minimum rents, or maximum rents are applicable). 

e. Items Land M, Exemptions for Adults (Eligibility) 
(1) Item L, Net Income. If the Local Authority pennits the exemptian 
of any amount up to but not more than $600 of the net income of each 
adult (or some adults) who is not the principal income recipient, 
enter in Item L the amount of net income (earned or otherwise) so 
exempted in detennining eligibility. In no event may the entry in 
Item L be greater than $600 times the number of adults (excluding the 
principal income recipient) with income; it will be less if the income 
of any adult involved is urider $600, 
(2) Item M, $100. If t.he Local Authority pennits the exemption of 
$100 (or less) for each adult dependent, or some adult dependents, 
(other than the head of the family and spouse) having no income, enter 
in Item M the total of such exemptions allowable for each family. An 
exemption of $100 (or less) may not be sheen in Item M for any adult 
for whom an income exemption has"l)Eien shown in Item Lor for a11Y' other 
adult with some income. The $100 exempt.ion may never be shown for the 
head of the family or his spouse. 

f. Item N Income for EH -r-, ibili • Enter the Income ror ·1u1gibility. This 
is the Net Family Income H less exemptions allowable for determining 
eligibility. The entry in Item N shall equal that for Item H minus the sum 
of those in Items I, J, K, L, and M. 

(2) Item K, $100. If th~ Local Authority pennits the exemption of 
$100 (or le.ss) for each minor. or for some minors, enter in Item K 
the total of such exemptions allowable for each family. An exemption 
of $100 (or less) may not be shown in Item K for any minor for whom 
an income exemption has been shown in Item J. The entry in Item K 
may never be ~eater tha.n $100 tj.mes the number of minors shown on 
the report. If bhe re is an entry in Item J, the entry in Item K may 
not be greater than $100 times the tot.al number of minors less the 
number of minors for whom an income exemption was shown in Item J. 

HHFA:· 
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(b) Item P 100. It the Local Authority permits the exemption of 
$100 or less for each minor or for some minors in determining rent, 
enter in ttem P the total or such exemptions allowable for each 
family. An exemption or $100 (or less) rn#ly not be shown in Item P 
for any minors for whom an income exemption fur rent purposes has 
been shown in Item o. The entry in Item P may never be greater than 
$100 times the number or minors shown on the report. If' there is an 
entry :tn Item o, the entry in Item P must not be greater than $100 
times the total number or minors less the number or minors for whom 
an income exemption was shown in Item o. For example, the total 
nU111ber or minors in the fami1Jr is four. Two earn incomes of over 
$6oO and neither is the principal income recipient. Item 0 is $1200; 
Item P is $200 • 

(2) Items Q and R, Exemptions for Adults (Rent) 
(a) Item Q, Net. Income. If the Local Authority perrn1.ts the exemption 
or aw amount up to but not more than $600 or the neb income or each 
adult (or some adults) who is not the principal income recipient, 
enter in Item Q the amount ot net income ot such adults so exempted 
in determining rent. In no event may the entry in Item Q be greater 
than $600 times the number or adults (excluding the principal income 
recipient) with income. 
(b) Item R 100. If' the Local Authority permits an exemption ot 
$100 or ess tor each adult dependent, or some adult dependents 
(other than the head or the taI11ily and spouse) having no income, enter 
in Item R the total or such exemptions allowable for each family 1n 
setting rent. An exemption or sioo (or less) may not be shown in · 
Item R tor an adult tor whom an exemption has been-shown in Item Q or 
for any other adult with some income. The $100 exemption may never 
be shown tor the head of the family or his spouse. 

h. Item S1 Income tor Rento Enter the Income for Rent. This is Net 
Family Income (H) less exemptions allowable for determining rent. The 
entry in Item S shall equal that for Item H minus the sm ot those in 
Items o, P, Q, and a, 

13. Items T and u,_ }'fonth].y Rent. Enter the runount of' Contract Rent and Gross 
Rent tor each tc-.,~.nt, showing both dollnrs and cents; tor example, 
"$48.00," not "$48•'' See Section 402.1. . 

(Cont'd) 

children, support, etc.) may not be considered as exemptible income 
or a minor for purposes or setting rent. In no event may the entry 
in Item 0 be greater than $600 times the number of minors (excluding 
the principal income recipient) with income; it will be less if the 
income or any minor involved is under $600. 

- - - - - - - - - - - - - - - - - - - - ~ - - ~ - - ~ - - - - - - - - -·- - - 
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(4) Standard or Mot Reported. Enter an "X" in this column it the 
tenant was admitted under a waiver of previous housine condition!!:!!! 
the condition of previous housine; was not substo.ndard. Enter "NR" 

(Cont'd) 

(.'.3) Without Rous~~ or About To Be Evicted. Enter ~n "X" in this 
colUinn it, due to causes other than the f'ault of the tenar1t, the family 
was actually without housine;, or as a result of a court prcle.r of 
eviction was about to be without housing. If, in addition, th~ dwell 
ine was unsafe, inRanitar,y, or overcrowded, enter an "X" also in th., 
"Substandard" colUinn; and if' the "Removed UtJ Public Action" column 
applies, enter an "X" there also. See Section lJoJ.1. 

a. Item w, Previous Housing. Check as many oolu1llns as are appropriate. 
(1) Substandard. Enter an "X" in this column it the tenant was 
admitted from a dwelling which was unsare, insanitary, or overcrowded, 
in accordance with the cri.teria established by the Local Authority. 
See Section 4<>3.1. This determin~tion in the case or tenants adroitted 
because or <lisplacemcnt by public action, or pending eviction, or of 
Veteran's or Serviceman's status, nee<l not be based on verified infor 
mation but. 1uay be taken from the tenant' e application. 
(2) R~moved by Public Act.ton. Enter an "X" in this column 1r, 
1Jnmedi.ate1y prior t.o admist1ion, the tenant was displaced by a low-rent 
housing project, public slum clearance, redevelopment, or urban re 
newal project, or through some other action or .a puhlio body or court. 
See Section 1Jo3.1, paragraph 3c(2). If', in addition, the dwelling 
was unsafe, insan:tt .. ~u-y, or overcrowded, ef1ter an "X" also in the 
"SUbstandard" colUinn. 

Items W, X, and Y, Basis tor Eligibility.and Preference. Items Wand X 
provide i~ormation on el.lgibility tor admission; and Items X and Yon. 
preference (X tor service connection and Y for displacement by public 
action). 

Item V, Number of Bedrooms. Enter the number or be<irooms in the dwelling 
unit the tenant moved into. If extra space is provided a ramicy- because 
of the presence of a housekeeper or other persons employed either by or 
for the ramicy-, enter "H" after the number or bedt"ooms. 

14. 

b. Item U, Gross Rent. Enter the amount obtained by adding to the 
Contract Rent the estimated average monthly value or utilities not included 
in the rent specified in the lease. This item m~ be omitted it all utili 
ties are provided by the project; in such cases the Gross Rent is the same 
as the Contract Ront. 

a. Item T, Contract·Rent. Enter the amount of rent to be paid by the 
tenant as stipulated in the lease agreement. Exclude overage charges. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - -·- - - 
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NOTF.t Provido in "Remarks" tho dates or serVioe in the armed forces 
Ortha rnomho-r or t.he family whosa e:ervico qualifies the family as the 
F:u11i]y of a Vott-)ra.n or Serviceman (disabled, deceased, or other). 

(Cont'd) 

i 
(3) othor Vat,oran or Sem.corn~.n. Enter an "X" in this column i.f' 
neither of the first two columns RppJics but the tarnil,y qualities as 
the Fmr11ly of a Veteran or Servic~'n1an. This includes families ot dj,s 
abled or deceased Veterans or Servicemen whose disability or death 
has !l21-been dete1'111ined b.Y. the Veterans Administration to be service 
connected. 

(c) whoae de~th hns been dote1'1111ned by thf't Veterans Administration 
to be scrvlne connocted. 

(b) who sorved in the araned t'orceo ot the Unit,ud Sta.te" during 
World War I or II, or br.,+.wPPn Juna 27, 19S01 and February 1, 1955, 
,,nd - 

(a.) who at tho timr, or h.1.a death was a member or the tamil,y 
group, 

(2) FamUz_ of. Deeea.soo "etat"a.n «>r Serv-t<:(minn. Enter an "X" in this 
colu1rin if tho flr::t cn1.l.1Jr.rt cloen not apply but the trunily qw.llflas as· 
the Farn:ll9 ot a Deceased Veteran or Servicf::>rnan beeauee it included a 
person 

(c) who was di.sabled, ~ 
(d) whose disttbi.lity h#ls been d~termined by the Veterans 
Adminit1tr:).t.1cin to be servlco eonnActed. 

(b) who was disch~rgod or relc3.sed under conditions oth~r than 
dish<mor~hJ.e1 

(a) who served :ln the armed forcos of thF> Unit.eel States during 
World War I or II or between June 27, 19.50, and February 1, 19.5.5, 

I 

b. · Itmn.x, Service St:atl.Jse Seo Section 402.1 for detinitions o.t Veteran, 
ServicMi.M\1 Family, and Family of Virrt.eran or Servicaman. 

(1) D.lsA.blf!d Vo~n.n. Enter an "X" in this colUJnn it a member o.t 
the farnlly is A disa.blt>..d Vat,et":.oi.n; i.e. a person 

it th~ ten;tnt. wa.s n.rimi tt.oo urider a wi ver of previous housing condi 
t\ on ~.ricl the OOnditi.011 of previ.otJS houslne is 'll"ll<ncr..m l°'P.~n.mio thP. 
:\nform~.t.ion W$ not requil"(:d 'b-J the Local Authortt.y. There should 
be an entry in th:i.A column only if t.he tenant. w.qs ar.hr.itted because 
of diaplacem~nt by public actlon, because.of pending eviction, 
because ot Voteran•s or Serviocr:ian•s sta.tus, or because or status 
as an elderly .tait1ily admitted to a unit suitable to its need. 

- - ~ - ~ - - ~ - ~ - - - - - - ~ ~ - ~ - - ~ - ~ - ~ . - - - - - - - - - - ~ 
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0 - No part or lncome derived from Rrry or the sources "1" to "7" itellJiZed 
below. Zero cannot occur in combinA.tion ·with PT\Y' oth~r code. 

1 - ~,e:e Assi.st~nce disbursed on the basi.s of need and a.dministered 
and paid by the St::i.te or loc::i.1 goverrtrflent, aided by mat~hing funds 
provided under the Federal Public Assistance Progr~.m. 

2 - Aid to D?Qcndent Chi.ldren disbursed on the basi& ot need and e.dm:l11- 
istered and paid by the State or loca.1 government, aided by matching 
tunde provided under tha Fedor.2.l Public Assist.a.nee Program. 

3 - Ai.d to BJj.nd disbursed on the basis of need and administered and pa.id 
by the State or local goverri.rnent, aided by matching rvnds provided 
under Ule Federal Public Assistance ?rogra..rn. 

/{4 - General Public Relter adlllinistr::1red by any governmen+ .. ~.1 body, exclus~.ve 
"-• / ot 1:he catesories of public assist.."'l.nce mentioned above. Incl'\.t(! n also 

Aid to tho Disabled under the Federal Public Assistance Proo~rn. 
Where thls code is used, exnJ r:i.in in "Rf'nt~.rks" the kind. of re)J.er 

\ 

!!;Eeivf·d and tho pa~ti.cula.r r.overnrrental body d!;:bur~)~--~~~fUr.ds. 

( Coni~'d) - - - - - - - ~ - - - - ~ - - - - - - - - - - - - - ~ - - - - - - - - - - - 
\ -M 

\. .. 

16. Item z, Assist~.nce and Benet~. For each family enter the appropr:tate 
code or codes sholm below. rr ~income is derived from sources "1" to "71" code all such sources. Only when no income is derived from Q1'Y' such 
source should tho entry be "0•" 

c. Item Y, Displaced b,y Pu.blic Action. Enter an "X'' in the column headed 
"Yes" if' the famil..v was displaced by a low-rent housing project, by any 
public slum clearance, rcdevc~loplllent., or urban renuwal project, or t.brough 
other action of ~ public body or court., but only if' this d.i&-plaoein.ent 
occurred wit.hin three years prior to application by the taw.ily for low-rent 
housine. See Sections 'm3.l and Li-07.1. Enter an "X" in the column headed 
"No" if' the frunily was not so displaced. An "X" under ''Yes" in Item Y is 
applicable whenever an "X"·was enterP-d in the column "Removed by Public 
Action" in Item w. 

(4) None. Enter an "X" in this colwnn if none ot the first three 
columii'S"'applies; that is, the family does not qualify as the Family 
of' a DiRabled Veteran or of a deceased or living Veteran or Serviceman. 

The month and year or the dates of entry and discharge are requirad, 
and should be shown in nU1t1ber torm. For example, the dates tor a 
Servic~an who was in the armed forces from July 8, 19.51, through 
September 27, 19.53, and who rejoined the armed forces on March 3(), 
19.5.5, should read "7-.51 through 9-.53; 3.55." rr the dat.f~s are not 
available, but there is conclusive evidence that the family qualifies 
as the Fand.Jy or a Veteran OX" s~rviceir.a.n, enter an "X" in the colwnn 
which is ~pplicqble and "N.R. Dates" in "Reroarks." 

- - - - - .. - - - - - - - - - - .. - - - - - . - .. - - - .. - - - .. - - - - - - 
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- - - - - - - ~ - - ~ - - - - - - ·- - - ~ ~ - ~ ~ ~ - - ~ ~ - - - - - - - - ~ 
(Cont'd) 

Item Z should be "4-6." "Remarks" should be.AP.rD - State. 

A. Fami]3 1."lcome consi.DtD or (1) aid to thepemanently and totally 
d1so.bled under thE"l Federal Public Assistance Proeram, (2) dependency 
allot.ment from Serviceman son, and (3) old age Social Security benefit. 

EXAMPLES t 

In the "RP.m~rks" colU1nn, · specify the nnme of the acency providing the 
benefit ;ind the kind of benefit. Code ."7" is "l.pplicable wh~never an 
amount other than "011 is shown in Item I, Disability and Death 
Exemptions. 

5 •Private Roliet rooeived rrom a nongovernmental welfare agency or 
institution. Classify as private relier any monies disbursed on the 
basis or need by a private !\~l3ngy: regardless or the source from which 
these funds ar~ derived, or the purpose tor which the assistance is 
given. Where this code is used, proyide in "Remarks" the name of the 
agen~disbursing the funds and the kind of relief. Funds provided 
b;y 1 viduals or pensions And other.funds not disbursed on the basis 
or need are not included unde1• . code "5." 

(6;·,.· Old Age and Survivors Insur~nce Benefits administered by the Social 
'---- · Security Administrc1tion, paid by the Federal Government, and based on 

contributions previously made. 
\ (J). other benefits from public f.undl! not related to financial circum- 
\ stances. Include income (but not lwnp-sw; settlements) received froro 
"-----·· sources such as the followings 

Una1nployment compensation 
Railroad Retirement benefits 
Benof'its from Stc.~te, muni.cipal, Federal or other government 

agency pension funds. 
Retit-f'ment pny of forrner members of theanned forces 
Veteran's disability and death bonaflts 
Benefits under the G. I. Bill of Righto 
Benefits to survivors under ~rry of these plano 

Exclude income such as the following: 
Social Securit.y benefits- ... code 116" is ~pplicablc 
Payments under private insurance plans • 
Servicemen's fan1ily allotments) Such funds are in 
Musterine-out pay ) the natlire or salary, 
National Guard pay ) rather than a 
Reserve Wlit payments ) benefit. 
Worlanen•s compensation or industrial ·insurance if patd °h'J private 

oreanizations, even i.f required and reculated by the State. 

-!--------------------"---------------- / 
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18. Remarks. Enter (a) explanations or deductions in excess or $.500 from the 
A&&rcgate Far.ii'l,y Income to arrive at the Net Family Incorne as specit:led 
in paragraph 12b above, (b) dates or service in the armed forces or 
families shown in Item X as Families ot Disabled Veterans, Fand.lifts ot 
Deceased Veterans or Servicemen, or Families ot other Veter~.ns or 
Servicemen, as specified in paragraph 1.5b above, (c) explanations for 
1)pe of Assistance Codes tt4," "59" and "7" as specified in paragraph 16 
above, and (d) an;,y intormation pertinent or neces~ary for the use or tho 
Local Authority. 

17. Item AA Month1 Amount Previous Paid for Rent and utilities. Enter 
the average amount pai monthly for rent an utilitias by .the tenant 
for the dwelline unit occupied immediato'l,y before moving into the project. 
Include in this Qlllotmt. the average cost or fuel prorated over the year it 
the tenant provided his own heat. Enter "0" if the tenant was without 
housing before admission or was housed but paid no rent. It the tenant 
had housing before admission, but it is not possible to detennine previous 
rents, enter "NR" to indicate that the data are not reported. Make an 
ent~J in this item for each tenant. Omit cents; tor example, enter "$48" 
not "$Ll8.75•" 

!tern Z should be "5-6•" "Remarks" should be Relief' from UMWA. 

Item Z should be "2-5·7•" "Remarks" should be Relief from Red Cross, 
Disability ben~rit from VA. 

E. Family income consists ot (1) relief from United Mine Workers of 
America, (2) survivors' insurance from Social Security Administration, 
and en help from married daughter. 

D. Family income conoists or (l) help from the Red Cross, (2) Veteran's 
disability benefit, and (3) aid to dependent children. 

Item Z should be "l•" 

c. Family income consists of (1) pension from u. s. Steel Co. and (2) 
old age assistance Wlder the Federal Public Assistance Prograin. 

Item Z should be "0•" 

B. Family income consists or (1) worlanen'a compensation pa.id by a 
private insurance oompany .... required by State, (2) earnings ot wite, 
and (:3) support or children by rather on order or a court. 

- - - - ~ - - ~. - - - - - - - . - ~ ~ - - - - - ~ - - - - - - - - - -·- - - 
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NOTE: This EXMbit supersedes Eihihit 1 to Section 409.2 dated March 1956 and 

Exhibit l to Supplement 1, Section 409.2 dated Movember 19.57. It has been 
revised to show the latest version of Fom PHA-1227, which includes the 
infomation previous~ shown on the Supplementary Report on Tenant Income. 
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MOTEa This Section supersedes Section iao,i, pages 1-4 dated 7·2-53 and pages 
5-9 dated November 19SS. New paragraphs 4 and S have been added to define 
and clarify "reexamination date" and to cover the scheduling ot reexami 
nations. The paragraphs in the former Section IUO .1 on interim rent ad3\1at- 
menta have been deleted and incorporated in a new Section blo.s. · 

Reexamination ot Tenant Status 
1. Introduction. This Section sets forth the requirements established in the 

Contract with respect to the nature and frequency ot reexaminations ot 
tenant status. It also sets forth certain standards, procl!dures, and 
techniques tor implementing these Contract requirements. 

2. Contract Requirements Relating to Reexe.mination ot Tenant Status 
a. The Local Authority shall at least once a year reexamine the status ot 
each tenant tamily'prcvided that the length ot time between the admission 
of a family and the first reexamination ot such family may be extended to 
not more than 18 months, it necessary, to tit a reexamination schedule 
established by the Local Authority. 
b. The Local Authority shall obtain a written application for continued 
occupancy from each tam1ly, signed by a responsible member ot such family, 
which shall set forth in adequate detail all data and intormation neces 
sary to enable the Local Authority to determine: 

(1) Whether th\! tamU.y meets the conditions ot eligibility for 
·continued occupancyj 

(2) The rent to be charged; and 

(3) The size ot the dwelling required. 
c. The Local Authority shall verity the data contained in each such appli• 
cation tor continued occupancy by such ~ethods as may be needed to reason 
ably assure the Local Authority that such statement is tull, true, and 
complete as ot the time ot reexamination. 
d. It, UI'()n such reexamination, it is fowld that the family is not 
eligible tor continued occupancy, the Local Authority shall require surJi 
tam1ly to move tromthe project. 
e. It upon such reexamination, 1 t is found that the rent being charged the 
tam1ly no longer contorma to the approved rent schedule, the rent shall be 
adJuated appropriatelyi 
t. It, upon such ree.xamination, it is found that the size or composition 

· ot the family has changed so tlAAt the dwelling occupied by the family 
contains a D\;IDber ot rooms less or greater than necessary to provide decent, 

(Cont'd) 
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b. In the event a Local Authority is unable to obtain all verifications 
necessary to completion of the reexamination (including rent adjustments) 

' (Cont'd) ' 

a. In determining whether individua.J. reexamin9.tions have been conducted 
with &t least the frequency specified in the Contract, the rEA will consider 
a reexamination to have been m:i.de only when all steps and actions h'l.ve been 
taken in the reexamination procedure 1'rom obtaining the application for 
continued occupancy to effecting necessary clla.nzes in rent. The date of 
reexamiua.tion, thus, will be considered to mean, as appropriate, the date 
on which any change in rent pu1"Suant thereto becmne effective, or would 
have become effective, if required. For example, it a reexamination is 
started in January and a rent adjustment rr.'.lde effective March l, Marc~ 1 
will be considered to be the reexa•nination date. In subsequent years, 
reexaminations must be initiated sufficiently early for changes to be lll!lde 
effective by March l to ensure compliance with the Contract requirement 
of at least annual reexaminations. 

b , In connection with determining these procedures a l.ocal Authority must 
decide whether it will follow a policy of adjusting the rents of families 
between reexaminations in relation to substantial chan~es in their income 
or upon the occurrence of specified changes in their circun1otances, or 
whether it will establish tho rents of fa.'llilies at the tilne of admission 
or reex'l'J1ination to remain in effect until changed follouing a. subsequent 
regular or special reexa."nino.tion. If it decides to mke rent adjust!i:~mts 
betl-teen ree:c-?.::d.na.tions es indicated above, tba provisions of Saction 410.5 
must be ta.ken into account as well ns provisions of this Section. If it 
decides not to mke interim rent a'1Justli1ents, this Section only will apply. 

4. Determin!l.tion of Ree:r.o.mino.tion Date 

3. Establishment ot Reexamination Procedures by the Local Authorttz 
a. Fa.ch Local Authority, pursuant to t.hese Contra.ct requirements, must 
eGtablish the specific procedures which it will follow in making reexamina 
tions of tenant status, including formu on vh1ch to record information 
provided by the tenant fe.mily and for obtaining and recordins verifications 
relating thereto. These procedures shall be developed to promote efficiency, 
economy, and stability in project operations and shall be applied uniformly 
to all tenants. 

safe, and sanitary accommodations for the occupants thereof without over 
crowding, the family shall be required to move into a dwelling ot appro 
priate size as soon as such a dwelling becomes available. 
g. The Local Authority shall maintain complete and accurate records, in 
cluding applications for continued occupancy and the evidence (or notations 
thereof) used by the I..ocal Authority tc· verity such applications., These 
records shall be available tor audit by the PBA at any time during normal 
business hours. 

- - - - - . - - - - - - - - . - - ~ - . - - - - - - - - - - -·- - - - . - - - - 
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the conditions ot employment are so unstable as to invalidate 
usual and normal standards tor determination, (Cont'd) 

(2) 

a tenant is unemployed and there are no anticipated prospects 
of employinent; or - 

(l) 

c. Special reexru,'linations may be scheduled tor certain tenant families 
provided the conditions for scheduling are reasonable and nondiscrimina 
tory. For eY.ar.iple, if at the time of regular reexrunina.tion it is not 
possible for a Local Autbority to make an estimate of l~et Fa1uily Income 
tor the ensuing 12-month period (or shorter period, if reexaminations 
are set tor lesser intervals) w1 th any reasonable degree ot accuracy 
because: 

b. A Local Authority may schedule regular reexami~..ations tor all tenant 
families annually, or, if it wishes, at lesser intervals th1.1n ayear. 
One "reeJw.inin~tion elate" IU'-Y be established tor all :f's.mi.lies, or re 
exa.m.ina.tions &<:J.y be sta.zzered, e.g. on the annive1·sary dates ot their 
admission or previous reexamination, by buildings, by blocks or some other 
grouping within a project, or even by projects. 

5. Schedulin~ of Ree:xa:minations 
a. The Contract provision that a Local Authority shall at least once a 
year reexamino the status ot each ten~nt family, except as provided tor 
titting nov admissions into an established schedule, is considered to 
prescribe a minimuiu rather than to establish a 11Jnitation upon the fre 
quency of rce>:aminations. Subject to this minimum, each Local Authority 
shall determine with what frequency it will routinely reexamine tenant 
familleo (see ~a&raph 5b below) and whether it llill, in addition, ached• 
ule special reexanrinations under the conditions stated in paragraph 5c 
below. 

e , The Notice should make clear to the tenant that upon determination of 
this rent it will be effective from hie "reexamination d!lte" and that the 
Local Authority will proceed to collect any balance due or credit the 
tenant with any overpayn1ent which might result from payment ot the temporary 
rent. Upon establishment of the appropriate rent, the regular form ot 
dwellins lease shall be executed to be applicable to his tenancy from the 
date of execution. 

by the establls>J.ed reexamination date, a teUJporary rent shall be established 
based on data supplied by the tenant family in the Application tor Continued 
Occupancy. The tenant shall be notified by a Temporary Rent Notice, or 
such other method aR m3y be determined to be legally and administratively 
suf'ticient, that p3yments of specified amounts, based on this unverified re 
port of anticipated income, are to be ma.de pending establishment of the 
appropriate rent. 

- - - - - - - - ·- - - - - - i 
I 
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a. The Local Author! ty is required to obtain and record f'or each family 
applying for continued occupancy all data and information which, when 
verified, will enable it to determine and certify to the family's 
eligibility for continued occupancy, the rent to be charged, and the size 
ot dwelling required by the te.mily. Experience has shown that the best 
and most effective method of taking applications tor continued occupancy 
is for an employee of the Local Authority to fill out the application 
during e.n interview with the tenant. Another effective method is to have 
an e..1ployee of the Local Authority assist a group of tenants in filling 
out their own fo1-ins. If tha recording is done by a Local Authority employee, 
care should be taken to ensure tha.t the person supplying the intornation 
reads the completed application for continued occupa.ncy before signing it. 
The accuracy ot the inf'oril'.ation provided should be attested to, and the 
form signed by the tenant or by a responsible member of the family acting 
tor him. Since the application provides the basic data for determining 
eligibility for continued occupancy, all entries should be ma.de in ink 

· (Cont'd) 
!/ When it is not possible to estimate Net Family Income with any reasonable 

degree of accuracy and a special reexamination is to be scheduled, the 
family's rate of income, based on the income expected to be received by 
the family from the date of the current determination to the date of the 
special reexe.rnination, should be projected for a 12-month period for rent 
and eligibility purposes even th0\18h it is known that income in such amount 
or from such sources will not continue for that period. If no income is 
expected and the family is living on savings, the minimum rent should be 
cha.rged pendin3 the establisbnent of income. 

d. A Local Authority which decides to require all tenants to report sub 
stantial changes in income or specified changes in family circ\lmstances 
as they occur, as described in Section·4.10.5, may1if it so desires, make 
each such report the occasion tor a complete reexamination ot tenant status 
rather than simply an interim rent adJustment. 
e. Unless Local Author! ty policy requires all tenants to report substan 
tial changes in income or certain specified changes in family circumstances, 
as described in Section 4.10.5, as the basis for either reexaminations or 
interim rent adjustments, it may not make reexaminations or rent adJustments 
because of reports from tenants ot changes in their income or circumstances. 

6. Iata To Be Obtained From Tenants at Time ot Reexamination 

a special reexamination may be scheduled tor within 6o, 90, or 120 days, 
depending upon the Local Authority's estimate ot the time required tor the 
f'amily's circumstances to stabilize.!/ If at the time of such a special 
reexamination it still is not possible tor a Local Authority to make a 
reasonable estimate of Net Family Income, special reexaminations may 
continue to be scheduled until such time as a reasonable estimate of Net 
Family Income can be ma.de. 

- - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - ~ - - - - - - 
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1J Local Authorities may wish to use a more detailed application form and sum 
mary than Exhibit 1. Upon request, Regional Office staffs will assist Local 
Authorities in developing such tortls. Local Authorities desiring to use the 
application form shown as Exhibit l nny reproduce the form locally or pur 
chase a supply from the Government Printing Office in units of fi~y copies 
at the rate ot $().75 for fifty copies. An order for the forms together with 
a check covering the amount of the purchase should be. sent to the Superin 
tendent ot Documents, GPO, Washington 25, D.C. 

(Cont'd) 

(4) For each member of the family who is receiving or is expected to 
receive any income from any source during the twelve months next 
succeeding the anticipated date ot reexamination, the full amount 
and source of such income, including rate, period worked, etc., 
the occupation of each employed member, and in cases where income 
is received from the u. s. Government, a designation of the amount 
pa.id because of service-connected disability or death; 

(5) Itemized amounts to be deducted in determining net family income; 
(6) In cases where the Local Authority considers it necessary, em 

ployment and income data tor each member ot the family who 
received inco.wne from any source during the 12 months immediately 
preceding the date of application; 

(1) 'l'he name, ·relationship to family head, sex, age, and employment 
status of each person who is residing in the dwelling; 

(2) For any persons who were not members ot .the family group th9 le.st 
time the family's eligibility status was determined, the date ot 
birth; 

(3) Any change in the status of the family, since the previous determi 
nation of eligibility, as that ot a disabled, deceased, or other 
Veteran or Serviceman. In the event of any change in veteran or 
service status, include information such as periods ot service, 

·nature and date of discharge, date of death, and whether disability 
or death was service-connected. 

or indelible pencil, or should be typed in. Corrections or changes should 
be made by lining through the original item and entering the correct data. AU changes should be dated and initialed by the person recording the change. 
The reason and authority tor maldng such change should also be noted. 
b. The application torm tor continued occupancy (see Exhibit l tor specimen 
tom) !/ must provide space tor recording data concerning family status, 
employment and income, including: 

I . 

- - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - 
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b , As verifications of all necessary items for each application are com 
pleted a summary of the verified information should be prepared, either 
on a separate form, or on space provided on the application tor continued 

(Cont'd) 

a. Verification data should be reviewed and evaluated as received tor com 
pleteness, accuracy, and conclusiveness. Where the information received is 
not completely adequate in all respects, follow-ups or new efforts to ob 
tain such information should be made and carried through to conclusion. 

(4) Memoranda of verification data obtained by personal interview, 
telephone, or other means, with source, date received, and the 
person receiving the info~tion clearly indicated. 

8. Summary of Verified Data 

(3) Statements :from self-employed persons, and from persons whose 
earnings are irregular such as salesmen, taxi drivers, etc. 
sworn to before a notary, setting forth gross receipts, 
itemized expenses, and net income; 

b. Records maintained by each Local Authority of its reexamination data 
s~ould consist of, but not routinely be limited to, the following items: 

(l) Letters or other statements from employers and other pertinent 
sources giving authoritative information concerning all items 
and amounts of income and deductions, together with other 

.eligibiU ty determinations; 
(2) Photostatic or carbon copies of documents in the applicant's 

possession which substantiate bis statements, or a brief swmna.ry 
of the pertinent contents of such documents signed and dated by 
the staff member who viewed them; · 

a. The Local Authority ie required to verity the data contained in each 
application tor continued occupancy by such methods as may be necessary 
to ensure that it has full1 true, and complete information upon which to 
base its determinations of eligibility for continued occupancy, the rent 
to be charged, and the size of dwelling required. It is further required 
to maintain complete·and accurate records of its verifications. 

7. Verification and Documentation of Reexamination Data 

( 7) Iii the event a Local Authority requires tenants to report 
substantial changes in income or specified changes in family 
status as they occur, complete information on pa.et employment 
and income must be obtained. 

- - - - - - - - - - - - - - - - - - - - - - . - - - - - - - - - - - - - - - - - 
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c. It the reexamiDation discloses that the tenant or responsible family 
member acting for him at time ot admission or any previous reexamination, 
made misrepresentations which resulted in the family's ·being 'Classified as 
eligible when in tact it was ineligible, the Local Authority should re 
quire the tenant to vacate even though he may currently be eligible. Also 1 · · . · · (Cont'd) 

c. Where the verified findings are a·t substantial variance from the data 
furnished in the application for continued occupancy the tenant should be 
interviewed and an opportunity given him to eX!)lai1i the discrepancies. 

9. Local Authoritl Action With Respect to Reexamined Tenants 
a• Upon completion ot the above step~ in the reexamination procedure, each 
tenant should be informed in writing concerning: 

(l) His eligibiiity status, and, if ineligible, the date by which the 
family.must vacate. 

(2) Jury c~nge to be made in the rent or size of dwelling, together 
with instructions tor executing a new lease, rider, or amendment 
it required; and 

(3) Any instances ot misrepresentations or noncompliance with the 
terms of the lease revealed through reexamination and the 
corrective or punitive action which will be taken by the Local 
Authority. 

b. !'he vacate notice to ineligible tenants may allow the tenant up to 
but not more than six months to move from the project. Where loca.l hous 
ing conditions permit, a shorter notice should be given. To the extent 
possible assistance in finding housing should be given to families requested 
to move from the project because of ineligibility. Ineligible tenants who 
do not move voluntarily.by the expiration date ot their notice to vacate 
shall be evicted. · 

(3) Eligibili~y of the family with respect to any local conditions 
ot eligibility t~r continued occupancy; 

(4) Size of dwelling required; and . 
( 5) Rent which the family should pay. · 

. . 
occupancy form. The summary should cover the tolloving determinations and 
the bases tor such detenninations (see Exhibit l for specimen form): · 

(1) Eligibility ot the tenant group as a ramily or as the residuum ot · 
a family; 

(2) Eligibility of the family with· respect to income limits for : 
continued occupancy; 

-~- - - . - - - - - - - - - - - - - - - - .. - - - - - - - - - - - - - - -· - -·- 
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10. Effect ot Soldiers' and Sailors' Civil Relief Act on Eviction ot Over 
Income Servicemen and Their FaJr~lies. It is the PBA's opinion that Section 
502(b) of Public Law 901, 80th Congress, Second Session, makes the Soldiers' 
and Sailors' Relief Act inapplicable, at least with respect to eviction of 
tenants whose incomes exceed the income limits tor continued occup:i.ncy. 
It, however, any Local Authority is concerned about its possible liability 
tor failure to comply with the Relief Act in over-income cases, the Local 
Authority rray, in the case ~f tenants who come within the language of sub 
section (1) of Section 300 of such Act, apply for a court order in ac 
cordance therewith. Under the provisions of this subsection a court order 
is required bef'ore any "eviction or distress " is ma.de. The usual and 
commonly accepted legal meaning of the term "eviction" would apply where 
a tenant vacated the premises in response to a demand with the threat of 
eviction. However, if a court order is obtained before giving the evic 
tion notice, the requirements of the above subsection·will be met. Where 
this is done, the maximum notice period required by the PHA may be counted 
from the time the tenant is notified of the application to the court. 

11. Certifying to P!IA. The Act and the Contract require tha. t a duly authorized 
official ot the Local Authority shall make periodic written statements 
certifying to tenant eligibility (see Section 411.2). 

d. It the Local Authority elects to require tenants to report substantial 
changes in income or specified changes in family circumstances as they 
occur, and, at the time of reexaminatiou or before, i:t is found that a 
tenant has failed to report a substan~ial increase in income or a change 
in family circumstances which would have required him to pay a higher rent, 
the Local Authority shall make the-1ncri!ased rent retroactive to the first 
rent payment period atter the date on w:ilch the change of incOJne occurred, 
and, in Justifiable cases, take such ot:ber steps as it deems advisable. 

if at time of reexamination it is found that any such misrepresentations 
have resulted in his paying a lower rent than he should have pa.id, the 
Local Authority shall proceed to collect the difference between the rent 
he bas paid and what he should have pa.id, and, in Justifiable cases, take 
such other steps as it deems advisable. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -·- - - - 
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NOTE:: This Section supersedes Section 410.2, ps.c;es 1-2 and 5-10 dated Febrtk-i.ry 
1956; pages 3-4 dated Uovember 1956 and Supplel!lcnt 1 thereto dated Ilovcmber 1957. The revision was made to incorporate in reGUlar reports on Fo:nn 
PIIA-1245 the inforr..Ation shovn on the Supplem~mta.ry Report on Tena."lt Income. 

(Cont'd) 

b, The Executive Director of -the Local Authority shall sf gn the certifi 
cation on tl:e report, indicciting that an investigation of the at.at.us of 
each £~mill' li::;ted thereon was made, and that he has examined u~e report 
and believes it to be true and correct. 

a. Form PHA-1245, covering regular reexruninations (together with a 
summary of interim redeterminations) of tenants made during each calendar 
quarter, shall be submitted not later than the fifteenth day following 
the end of the quarter. The report fom may be used by the Local Authority . 
as a register of tenants reexamined. It is recommended that entries be 
made currently as reexaminations are made, in. order to facilitate prompt 
and accurate preparation of the report. 'I'hc form has been desd.gned so 
that totals for the project ""ill be readily available to the Local 
Authority for use in project management. The report. need not be typed. 
If no reexaminations or redeterminations are made during a quarter, a 
report shall nevertheless be submitted with a statement to this effect. 
The original and one copy of the report shall be sent to the Statistics 
Branch, Public Housing Administration, Washington 25, D. c. A copy 
should be retained by the Local Authority. 

Report on Regular Reexamination of Families in Low-Hent Housing, Form PHA-12h5 
1. Introduction. Regular reexamination of families in low-rent housing is 

necessary to carry out the provision of the Annual Contributions Contract 
which requires that the Local Authority obtain verified factual data on 
income and family status for determining eligibility for continued occu 
pancy at least once a year for each family living in the project. The 
Report .on Regular Reexamination of Families in Low-Rent Housing, Form 
PHA-124' (F.xhibit 1) 1 furnishes information ·which is required by the 
Congress under the u. s. Housing Act and ·which is essential to the PHA 
for rep6rtine; to the Congress on the operation of the program under that 
Act. It provides data on family size, composition, income, and rent, and 
other related facts about tenants at the time of the regular reexamination 
and at the time of adrr.ission. This information is needed by the PH.A in 
discharging its responsibilities under the u. s. Housing Act. Interim 
redeterminations of Met Family Income or family composition (made solely 
for the purpose of determining appropriate rents) shall be reported in 
the headjng only. 

2. Use and Submittal 

~ ~ - - - - - - - - ~ - - ~ - - - - - - - - - - - - - - - - - - - - - - - 
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b, Number of Interim Redeteminations This Quarter. Enter the number of 
redeterminations of Net Family Income or family composition made by the 
Local Authority during the period covered by the report (where the deter 
mination of eligibility is not involved). This count will be taken from 
the register of redeterminations provided for in Section 410.3. This 
number should equal the total of the three entries imJTlediately following. 
If family income or composition was redetern1ined more than once during 
the period, count each redetermination separately. Do not include in 
this figure regulci.r reexaminations for detemination of eligibility for 
continued occupancy. If a family was the subject of both a reexamination 
and a redetermination at separate times during the reportin.~ period, the 
f2.mily will be included in this count, and 1dll also appear in the body 

. - (Cont'd} 

(l} Base the entries on the doc\Jlllented infomation which was used in 
. making the detemination as to tl:e family's eligibility for continued 
occupancy, rent, and unit size requirements. 
(2} If more than one sheet is required, number the sheets consecutive~ 
ard show, on each sheet, the total number of pages. The certificate, 
the name of the person who prepared the report, ard data on interim 
redeterminations are required on the first page only. Enter the 
reporting period, city ard State,and Project Number on each page. Item 
A is self-explanatory. 

J. Projects Covered. Sub1r.it a separate report for each low-rent housing 
project including PL-412, PL-671, PL-171 projects,. FWA projects, and 
Lanha111 projects transferred to low-rent use (PL-475}, but not for Farm 
Labor Canips. 

4. Tenants Covered. Report in the body of the form all families for whom a 
regular rcexaJ1dnaiion of eligibility for continued occupancy was made 
during the quarter, excepting only project maintenance employees who are 
requir">d to live in the project (as distinguished from tenants who happen 
io be vroject employees}. Include the family in the report even it' a 
finding of ineligibility at the time of the regular reexamination during 
the quarter hae slready resulted in the family's moving out. It findings 
were inconclusi"e at the time of regular reexaJllination and a speci.al 
reexmnination had to be scheduled, the report on the family involved should 
be made tor the quarter during which the special reexamination enabling 
the Local Authority to make positive determinations was completed. Do not 
list interim redet.eminations of family income during the quarter where a 
determination of eligibility is not involvedJ tor these faJ11ilies a summary 
only shall be shown in the heading. It two elderly single persons are 
living in .2!!! unit but under separate leases, this represents .!:!2 families. 

5. Instructions for Preparation 
a. General Instru.ctions 

c. Reporting shall begin with the quarter during which the first reex 
amination is completed and shall continue quarterly thereafter. 

~ - - - - - ~ - - - - ~ - - ~ - - - - - - - - - - - - - - - - - ·- - - - - 
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1--Determined to be eligible with respect to falllily income, composition, 
and locally established eligibili~y criteria. See Section 403.1. 

2--Detennined to be ineligible in one or more respects. 

CODE - 

8. Item C1 Eligibility Status 

a. Indicate by the appropriate code specified below eligibility status of 
the family as determined at the time of reexmrdnationa 

For a group of unrelated persons, enter the age of the oldest person in the 
group. For example: 

·a. The family consists of a single person 65 years or age or over (70 
int-his example) am of a person regularly living with him wl:o is 
4S years oldJ Item B sho\lld read 1170.11 

b. The family consists of three unrelated persons aged 6$, 70, and 72J 
Item B should read 1172.11 

(3) No Change in Rents. Enter the number of interim redetermination& 
which resulted in no Change in rent. 

c. Detailed Instructions. Detailed instructions for entering data far 
each family reexamined to determine eligibility for continued occupancy 
are contained in the paragraphs which follow. 

6.. City and State. Enter the name of the city or town, etc. and State in 
which the project is located. . 

7. Item B1 Age of Head or Fami1y. Enter the age on the last birthday of the 
head of the family. If the head of the family is awgy from home he should 
still be considered as the head of the family and his age should be shown. 
It a family qualifies as an "Elderly Family" (head of family or spouse is 
6S years of age or over) because of the age of the spouse, enter nsn after 
the age of the head. For example, the head of the family is 62 years old, 
the wife 66. Item B should read •62s.n 

(1) Upward Rent Adjustments. Enter the number or interim redetermi- 
nations which resulted in increased rents. . · _ 

(2) Downward 'Rent Adjustments. Enter the number of interim redeter 
mination& which resulted in lowered rents. 

ot the reexan1ination report. Note that an interim redetermination requires 
the collection and verification of only the limited amount of information 
required to set rent, while a reexamination requires the collection and 
verification of much more data in order to detem:ine eligibility for 
continued occupancy~ 

-----~----------~-~-----~~~------------- 
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Items H Throu T Antici ted Fa.mil Income at Reexamination. Enter tor 
se tems income data as etermined in accordance Sec ions 402.l 

and 4o3.1, and as verified in accordance with Section 410.1. Round 
each of these entries to the next higher dollar; tor example, enter an 
income ot $2,029.03 as "$2,030." 

.... 

13. 

12. Item G, Number in Family--Workers. Enter the total. number of gaintul.ly 
eJIUllOyed WOrkerS in the family (including minors) I Whether Self-employed 
or working for others. Persons in the armed torces a.re workers. Include 
all workers who are members of' the f'amilY as defined for Item E in 
paragraph 10 above. This means that the head of the family temporarily 
away :f'rom home in the armed forces or otherwise employed is counted as a 
worker. Exclude those working only occasionally at odd jobs, whose employ 
ment is so sporadic that the income resulting therefrom cannot be estimated. 
Enter "O" if the family bas no workers. Enter "O" it the entire income is 
derived :f'rom sources such as G. I. benefits tor Veteran students, unem 
ployment compensation, Social Security payments, pensions, or relief funds. 

ll. 

Item E 1 Number in Family--Total.. Enter the total number of family members 
living regularly in the dwelling unit. It the head of the family is 
temporarily away from home, in the armed forces or living elsewhere, 
include him in the count and enter an asterisk after the m.unber reported. 
It the temporary absence of a family member other than the head of tbe 
family bas been a factor in the continued occupancy ot a single person, do 
not use the asterisk, exclude the absent member from the count, and state· 
in "Remarks"--"Non-head away." Do not include members other than the 
head ot the family who are living away from bane 1 even though near enough 
for :f'requent visits. Do not include housekeepers or other persons residing 
with the family by reason ()'f' employment by or tor the family. It tbe 
family consists of unrelated elderly persons, enter "U" (tor unrelated) 
after the number in the group. 

Item F, Number in Fami~Minors. Enter the number of family members 
li.ving at home who are ~ors. Consider as a minor a person other than the 
head ot the family and his spouse who is less than 21 years of age. Enter "o" if' there are no such iDiiiors. 

10. 

c , n> not class as ineligible, tenants who are eligible tor continued 
occupancy but are being evicted because of lease violations or tenants 
who are occupying units which are inappropriate to the family's size or 
compositi,on. 

d. Use the codes specified here. DO NOT use local codes tor eligibility 
status. 

9. Item D, Race. Enter "l" tor white (including La.tin-Americans), "2" for 
Negi·o, and "3" for other. 

b. If ineligible for any reason other than income, explain in "Remarks," 
e.g. nonqus.litication as a family, excessive assets, etc. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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See Part III ot Bulletin Bo. LR-4o tor examples ot computa.ti•.ms ot Aggre 
gate and Net Family Income tor families of Veterans and Servicemen. 

• 

c. Item J, Disability arxi Death Benefit Exemptions 

(1) If the Local Authority pennits the exemption of service-connected 
disability and death benefits in determining eligibility,, there must be 
an entry for each family. Enter the amount paid to any member or the 
family by the-U:-s. Government for service-connected disability or 
death, which is exemptible under Local Authority policy. This amount 
shall be shown whether or not it is needed to make the famil el ible 
for continued occupancy. Enter 011 if no such service-connected bene ts 
are received. Do not substract the amount shown in Item J from the 
entry in Item H inarriving at the entry for Item I. 

(2) If the Local Authority does not permit the exemption of service 
connected disability and death benefits for any family in detennining 
eligibility, leave this item blank. 

d. Items K and L, Exemptions for Miners (Eligibilitz) 

(1) Item K, Net Income. If the Local Authority permits the exemp 
tion in determining eligibility for continued occupancy of all or 

(Cont'd) 

y As set forth in Section 402 .1,, the income of members of the armed forces 
temporarily away from home shall be reported as follows: 

A Famil.y Head. Include the entire income of the manber of the armed 
?orces in the .Aggregate Family Income. This shall include his basic pay, 
special pay 1 and allowances,, if any. That portion of the dependency 
allotment contributed by the Government shall also be included in the 
Aggregate Family Income. 

Not a Famil.y Head. Include in the Aggregate Family Income only that 
·amount contributed to the family • 

a. Item H1 Aggregate FBlllily Income. Enter all of the income to be 
received during the 12 months following reexamination by!!! menbers ot 
the family in the unit. Include income of a family head temporarily away 
from home v- In the case of self-employed persons, include the ,!!!ll 
income of the operation in the Aggregate Family Income. See Section 402.1. 

b, Item I, Net Family Income. Enter the Aggregate Family Income less 
deductions authorized by the Local Authority in accordance with Section 
402.1. Explain under "Remarks" al\Y' difference between the Aggregate 
Family Income and Net Family Income (Item H minus Item I) in excess ot 
ISOO. Do not substract the exemptions reported in Items J 1 K,, L,, M,, and N 
or those iii'Ttems P through S f'l·om the entry in Item H in arriving at the 
entry for Item I. If the family head is temporarily absent (as indicated 
by an asterisk after the Total Number in the Family) but no deduction from 
the Aggregate Income is allowable for his expenses away from home,, please 
indicate this. in "Remarks." For example: "lfo deduction-•head in jail." 

- - - - - . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - . 
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g. Exemptions for Rent. Enter the amount of exemption allowed by the 
Local AUthority in determining the rent for each family even if the 
exemptions do not e.ffect the rent (as msy be the case for families for 
whoa welfare rents, minimum rents, or maximum rents are applicable). 

(Cont'd) 

e. Items M and N, Exemptions for Adults (Eligibilitz) 

(1) Item M, Net Income. If the Local Authority pemits the exemption 
of aey amount up to but not more than $6oo of the net income of each 
adult (or some adults) who is not the principal income recipient, enter 
in Item M.the amount of net income (earned or otherwise) so exempted 
in determining eligibility. In no event may the entry in Item M be 
greater than $600 times the number of adults (excluding the principal 
income recipient) with incomeJ it ·will be less if the income of any 
adult involved is under $6oo. 
(2) Item N, $100. If the Local Authority pemits the exemption of 
$100 (or less) for each adult dependent, or some adult dependents, 
(other than the head of the family and spouse) having no income, 
enter in Item N the total of such exemptions allowable for each f'amily. 
An exemption of $100 (or less) may !!21 be shown in Item N for aey 
adult for whom an income exemption has been shown in Item Mor for an;y 
other adult with some income. The $100 exemption ma;y never be shown 
f'or the head of the family or his spouse. 

t. Item O, Income for Eligibilitz. Enter the Income for Eligibility. 
This is the Net Family Income less exemptions allowable for determinir.g 
eligibility. The entry in Item 0 shall equal that for Item I minus the 
sun of those in Items J, K, L, M, and N. · 

(2) Item L, $100. If the Local Authority permits the exemption of 
$100 {or less) for each minor or for some minors, ent.er in Item L the 
total of such exemptions al.lows.ble for each family. An exemption of' 
$100 (or- less) may not be shown in Item L for &l\V' minor for l-1hom an 
income exemption haSbeen shown in Item K. The entry in Item L may 
never be greater than $100 times the number of minors shown on the 
report. If there is an entry in Item K, the entry in Item L must not 
be greater than $100 times the total number of minors less the mnnber 
of minors for whom an income exemption was shown in Item K. 

. 
al\Y part of the net irx:ome of a minor, enter in Item K the amount of net 
income (earned or otherwise) so exempted. Please note that Item K is 
limited to the income of minors. Ir, for example, the Local Authority 
elects to consider income received by a family expressly for the car.a of 
of minors, such as aid to dependent children, as income of the minors 
and so exemptible (this can be done only if the Local Authority does not 
permit the exemption of minors' income in setting rent)• only the amount 
granted for the children is to be shown in Item K. That part of the 
ps;yment which is for the pa~ent or guardian is not to be included in 
Item K. , - 

------ ---------------------------- - - - - - .. 
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h. Item T, Income for Ren~. Enter the Income for Rent. This is Net 
Faruily Income (I) less exer.:ptions allowable for detennining rent.. The entry 
in Item T shall equal that for Item I minus the sum of those in Items P, Q, 
R, and S .: 

(b) Item sot :noo. If the Local Autl1ority permits an exemption or 
$100 ( or-ieSs r "for each adult deperdent 1 or some adult dependents 
(other tr.an the head of tlie fal"iily and spouse) having no income, enter 
in Item S the tot.al of such exemptdons allowable for each fE.mily in 
setting rent. An exemption of $100 (or less) may not be shown in 
Item S for an aclul t for whom an exemption has beenshown in Item R 
or for aey other adult with some income. The ~100 exemption may. 
never be shown for the head of the family or his spouse. 

(2) Items Rand S, Exemptions for Adults (Rent) 

(a) Item R, Net Income. If the Local Authority permits the exemption 
of aey amount up to but not more than $6oO of the net income of each 
adult (or some adults) who is not the principal income recipient, enter 
in Item R the amount of net income of such adults so exempted in 
determining rent. In no event may the entry in Item R be greater than 
$600 times the number of adults (excluding the principal income 
recipient) with inco~e. 

(b) Item Q, $100. If the Loca~. Authority pennits the exemption of 
$100 (or less) for each minor or for some minors in determining rent, 
enter in Item Q the total of such exemptions allowable for each 
family. An exemption of $100 (or less) may not be sbosm in Item Q 
for aiv minors for whom an income exemption tor rent purposes has been 
shown in Item P. The entry in Item Q mey never be greater than $100 
times the number of minors shown on the report. It there is an entry 
in Item P, the entry in Item Q must not be greater than $100 times the 
total number of minors less the number of minors for whom an income 
exemption was shown in Item P. For example, the total number of 
minors in the family is four. Two earn incomes of over ssoo and 
neither is the principal income recipient. Item Pis $1200J Item Q 
is ~i>200. 

(l) Items P and Q, £.xemEtions ,for Minors (Rent) 

(a) Item P, Net lncorne. If the Local Authority permits the exemption 
of an amount up to but not more than ~6o0 of the net income of each 
minor (or some minors) who is not t.he principal income recipient, enter 
in Item P the amount of net Lncone so exempted in detennining rent. 
Please note that income received by a family expressly for the care of 
a minor (such as Social Security benefits, aid to deperxlent children, 
support, etc.) may not be considured as exemptible income or a minor 
tor purposes of setting rent. Iu no event mey the entry in Item P be 
greater than $600 times the .number of minors (excluding the principal 
income recipient) with income; i1~ will be less it the income or 8IV' 
minor involved is under $600. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- 
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17. Item Y, Assists.nee arxl Benefits. For each family enter the appropriate 
code or codes shoan belC>l-1. It ~ income is derived from sources 11111 to 117,11 

code all such sources. Only when no income is derived from any such sources 
should the entry be "O." 

b. !.2• Enter an "X" in this column if the family does not qualify as the 
Family of a Veteran or Serviceman. 

a. Yes. Enter an "X" in this colwnn if the family qualilies as the Fam117 
ot a Teteran or Serviceman. Provide in "Remarks" the dates of service in 
the amed forces of the member of the family whose service qualifies the 
family as the Family or a Veteran or Serviceman. The month and year ot the 
dates of entry and discharge are required and should be shown in mnnber 
tom. For example, the dates for a Serviceman trho was in the anned forces 
from July 8, 19$1, through September 271 1953, and who rejoined the amed 
forces on March 30, 1955, should read 7-51 through 9-53; 3-55. It the 
dates are not available but there is conclusive evidence that the family 
qualifies as the Family of a Veteran or Serviceman, enter "X" in this 
column, and "NR Dates" in "Remarks." 

16. Item X1 Fendly of Veteran or Serviceman. See Section 402.l for definitions 
of Veteran, Serviceman, Family of Veteran or Serviceman. 

lS. Item 'W, NUJ11ber of Bedrooms. Enter the number of bedrooms in the unit to 
be occupied by the tenant after reexa111ination. If the tenant is scheduled 
for transfer within a month after the date of completion of his reexarnina• 
tion, enter the numter of bedrooms in the unit he will occupy when he does 
move and add "TP" (Transfer Pending) after the figure. If the trans.fer ie 
not likely to be made within a month, enter the number of bedrooms in the 
unit he is now occupying; identify such cases with an asterisk after the 
entry. If extra space is provided a family because of the presence of a 
housekeeper or other person employed by or for the fsmil.y, enter "H" after 
the number of bedrooms. 

b. Item V, Gross Rent. Enter the amount obtained by adding to the 
Contract Rent determined as correct by the reexwdnation the estimated 
average monthly velue of utilities not included in the rent specified 
in the lease. This item may be omitted if all utilities are provided 
b~r the. project; in such cases, the Gross Rent is the ss111e as the Contract 
Rent. 

a. Item U, Contract Rent. Enter the amount of lease rent detennined as 
correct for the tenant, as a result of the findings of the reexamination, 
even if that rent has rot become effective br the end of the reporting 
period. Excl~de overage charges. 

lh. Items U and V, Nonthly Rent. Enter the amount of Contract Rent ard Gross 
Rent after reexa1nin.ation for each tenant, showing both dollers and centsJ 
for example, "$48.0011 not"$48." See Section 402.1. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- 
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Unemployment compensation 
Railrosd Retirement benefits 
Benefits from State, municipal, Federal, or other governnent 

agency pension funds 
Retirement pay of former members of the armed forces 
Veterans' disability and death benefits 
Benefits under the G. I. Bill of Rights 
Benefits to survivors under any of these plans 

7 - Other benefits from public funds 

Include income (but not lump-sum settlement) received from sources 
such ns the following: 

6 - Old Age and Sur·\'ivors' Insurance Benefits administered by Social 
Security Administration, paid by the Federal Govermnent # an:l based 
on cormrfbutdcne previously made. 

O - No part of income derived from aey of the soucres "l" to "7" itemized 
below. !!2!:!t Zero cannot occur in combination with any other code. 

1 - Old Age Assistance disbursed on the basis of need and administered 
and paid by the Sts.te or local govel'lmtent., aided by matching funds 
provided under the Federal Public Assistance Program. 

2 - Aid to Dependent CMldren disbursed on the basis of need and admin 
istered and paid by the State or local_government, aided~ matching 
furos provided under the Federal Public Assistance Program. 

3 - Aid to the Blind disbursed on the basis of need and adr:d.nistered 
and pai°' bi the State or local. government, aided by matching fuzns 
provided under the Federal Public Assistance Program. 

4 - General Public Relief administered by~ governmental body, exclusive 
of the categories of public assistance mentioned above. Include Aid 
to the Disabled under the Federal Public Assistance Program. Where 
this code is used, explain in ''Remarks" the kind of relief received 
and the perticular goverrm1ent.al bod}: disbursing the fuiiis. 

S - Pri ve.te Relief received from a nongovernmental welfare agency or 
institution. Classify as private relief aey monies disbursed on 
the basis of need by a private ~sency regardless of the source from 
which these funds are derived, or the purpose for which the 
assistance is given. Where this code is used, provide in "Remarks" 
the name of the agency disbursing the furrls. Funds provided by 
individuals or pensions and other funds not disbursed on the basis 
of need are not included under. code 115.11 

------------------- 
410.2 LO-l-REl\1T HOUSING MANUAL 
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_ _. _ (Cont'd) 

D. Family income consists or (1) help from the Red Cross, (2) Veteran •s 
disability benefit, and (3) aid to dependent children. 
Item Y should be 112-.5-7.11 "Remarks" should be Relief from Red Cross, 
disability benefit from VA. 

E. Family income consists of (1) relief from United Mine Workers of 
America, (2) survivors' insurance from Social Security Administration, 
and (3) help from married daughter. 
Item Y should be "$-6.11 "Remarks" should be Relief from UMWA. 

Item Y should be "l." 

C. Family income consists of (1) pension from u. s. Steel Co. and (2) 
old age assistance under the Federal Public Assistance Program. 

Item Y should be "O." 

B. Family income consists of (1) worlanen • s compensation paid by a pri 
vate insurance compa.ny--required by State, (2) earnings ot wife, 
and (3) support ot children by father on order of a court. 

Item Y should be "4-6." "Remarks .. should be APTD - State. 

EXAMPLESi 
A. Family income consists or (1) aid to the permanently and totally 

disabled under the Federal Public Assistance Program, (2) dependency 
allotment from Serviccman•s son, and (3) old age Social Security 
benefit. 

In the "Remarks" column, specify the name of the agency providing 
the benefit and the kind of benefit. Code 1t71t is BPJ.•licable when 
ever an amount other than "o11 is shown in Item J, Disability and 
Death Exemptions. 

Exclude incorne such as the following: 
Social Security benefits--code 11611 is applicable 
Payments under pr:fvate insurance ple.ns 
Servicemen's family allotments) Such funds are in the nature 
National Guard pay ) of salary, rather than a 
Y.ustering-out pay ) benefit. Reserve unit payments 1 ) 

Worlanen's compensation or ind1strial insurance if paid by 
private organizations, even if required and regulated by the 
State · 

- - - - - - - - - ~ - - ------------------------ 

HBFA 
PUA 

II.arch 1958 LOW-RENT HOUSil~G MANUAL 41.0.2 



HHFA-PHA1 Wash., D. c, - 11 - 

~ - - - - - ~ - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - 

c. For families reexamined to determine eligibility to remain in occupancy 
as low-rent families who moved into a project umer the Local Authority when 
it was operating as Lanham war housing, show "NA" in Items Zand AA to show. 
that the data are not applicable. 
Remarks. Enter here (a) explanations of deductions in excess of $SOO fran 
Aggregate Family Income to arrive at the Net Family Income as specified in 
paragraph 13b aboveJ (bl explanation of ineligibility for reasons other 
than excessive income as specified in paragraph 8b aboveJ (c) dates ot 
service in the armed forces of families shown in Item X as families ot 
Veterans or Servicemen ("X" under "Yes") as specified in paragraph 16 aboTe1 
(d)explanations of Type of Assistance Codes "4," "S," and n7n as specified 
in paragraph 17 aboveJ and (e) arv information pertinent or necessary for 
the use or the. Local Authority. 

19. 

18. !i_ems Z and AA, Admission Data 
a. Item Z, Year of Admission. Enter the year in which the tenant began 
his present period of continuous residence in housing of the Local Authorit7 
under the u. s. Housing Act Program (not necessarily the date when he moved 
into his present dwelling unit or project). 
b. Item AA, Net Annual Income at Admission. Enter the amount or anticipated 
net income of the family at admission at the time shown in Item z. Round 
cents to next higher dollarJ for example, enter an income of "$21029.03 as 
"$2,0)0." 

- - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - -- - - - - -- 
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d. Anticipated Family Income: Enter tor these items income data as defined 
in Section 402.1, and as redetermined and verified in accordance with Sec 
tion 410.1. Round each of these entries to the next higher dollar; for 
example, show $2,029.03 as $2,030. 

(1) Aggregate Family Income: Enter all of the income to be received 
during the next l2 months following redetermination by all members ot 
the family living regularly in the unit. Include incomeot a family 

(Cont'd) 

c , Number of Minors: Enter the number of family members living at home 
who are minors. Consider as a minor a person, other than the head of the 
family or his spouse, who is less than twenty-one years of age. 

b. Tenant Identification: Name or unit number. 

Register of Interim Redeterrninations 
1. Introduction. Section 410.1 provides that if a Local Authority adopts a 

policy of ad.Justing, between re-examinations, the rents ot families in re 
lation to changes in their income, it shall require all tenant families to 
report all substantial changes in income as they occur and make interim 
redetermina.tions in connection therewith. A Local Authority may also adopt 
a policy of requiring reports of and the ma.king of interim redeterminations 
based on changes in family composition. The purpose of this Section is to 
establish the procedtlre for recording such redeterminations. 

2. Procedure. Local Authorities which ad.Just rents between regular re-examina 
tions sha.11 maintain for each project a Register of Interim RedeterminatioflS. 
This register is to be available tor inspection by authorized representa 
tives of the PUA. This register will serve as the basis for the summary 
report on redeterrninations required in Form PBA-1245. See Section 410.2. 

3. Tenants to be Included. List each tenant whose income or family composition 
is redetermined, whether his rent is ad.Justed or not. List the tenant as 
often as interim redeterminations are ma.de for him. If a redetermination 
is made for a. tenant during the same calendar quarter that a regular re 
examination for eligibility for continued occupancy is conducted, the re 
determination will appear in the register and the re-examination in Form 
PHA-1245. See Section 410.2. 

4. IBta in Register. The items specified below comprise a minimum list of the 
items which are to be shown in the register. Items may be added at the 
option of the Loca1 Authority. Attached as Exhibit l is a suggested torm 
of register, containing the minimum required items of information. 
a. D3.te of Redetermination: Month, day, and year of completion ot re 
determination. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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r 

A Family Head: Include the entire income of the member ot the armed forces 
in the Aggregate Family Income. This sball include his basic pay and special 
-pay allowances, it any. That portion of the dependency allotment contributed 
by the government shall al.so be included in the Aggregate Family Income. 
Occupational expenses ot the member ot the armed forces incurred because he 
is away from home may be deducted in arriving at the Net Family Income. 

!/ Report income of members of the armed forces away from home as follows: 

Not a Family Head: Include in the Aggregate Family Income only tbat amount 
contributed to the family. No expenses incurred by the member ot the armed 
forces are deductible in arriving at the Net Family Income. 

g. Remarks : Enter in this colunm any other points pertinent to the 
redetermination. 

(2) Decrease. Check this column if the rent is adjusted downward as 
a resUlt of the redetermination. , 

(3) No change. Check this column if the rent remains the same after 
redetermination as it was before. 

t. Change in Rent. Enter a check in one and only one colunm. 

(1) Increase. Check the colunm if the rent is adjusted upward.as a 
result of the redetermination. 

(2) Gross Rent. Enter the amount obtained by adding to the Contract 
Rent at'ter redetermination the estimated monthly value of utilities not 
included in the rent specified in the lease. Include the cost of 
refrigeration. This item may be omitted if all utilities are provided 
by the project; in such cases 1 Gross Rent is the same as the Contract 
Rent. 

(1) Contract Rent: Enter the amount of rent to be paid by the tenant 
as stipulated in the lease agreement after redetermination. Exclude 
overage charges. 

head away trom home. y In the case of self-employed persons include 
the net income of the operation in the .Aggregate Family Income. See 
Section Ito2.1. . 
(2) Net Family Income. Enter the Aggregate Family Income less deduc 
tions allowed in accordance with Sect:Lon lto2.1. Explain under "Remarks" 
any difference between Aggregate FamilJT Income and Net Family Income in 
excess of $500. 

e. Mon Rent After Redetermination. Show both dollars and cents in these 
rent figures; for expample, .oo 1 not "$48." 

- - - - - - - - - - - ~ - - - - - - - - - - - - - - ~ - - - - - - - - - ~·- - - 
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NOTE: This Sect.ion supersedes Section 410.4 dated November 1956. Paragraph 3 

has been revised to include reporting or new projects reaching the End or 
Initial Operating Period. 

(Cont'd) 

(4) Military personnel in projects housing such tenants without 
regard to income limits. 

(3) Tenants eligible for continued occupancy but who are occupying 
units inappropriate to their size or composition.· 

(1) Project employees required to live in the project. 
(2) Tennnts eligible for contimted occupancy but who are being 

evicted because or lease violations (including nonpayment or 
rent}. 

h. The report covers tenants determined to be ineligible because of 
d.t.hf'?r excess income or failure to meet other conditions or eli{P.bility. 
It does not cover the following: 

a. One report shall be sul:Jnitt~ covering PL-412, PL-171, PL-671, Pt-4751 
and ?:IA Proj~ct.s, h11t not for Farm Labor Camps. U there were no ineli 
t;ibln famili.ns in residence at any time dur.tng the period the report. shall 
bear thH note "No Inclieiblos" and all entries in the body or the report, 
i terns 1 throuch 5b(2)(b), may be omitted. The report shall include a nP,W 
project hceinninc; with the end or the six-month period during which the 
project reaches thP. End of the Initial Operating Period. (See Section 
220.1.) Thus a project reaching the End or the Initial Operating Period 
at the end or March Ol" the end or June shall be included beginning with 
the report for the semiannual period ending June '.30; a project reaching 
"EIOP" at the end of Decernber shall be included.beginning with the report 
for the semiannual period ending December Jl. 

J. Cov,~race of Heport 

2. Pre aratlon and Dist.rthut.ton or R ort. The report shall be prepared as 
of the nnd of each semiannual period June JO or December Jl). The 
orig.tnal and one copy shall be mailed t.o the Statistics Branch, Public 
Houslnc Ad"'llinlctrat.ion, Wa:;hington 25, o. c., not later than 15 days 
after tho close of the reportine period. One copy should be retained 
by the t.ocnl Authority. 

Report on Ineli.gtbln Tenants in Low-Rent Housing, Form PHA-llJJ~ 
1. Introduct.lon. The report on Inel:t.eihl~ Tenants in tow-Rent Housine, Fonn 

PHA-1li1'.i() (Exhihlt 1), provides a periodic sUt!llllary record of the actions 
taken rec;ardlnc ineligible tenants. 

- - - - - - - - - - - -·- - - ~ ~ - . - ~ ~ ~ - - - - - - ~ - - - . - - - - - 
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Item 5b, Vacate Notice Served. Enter the nwober of ineligible tenants 
in occupancy as of the end or the period, who have been served vacate 
notices by the end of the period. This entry plus the entry in item 
5n should equal the entry ln item 5. 

Item 5a, Vacate 1'!ot:tce Hot Served. Enter the number' of ineligible 
tenants as of the end of the period, who have not been served vacate 
notice~. For any entry other than zero, give in the footnote the 
reasons for not serving notice to vacate. 

Item 5, Ineligible Tenants at End of Current Period. Enter the dif• 
ference between item 3 and item 4. 

Item 4, Tenants Removed From Ineligible List During Period. Enter 
the number of tenants who either moved or again became eligible during 
the por-Lod, 

Ite!"ll 3, Total Befor~~ Removal From Ineligible List. Enter the sum of 
items land 2. 

It~in 2, Tenants Det.ermincl During Period To Be IneJJ.e;ible. Enter the 
nu.~ber of tenants who became ineligible durine the period. 

Item 1, Im~ligible Tenants at End of Previ:>us Period. The entry in 
item 1 must equal the entry in item 5 for the previous report. 

b. Items 1 Throuch.5b(2)(b) 

(3) Projects Covered. List on separate lines the project numbers of 
the projects covered by the report, and enter after each the nUI11ber 
of inP.1.i.eible tenants in residonce in each project at the end of the 
period being rcportod. Entttr the total number of ineligible families 
in all projects in space marked "Total - all projects." This entry 
n:ust equal the entry in :1.tem 5 ot the report. 

(1) Local Authorityo Entor the full narne of the I.ocal Authority and 
thf~ ct ty and State in which it is located. 
( 2) ?~:rlod Ended. Enter t.he date of the last day of the period 
covered by tho report. 

a. Headinr; Items 

c, [~·,~tc Rec~. In order to prepare Fom PHA-141J6 it is essential for 
each Local Authority to maintain~ sinele control file of all ineligible 
tenants in its }ow-rent projcct.s. 

11. D~tail~d Instruct tons 

~ - - - - - - - ~ - - - - - - - - ~ ~ ~ - - - ~ - - - - - - - - - - - - 
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Item 5b(2)(b), Le~al Action Started. Enter the number or ineligible 
tenants in residence at the end or the period beyond the expiration 
date of their vacate notices and against whom legal action to obtain 
an eviction order has been started. Include tenants whose cases are 
pendtne before the-COurt and tenants who are in residence after an 
eviction order has already beon granted by the court, as well as 
tenants continuing ineligible who3e cases were dismissed by the court. 
For tenants whose cases were dismissed by the court, give the number 
in the footnote and indicate whether further legal action is con 
templated. 

Itein ,db,{2), Vacate Notice Expired. Enter the total number of ineli• 
gible tenants in residence for whom the period of vacate notice had 
expired by the end or the period. 
Item 5b(2)(a), No Legal Action 5tarted. Enter the m.1111ber of ineligi 
bl,,. tenants in residence at the end of the period, beyond the expira 
tion date of vacate notice, but against whom legal action seeking 
court approval of eviction has not be~n started. For any entry other 
than zero, give in the footnote the reasons for not starting legal 
act.ion. 

It~m 5b(l), Vacate Not:lco Not Yet F.xpired. Enter the number of 
incllctble tenantn in rcsidnnce who arn under vacate noti.ces which 
have not expired by the end of the period. 

- - - - - ~ - - - - - - - ~ ~ - - - - - - - - - - - - - - - - 
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rul\.tue 9tte•r. t lt1•' au Ntt. .,.,,,.to l.OClll. AUfllOR I TY .• ,..,, .• ,u:" t 9!.I 

l>UOllC HOUSING ~OMINISTRATION 
HOUSING ANO llOMl F INAllCF. AGENCY 

STATtSTtCS DRANCff 

REPORT ON INELIGIDLE TENANTS IN LOW· RENT HOUS I NG PF.RIOO tN0£0 

.. 
PROJECTS COV[R~O: 

PROJEtT' lllEllGIOlF.S rROJECT IN~llGIAlES PRO.!ECT INEll GI BUS PRO.IE CT INF.llGllll.ES 
NUMOER ENO or PLRIOO NUMOEll END or PEii IOI NUMBER ENO OF PERIOD NUMBER ENO or r[RIOO 

TOTAL • 
All PROJECTS 

'· INEllGltilE TENANTS AT ENO or PREVtOUS PERIOD •ll••····· ..... 
2. TENANTS O[T[RMINEO OUR ING PERIOD TO BE I NEll G 181.E ......... 
3. TOTAL DEFORE REMOVAL FROM INELIGIBLE llST It PLUS 21 ...... 
4. TcNANTS REMOVED FROM INELIGIBLE LIST OUR ING l>ERIOO .. ······ 
s. INELIGIBLE TENANTS AT ENO OF CURRENT PERIOD 13 MINUS 4) ... 

a .• VACATE NOTICE NOT SERVED 11 . .......................... 
"· VlrCATE NOTICE SERVEO C;b( ti PLUS 511(2)) ··············· 

(ti VACATE NOTICE NOT YET EKPIRU ···················· 
121 VACATE NOTICE UPIREO (!;b(2) 11) PLUS 5b(2) on .... 

(1) No LEGAL ACTION STAR TEO 1..1 t I I t t f I I I I I •I I I I I• 

(bl LEGAL ACTION STARTED 'JI ····················· 
l/ VACATE NOTICE NOT SERVED BECAUSE 

Z/ LEGAL ACTION NOT STARTED BECAUSE 

v CASES DISMISSED FOR TENANTS, 

FURTHER LEGAL ACTION CONTEMPLATED . YES D No D 
-t- 

NOTE1 This Exhibit supersedes Exhibit 1 to Section bl0.4 dated 6-17-54. Form PHA-lh46 has been revised. 

- - - - - - - - - - - - - - ~ - - - - - - - - - - - 
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. 4. Local Author! ty Determinations Relating to Interim Adjustments Based on 
~ubst anti81 Change in Income 
a. If a Local Authority- adopts a policy of making interim adjustments in 
rent as substantial changes in Net Family Income occur, pursuant to 
paragraph 2 above, it must decide under what circumstances such adjustments 
will be made. 

2. Contract Requirements Relat~to InteJ:-im Ad ustments of Rent Based on 
Substantial Changes in Net F y Income. I the Local Aut or a opts 
a policy of adjusting, between reexaminations, the rents of families in 
relation to changes in their income, :.t shall require all tenant f'amiliea 
to report all substantial changes in income as they occur. Upon receipt 
ot any such report the Local Authority shall redetermine the Net Family 
Income and adjust the rent as necessaxy to conform to the approved rent 
schedule. Such redetermination of Net Family Income and adjustment of 
rent shall not be in lieu of the reexamination required by the Contract 
unless at the same time the Local Authority makes all the redeterminations 
and takes action pursuant thereto as specified. It the Local Authority 
requires tenant families to report substantial chanees in income as they 
occur, it shall, upon disce>very tl!at a tenant family failed to report a 
substantial increase, backcharge such tenant family for the additional 
rent, and take such other action as the Local Authority deems advisable. 

3. Optional Requirements Relating to Interim Adjustment of Rent Based on 
Specified Changes in Famity Circumstances. At its option, a Local 
Authority m~ adopt a policy ot adjusting, between reexaminations, the 
rents of families upon the occurrence of specified changes in their 
family circumstances. It a Local Authority adopts such a policy, it shall 
require all tenant families to report all specified changes in their f8Jlliq 
circwnstances as they occur. Upon receipt of 81\V such report the Local 
Authority- shall redetermine the Net Family Income and adjust the rent as 
necessary to conform to the approved rent schedule. If the Local 
Authority requires tenant families to report specified changes int~ 
circwnstances as they occur, it shall npon discovery that a tenant f~ 
failed to report a specified change, backcharge such tenant family tor 
the additional rent, and take such other action as the Local Authority 
deems advisable. 

Interim Adjustments in Rent 
l. Introduction. This Section sets forth the requirements established in 

the Contract for making interim adjustments of rent based on substantial 
changes in Net Family Income and the actions to be taken pursuant thereto~ 
It also authorizes as an alternative to these Contract requirements 
interim adjustments of rent upon the occurrence of specified changes in - 
family circumstances. The policies anl'l procedures adopted by' a Local 
Authority- for making interim rent adjustments shall be applied uniforml.7 
to all tenants. 

- - - - - - - - - - - - - - - - - - - - - - - - - ~ ~ ~ - - - - - - - - 
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d. At the time of reexamination, when determining eligibility and estab 
lishing rent for the next twelve months (or lesser period if' established 
by the Local Authority), the full amount or Net Family Income must be used 
whether or not such amount represents a. "substantial. change" as defined 
for interim rent adjustment purposes. 
e. The Local Authority must decide whether it will make interim adjust 
ments in rent based on changes in the number or minors in the r~. 

S. Local Authority Determinations Relating to Changes in Family Circumstances 
a. It a Local Authority adopts a poliC.Y of making interim adjustments in 
rent upon the occurrence of specified changes in family circumstances, 
pursuant to paragraph 3 above, it must specit,y the changes in circumstances 
under which interim adjustments will be made. The changes in f~ circum 
stances to be made the basis tor interim adjustments mq be specif'ied as 
the Local Authority considers desirable, provided each circumstance is 
specified inclusive17, as, for example, the addition or a wage earner as 
well as the !2!! or a wage earner. 
b. The following listing illustrates the nature of the changes in circum 
stances which might be specified as the basis for interim adjustments. It 
mq be modified through additions or deletions, e.g. a Local Authority 

(Cont'd) 

In deciding upon a dollar amo1mt to be considered as a "substantial 
change" in income, or in choosing between 4a(l) and (2) above, a Local 
Authority, among other factors, should give consideration to the adminis 
trative workload and the reaction of tenants to the number and type or 
adjustments which would probab~ result under the system. 
e, If a Local Authority has defined a "substantial change" to mean ~ 
change in income, a rent adjustment, either up or down, is made whenever 
a tenant reports a change which, according to the approved Schedule or 
Rents, requires a dif'terent rent than that being charged. It a Local 
Authority has defined a "substantial. change" as a dollar amount of annual 
income, it may adopt a policy of counting the entire amount or increase 
or decrease, or it mq elect to count only the dit£erence between the 
actual increase or decrease in income and the amount defined to constitute 
a "substantial change." 

(1) !!JI_ change in income; or 
(2) A specific dollar amount of annual income (e.g. $200 or $300). 

b. The Local Authority mq interpret and define "substantial. change" 
in income in any wq it believes to be desirable, Provided: The same 
definition is used tor increases as for decreases. It mq define a 
"substantial change"· in income as: 

- - - - - - - - - - - - - - - - ~ - - - - ~ - - - - - - - - - - - - - - - - - 
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(1) Tenants are legally obligated, and understand fully their responsi 
bility to report promptly such changes as are specified by the Local 
Authority; 

(2) Upon receipt of such reports in the form and detail prescribed by the 
Local Authority, a redetemination of Net Fami:cy' Income will be made 
and rent adjustments made effective, as appropriate, in a uniform 
manner, subject to the following limitations: 

(1) Changes .Affecting Lessee - Loss of.lessee through death, divorce, or 
other continuing circumstance, or addition of a family member who in 
accordance with Local Authority policy should become the lessee. 

(2) Changes Affecting Principal. Income Recipients 

(a) Loss or or addition or principal income recipient through 
marriage, divorce, death, or other continuing circumstancesJ 

(b) Receipt or discontinuance of assistance qualifying tor approved 
Welfare Rent Schedule; 

(c) Entry into or discharge from military serviceJ 

(d) Retirement or reempl01JllentJ 

(e) Unemployment for whatever reason (strike, ls;r-otr, sickness, or 
disability) in excess or a specified period (e.g. 6o days) and 
reemployment. 

( 3) Changes .Affecting Other Income Recipients: 

(a) Entry into or discharge from ~itary serviceJ 

(b) Full-time employment or termination of full-time employment. 

. 6. Procedures tor Reporting Changes and Effecting Interim Rent Adjustments 

a. If a Local Authority adopts the policy of making interim adjustments 
.in rent, either on the basis of substantial changes in income or specified 
changes in family circwnstances, it must establish procedures which will 
ensure that: 

might specify that tenants report onq the two changes stated below in 
paragraphs Sb(l) and Sb(2)(a). It is pointed out, however, that too 
inclusive a listing in an effort to catch every contingency which might 
lead to "hardship" would inevitably approximate the system or reporting 
all substantial changes in income. 

- - - - - - - - ~ - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - 
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!/ While conditions (a) ana (b) al.low some latitude in the establishment ot 
a Local Authority's policy with respect to the date for making interim 
rent adjustments effective, they will not permit a policy which is more 
favorable to tenants in effecting decreases than increases. It is 
strongly urged that decreases be made effective no earlier than the first 
of the month in which the tenant reports the change. 

b. U at the time of reexamination (or at aey other time) 1 it is round that a tenant has tailed to report a substantial increase in income or a 
specified change in family circumstance which would have required him to 
p~ a higher rent, the Local Authority shall make the increased rent 
retroactive to the date on which it would have become effective pursuant 
to paragraph 6a(2)(a) above had it been reported as required, and, in 
justifiable cases, take such other steps as it deems advisable. 

(a) The effective date for increases shall not be later than the 
first of the month following that in which the change occurred 
unless the change occurs so late in the month that it is 
impracticable to make such change effective prior to the first 
of the second month following that in which the change occurred. 

(b) The effective date of decrease in rent shall not be earlier than 
, the effective date for increases. v 

( c) The accuracy of the information used as the basis for an inter:llll 
increase in rent need not be verified until the time of the next 
reexamination unless the Local Authority wishes to take such 
precaution to preclude the possibility or backeharges. Decreases 
in rent shall not be made until the reported change has been 
verified. 

---------------------------------------- 
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NOTE: This Section supersedes Section 411.1 dated 2-21-55. It has been 
revised to provide for submission, col'llJJlencing Ju~ 1, 1956, of a copy of the 
Occupancy Audit Report to each menber of the Local Authority Board of 
Conunissioners, as well as to the Chairman and the Executive Director. 

!/ This requirement applies to any farri:i.Ifes who are living in projects con 
verted to defense use pursuant to PL-671 and who do not qualify as families 
of defense workers. 

(Cont'd) 

d , In the event a Substantial Default or Breach of Contract occura, the 
PHA. nay avail itself of any of the special remsdi.ea set forth in the 
Contract (including tald.ng possession of or title to the Project), or 
the right to naintain any and all actions at law or in equity against 
the Loc~l Authority to enforce the correction of any such breach or default 
or to enjoin any such breach or default. 

c , The Contract further provides that if there shall be a .flagrant breach 
by the Local Authority in the perfornnnce or observance of any term, cove 
nant, or condition of the Contract, or frequent breaches by the Local 
Authority in the performance or observance of any term, covenant, or con 
dition over a period of six consecutive months after the PHA shall have 
notified the Local Authority of any breach, a "Substantial Breach of 
Contract" will be considered to have occurred. 

b , The Contract states that if a Local Authority fails to maintain the 
low-rent character of such projects a "Substantial Default of Contract" 
will be considered to have occurred. 

2. Contract Requirements 
a. The Local Authority shall at all times 1naintain the low-rent character 
of each of its low-rent projects. 1/ The low-rent character of such proj 
ects, with respect to tenant eligibility, shall be deemed to be maintained 
so long as to the knowledge or information of the Local Authority no persons 
have been admitted to occupancy in such projects or allowed to continue 
occupancy therein except as provided in the Contract. The Contract also 
requires, as a condition to maintenance of low-rent character, that low 
rent projects be operated so as to promote serviceability, efficiency, 

· ec onoll\Y', and stability. 

Maintenance of Low-Rent Character With Respect to Occupancy 
1. Purpose. This Section sets forth the requirements relating to the main 

tenance of the low-rent character of low-rent projects, as established 
and defined in the Contract, and states the procedure which the PHA. will 
follow to determine whether the low-rent character of such projects has 
been maintained with respect to tenant eligibility •. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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e , Upon completion of the audit, the PHA auditor will discuss his find 
ings with the Ex:ecuti ve Director or appropriate official of the Local 
Authority. In addition, the Chairnan, each other merrber of the Board, and 
the Executive Director of the Local Authority will be notified formally by 
the Regional Office of any noncompliances with the Contract noted and will 
be informed as to the action which must be'taken to correct the existing 
condition anc1 to prevent recurrence; Three copies of an Occupancy Audit 
Notice will be sent the Executive Director for each type of noncompliance 
noted and will state the date by which the action indicated must be taken. 
The letter of transnd.ttal, addressed to the Chairman, may contain sugges 
tions which the Regional Office feels will be helpful in improving occupancy 
operations. After tald.ng the action required, the Executive Director will 
describe the corrective action taken in the space provided on the Occupancy 
Audit Notice for this purpose, and will sign and retuzn two copies of the 
form to the Regional Office. 

b. The Local Authority will be notified in advance of the proposed visit. 
If the date scheduled for the visit is not convenient to the Local Author 
ity, it should so inform the Regional Office and arrange a date which will 
be satisfactory to both parties. 

4. Occupancy Audi ts 
a. An audit of a Local Authority's occupancy operations will be made 
approximately once each year by the PHA. The Occupancy Audit will con 
sist of a review of individual tenant folders, interviews with tenants, 
applicants, employers and other sources of information for the purpose 
of evaluating the Local lluthority' s deterrrd.nations, policies, and pro 
cedures. The Occupancy Audit is intended as a helpful review and evalu 
ation of Local Authority determinations and actions affecting individual 
project tenants. It also provides the PHA with the information required 
for prescribing and following through with any corrective action necessary 
to assist a Local Authority in compqing w.lth the occupancy provisions of 
the Act and Contract. 

). Review of .Periodic Occupancy Reports. The PHA will review the Looal 
Authority's periodic occupancy reports and will call to the attention 
of the Local Authority any reporting errors or deviations from Contract 
requirements. 

- - - - - - - - - - - - - - - - - - - - - - - - 
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NOl'E: This Section supersedes Section Lll.2dated1-7-53. Paragraph 2b has 
been revised to provide for the submittal of a single Certificate to cover 
all projects with the fiscal year ending on the same date. '.· 

a. The Certificates shall be made on Form PHA-2293 (Exhibit 1). If for 
any reason the Certificate cannot be made in this form it shall be appro 
priately modified, but a full and complete explanation shall be furnished 
t~e PHA as to the circumstances which made such modification necessary. 
b. The Cert~ficate shall be executed by the Executive Director or other 
duly authorized official of the Local Authority-. Two executed copies of 
each Certificate shall be submitted to the PHA Field Office within thirty 
days after the end of the period covered. 

• 

c , If no Fiscal Year has been established for any project in the Contract 
and until such Fiscal. Year is established, there shall be used for this 
purpose in lieu of a Fiscal Year the armual Period ending on the anniver 
saries of the date of the end of the Initial Operating Period which first 
occurs for any project in the Contract. 

3. Form of Certificate 

i. • As to Certificates covering the Initial Operating Period, a separate 
C<:::Lc ificate shall be prepared for each project. As to Certificates 
•.:·. '<::ring subsequent periods, a single Certificate may cover all projects 
,., : · ... ch have passed the end of the Initial Operating Period and which have 
;.'i.scal years ending on the same date. 

. . a. For each new project, the first Ce1-tificate shall cover the Initial 
Operating Period. If the end or the Itlitial Operating Period does not 
fall at the end or the Fiscal Year, tho next statement shall cover the 
period from the end of the Initial Operating Period to the end or the 
Fiscal Year in which the end or such Period occurs. Thereafter, and for 
,,11 other projects, the Certificate shall cover the period or the project's 

'tncal Year. 

.P-:eparation and Submission of Local Authority Certificate Regarding Tenant ~u~~• . 
!.,; Purpose. This Section prescribes the· form and instructions for the 

submission or the periodic written statements to be made by- the Local 
Authority pursuant to the requirements or the Contract, concerning the 
,eligibility or tenants admitted to and permitted to remain in low-rent 
projects, and the rents paid by such tenants. This statement is lmown 
as the "Certificate Regarding Tenant Eligibility-." 

2 ~ Period Covered by Certificate 

- ~ w - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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gatlon I ha.Ye tound that o:ieh t11111117 at the tlm ot lt.a atbd.eelon1 

•• had a Ket FUl\17 Ino01110 (leso (1) an e-xe111pt1on est.l.lbllahad by the 
tooal Authorlt.7 not ln 'lXr.cse ot $100 tor eaoh llllnor llll!lllber or the 
t..S.~ other t.hnn the head ot t.h'9 fand.17 and hla apouoe, and (2) an 
ftlte111ptlon ot lllllOWlt.B paid b:r thtt Ulllted St.at.ea Goven111&nt tor dla• 
ablllt7 or death occurrlnc ln connoct\on with lld.Utary service) not 
""coecfl~ tho lll!IX!.lnvm lnconoe ll1111 tn t.hon>t.ofol":' fixed b.r the Local 
Author1t7 ancl approved h-.f tho Publlr. Houaine Adlldnlatrat.\on tor 
adnd.aalon ot raPlil.11>11 or X- InC01119 to such houtolnes 

b. either 

(1) Um in an unt.1nt'e, lnannlto.r,v, or 9vcrcrowded dwelling, or 

(2) waa to bo dlsplacod b:r a low-rtont houolnc project. or b,r a publlo 
olUlll clennmc<', rro<.>velop111ent, or urban ~al project, or 
thl'ouch action ot a public bo<V or court. either through the 
entor-nt or houuine atandardo or through the d°"°lltlon, 
clooinc, or the 1Jnprov('lll9nt. ot a dwelllne unit or unlt.a, or 

0) actuallT was \lithol.1t houelnc due to Cd\ltoee other than tho fault 
ot the ten11nt,'or 

endlilg 19_, and on the basla or tho report ot auoh lnveatl• 

to the eald projecta during t.h9 P'>l'lo.t bnclnn\nc 19_ am 
1. An lll"flstlcatlon was Md., by t.l"' W.nl Authority of l'ach t11Jll.1.'.17 adll!\tted 

I i'urt.her cert.Uy, with raopnct to th•• \O'A•rent hOWJb1c ProJecta ----- 

--------------- (hnreln cnlll!d the "Local AuthoritJ°') 
and • d~ authnrlz""1 to '!llt~cut-> thle e .. rt.Uicato on behRlf of the tooal 

Authorlt7. 

I, the undera1eM(l, h19rob:r cert.Hy th11t I ani tho ------- of the 

Certificate Rocnl'\linc Tnl\llnt El1clbll\t)r 
tor Low-Rnnt. llOtJslng ProJecte 

NOTE: This Exhibit supersedes Exhibit l to Section 4ll.2 dated lfovember 
1955. Form PHA-2293 has been revised. Local Authorities may requi 
sition copies of the revised Form PHA-2293 in the usual DIBllJler from 
the PHA Central Office 

(Cont•d) 

411.2 
Exhibit 1 

For111 Pff4-2Z9J 
FebruU')' 1957 
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Dille 

2. During euoh period• a reexlllld.n.'ltion wae ll!11de ot thft atatue or eaoh ten11nt 
tlllld.l,y occupying 11 dwelling in thtt Projects exc"Pt tor tallliliee who hnd 
been residont.e of the Projects tor less th1111 twnlva ll!Oftthll at the end of 
eaid J)f!riod (or lees than eie;hteon 1110nths in the case ot ft1111il1e11 whose 
initial reox~Jllination was defel'rftd to fit a recxAll!inntion echfldule). Al.l 
tenant t1.1l'd.3.iea found to be ineligible for contimted occupancy at the ti.N 
of such t'e('>Xalllin11tion have beon given a notice to vacate within a period not excCICdlne; elx 111onthn from t.he datEI or st1ch reox:i11d.nation. EYictlon 
prooeedince t>nve be(ln inotituted and are beinc dilJ.gent]y prosecuted 
against all r11111ili"o who havt' not lllOVed at th& eicrirnti.nn ot euch notice 
to vacate• exec.>pt wh!>ro suoh ra1111lioe• d\te to changed circumetance•• 
have again becOllllt eligible tor continued occupnney. 

3e During such period each falld.ly wbinh was adll!itted to the Projects or 
whose statue was reoxruid.ned or whose Net Fal'd.l,y Inooine was redetel'lltined 
waa ohttre;ed an appropriate r.nt aspl"ftscribed in the approved schedule 
·or rents in effect at the tb10 such action wae taken. 

(5) was either tbft tlllld.]y of a Veteran or Servi08llln (or of a dc~ast'd Veteran or ServicttllV\n) nncl its application for adlllis 
eion wae ""-dfl not later th1m March lt 1959. or an elderly 
flU'd.]y adlllitted ton unit suitable to its neod. 

(4) Wllll 11bout to bf' without houeinc 1111 th1t result. ot a court order 
0£ eviction. due to «-.aUS\'18 other tbtm thn £nult 0£ the tennntt 
or 

____________ .. ---------- 
J..OW-RENT HOUSING MMflJAL 
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e, Structures, including walls·, roofs, floors, windows, stairs, 
stoops, rails, etc., should provide safe, sound, sanitary, vermin 
free, water- and damp-proof· shelters. 

a. Lawns and plantings should provide sufficient turf to pre 
vent erosion, a serviceable ground cover, adequate surface 
drainage, satisfactory livability, and good appearance. 
b. Surfaced. areas and yard appurtenances such as walks, drives, 
parking and play areas, fences, benches, clothes posts, guard 
rails, refuse control facilities, etc., should provide adequate, 
safe, sanitary, convenient, and uninte~rupted service. 

2. Standards 

(3) Adequate and continuous serviceability of all facilities. 
(4) Economy of operation. 

b, The basic objective of public low-rent housdng is to provide 
attractive, decent, safe, and sanitary housing for families of 
low income. The proper operation and maintenance of the physical 
plant is of primary consideration in the realization of this 
objective. Proper operation and maintenance of the physical 
plant will provide: 

(1) A good over-all appearance: This is the yardstick by 
which the public in general and the individual in 

·particular measure the performance of management. By 
"good appearance" is meant that the buildings and 
grounds are attractive to the average person and pre 
sent no basis for reasonable acl.verse criticism from 
the.point of view of neatness and orderliness. In no 
event; however, should a project be maintained as a 
"show place" nor as an institution, but rather as a 
normal well maintained unit of the community. 

(2) Protection and preservation of all installations: 
This can only be accomplished by preventi~g or arrest 
ing damage and deterioration before it reaches a point 
where failure is innninent. 

1. Introduc.i~P.!! 
a. This Section sets forth maintenance standards and suggested 
methods of achieving those standards. 

Main ten~ 
- - - - - - - - - - - - - - ~ - - - - - ........ - - 
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·b. Certain types of work may reasonably be required of tenants 
on a firm and continuing basis. Examples of such work are care 
of tenant Lavns , snow removal, interior painting of walls and 
trim, washing of interior walls, and the cleaning and care of 
stair halls, laundries, and refuse collection facilities. 
Items of work involved in the day-to-day operation of a house 
hold including care and use of equipment and the dwelling are 
considered as normal housekeeping responsibilities which are 
expected of all tenants. AJ.l such items should be stated in 
the lease as mandatory requirements and should be carefully 
explained to the tenant when he signs the lease. 
c. Other types of work may be done by individual tenants or 
by groups of tenants on a volunteer basis. Examples of such 
work are care of recreation areas, the cleaning and care of 
community building space (other than that required after spe 
cific use), and cutting of project la~ms outside of tenant 
yards. other activities in which the tenant may participate 
but which are not considered here as being in the scope of 
tenant maintenance niay contribute to the simplification or 
elimination of .maintenance problems. Some typical examples l (Cont• d - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - 

a. The maximum degree of tenant participation in maintenance 
should be a first consideration. Certain items of work of a 
difficult or dangerous nature cannot be allocated to tenants, 
but much of the maintenance work can be performed by the aver 
age famiH.es living in a low-rent housing development since 
they represent a reasonable cross-section of skills required 
for maintenance and since they would normally undertake such 
maintenance if living in homes ouned by themselves. This is 
especially true with regard to the general run of routine uork. 

3. Tenant Particip~t~on in Maj.ntenanc~ 

e. Hechanical and electrical syste:ms and plumbing, heating, 
and other equipment such as ranges, refrigerators, and water 
heaters should provide adequate and urrlrrter-rupted service con 
sisten:t with local and State health and safety codes, regula 
tions, and practices. 

d. Painting of interior and exterior surfaces should be pro 
granuned to provide adequate protection to the painted surfaces 
against uear and weather so as +,o preserve materials and pre 
sent a good appearance. Painting should usua'l.Iy be scheduled 
in cycles of not-less than 4 years, but in any event all 
painted surfaces should be repainted before the paint coating 
deteriorates to such a point that the entire body of the pre 
vious coating is lost. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(2) Evaluations \Jill be .made on the basis of the 
standards set forth above and ratings will be noted as 
"above standard", "standard", or "below standard" as 
determined by the inspection. 
(3) The Local Authority will be notified in advance of 
the actual date of each inspection and will be advised 
by the Field Office Director of the findings of the 
5.nspection together with appropriate reconunendations 
following the inspection. 

5. Inspection of the Physical Plant 
a. By PHA Field Office R~~entatives 

(1) Inspections will be made annually by PHA Field 
Office Engineers to eva Iuate the phvs ical, condition of 
the projects and to advise the Local Authority, as 
necessary, in the handling of maintenance problems. 

b. It is possible to do all maintenance work not allocated 
to tenants by contract with outside tradesmen. For example: 
A local plumber may do all necessary plumbing work. The 
work vrcul.d be done when ca.lled for by management. 

(ii~ ¥ain,~enance work not done by tenants may be done by per 
~9~el ~~loyed by the Local Authority. However, it will not 
~·poss~~]Je in many instances to justify the employment of a 
~~1-ti.m:~. maintenance man. In such cases it will probably be 
p9ssib:\f to employ a handyman capable of performing most of 
tb~s wo~Jf on a par-t;-time basis. l'hen such a man can be found; 
among tenants in the project this arrangement is especially 
desirab~e. In some instances several tenants of varying 
skills miiy be found to do this part-time work. Even if the 
Local Authority employs a maintenance man there may be some 
work requiring unusual skill or of such large volume (such 
as replacement of roofs and resurfacing ail drives) that it 
must be done 'C!lder contract by outside tradesmen. 

of such activities are: clean-up drives; gardening programs; 
construction and care of playground equipment; and assistance 
in organized efforts to promote such items as better house 
keeping, fire prevention, and children's activities. 

5.1 SMALL LOH-IillNT PROGIWIS MANUAL-OPERATION 
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(3) Exhibit 1 is a suggested form for use in inspecting 
the yard and interior of an individual dwelling unit. A 
separate sheet should be used for ~ach dwelling unit. 
This form can also be used for interiors and yards of any 
project administration office, maintenance shop, or com- 
munity space. · 
(4) Exhibit 2 is e. suggested form..for use in inspecting 
the exteriors of individual buildings, together with attic 
and crawl spaces and other items not included in Exhibit 1. 
A separate sheet should be used. for each dwelling building 
and for each administration office, maintenance shop, or 
conmrunity space building. Also use a separate sheet for 
any items such as electric lines, or playgrounds which are 
not connected with one particular building. 
(5) A complete inspection shoilld be performed at least 
once a year by a qualified person such as the Executive 
Director, the handyman, or a local tradesman or contractor. 
(6) Special attention shoUld be directed to the detection 
of conditions which may contribute to or cause a fire, 
accident, or catastrophe, such as corrosion of piping in 
the gas distribution system, gas leaks, broken or other 
wise dangerous steps and walks, defective electrical 
Hiring, and accumulation of burnable material or refuse • 

b. By Prgj_ect Permel (Self-Insn~_l?.:tiQ!!) 
(1) The essence of good operation is preventive mainte 
nance, Preventive maintenance is based on knoHledge of 
the condition of the physical plant gained through peri 
odic detailed inspections. These inspections will assist 
the Local Authority (a) to become aware of items requiring 
sped.al attention, (b) to establish the workload and sched 
ule the maintenance program involving both current repairs 
and replacements and preventive measures, (c) to collect 
data for use in budgeting expenditures, and .(d) to correct 
fire and safety hazards. 
(2) Attached as E::chibits 1 'and 2 are forms which nia.y be 
used to record the result.a of such inspection. They are 
in the form of check lists so that the person making the 

.inspection uill not inadvertently pass over some important 
item. 

- - - - . - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Remarks: (Use back of sheet If necessary) 

- Maintenance Required It• Condition Location Nature of Work 
Yard 
Porches and Steps 

·- Ceilings, Walls, Tri• 
Floors 
Windows, Ooors, Screens, Shades 
Painting 
BathrOO!!I Fixtures .• 

. Kitchen Sink 
Cabinets and Shelves 
Water Heater 
Range 
Refrigerator 
Electric Flstures and switches 
Heating Equlf)lllent 
Fuel Storage 
Evidence of Oas Leaks 
Refuse Control 
Ver•ln Control 
Fire and Safety Hazards 

Project Name·-----------NO·---Locatlon:------------ 
0.U. •o Bedroomt__Bldg. Mo. _ 
Inspected by• Date:------------- 

INSPECTION· DWELLING UNITS, ETC. --~--------------------------------- 
5.1 
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Remarks: (Use back of sheet If necessary) 

Item Condition Maintenance Required 
Locat Ion Nature of Work 

Surface Drainage 
Sidewalks & Pavement -- .... Trash Collecting Stations 
Fence9, Clothes Posts, 

Benches , etc. 
Roofs 
Wal le 

Attic Space .• 

(Condensation, Dry Rot) .. 

Crawl Space - Basement . 
(Ter111 I tes, Dry Rot, Etc. ) 
Exterior Painting 
Water Lines & Gas Lines 
{Cerros I on) 
Storm Water Sewers, Man- 
holes and Catch Basins 
Electr le Lines 
Yard LI ght Ing 
Heating Plant 
Maintenance Tools and Equipment 
Yerml11 Control 
Fire and Safety Hazards 
Playgrounds 
Playground Equipment 

Bu lld Ing No. ---- Inspected by: Date: --------- 
Project Hame: __,No. Loclltlon _ 

INSPECTION - DWELLING STRUCTURES, ETC. 
-----~------------------------------ 

S.l Exhibit 2 SMALL LOW-RENT PROGRAMS MANUAL-OPERATION 
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NOTE1 This Section supersedes Section 5.2 pages 1-2 dated 9-2-52 aJ¥l pages 3-4 
dated January 1957. Paragraphs 1-3 were expanded to emphasize the need 
tor closer cooperation between Local Authorities and community service 
agencies and local groups during development and management and to detiile 
tenant, management, and community responsibilities regarding utilization 
ot tenant activity space. Only· minor changes were made in the remaining 
paragraphs. 

(Cont'd) 

b. In loss populated localities there may be a 1.iJllited number ot the 
public and private agencies normally round in larger co111111un1ties. Local 
Authorities should explore all possible resources ot c0unty and local· 
public agencies, and informal.church, school, Civic, health, recreation, 
and other private groups. These groups may be in a position to provide, 
sponsor, or finance activities in project COllll\unities. 

2. Use of Y.r.Ln.'-e;ement Funds. Management tunds may be used tor the care and 
mainten:mco of the facilities and equipment and tor minor ineidental 
~xpenseo for programn sponsored by c~mmunity or tenant groups. !'.anagement 
turds may not be used (a) to pay the sal.Aries of program leaders, (b) to 
finance tho ccst or private parties of tenants or others, (c) to bq', g1tts• 
prizes, or rotreshments, or (d) to make donations. Since no management 
fund& are pennitted tor direct leadership, arrangen1ents with appropriate 
community agencies tor the direction of programs are essential. 

3. Relationship Between Conimunity Service Ageneies and the Local Authority 
a. The PHA has established Jnal\Y' contacts at national and. regional levels 
with community service agencies, both private and public, in which mutual 
agreement has been reached as to the need tor and availability ot eervi.cea; 
but 1t1s at the local level that the programs rnust actU$lly be put into 
operation. Much ot the s~ccess ot·the programs is in direct proportion 
to the enthusiasm shown and cooperativeness of the Local Authority in its 
relation to local agencies. It cannot be too strongly emphasized, there 
fore, that the Local Authority should extend every possible encouragement 
ancl cooperation to the local agencies which are organized to provide the 
progr:uns and services essential to tenant needs. 

1. Introdu~tl<m. It is generally recognized that the conduct ot sound tenant act1 vit.yprograms and the provision o! comnrurd. ty services by public and 
privato Cvmmurd.ty agencies at lo-..:-rent pJblic housing pro'jects produce 
desirable reeults tor both lf.an:i.t;et:ent. and tenants. First, they help to 
develop more h .. 'lrmonious relationships b9twee-n J?Janagement and tenants, as 
well as among the tena.nts themselves; and secondly, they help to provide 
a better nei.~hborhood environrnent and encourage ilr.proved living standarda, 
health, and welfare for the participants. These programs, therefore, 
provido an £xcellent tool or Jnanage1r.13nt. 

- - ~ - - ~ - ~ ~ - - - - - - - ~ - ~ ~ - ~ - - - - - - ~ - - - ~ - - ~ - ~ ~ 
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b. Organization and Training tor Tenant Maintenance and Related Activities. 
Local Authorities should obtain the assistance of tenant groups in planning 
and carrying out appropr.iate programs ot tenant maintenance and related 
activities. They should also encourage tenant groups to assUJlle financial 
responsibility tor providing supplies needed tor tenant sponsoredactivi• 
ties. Mar\V examples exist of tenant groups tinancing recreation activities, 
furnishing club rooms and purchasing needed equipment through tenant 
sponsored benefits. 

4. Relationship With Tenants 
a. Tenant Associations. Where the project is large enough to make it 
feasible, the Local Authority should encourage and facilitate the organi• 
zation of representative tenant associations or councils to1 · 

(1) Provide a IJlediWll ot exchange or intormation between management, 
tenants. and the cOJJJmU.nity; 

(2) Promote tenant maintenance and good housekeeping practices; 
(3) Cooperate in developing tenant activity programs and in securing 

····necessary community services~· 

e. On low-rent projects where there are no tenant activity facilities 
provided,.the Authority should make certain that project families use the 
existing facilities in the larger community and receive the same services 
as other residents. · 

d. The Loca1 A11thority shoul.d also work active];r to continue its rela 
tionships with 1ocal agencies and groups throughout the period ot manage 
ment and to keep such relationships current. Past experience 1n public 
housing projects shows that, due to changes in budgeta,.perso~1,·am 
programs ot local ag3ncios, itis necessary tor Local Authorities to 
renew contacts frequently.as well a8 to enlist.the interest of new ageneiee 
or groups sponsoring programs needed b.Y' tenants. 

c. S~otion 207.J ot thft tow ... Rent HoUsing Manual, Plann1ng tor On-Site 
Tenant Activity Facilities, and Agreements With Community Service Agencies, 
specifies t.h~ need for Local Authorities to make contact with local 
agencies during the devolopml!lnt phase ot a project to obtain leadership 
tor programs and servic<.'ts to lY.J conducted in project facilities. Such 
contacts Jmlst be mndo during an early st.age or development in order (1) 
to gain t.he benefit of the agencies• advice in planning facilities which 
will lend themnelves to use for the needed progra111s tp be ottered, and (2) 
to avoid constructing ·raeiliM.es for which no COllllllunity services .can be 
obtained. Joint plo.nning with local agencies and groups at this time can 
also lay the fol'.n<l::-,tion for a greo.ter understanding ot the overall public 
housing progr..an1,. As stated in Section 207.3, it is desirable that written 
agreements be drawn up with the cooperating agencies anct.groups . .setting 
forth the understandings reached. 

- - .. - .. - ., ,.. .... - - ....... - .. - .. - - - - .. - - - - - - - - - .. !19 -·· - - 
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a. Tenant.•activity space uey be used occaslom1.ll3 without cL;1 q;e -s 
groups other than tenant groups or community service agencies which 
customarily provide tenant-activity programs, tor non-1ncom&"1)roducing 
activities such as meetings ot veterans• organizations, c1Vic groups, 
etc. If such use does not interfere with the purpose forwbich the 
tacilities are primarily intended. Permission tor such use shoUld be 
subject to the following conditions: 
(1) The requoi;.t sholll.d ccme primarily from ten.1.nts; 

7. other Uses. other tban for programs of the nature described 1n paragraphs S 
and 6a above, the Local Authority shall not, without the approval of the 
PHA, grant aey concessions, licenses, or permits tO use an,y nondwlllng 
space or facility Ln any project without adequabe coinp,nna~tlon., •'.'1:{0!~pt :w 
follows: 

(5) The school administration pays a rent comparable to that for si.n11lar 
local facilities, plus a charge covering such items as janitorial 
services and all utilities. 

(4) Project-built storage space remains available tor tenant-activity 
progra1n needs; and 

(3) ill equipment and material requiring noor space is easily removable 
by the school start, when the space is needed tor tenant-activity 
progra:111~; 

b. School classes may also be permitted, but only its 
(1) Enough suitable space is not avaihble in school buil.dings tor 

project childreni 
(2) The space is used tor school purposes only during hours when it is 

not needed tor tenant-activity programs; 

5. Usd of Project Fac_-':}i_:,.tle~ ~ ~f1JD1unity.~g_enc:i.i:}S and T~nant Gi•oups. The 
Local Authority should permit responsible co1mnnn.:lty agencies or reSP,on 
sihla tenant group$ to use ten.'\nt-aetlvity space without charge tor the 
provision of education, recreation, he!tlth, and welfare services to meet 
tenant neods. Arrangements tor such use sl)ould include provisions to 
ensure nor.iial care and prcitection of i'acil.ttief; and to sa.f eguard tenant 
interests and we1fare. Non-project residents should be encouraged to 
participate in such proera.ins where space perrnits 1n order not to isolate 
the project from the rest ot the community. 

6. Use or Project. Facilit!es tor Child Care Centers and tor School Classes 

a. Nursery schools and day-care centers, tull or part-time, uy be per 
mitted in tenant-activity space, subject to tho sae conditions which 
•pply to other use ot such apace. 

~ - - - ~ ~ - ~ ~ - - ~ ~ ~ ~ - - - ~ ~ - - ~ - ~ - - - - - - - - ~ - - - - - 
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a. ~anitary Ma:lntenance of Kitchens in Tenant-Activity Space. The Local 
Authority is respon$1blo for maintaining sanitary conditions in. kitchens. 
Such taclllties should oo ·operated in contomance with local health regu 
lations pertaining to'similar facilities in churches, schools, and other 
public places. It is advisable to consult the local public health officer 
to determine applicable regulations. 

9. Rules and RecylAtiono .. Covel•in~ Une ot Ten~nt-A.etiVity §2ace. The Local 
Authority is responsible for establishing rules and regulations governing 
facilities and thoir use. Regulations should permit the inax1mum or tenant 
use and require the minitnuin or project maintenance. 

d. The use of tcnant~~otivlty sp:;;.oo or administration space without 
ch~.rge lll"-Y be pcnnittcd for conc•)~sions, general'.Q' 111111.ted to the 
vendinl sUJ.nd. type, operated by the bl.ind where considered feasible 
by tho Local Authorii~y, CXC')pt it the erection or a structure is 
contempL'lted, prior PlU-1. approval will be required. 

S. Use or Dt:-ell.1~~r:: Un.it_! f2_r Tcn!l:!l1'· .. Ao~~'\~~!Woses.. No dwelling unit 
shall be used for tenant-activity 01• any otl1<';r no11dwelling purposes with• 
out the approval of the FHA. ·such approval will be given o~ in excep 
tional circu.~stances, but in no case for 3Chool cl...~saes. 

c. The Local Authorlty mny permit the occasional use or tenant-activity 
space, withollt chl).rge, tv ten:mts for private social purposes. 

(2) Arc; profits shollld be used to promote the wel.fare or tenants as a 
whole, 01• ror some reoogni~ed welf:;.re or benevolent purpose. 

b. The Local ~u~.hor1.ty rr.~ also p0r.11dt teno.nt-aet1Vi"ty space to be used 
wltbo;?.t oh.9.rge by tc,v'.\.nt grol~ps, public af::enoies, or recognized wel• 
fare or benevolent orc~.111.v.Ations, ror such inoome ... prod.ucing purposes 
as ben~r1ts, b.'1.? .• 'l.'\rs,. c;;xltlbi t.~;, suppers, dances, etc. ; and by tenant 
groups for vending rn:'.'.ehin11s ( c1>;:c(:)pt telt!>phone pay stations); ~~!!~ 
such <A.etivi.ti~s are opet'at1~d in aeccrdanee with the following conditionss 

(1) Tbet"e should be strict adherence to Federal, State, and loeal 
regulat:tons ~,c;:;;rding permit.'9 ror, and tax~3 on, such enterprises. 

(3) The organiz:l.tion should agroe to conform to the project rules and 
regu.1Ations ostahlishad tor the us~ or the facilities; 

( 4) P~rmission should be gr:mted on n. tl'.!'mporar,y basis and subject to 
periodic rcvi.ow and adjustrnr-int. 

(2) All organizations should be given equnl opportunity and fair and 
equitable tx-00.t1110nt with respec·t to gronting similar requests; 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - - 
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b. uae ot Galllbling Feuipment. Space •hall not be permi:tted tor the uee 
ot gamb~ equipment. 

c. Oon!Ull!J>tion ot Alcoholio Beverages. The Local Author1t7 should deter 
mine whether alcoholic beverages mq be served at parties and other gather 
ings held in project tacUities. SUch decision ahoulcl be made in aocordanoe 
with local and state law governing the sale and consumption ot liquor. 

d. Tenant Maintenance. The max1mwa tenant maintenance should be encouraged 
tor the care and protection ot tenant-act1Y1:qr apace when uecl for tenant 
programs, particular~ the olean1ng and restoring to order of the epaoe 
following use bJ' tenants. · 

--------------------------------------- 
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3. Authorization. The Local Authority should by resolution authorize the 
Executive Director, within certain limits, tn purchase equipnent, 
materials, and supplies, to award contracts for services and for repdrs, 
maintenance, and replacements, am to dispose or excess personal property. 
Such a statement is necessary- to assure suppliers that the Executive 
Director has the authority to act in the name of the !Deal Authority. 
The Local Authority should, of course, reserve to itself the approval of 
major purchases and contracts. 

4. Interest of Members 1 Officers, or Employees of Local Authority 
a. The Contract provides that no member, of'f'icer, or employee of' the 
local Authority shall voluntarily acquire any interest, direct or indirect, 
in the projects, or in any property included or pl.armed to be included in 
any project, or in any contract or pt"oposed contract relating to any proj 
ect. If any such member, officer, or employee involuntarily acquires any 
such interest, or had acquired any such interest. prior to appointment or 
employment as such member, officer, or employee, then such member, officer, 
or employee shall immediately disclose any such interest in Wl'iting to the 
Local Authority, and such disclosure shall be entered upon the minutes of 
the Local Authority and a copy thereof iromptly furnished to the PHA.. Upon 
any such disclosure, such member, of'i'icer, or employee shall not i:artio:Lpate 
in any action by the LoQal Authority relating to the property or contract 
in which he may have any such interest. However, this pt"ovision is not 
applicable to the Temporary Notes, the Bonds, or the General Depositary 
Agreement, nor to trusteeships authorized under tho Contra.ct. 

NarE: This Section supersedes Section 6.1 dated 9-2-52. Paragraph 5 bas 
been added. 

Procurement and Personal P:L~QP_e1~y--General 
1. Purpose. The purpose or this Section is to point up the requirementi" 

of the Contract with respect to procurement and personal properly 
tunctions. The !A)cal Authority should consider that it invests piblic 
fums in equipnent, supplies, and services, and that the public has a 
right to know that full value is received. Further, personal p;oopert7 
represents capital assets and should be subject to an adequate system 
of pt"operty accountability. In the opinion of the PHA, the :i:rocedures 
in Section 6.1 through 6.5 represent the minimum requirements for 
handling property transactions. 

2. Field Of'tice Assistance. Local Authorities my call on the Personal 
Property Section of the PHA Field Office at any time for advice am 
assistance in establishing and conducting its personal :i:roperty opera 
tion. 

--------~------------------------~--- 
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b, The Contract also provides that the Local Author:lt7 sball not 
¢er into an)" contract for property or naterials with an.:r former Amber of the Local Authorit7 within one 7ear after such person ahal1 
have ceas~ to be such a member. 

S. LHA. Purchases for Private Use of LBA Emploxees. Under the terme of 
the Local Authorit)"'s contract with the PBA, project tums 'Ila)" be used 
o~ for the development or operation ot projects. Acoord1ngl.7, such 
funds mq not be used to purchase items for the private use of lDcal 
Authorit7 empl.079es even though ilmnediate reJBJDlent :ls made by the 
employee. Further, to avoid aey appearance of favoritism or improper 
conduct, it :la stro~ recomended that emplo7ees not be permitted 
to make purchases in the :name of the Local Authorit7 in order to obtain 
a discount or for an.:r other reason even though the employee makes PL1' 
ment directl.7 to the seller. 

• -----------~---------~------------~-- 
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This Section suggests procedures for the purchase of equipmen~, ~terials, 
and supplies, and for the award of contracts for repairs, maiiltenance, 
and replacements. 

2. Labor Provisions for Contracts Involving Work on the Site. Where any 
contract involves labor on the site, such as for painting, the Local 
Authority must include in the contract a provision by which the contractor 
agrees top~ to all mechanics and laborers employed in work on the site 
not less than the salaries or wages prevailing in the locality. If the 
contract is in excess of $21000 the contract must also include an appli 
cable wage rate schedule as furnished by the PHA, as well as certain other 
labor provisions. For any such contracts in excess or $2,000, the Local 
Authority should consult with the PHA Regional Office before inviting bids. 

3. Purchases in Amounts of $500 !/or Less. A reasonable exploration of the 
local market is desirable iO ensure the best prices obtainable and such 
purchases should be carefully documented to prevent possible charges ot 
extravagance or favoritism. 
a. A Purchase Order or a copy of the vendor's invoice~ be used to 
substantiate expenditures. Both methods are satisfactory, but the PHA 
recommends a form of purchase order, particularly where any parts of the 

(Cont'd) 
y $1060 if the Local Authority elects to purchase under the contract waiver 

granted by the Acting Commissioner on 8-8-57. 
NOTE: These pages supersede pages 1-4 dated March 1956. The release has been 

revised to refiect the waiver of the Annual Contributions Contract with 
respect to revision of the open market limitation from $500 to $1000 .• 

e, When onl.3' one source or supply is available and the purchasing or 
contracting officer of the Local Authority shall so certify; or 

d. When the services required are (1) or a technical or professional. 
nature, or ( 2) to be performed under Local Authority supervision 
and paid for on a time basis. 

1. Purpose. The Contract provides that in the purchasing or equipment, mate 
rial, and supplies, and in the award of contracts for services or tor 
repairs, mainte?\8.nce, and replacements, the Local Authority shal1 compl.7 
with all appli(?able State and local laws, and in any event shall make such 
purchases and award such'contracts only after inviting bids a sufficient 
time prior to the award of contract in accordance with paragraph 4c below 
except: 
a. When the amount involved in any one case does not exceed $.500 Y; or 
b, When the public exigencies require the immediate delivery of the 

articles or performance of the services; or 

Procure.ment 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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~en Accounts which provide for cumulative monthly invoicing ma;y 
established with local wholesale and retail supply firms. 

Generally', a hardware store, a plumbing supply firm, an elec 
trical supply firm, .and an office supply store will provide the 
necessary variety. A fixed discount of the trade or time pay• 
ment · V}:>e might be agreed upon. Where there is a choice among 
firms of the same type, the one offering the best discount should 
be selected. Orders mq be placed informally. The supplier 
should furnish a deliveey or sales ticket describing the items 
and showing the cost and date delivered. The tickets should be 
accWl'lulated until the end of the month at which time a purchase 
order for all deliveries made during the month may be issued 
and the supplier's invoice paid. 
Petty Cash Fund, if established, mq be used f_or small emergency 
purchases which cannot be obtained promptly from open account 
sources. The maximum amount which mq be used for a single cash 
purchase should be clearly established by' the Local Authority-. 
The supplier's invoice m~ be used as the petty cash voucher to 
substantiate the expenditure. Petty cash purchases should not 
be made from a supplier with whom the Local Authority carries 
a charge account. · 

c. Purchases From $10 to $100. Such purchases should be made in a manner 
common to small businesses, generally at,ter informal inquiry from one or 
more suppliers. Avoid the tendency to deal with one supplier to the 
exclusion of all others. 

(1) 

purchase, receipt, or payment functions are handled by' more than one 
person. Moreover, the purchase order is a valuable part of the permanent 
record and.will be helpful in maintaining property accountabili141 records. 
The purchase order form may combine a plll'chase order and a vendor's 
invoice, such a& the attached Exhibit 1. In 8Ir:f event, it should be a 
simple form and so designed that, when desirable, ·1t may be prepared in 
longhand. The cost or printed forms is a factor for consideration and 
mBl' dictate the type of form to be used. Where few purchases are antici 
pated, it will be uneconomical to purchase a spec1ally printed torm. 'l'he 
standard run of commercial office forms includes a simple purchase order 
with interleaved carbon which can be purchased over the counter at &111' 
stationery store. A rubber stamp can be used to imprint the name and 
address or the Local Authority across the top or the form. 
b. Small Purchases or $10 or Less. There will be numerous instances when 
small quantities of.inexpensive items are required. The administrative 
cost of issuing separate purchase orders and pqing separately by' check 
tor purchases costing less than $10 might exceed the cost of the items 
purchased. The tollolling methods may be used i.., handle small purchases 
efficiently: 

------------- .. --- .. ---- .. ---------------- 
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f.J 11000, if the Local Authority elects to purchase under the contract waiver 

granted by the Acting Commissioner on 8-8-57. 

(Cont'd) 

d. Purchases From $100 Th.rough $500 !/. Such purchases should be made 
after a rather careful canvass of the local market. Informal. bids should 
be obtained orally, b:r telephone, or in writing from at least three 
suppliers, it possible. A form of circular letter such as the attached 
Exhibit 2 ma;r be' a helpful time saver. The letter form ma;r be reproduced 
by an inexpensive process, such as mimeograph or multilith. The letter 
mq be addressed and the required items entered in longhand and mailed 
to all known suppliers. Quotations received should be retained as a part 
of the pennanent record. If oral.or telephone bids are obtained, they 
should be recorded on the file copy of the purchase order. 
e. Receipt and Pa.yment. When the purchase, receipt, p8'VJllElllt, or account 
ability function is handled by more than one person, each should receive 
a copy of the pu":'chase order. The Local Authority mq keep an effective 
control on unfilled orders by holding them in a suspense file until deliv 
ery is made. Pqment should not be made until the delivery is inspected 
and found to be satisfactory. 
f. Failure To Invite Formal Bids. Parceling of purchases or a succession 
of purchases under $506 y shall not be made to avoid compliance with the 
contract requirement of rnviting bids. For example,· it the fuel require 
ments for the heating season will cost more than $500 !J, the total for 
the season should be consolidated and bids invited although any one 
delivery mq cost less than $500 !/ • A decision that an emergency exists 
and time does not pennit inviting bids cannot be justified it adlninis 
tratiw del~s have created the emergency. A certification that inviting 
bids is impractical because there is only one source of supply must be 
supported by facts which will support the conclusion. 

4. Purchases in AmolDlts Over $500 !/. Competitive bidding is generally 
accepted as the . best method ot procurement by a public boc\r. By tM.s 
method all bidders have an equal right to compete for public business and 
the public body receives the benefits which flow from competition. At 
the same.time the possibility of charges of favoritism, collusion, and 
other impr~per actions is minimized. 
a. Bid and Contract Form. In inviting bids the PHA reconnnends a combined 
form of invitation, bid, and acceptance, such as the attached Exhibit 3. 
The items or services required and any special conditions of the contract 
mq be stated on this form and the form distributed to prospective bidders. 
The bidder will enter the amount of his bid, sign the fonn, and submit it 
to the Local Authority. The contract is established when the Local 
Authority' signs the form. 

- - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - 
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( .3) Avoid the use or catalog ntnbers or identify the catalog referred 
to and qualify with the term "or equal." 

c. Inviting Bids. Bids mq be invited by: (1) advertisement in at least 
one newspaper or general circulation, or (2) mailing invitations to bid to 
all known suppliers and posting notices in public placesJ or a combination 
ot such methods. The amount of the contract should innuence the decision 
to advertise in newspapers. In most cases it is desirable to invite bide 
by mailing copies of the bid and acceptance form to prospective bidders 
and posting copies in the Local AuthoriV" office or the local. Post Office. 
The purpose of: inviting bids is to obtain the best price and the bidders 
circularized should not be limited to those in the immediate locality. 
d. Mailing List. Local Authorities mq find it helpful to maintain a 
mailing list or suppliers or the items it frequently purchases. The list. 
should include the names or suppliers who.are known to be in a position 
to furnish the required item as well as those qualified bidders who 
request the opportunity to bid on specified requirements. 
e. Award of Contract. Bids should be publicly opened at the time and 
place specified iD the invitation for bids. All factors should be con 
sidered in evaluating the bids received; the lowest responsible bidder 
as to price who meets the requirements specified shall be awarded the · 
contract. An abstract or tabulation of all bids received shall be pre 
pared and tiled with the contract as part of ·the permanent record. 

(Cont'd) 

b. Specifications. In preparing bid documents the Local Authority must 
be carel'Ul tO describe clearly and completely the items or services re 
quired and-the conditions or the contract. To ensure adequate competition, 
specii'ications should be examined to determine that the;r are not designed 
so ·as to restrict the bidding to one supplier. It the time pend tted for 
deliver,y is a factor for consideration in awarding the contract, the 
proposal should include that fact and, if possible, state the deliver,y 
requirements. Be sure there is complete agreement between the Local 
Authority and the bidder as to what is desired and what will be furnished. 
The PHA suggests: 

(1) Avoid the tenn "as per sample" unless samples can be supplied 
to each bidder. It the item cannot be clearly described without 
reference to the sample, state where and when the bidder mq 
inspect the sample. 

(2) The term "best commercial quality" is indefinite and should not 
be used. 

- - - - - - - - ~ - - - ~ ~ ~ ~ - - - - - - - - - - - - . - - - - - ~ - - - - 
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(Cont'd) 
lfOTB: These pages supersede pages 5::6 of Section 6.2 dated March 1956. tbe7 

have been revised to include in para.graph 5 use ot Consolidated supply Con 
tracts tor the purchase ot equipnent during the development phase ot a 
proJect; to provide instructions tor the preparation ot Invitationsto Bid 
when replacing equipment; and to provide instructions concerning use ot 
proJect funds tor private purchases by Local Authority employees. 

Unless requested in the Invitation to Bid, alternate bids 
should not be considered it all bidders do not have an 
opportunity to bid on the alternate. 

(6) 

When two or more bids are equal in all respects, and there 
is no choice in the quality ot the material ottered, the 
award may be decided by drawing lots among the tied bidders. 

(5) 

Bids which are not mailed in time to be received by the 
Local Authority before the time and date set tor opening 
should be classed as late bids and not considered. They 
should be returned unopened to the bidder. 

(IJ) 

It the Local Authority dcoircs to modify the spec1t1cat1ons 
or conditions prior to opening bids, all prospective bidders 
should be informed in writing. Do not make intormtion 
available to one bidder without ma.king the same information 
available to all bidders. 

(3) 

A bidder my withdraw or modify his bid prior to the time 
ot opening but my not change it thereafter. Where t~re 
i• an obvious error in the bid (fJuch as a misplaced decimal) 
the contracting officer rray, upon verification ot the error, 
disregard the b$.d. The unit price should govern it there 
is an error in the extenaion of total prices. 

(2) 

Bid.and performance bonds are sometimes required when the 
amount of the contract is expected to exceed $2,000. Bid 
bonds merely guru:antee that the bidder will execute a con 
tract and provide a performance bond. The Local Authority 
ahould decide, on a case basis, whether the protection ot 
a bond is prudent, consideri.ng that the amounts ot the bicl8 
will unquestionably include the amount ot bond premium. 
Usually a performance bond equal to 25~ of the contract 
amount is adequate. 

(1) 

t. Bidding Procedures. Qt1est.1.om~ ma.y ariae concerning bid and pertornance 
bonds, modification of bids, witbdrl'l;ru.l ot bids, errors in bids, late bida, 
alternate bids, equal bids, etc. The Local Authority shouJ.d be consistent 
in i ta treatment of these matters. The following general rules may be help 
ful guides: 

- -·· - - - - - - - - - - - - - - - M - - - - - - - - - - - - - - - - - - - ~. 
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b , Trade In ot Equipnent. When an Invitation to Bid is issued by a Local 
Xutbority tor new replacement items the PHA recomnends that the Invi 
tation include a description ot the items that will be replaced. The 
Invitation should invite bidders to quote a price tor the f'urnishing 
ot the new items less the allowance tor the purchase ot the old items. 
It is not necessary that the same quantity ot old items be ottered 
as the quantity ot new items that will be purchased. The award ot the 
contract should be made to the firm, meeting the specitications, that 
otters the lowest net price under the Invitation to Bid. 

c. LBA Purchases for Pr1 vate Use of LHA !!ilffees. Under the terms ot 
the LOC&l Authority's contract with tileP , proJect funds may be used 
only tor the development or operation of proJects. Accordingly, such 
tunds may not be used to purchase items tor the private use ot LBA 
employees even thoush immediate repayment is made by the emgloyee. 
J'urther, to avoid any appearance of favoritism or improper conduct, it 
is strongly recommended that employees not be permitted to make pur 
chases in the nmne ot the Loca1 Authority in order to obtain a discount 
or f'or any other reason even though the employee makes payment directly 
to the seller. 

5· General Intormation. The following information may be helpful: 
a• PHA Consolidated SUpplY Contracts. The PBA Regional Office regularly 

establishes contracts tor the consolidated requirements ot selected 
common use items and movable equipnent such as ranges, refrigerators, 
water heaters, etc. A Local Authority may participate in these con 
tracts, tor use in the developnent or management phases ot a proJect, 
in order to take advantage of any savings they otter. To obtain 
delivery under such a contract, the Local Authority merely sends a 
purchase order, in any amount, directly to the contractor. The pur 
chase order should state the PHA contract number and a copy should be 
sent to the Chief, ProJect Fiscal Management Section, so that he may be 
informed. The contract prices include delivery to any proJect. Copies 
ot the consolidated supply catalogues are distributed annually to each 
Local Authority by the Project Fiscal Management Section. It additional 
copies ot the catalogues are required they may be obtained trom the 
PHA Regional Ottice. It purchase ordera are issued tor equipnent during 
the development ot a project, delivery ot the items must be scheduled 
:ln ample time to avoid claims tor delay and extra expense from the 
construction contractor. 

-·~ -·- - - - - - - - - - - - - - - . - - - - - - - - - - - - - - - - - - - - - 
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NAM!: OF lOOAL HOUSING AUTIIORITY 
A d d r e e e 

PURCHASE ORDER~INVOICE--VOUCHER 
Order No. Date ot Order 

Unit Quantity Item o.nd Unit Price Amount -- 

Ordered By (Signature) 
Total 

I certify that the above bill is just and correct !or items delivere< 
and that payment has not been received. 
Discount 

"' 
d~s. 

SELLERS NA>E I 

ADDRESS 
BY (Signature) 

I certify that this account is Differenc.:ts 
correct and proper for p81)118nt 
in the amount of$ 

Account Vari- 
fied for P~ent 

(Authorized Certitying Officer) By· 

PAID BY CASH PAID BY CHECK 
Pate . Date 

Check No. 
(Payee's Signature) 

-- 

- - - - - - - - - - - - .. - - - - .. - - .. - .. .. - - - ... - - - - .. - - .. - - -- 
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--------------------------------------- 

Dl1aowat ottered (U 1117). 

1 .. of llddll' ------------• 

lipat\n of IW• -----------· Date_.... __ .._ .._ ...... • 

l>lliftl'J within dqa. 

ms l>CBS Im OORSTITU'l'I AR ORDER 

(Signature) 

following addre1a not later than ----------• (Date) 

Thia Autbori~ proposes to purchase the &l'tiolee or aervioee de1oribed 
below. It 7ou. desire to bid on these requirements, pleaee insert 7our 
quotationt1 in the apace prc>Uded, and return this oiroular to the 

Oentlemeni 

--------------------------------------- 
6.2 

Exhibit 2 SMALL LOW-RENT PROGRAMS MANUAL-OPERATION 
\ HHFA PHA 

.3-29-54 



- 11 - 
--------------------------------------- (Cont'd) 

L- -----·-- ··---- 
NAME OF LOCAL HOUSING AUTt!OR I TY 

4ddress 

-- 
IHYITATION, BID, AND AWARD COllTRACT llO. I PAGE l"UMHR NO. or 

PAGES 
($UPl'L Y COHTRAC1} mOERllO . 1 ... , 

ISMI> ft ,~ 
INVITATION FOflt BIDS -· I l!IYITATIOll 11Ck l>A'R ISSUll> 

Sealed bld11 In __ .. , 8uuEcr 'l'O TRl!I TaMB AND CoNDl110N8 OP TUii INV11'ATION, ITS SCHEDULE ANO THE 

AnAcam Gr.NP:BAL PaOYIBIONB, will bot recelYed at the above ofRce until o'dock_m., Time 
( d4u), &Jtd at that time {tublldy oponed, for fumlahlntr the followlntr auppllea or aerviCd, at the time 

specified In the Schedule, for delivery f. e, b. 

- G1ntra.l infom&Gtion afld inst"'ctiotia to bidder• ar• 0011'4ine.t ill th4I """" ottd OOttditloM Oil tM rever1e 114ruf. 
SCHEDUU: 

QUANTITY UNIT not NO. SUPl'Llr.; OR SOIVICES (Nufll6n t/ UNIT PRIC£ AMOUNT 
u.U.) --- 

If t 1e prices quoted herein include Federal, State o r T.ocal ~axea, the bid ~er shall 
stat t, aa a separate item, the amount and type of ta ~ includ ~. 

L'llD I DA11 --·-·· 
·Jn compllanee with the above, th11 underRIR'fted off en and 4gnea, If thl• Bid be aeteptf!4 within Ofuniii _calendar daye ( 60 

oalftldar dA11• ""'"' a dilertttt J)cnocf be i111ertod br th4 bidder) from the date of the openinr, to umiah any nr all of the 
It.ems upon which prlcea are ~Cltf!cl. at the price eet op.~lte each l~m, delivered at the de•ignated .point~•> ar • .i within the 
time 1peciftcd In the Schedule of the Invitation for Bide. Dlaeounts will be allowed for prompt payment u fol ow11: 

pereent, 10 <'•leiid&r dap; percent, 20 c11toadar d•Jll; pereent, 80 calendar daya. -d·------·-'""- --~=-"'-·--M--~·-·-- .... , ...... ., ,,,..,,.,,, 
. . . 

AWARD I PlTI 1 ---------- M:CE"'O Al TII HUii •UM- A- M811111 of Local Houalng Authority 

" I 
lllVOICt PQll PATllElft' SllOULP 11r MAIUO TO COlfl'llACTlll" OfTIC[ll ··--- ACmUll'flllll. MTA 

- - - - - ------------------------------ 
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1.3. JN3PJ:(:J'lON.--All iteina covered by th.ls 
conbrac b Hl1r.tll b•.: uubjnct to inspection and 
sccoptence nl; dr;at.Jno.tion. 

12. CHANGES.-Tho Contracting Officer may 
nt any time, by D written order a.nd without 
notice to the sureties~ make changes, 
within the general ncopo of this contract, 
in Rny one or moro of the following: (i) 
drawings, des.lgns , or specificatioun, vhere 
the supplies to ho f'ur-n.l shed are to be 
specially monufncturod in accordance there 
with; (ii) mothod of ohi.pment, or packing; 
and (iii) pluca of doJ.ivcry. If any such 
change cnuscs an Lncrccse or decrease in 
t.ho coat of, or +nc tdmn required for, 
porformonco of th:Ll contrr..ct, an equitable 
adjuatnvmt uholl be made in the contract 
prico ·or doU.vory aoheduke , or both, and the 
con·t;rl'\ct r.hnlJ. be modifiod in writing 
nccorcU.n1Jly. F'o.ilur~1 to agree t.o any ad 
juotim:m-t; nho.11 be n dispute eonc srrdng a 
queatd.on of fe,ct within the meaning of the 
c.l.ause of thin cont rec t entitled "Dfrputea." 
Howovor, nothing in tld o clause shnJ.l 
ex:cuso tho Contractor from proceedlng.wlth 
tho co~t~nc~ na ch9nged. 

11. DONDS.--No bond or other form of 
securlt.y will be requlrod except as pro 
vided in the Schedulo. 

10. wrnmrrn.wAL m~ nms.~-Bids rnay be 
withdro.wn by written or t.el'lgraphic notice 
providod snch notice is rocri:tved prior to 
the time set for the opening of the bids. 

9. MIS1'AKE.-Bidders are expected to 
oxnmino the drawings, specifications, cir 
culars, Schedule, nnd all instructions 
portnin1ng to the supplies or services. 
Fsi.luro t.o do so l-dll be at. the bidder's 
riok. In cuso of mistake in exl;enoion of 
pr:l.co, the unit price will govern, 

- - - - - - ... - - - - - - - - - - - 
7. CffiRECTIONS. Erasures or other 

chm1gca in bids must ho explainod or o1;hor 
w1 ue nobed over sign11.ture of bidder. 

6. SAMPLF.S.--Somploo of it.om5, whon 
requfred , must bo submitt,<!ld within tho t.lma 
specified e.nd at no rucponae to the Authority; 
if not destroyed by toGting, they wlll bo 
rot urned at. bidder's request and expense, 
unless otherwise cp~cified in the Schodulo. 

5. COMPUTATION OF TIME.-Timo, if stated 
as 1.1. number of dnya, will include Sundnya .and 
holidayo. 

4. DELIVERY TIME.--Whon not otherwise 
specJ.fied, bidder muat, definit.oly atnte tim() 
of propoaed delivery. 

J. PRICES.--Unit price for each unit bid 
on shall be show and such unit pdco shall 
include packing unless otherwlne !;pi~cifiad. 
In each case totals shall be inoerf;ed ill the 
ArnoWtt co.lumn of the Schedule. 

2. DISCOUN'l'S.--In connection with nny 
discount offered, time will be computnd from 
dete of delivery of the supplies to corr.fer 
when deliv"...<ry and acce!)tance nro at point of 
origin, or from date of delivery at, destin 
ation or pert of embarkation when delivery 
and acceptance are at either of thoso points, 
or from date correct invoice or voucher 
(properly certified by the Contr11ct.or) is 
received in the office specified by the 
Authority if the latter date is later than 
the date of delivery. 

L, .AWtiHn.--Th11 r:l.r,ht1 fo rc..se>·vod, as the I 8. J,A,TJt;,--No hid or modlficnt,ion thorcof 
int.enrnt. of the. Authority may requtre , to rncefved after tho timo set for opentne 
:re,iect any or all bids and to waive any w.i,11 ho considered except that when a bid 
minor :lnformnlit.y or irregular.tty in bida or modHicat.ion arrives by mail ofter the 
r91~eivod. Tha Au+hority may accept any it.em t.l111c set for operdng , but bef'or-e award is 
or group of itoms o.f any bd.d unl.ons qual.I« mode, and ii; is determined by the Authority 
fiod by specific limitatfon of the bidder. that, nonarrf.val on tJme waa due solely to 
The contract nhal 1 be awardro to thnt re- delny in the mails for which bidder wns not 
sponsible biddl'lr whose bid, conforming to responsible, such bid or modification there- 
the Invitation for Bids, will be moat adven- of will be considered. 
tngeous to the Authority, price and other 
r~u~tors considered. An award llll\Uod (or 
othel"Wi:m furnishEid) to the. succeasrut 
bidder within tho timo for aeceptnnce speci 
fied in the bld results in· a binding contract 
without further action by oith·~r pnrty., 

Tl.mt.fl AND CONDITIONS OF 'I11E INVITA'f!ON Fon BIDS 
- - - ~ - - - - - - - - - - - - - - ~ - 

Jl1WA 
Pill\ 

3·~29·-~/~ SHALI. r.ow-mmr PllOC:Hi\HS 1·lJ\NTJAl.-OPJ1:JlATJON 
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.. .. ......._....,, ••-auo--. .. 
""·1Mr4111oa 

'•. COHT~ACT, ORllQI, Oii IMVITATIOll llO. I ,.~-; CONTINUATION SHE!T (At •l'l'll<a61t) 

(llPPLY COHHAC1') 
~o. 

- 
ITl!M NO. 911fft.lU Oil IEIVICD ~ANTITY ( ... .,,, UNIT UNIT PRICE AMOUNT 

•11111) - 

le 

' ' 

I 

llAlll O. .... • canuaaa 

- - - - - .. - - .. .. - - - - .. - - .. - - - - - - - - - - - - - - ... - - - - - - 
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Il~SERT: Pages 1 and 2 of Section 6.5, Personal Property AccountBbility, 
dated 3-10-54. 

3. REHOVE: Pages 1 and 2 of Section 6.5, Personal Property Accountability, 
dated 9-2-.52. 

DTSERT: Section 6.3, Troe F..xemption on Local, Authority Expenditures, dat.ed 
2-18-54. 

2. REMOVE: . Section 6.3, Tax ]Exemption on Local A11thority Expenditures, da+ed 
9-2-52. 

msERT: Exhibit 3 to Section :3 .2, Conso Hdat.ed List of Organizations Desig 
nated as WitM.n Executive Order No. 10li:50 (18 F.R. 2ll-89) and i.11 
Accordance With Regulations Pronm.lgated by Him Under Dat e of April 
29, 1953 (18 F .R. 2619), dated 3-10-5L~. 

Exhibit 3 to Section 3 .2, Consolicb.ted List of Or~anizations Desig 
nated. as 'tlithin Executive Order No. 101~50 (18 F .R. 211-8')) and in 
Accordance With Regulations Promulgated by Him Under Dnte of April 
29, 195:3 (18 F.R. 2619), dated 12-18-53. 

1. REMOVE: 
' 

SHALL LO'.·-I-H.Et1T Pl\OGH.AHS 1'Lt\HUJ\L-OPERA1'ION Tro.n:;;m:i. tt.al Iio , 8 3-15-54 

PUBLIC IIOlJSIP<J l\DllilUS'rlHTIOH 
Housing and Ilomo Fincmce Agency 

I ---- • 



-~-------------------------------------- 
NOTE: This Exhiblt j sup;r;ed~s E~bit 3 dated 12-18-SJ. This new list in 

cludes all organizations listed on the previous one plus the 20 new ones 
published :in the Federal Register en February 24 • 19.54 (19 FR 655). 

J.2 
Exhi.blt. 3 

(Cont'd) 

Jf"n•11n.1rn 1<.t; (lti:i:·.~ Sur. f~;1r, So<irtr. ;1 ,ttmui• 
uf Ja1.:1h«.·'( '¥1:1r '"·kr,,n-.) 

llukuhd "/.;!;;.:· Sl11!b· l);lft (~orth Afn#:1·i1:1n 
f..c~:.1,·;• Ctl:;:~n --'"~o· ;:il·Hn) 

;{o~l~w'".,r W1i1c:rs ~;.~1ili~·:~in !:•~ Dd<'n•( 
!f1m1:;11i:in-A.n•·rit:tn (:ounr:fl for 0..-mntr.uy 
lkn;:•ut;m lluWhuJ,,.,,.J 
fn.lt-·1:1wk.11 S.lfi;tf1<1 J.(·~r.ur· 
l11·h:.,hi;1f '-'(l~ult~·r·.; ,,! th•: \:ICl.;1J.l 
ln:cm;\lit1n;tl l.:.hr1r lkft·nv 
lnf,~r:t0lri•111.1I Wt1:l"."1c .t•r1f<"t. it .. i;111'.~;.,9-.o,.,·."· 

1'uh\i1li;1ri~!>, .in,t :11T1!1;111 ~ 
J:1l'IO'nc~.:· A~cnfi:i::nn rl: lum·m;1 
J;1;1;1nt:~C' Ov~·r~"~ Cf·nlrnl ~tt":il"f)• tK:i1.1::1i f).,f,,, 

r:bm1Kotil 
)•'r:an·:~e O\.t·r~r.1' f .• nn\'t'fllh•n. lt1kyc•, Ja1,,1n, 

l?·lfl 
}Ar.'f·t~c _Pr..,kflive A•.•;•Hi;Jlion (R'' rnilifl,C: Ot 

~.mi1.!lr'ln) 
Jdi"(r\un Sc.h;r.-11 of ~nti.11 Sc;c-nrc\ Nc:w \'orlc 

t:t1~· 
Jt:~i~h <;ukuut Socit:fy 
Jcwi~h Pf:orlt:' <.'.n•r.milh:c . 
Jt:•·i'h Pc--111fc~ r1.11:·,no1I 011ft·r 
Jjltf('ku Finl::ti ~ Tfw f.nml!1illtc fot tfx- C:ri\i .. ) 
Jr,.n: At1ti-f.1«i'1 Rf·foJ,;.~'t' (.nmn1ilt(.'(· 
,,,fnt (.oun«il of Prt"AFf':'1'~ivc fta:io1n-Atm-!1can-., 

Inc. 
j1,.::::-;·~1 '«'..t'"}'dl"ln!')Tt Sc:IMW\I of StH·i.11 Sc;t"Wl'. 

St Looi~ l\·fo 
J;."ibd Sdft('n ~:.li (A\:r.ndo1linn of Cnit<·1I Si.1lf'"> 

Citi1<·n1' of J.1C'l.tnt-:C.(' A.00:1•!\try who h?.\.'C ~ .. 
hH·rtt.'ff to Amt-riu 1ftc:r ~11Myi",; in J;1pom) ~:;~;::,."k:~~ \'('hilt" l" .A1ndia 

Kytl'1.1Lu.nr, al.v, lcmi'l\·n ;10, KrA'hACU'tt 1 .. ur.u~· 
(K~·fl'l1~('t1~ct n"nJ). f.:;-lfh;irn~t fd,..•wshir 
(K\·flho!• t1<1:r l(;1mf'r;ttl~;·ho1{t) 

Kyffn;1A1pr:- 'Y·.11 Rdid (K)·A"hatu:tt"r Krt·i.t: 
~hi1b\\'c-rk) 

1.:l-nr (.nunci! fnt Nc~w Ri,::hf11; 
labon Ft"tl';Ut'"h l\t!\ociAtiitn. lnr 
l..11bnr Youth l.r;1_c•1r 
i.t'dftUC al A,.w:rir.m \~'rit•.'f.\ 
J.ictor St,;u:y (i1.lh-·n llf"li. Shirts) 
~f."l'tlnnian·Amc11<.;1u Vr1•rl1··· 1.::0;1):.ue 
M.1tio Moritantini Circle 
Maritime Uhnt Commifttt tn Ddt:n:f N ! ,.nft(llt 
"bsSJC .. uKU .. Mir.utc W<.rr.cn fo1· 1'1.·.-t:C1 
Maurie~ Dr•"·crrnlln Dcr~rttt Commi••cc.· 
Michit~" (.ivil Ri,cht~ Fc.lt"t>1tiun 
~iic!1ir,an Sch·.·-nl of Srw:io1I Scirn<c 
N"nki l'cilcokt1 Gunytt".bn ('mt~ial Hili1: ,. 

fricnii!I Groor or Svu•hcrn Califnrr;i .. 1 \'\".1• 
Vct~uns) 

NJtiorul A)'in<"i.itieon of Muicar AmerK:n' ( .11··•· 
known,,, AwriP.d•>n N.1ci(10.1f Mc-xi~"·A1w1; 
nna} 

N:1tion:tl 8h1:· ~'~' Motl1c!:> 111 Ar.'t'ric..11 f ;\!,-. •·• 
he- cttnfo~cd wt1h tht Rhic Sl;1f Mc:tt1("1' •·! 
America or1;.1ci7.cd i\'\ t:d·nuur 14'1H 

N;.;.ti11no1I C11::1r:')it1cc fur ''''- D-ft·n'>(' 1tf r._..t. ,. •I 
Pri'-''nt'rs 

N:iti•·,n;1t (nn•m;utc for frcedrini r.f the- ,,,, ·. 
N.1ti<'f':tt C:nrnmitll'~ Tu '«-'in 1ht: Pc.1ce- 
N.t!ion.~I c~\f\fr~c:r?-:~· Mt Amoican P(lli<' i"I 

CN11:1 an1I •i.1c- f:ir f.3.~l (R Cnnkrt4Kc <•'l···I 
hy llff' f"..c,•mnia:·c for a Oc.·tnncfatic f;ir t:i· .. no 
p,,li()') 

N;oeioru:I G\until ,,f Amcti(;tft!i (I/ r:,, •• ,;: .• 
Oe5ecnt 

Natiooal CounciJ c•C AmNit.1n-Sn,·ict hicn.l~h 1 
N;tliL•:ul fl'tkr;1tic1r. ft>r C.1lft!>lttutir:n.1I l.i•·· •· i•. • 
Natip1;.1I t.1hot (rnfcrt'ttn· fnf r(':t<l" 
Natic\nal N~J:.m (:00.r:W'' 
Natitrnoil ~k)!.1n l .. 1tii1r Col1ntil 
No.timaafi~t Actina Lt.l~llc 
N;llit,.,.1fol P;HI)· ttf rut"rlf• kirn 
Nahm: fori1·t1tl~ of Amni<":t (~i!'l<r t'>.\1} 
Ncs;tu tat-..~r Vtc11•r}" t~.Pmmittcl.' 
N~ (:u1n111tucc for "uhfa111tit1ft!i 
Nithihd Knr.)o K:ti!iha ( l"h< (ifcat Fniii The :1t1t·' 
N~•ttt.i Amt'rio•n (1~mmittt·t• "fo ,\:ti ~r •<l1,!• 

r~inncrA<J 

(c:r;;,•••t.·:' 1·r:1tc·1n'1i ::,,<lid\,. 
C.l-:in;1 '\::,.1;;,h .\r:•: .ti. tu.:. 
~)'t'.'f'i't (:~)~.11:11 I .r:nf,:·r 
Cf1i:-:• ,· ."111mi•<.•·: ·1 :1 hn· i'::t; l11r.•·1·1r1 
(.itr;.-· -·in11i.i!l:-1 f•n ii:tp·r H11;lf.··~ 
f"i!o1v~-: I ;.:•1••frl• ·"of ~lot": i •1·1~n '~/n1 ",itit 

(~!:·.\· Y11rl Cit}·) 
c·ri;,·;~.-. r:m1.·1g; n~t l>d~r.-.<· <.o~f1·1n1•:f 
(".,1;,..,-: P~·•h·tliv1 1,··;;1-;t:c 
< ·;..,._., lfi~h•-. r '"''·'.••'<;.'; :u11I if •• 11Jih;1!t'.1J °'~'r.;,.-. 

t;,,,. 
(r·:' ?:i.:!w. '"rt"J!f\·!l.·'. in~ l'o:o!~ . 
r:,,f1:11·'.·~·'"" 
( rorntli: (.;1 . .,nhn::ll'''" f-'w F:t·p11t-.fk': !':r.ro:1'"on!;1 
f .. 1·n11 ;u,_.~. Tf• ,\t.1 !he f1,1.:!H•11,:: ~-,'••lh 
C"!t1mtt:c:,~ '°' Cw1~tiru1;oi;, .. 1 ;1r,d l'ol:li(.11 rn·r- 

dnm 
G•mmit#l'."f• ~,. [l'.f~ml M:uir Ri<h.1••,;c;,;n 
<:.;"n;1~tu·:(' rN tlH: 1.ldt·;, . .,._. ,,r !ht' f:iH!ioht:rgh ~;. 
((\f!':lf,:t1<·c: h~ ;i 0<-1w'(~Alic 1:,1r i!:!slcrn Put'(.i' 
( n~tr""'illt'1.· f:·,: N:?li"n!lli~t A.-1i,•r- 
C,n;;1:i~'.;;·:· for t~: Nc,:fn i<1 1~1~: ...... ," 
(°c1rnn,it••·•~ for P1·;tcc ;tnd lhntl•crfy,.·o(J Follva! 

~n r·hihd('!rhi:. 
c~rr:~ihn~ for th!: Pmkc1tn1t or the Si'l "f Righh 
~rr:mifft.'(· to ~l11hoM the~ Ailt d Ri;thtt 
c:~mm!!!('(' for \\-'nrl·I You'h l'ri•·orld~ip ~n-1 

(1tl~U!.tl J·:.al;1~,?<' 
(umR''"'"'~·.;J1h c~llq:r. Mt'ttl'. Arlr. 
C(o:nn•;mio;.r ?Ml.; li. S. /\., it"> suJ.Jivi!!.innt 

~ ubc.idi;t:i-.-<., :'!l~c~ :il'ft:i:UC!i 
CmM;\tr:i.•t •1olit•r.1I As."'.1'(1aiinn. it( "11h..~ivi,ion~. 

~:1b,.f1.t.i10«-~. :i,, . .:f :iffili.-to 
Congh~-~ of Amc:-ii·;1n ii.r:·mlutionarv \Y/1itt·r~ 
r .. mgr~~ nf :\rnc1i:.in \\/1om('n 
011tnt'Ct'cut Cnmmilkt h1 Aid \ •ni•rs .J lhc 

~m·th Ad 
C.:1mwrtir.ut ~ta1c· YN•'h C:'!'!nfrr<:ncc 
Cnun1.il "f) Af!ican AfhiJ! 
(:tnmt"il ,1f (;rC'dc Amcri,1tn!l. 
c~.un<.il 1·,,,. JM~, r.t.:fi..:f itnd Hou~i"p, 
Cn!Jf'i".il r,., f";in.Amcrion l.>cmtKUq• 
Cr1..-li1n ilt ~('vnlt:nt fr;ltHnity 
Oat NiN·um fiut••~u K;\; ( Milit;try Vi11uc Society 

t'r J<•r-•n or Mi!ituy Ari ~l{ic:ty of _litpan} 
!'>:iify \\'orl.:cr PfC'l'!o" f'h•h 
[);ini<'".'' L>dcns-: (oinmitU~ 
Oar.IC Alipi1it:ri So.:ifW (b:twccn 19~1 ito"J l9<10) 
Drn;)i.1 i)dt:'I~ Comrr.itlC'C 
D~tro1t Y1mth Al"i;cm\ly 
Emcr!-~cncy Conf<..rencc T!> ~11,·c Sp.i.ni~h R.C'fuA<<'" 

(f11,1riJing htHty ('f the North AmetK:m Sr;mi"h 
Aid ·":ntnrnilh.-c l 

f11rni!iti; nf the- B:.1,;1.mrc ~mill• A, I Vic~trm 
hn•ili<"~ ot· th<'" S'"ith A<t Victim-. 
Ff:\lf:ti'lion t~f lt.1li1•n '.~.\I Vrtt:"r:in<t. in =~~ 

L'. S. A., Inc. ( ""'~ocinionc Nninn.~k <;.nm· 
'1af'cnii U.di.1ni, Fc~f.llff•nc 1k·1:h ~1.-.1i ll11iti 
:J'Anl'.r'c1) 

finni,h·J\J'f\t'rican ~tu1t1;1t ~ .. itj S.'Cil'I'( 
Morid.1 P1t1i~ o"tntl [1!t1c:ui1u)J.I i.<''*J.!U<' 
ft~·.1rt·:dc Oou,c;fa-..~ f.,lu~·atit..mal Cf:"nlc:r 
frecdo;n ~::'#:t". h< 
rrirnJi; nf the New GNnmny (frcunil~ A·\ 

r.k1:~·n Dc•11.u!l!;1fl,!") 
t.;ri~:'\ ;~ o( lht; SoviCt tfninn 
(Y~1ih"-idi Ar.1<"ric.~n r .. ,tern::I !¥lfiecy 
1J,r.o~p-:- 'X'.1d1int{h1~1 C~n•1·r ~t:hool. Nt-w Vti:k 

t:df 
Gr.r1n.">n-/\mc;ic11.1t l\\1n•I {Amcri".1elcut\ri1<"r 

Volk•o''O•I) 
(fltlr.;!n·AtnNit:ltl Rt·ruhJi1·.~;i l.c;11:uc 
(.~rm.'-••·Arnc1·ic11n V•tt::ilhln:tl J.c:t~t~~ ( Dc:-ul~h·:- 

t'.n·eii\.Ani:tchc l\:;ru!,.,:~md;t~(h:tfi) 
Ha!lt'ln TtAclc Ul"iion (:1\i•nri! 
H:twto;i Civif l.iC;t'~ti:.~ c~1111111Hil\. 
1-i~innsk:. ¥.iti, Ah1 \~rio"·n 11 .. Nr•~uhd Hc1c~i 

Gi•nH~h: K:'t, 7 .. 1iht-l Nihaniin, Ht"iYaku 
Gicm~h:. J\.3i, :.nJ Z.11~i lic:imu~h • ., K:2i (.J.1r· 
JtQCte Rc.~idin~ in 1\mcrlc.1 Mtiit,.•·y CA•n~fiN~ 
A~"f'cir:hnn) 

H.:ll<·11i<'·:\1T1c:K:;;o; Um1: ;.·1:1!"011 
Htq~ i\:1i (Jm1~ri;1I }ll'•ll'tCSC Rr.ot:tvi\f.l') 

(C11-•uim1~,c on ttvenc sldt) 

~t.~'.'f:.;::::.' .;·;~;:~:~ .. ~'.\:;;::;.'_:,).; .. ,,~:~. l!i. 

~ ·~:,t~. ~:';; :··.~::'::.':·- .. ,;. L: ... •;·;:.:~)~:~~::lt:~~;;::-r. 
·\lll':•i-:.u-. ,,:~·· ···.uii>r> ir-1 n-:.··-~t·•;tn•·.·1in!" 

\01;::n!,:o-;_;, 1•1• 

A1•~·. ,;, •; ;.t .. :w+ ,,f ~Ji,_ ~:~··.k·J;:f;1t\ ,_,f !.i!'N:lr. 
M.-1•:···1( ~:.~;.,,.." 

•\m1·11··.1r < !,,._,,;_u1 1 .... ,:.:1-~.1!:-.•, "-•!• 
,\1u•.·1~,-."!;-. ~::·1·.,:::•Hu· -~: I.· .. ,•-;·':- .. ·. \\-'nt·it•·r.:; 

n~:ifci 
.A•11<:nnr: • .. :a11~:·l;i!rr: far }t\•:~.··J;"~· t•!· ft'l;:·i~n 

t~t-.rn 
.-4.mc"ric,n C r.nmiitkl' h•r thr S<.-1fletn .. 'Tt! of _JW;l'' 

:.-. r.ir .. hidjar.. ~nc 
Amnic:1n C1,mmiun· fo1 ~r·•"hh f'~;.i:tt"m 
Amcru·.·11 ( ·~mmt!tct. :;\ s~1r\'r-v :..:1:-:~~~ c,,,,:mif.~· 
A~~~~\1:.;~''Cf">nh11i1t." fo: "·.'··;.i(••!a l'di:::!. J."K 
A•11--~iPI! C".mutt ii (or a t>:-IT\1:n~ht (;c~1:(t' .. i'c;r. 

fttC'rl;· 1."l.,.,...,? -~~ i!h: G•t'~lt .'\nv.·aica~1 C:·~· .. ,ui· 
(inc:i.. A:n<: i·.~·n C1111wutt~ ior N11q11::1tl t~!li•y 

Amt"1·j, .i:i (nuncil o~ ~vifl "-•:btit•f''.i 
A1nc1i(.1n C'"'.1·(•at;a•1 ('.r.~l{rc;~ 

~!!,~;!~:~ l~:~·,::c 'A'!~~~~.,~~::'.:m.t v .. scism 
Aml'rion tea•:~•~ C1~1 ?C':tc<· ,":ntC Do~vc.tJ(V 

· Art\1:~1ion 1.i~l::-~r ~:.n V"o;k..:u LiCerHy A\-.(1Ci;1- 
titMt (;thf1 ~-:m·.·.n ,v .~n·(·tiko) f.i(t;1,·iu Don· 
1'-;m,..l.u l..i~'..:10:.\urn~ Utatigiia) 

Aor'll'"rion· Nilionahsl 1'~ot•• 
Al:-.ni;.:u>. Nat:c n;1I bh-:-.r ·f1::ri:y 
Amc.•1 !on N111mr.ili $()(i:ofo;r 1.1.·",;"" 
Amcricu NatinMI ~oei~li~t P1rty 
ArMric:tn PAhiot~. •nc. 
Ar.1Cfiun Peace •~10~1d,. 
Amt:"ri• .1n Peac .. Mi,hiliiatioo 
Atnt:r•u1n P1.tl"~ fo: Pr1r~ 
/ur . .::ricaot Pnl;,t. La~o' f:o,_1w.i! 
Amc.·rinn J'nr;~r1 1..r.~.s;uc 
A1ncric;,n ltt>~\}(.' Stur M:"~it•I\ (:a rrojn:t ... f the 

t!nitcd Antctirar. Stotni~I·, Aii:I (:Jtntr"!itttc) 
Alltt'rK.tn·Ru~ ... J11n F1.tlcrn~I $..)(:ctr 
A1tw:tir;1n R~;""!An ln~li~•:tc, New YmJc, ah" 

i'.nttw:i .t<1 i;w Amt-rkar'·Rti!l"i.ln ln.i{i\utc for 
C11ltural J::cl:i:K•n~ witt1 !he Snvil': li"i~n 

Amrr4un Rus~iitn '"~li•u~r. Phiio.ddphi~ 
AnlCfiCA•J P.us~i:lP ln~iit!Jk fof !\.'tp r•r.\nd~o) 
Amctii:J:r:: Rw.)ia"li fo~.tit 1te- of Sottihcrn C".:;li 

tom • .-. Los Anr.f'J0.'5 
Amttic.a11 5!.lv Conrre!' 
.':.mtnO.:'I \"<11~rn...n .~, P:·~:cc 

~~~:~:~ ~~~:~ ~~~~~i~~ 
i\rtnf'nian ,..,~t!rr:s1i•1c: l.·::ogi~ af .-4.:ne-tic.t 
>-~~nr:i~t"-t i<t:tn~ .- .. f Amnic:i 
.\.,~-.d:t~.tao nr G~r~ia J~C:ano.: 
A.:5'.•cit!ir.•": ':l1 G.:mvn N;;t~n.ais (Rdr:h~· 

ricut:.d.\°' '·'.:ri:ir.i-:•.in") 
Auoc•.1ti"'' n( J.it'iu:infa-: ·~'o;l.:-rs (Jl!i:" know:; 

:l!i L:h:\'IH DJrh!ninlrn Su,oi·•'.ftltjim•a) 
Audand-0:-~:,niz.a,or. <f<"t ~.S.lilll', °'"'tt~'.'I 

Dr.;.nd1 of Nani Pany 
lh1Hm.,re1:t1rum 
Ntt.dt. 01;1gnn ,j(l'ie~ 
8{1~!nn ~cl""'''~ for M.1oxi:;t ~f•.dP. ... f-i!'):oivo •• M:o•<i 
f;, 1tl~r-;. !t-.htrt••>tt·.'k"i~l'lic.lt ~)~·it.-n:·c C<'f!irrciU'c 
BuJ;i . .\rn:n Amcrfr.;n !~....,,.,le\ J.!:<l~t:'! ttf '"' 

United S:a~l.'s "'' A·~-:-fi~;i 
Cali{or,.ii Ent(r#t('nt"\" [kiw.w (.cr.tmitl:c 
Uhfot:-h J.afl.1r S<-hnoi, Jn~ .. lJI Dh•iq(:ero 

Strtt t. Saii Fr1r1dscn, (:a:,f 
C".1.r~1e;-.o.Ru~'i11n i'e-r.rk.:i ~it:iy 
f'.rntral Ccl~rKi) of t\..lh''iU" ~.,·~n:n f1f ("t(".Ati;m 

V.:s-:cnt, :d!>o icnnl\'O as f:C'ntr.11 Council of 
ltmc-riur, CrnatiM, \X'!,;0:<:::·1 :..;~;;t)1\ai Cou:ocil 
<ll Cct.•tian Ww.- • .!":o 

Cr.nrra! Ja:pn:-;c\C Ai.M'ciatfon ~. lkik1,ku Chuo 

c!t~j~~~.;;•.A, .. t..a\.iR•k·" of 5'lts~'"·''~' Cat;. 
fmni11 

Cmtril f):~arih:atio.1 1d ti-.<' ·G<-rrnart-Antcdn.n 
t.Jati:tftll Atl:;;nct ti)cti1~.!~· -A•i1tritaf\i~!;c 
£johdt:ticcnt} 

Cm1st•liita1ei1 U~! oi Ort;?.,.lntlcm lli1Slgnaled !I~ lhe Allornr.y fieM1a• 11! Ifie llnl!ed Slate~ ;is Within t>i!r.st!ive Order Hn. 104511 
(18 U'. Jtt-9: :mi! k f:~~n•"la!'ii;~ Wltlt P.~gulaii;ins Pronm;gatP.tl ty Him lln!ler l):ile of Apr!i 19, 19J3 (18 F.R. 2619) 

H!lFl 
PH.1\ 
:; ... J:) .• _5'.j 
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1·ri.Sta!<' Nt·wo 1'1;t•lr f lnfon f'.ouwit 
'llcr,1iniHU·Ai11•_·1it;lt1 rr:ilnn.1J l_inior1 
I lni11n of Ac:l~1·k111 ( r11;1fi;1n-. 
( loioa ••' N1·w \°P•k \'{·l1·rot1!•; 
l lnil<'J Am ... jun .'-.r:ini.·-h Ai.I ( · Hnn1it1u: 
Uniti::,t <.:mmniu'··· '1# _Jn'''''' S'" t<·•i1_·\ arttJ f.;ui1k 

n1.1n'.Od1:1ft f·•;.l(·f:Hiun~. ;11".0 l-:1•c1w'1 ;n Ctltff•l1•n 
lion (:ommi!lf_'(· of lnvi·.h l.:1rhl\m;tn!'<f1;1fl•·n 
i•n<I 1~r.·1tt-1n:1l 01·1~anl1otlinu' 

Untft:d \.rnnmillt·t· of South St•~it A111oiciu1~ 
(fnik<I U:ttlt-111 T<·n.1nh :"ln•I Con~utnt'ls Orr•;1tti 

1Jti<m ·· 
United M:ty D:1y c·ouunittu: 
Onik1I N,:gro <'•hi Alli,..I Vl·ii-t.m., of Amtti1;1 
Vdt:r.1n~ of th1· Alu;tlum f in1·u"1 Ot((!.:1il1· 
V.-it:r;ll)\ J\~,1io'f t>1::1 ritnlU;tlton of r_,,.;J ki1:J•t~. 

Con~r<.·~~ of Nt•\\' \'orl; 
\'ir,;ini:t lx~•l{•w of Peot'lt:• r.,Jm='ti'ln 
V1•ic<· of Frf;f·1I''"' (,onunitln• 
\~/.-It Whitnun Sd\ool of .~t<i.11 S<if'n~-··. N<"wMk 

N. J ''°':1 .. hin_J!tnn lt1111l!>lu1r ""'''<io1lit•n 
\X1:1~itington Cummifk~ to llrfrncl ""' l\ill of 

Ri~hts 
W;1.,hinntnn C11minittc.·r.: f,u· Dt:t'lll' r.•lfr A<tion 
W' ..... hitaJ!hHt ,-,..,,,.,,,0\11•\•:thh 1:(:,1('f;1fif"9 
\X-';1-:f1irt,::t(m flc·o\inn t.•ni·-t'I 
\\.·io.;n~•~iu ConfrRn(t· "" St•(i;:I l.q:io;falion 
\\/nrken; Affi'1n<c (<;inn At'ril l?'tfl) 
Workers PMt\-. indu•lin,e Sod:1ti~t Ynuth 1.,..•i::11·: 
\'itMisht·r K11hm f.uJ,,in,I 
Youn.s: Comnnmf.,.t l.1:;1ct1e 
YuJ~fl!Cl;11v.Amc'ric10 (°1~'fM:'':t1tvr Home, Inf". 
Yu~~1d:1v St·;1m•·n·., (Joh, In( 

(f',ontimrrtl from nthft .. hk) 

l>tO\+-.ion;ll (~otnmillt'(' ,,,. C:iti1•<fl~ for rn1rc. 
Snuthwt·"l Art·~ 

Pt•t·ttorriqucnn~ t ?ni\lo~ ( Pu(·t•o Rit :H1s 1 Jnhe1i) 
C.: ,,_A Cily (.'1J1nmilh1.· for Pucf· 
U··•:,-1..•tionuy \V11r~n·,. I t·;1,~111. 
R1•11Mni:1n-A1n1·ri t , 111 rr;lfl'fl);ll S1H:ic•it 
R11s~i:m Artteri<•in !'\41.-id\', '"'· 
S••knr;t K;•1 (l•,urtolic Sc•;n·ty, nr •:ht n)' Assn~ 

(iation- ··t·omi~1·;1.:1I o( vt·t1_ ran' of Ru'""' 
J>•f'lllh.~ \V/ilr) 

:1.~nnfr·I A1l;1ms ~dtrn•I, l\od_on. M.1~ ... 
Swtnttt 81uh:u;.> ''<"'1fC fornrn 
&h:trr<.·" Dt:f':""''. f .rnnmilh.'f• 
Srhn<'iJMm••n-D:t1q Dc:ft'fh(' C1nnmillr1~ 
-~ho()l o,f kwi"h ~lutlic·•. M• w \'01-lt: <.ift 
s.,..,,,11c 1 .• 1htt1· ~ .. 11(1(11. :;,., ... ,,__. w., .. h 
5':rhi:1n-An1ttic·an 1:f:tl<'rn;1I Sr•(if•(\ 
S<:rbi.1n Vi1towbn Cm1m·il · 
Shint,, Tcmpk:t. 
Silvt·r Shi1 t 1 .. e.ei•>n of Amt•nc1 
Slavi( C<m•)(il nf ~""lhrm C11ifnrni;1 
~lovo1k Work<:r~ Soc it•tr 
~!ttv!'ni.1n-Anu·ri1·;1n N;1li11n;:I C:1•1mcil 
S11cialist \X-'1•rlcno; l';1ttv. j"du•lt:t_Lt An1r-ri<an 

C11n)lni1u:r fur fa1r••fx: .• ,, \~-orlct·i-:; )tdrd 
Soci:11i~t \'onth f.<;;-1~11l· 
S11k1•l<u K:1i (l=.tth<.·;trn•I ~, ... ;,,,.) 
Soutlwrn N1·.1.:J<• Youth Cun,:rn~ 
S!1iko Sh:t l Ri·~·1·\·1· 01T11er~ A~~l•<"i.11.f,1n. l.n'i 

An1<eb) 
Tom Pt1int.· !'rhool of So(i;ll St-it·nff, l'hila1lt•ti1hi;1. 

P•. 
T11m P;1inl· School nf Wr•.•1h1·<h"r. N. Y. 

NM:h A:nc·rin1n ~t~•n1M1 AU Co!ntnilln· 
:\i,~·:'h rhn~~,ldrhi;t ftv·um 
North\\T~i .Ji1j•;lftr'<;<· A~!'(::d:1i:,.n 
01·.to f._,·irunf of :;.~:fol !';d\'ll'\:<; 
OklRhoan;t C.:munillu• To fl•:frn1! J•ofi:ir,11 i'•h· 

~<K'f"; 
Okt.dv·.1l;t 1,._..,~•?1. fp1· r1.1litko1! f.,turntion 
(l1i:;i11u1 5t•utf;('r1; :.C.:bn.~, 1mmpt••••••ti 
p,,(ifi(. Nn1tl-.wc:st t.e! .. ,r ~..:!htt:t. ~r::iifk W;1sh. 
p.,1o i\ltu p,,.,. Ch!~ 
Pf\rti1!0 Jcl Pm·hln of Panll1m1 ( ort·t;1tit1~ in the 

Cm•l 7••n<) 
p,~:•cc ln(onn:-ttion Unkr 
Pc;nc Movt-nK'lll of J!th;urio1 
Pt"orlr-·~ Or:11na, Inc. 
PC"upl~ F.cfucntion:1I A~~ocii11frm (frtt.·11tl"-'toth;·~I 

under name Los AnAdc:\ falur1:ti1ln:tl A~~o: ta 
tion. Inc.), ntso lc.nown 41$ l'cClflk~ f:,h1c:'ltinn,~f 
O!nf1~f. P..-c,rln Univc·nity. Pt:'npk·!'· Sd1nul P«;J;~'a~ F.dnrntirtnrtl anti Press "'~od~tinn of 

Peorle·~ ln~tifnl<' of Aprlil'f' Rdi~inn 
Pl-opt('·~ R;hlio Found:1H1•n, In' 
Phil•Jtlphia Lsbor Committ"" for Nep.rn Ri~h" 
Phillllelphia Srhnnl nf SncbJ Sd<n<< •nil AH 
Pt~o l.c:t.em· {New Yor~ Ctt)') 
l'olitical Prisr.ncrs Wdfare <:ommftttf' 
1'<>1"'1ia Sodoty of the IWO 
Fm1;rt'~sive Gt>rman·Afn<'rk:tns, :tlso knnu·n .1~ 

Progres,ivc Gcrm11n·Amcricani;. of Chicap.o 
Proletarian Party of A111<:rir• 
Pmtestant War V<·lt"r3ns of tht: United St:th:~. 

Jnc. 
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(2) Purchase by Contractors of Articla~ Subject to Manufacturer's 
Excise Tax. The Bureau of Internal Revenue has ruled t.hat a tax 
credit or refund may be obtained where an article subject to the 
manufacturers • excise tax is purchased ~J a contractor and incor 
porated into a project for a Local Authority, and where it remains 
in substantially unaltered form in the completed project and becomes 
the property of the Local Authority.. (Cont'd) 

NOTE: This Section supersedes Section 6.3 dated 9· 2-~52 .. Paragraph 2!) has 
been revised to reflect a reversal of the Bureau of Internal Revenue 
ruling which now pennits an excise tax credit or refund on eertain pur« 
chases by contractors. 

(1) !urcl!_a!:~-~-~2Y .. ~~?E..a..:l:~.!.:..r:.~)1,~r.it..Y· The Bureau of Inte:rn~i f0 ro.nue 
has ruled .in s;.;:ve:;-,-;1 :c :Jh\fa•i..:;:• li:<~L Local Authorities are ccusd.dered 
"political ;;;u.1:,;u.ivisions11 for the p1.1rposes of these tax exemptions. 

b o Where the Exemptions App~ 

Diesel fuel6 

Transportation of property; 

Al.l commodities subject to the retailers' excase tax (including 
but not limited to clocks and brief cases); 

Communications services (telephone, telegraph, radio, and cable); 
Transportation of persons (railroad, bus, airline, and steamship 
tickets); 

a. What the Exemptions Ar~· The Internal Revenue Code grants 
exemptions to any State, Territory of the Unj_ted States, or political 
subdivision thereof from the Federal excise taxes on sales of the 
following commodities and services: 

ill commoditj.es subject to the manufacturers 1 excise tax (including 
but not limited to gasoline and lubricating oils, electric appli 
ances, automotive vehicles, office machines, electric light bulbs, 
refrigerators, air conditioners, tires, and inner tubes); 

2. Federal ~cise Taxes ~........, .. 

l. Introducti.ou. Th:ts Section cont.ams infor::nation on exemptions from 
Fe~ral, State,. and local t.axes as they appl;"v· to expenditures made by 
Local Authoritieso 

Tax Exemption on Local A:uthority E"!E£.endJ...!:!ll'!2'> 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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3. State and Local Taxes o Mal\V State and local sales and other tax laws 
provide exemptions for instrumentalities of State and local govern 
ments. If there is any question about whether a particular law allows 
an exemption to Local Authorities, the advice of the PHA. Field Uffice · 
Attorney may be requestede 

(4) Transportation of Propertye The carrier j_s authorized to 
accept shipping papers on which the consignor or consignee 
is a Local Authority as proof that the shipment is exempt. 
No exemption certificate is requiredo 

(3) Transportation of Per3ons4 At the time of payment of the 
fare or other charges, an executed exemption certificate, 
Internal Revenue Form 731, Revised, must be submitted to the 
carrier. 'Ibese forms may be obtained from any Collector of 
Internal Revenueo 

(2) Conununication Services o If payment, for the services is made 
by a Local Authority directly t.o the person furnishing the 
services, no exemption certificate is requiredo The Local 
Authority need only indica·te on the bill or contract that it 
is a political subdivision of the State entitled to an 
exemption. 

(1) Connnodities Subject ~J'.~l~~turers' or R!!tailers' Excise 
Tax. The exemption can b·:3 obtained by submitting to the 
vendor a certificate worded substantially like the one 
shown in Exhibit 1. 

c , !:!£!_~g.e.i.J~~~~E!E~~2!?.. It is up to Local .Authorities to claim 
the exemption in each :Instance where they are entitled to do so; 
otherwise., the cost of oper-at.mg the project is increased unnecessarily. 
This is how to c La'im the exempt~'.O~lli~ 

' HHFA 
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y For commodities subject to the retafiers 1 excise r.ax , snbstit.ute for the 
words ''such fact will be reported by me to the manufacturer of the article 
or articles covered by this certificate"" the words "such fact will be 
reported and tax paid by me to the Collec.,.;r of Intern.al Revenue for the 
district in which the sale was made.11 

both, together with costs of prosecutdon, 

not more than $1010001 or to impriso?lllent for not more than five years, or 
exemption will subject the undersigned and all gu.i.lty parties to a fine of 

wise or are sold to employees or others, such fact will he reported by me to 
the manufacturer of the article or articles covered by thi.s certificate.!/ It 
is also understood that the fraudulent use of this certificate to secure 

articles purchased tax free under this exemption cert.ificate are used other- 
for the exclusive use of the Housing Authority,, and it is agreed that if 
under this exemption certificate is limited to the sale of articles purchased 
It is understood that the exe1nption from tax in the case of sales of articles 

are purchased from ~-----...,...--~~- for the exclusive-· 
(name of ·vendorr-----~- 

use of the Housing Authority of the City of--------------• 

articles specified in the accompaeyirw. ;i:rder or on the reverse side hereof,, 
and that he is authorized to execute this certificate and that the article or 
of the Housing Authority of the City of---~·~··-------------- 

---·c:-rat:e-r ··-- -··~··--- 19 
The undersigned hereby- certifies that, t°;·:!. is 

-(ii tle 'of officer) 

EX1';t.IPTI ON GERTI FI CA'rE 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(Cont•d) 
NOTE: These pages 1 and 2 supersede pages 1 and 2 of Section 605 of the 

Small Low-Rent Programs Manual dated 9-2-52,, Paragraph 2 has been 
revised to eliminate inconsistencies in the classification of water 
heaters, space heaters, and playground equipment in the Low-Rent Program. 

a, Materials and 1'U ies includes all items which can be used only 
once fuel, cleaning supp ies, paper, ink, and the like); items which 
lose their identity or become an integral part of other property when 
put into use (nails, lumber, cement, and the like); and items which 
have a useful life of less than one year. 
b. Expendable eqUipment includes all items of equipnent Wiich have a 
useful life of more than one year and ...mi.ch cost less than $25.00. 
Items wi.th a useful life of less than one year should be considered 
materials and supplies. 
e, Non-en:enciable equipment includes all i teins of equipment which have 
a usefUl ife of more than one year and which cost $25000 or more. 

Personal Property Accountability 
lo Policz e The Local Authority shall establish and maintain complete and 

accurate records relating to personal propertyo Personal property repre 
sents a tangible asset and proper accounting for it is a basic requirement 
of good business practaces, Local Authorities should be just as diligent 
in accounting for materials, supplies, and equipnent as th87 are in 
accounting for casho If a good system of property accountability is 
established at the outset of a program, there is very little difficulty 
in maintaining it. 

2. Definition of Personal Property. Personal. property comprises all mate 
rials, supplies, and eqUiprnent other than land and things {buildings, 
fiXtures, and poles) attached to the land. Items of dwelling equipment, 
such as ranges, refrigerators, screens, window shades, and movable 
kitchen cabinets or tables, are considered personal property, since 
they are easily removed and of a class commonly considered as personal 
propert70 Individual space heaters, ioeo, space heating equipment not 
connec~ed to ducts or pipes for distribution of heat, are considered 
to be personal propertyo All other space heating equipnent and all 
water heaters are considered to be real propert70 All play-ground equip 
ment is considered to be personal property o However, structural play 
ground facilities such as spray pools are considered to be real property. 
Benches, clothes poles, and f'Jag poles are considered to be real property 
if pennanently installed in a fixed position and to be personal property 
if not so installed. 
Classification of Personal Propert.zo Personal property is classified 
as (a) materials and supi)1ies, (b) expendable equipment, and (c) non 
expendable equipnento 

-----------~--~----------~------------- 
SMALL LOW-RENT PROGRAMS MANUAL-OPERATION 
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6. Records of Nonex.pendable F,qui;pment 
a. All nonexpendable equipment shall be subject to a strict system 
of unit accountability, both physical and fiscal. 
b. An equipment record card shall be prepared covering all items of 
equipment of the same characteristics. For instance, one card shall 
be prepared covering all refrigerators of a given size 

4. Records of _Materials and Supplies 
a. Records shall be kept of materials and supplies when such itans are 
purchased in quantity and stored for future use, stocks of materials and 
supplies are costly to maintain and should be held to a minimum. such 
stock should therefore be limited to items which cannot be acquired 
promptly as needed, or are used in such quantities that consolidated 
purchases will result in considerable savings. When purchased for stor 
age and future use~ a record should be maintained of quantities purchased, 
quantities placed in use and thus expended, and balances on hand. A cow 
ot the purchase order may be placed in an inventory file and used for 
recording the issuances and balances on hand. The balance should be 
carried forward to any subsequent orders for replenishing the stock. 
b, When the stock of materials and supplies includes a large variety 
of items the Local. Authority will find it desirable to devise a simple 
stock control record for each item on which to record purchases, issu 
ances, and balances on hand. A suggested form of stock control record 
is attached as Exhibit l. All purchases should be entered. on the card 
as received, entering all items received at one time on a single line. 
There should be entered on the same line in the balance column the sum 
ot the previous balance and the number received. All withdrawals from 
stock should be entered, using a single line for all withdrawals made at 
one time and show.i.ng a new balance on the same line in the balance column. 
c. If, instead of a stock control record by separate items, a Local 
Authority wishes to control its materials and supplies by means ot 
periodic general inventories, the form of inventory report sho~ as 
Exhibit 2 may be used. In this ease, the column headed "Unit" shall 
be tilled in with the unit of measurement; that is 1 pounds, gallons 1 etc. 

5. Records of .ExpendableJ;uitO:ento As of the last day of the Initial 
Operatlng PeriOd, an ven ory ot all expendable equipment shall be 
taken,, and all items shall be priced at actual cost. At the end of 
each fiscal year thereafter, an inventory of expendable equipnent shall 
be taken, but such inventory need not be pricedo such annual invento 
ries shall be canpared with previous inventories to determine that 
unreasonable losses have not occurred.. A suggested form ot inventory 
is attached as Exhibit. 2. 

------------------------------------- 
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(Ccmt'd) p · $1006 U tb8 LOC&i AUtbOrity elects to dispose of personal propert;y umer tbe 
contract wa1 ver granted by the Aoting Conmissioner on 8-8-57. 

llO.lB: 1'bis Section superaecles Section 6.4 4ate4 September 1956. It baa been 
revieed to ret1ect tbe waiwr of tbe Anmal Contributiona Contract with 
respect to the revision ot tbe open market limitation trca $500 to $1000 
in connection with disposition ot persoml. pl'01)8rty • 

b. S!lles From $100 to ~00 !/. Maq ot the disposition actions vill probabq 
tall Within tbiScategory. A reasonable exploration ot the local market is 
desirable to ensure tbt\t the best prices are obtained. Intormal bids sboal.4 
be obtained orally, by telephone, or in wri tillg from all known prospective 
purch'l\.sers; oral bids m"ly be documented by a bill ot sale. The form suggestecl 
tor use in sales ot $500 !/ or more (see Exhibit 2) my be uaed to obtain 
intorm:U written bids. A tabulation ot all bids received should be prepared am retained as a part ot the permanent record. 

e , tbles ot~ !/or More. The Local Authority shall advertise tor torm.l.· 
bids ii' the ~e ot the property ottered tor sale is $500 !/ or more. 9ie 
PJIA recommends a torm ot Invitation, Bid, and Acceptance, such as the attached 

· Exhibit 2. !lhe property ottered for sale should be described in this torm 
together with intorme.tion as to where and when it J1B7 be inspected by the 
bidder. Bids may be invited in tbe sams manner as described ·tor purchases of 
over $500 1/ in Section 6. 2. Bids should be opened publicly at the time and 
place .SP'cftied 1iL the advertisement and the propert7- sold to the bidder 
ottering the bigbest price. A tabulation ot all bids received shall be pre• 
pared and tiled.with the contract as pa.rt.of the perm.nent record. 

d. Sale to a Public Body. 9le sale of personal property to a public ~ 
tor public use may beiieiOtiated at its tair value. !he tranater aboul4 be 
documented by a bill ot sale. 

D!eposi tion ot Excess Personal. Property 

1. i:uraose. 1'he current Amlual Contributions Contract provides tbat excess 
personal. property shall not be sold or excbangecl tor less tban its tair 
value; and that persoml. property ot the value ot $500 · !/ or more which is 
to be sold to otber than a public body tor a p.tblic use shall be sold at 
public sale. This Section sets forth procedures tor disposi~ ot excess 
personal. property. · 

2. Sale ot Excess PersOMJ. Property 

a. Sa.lea Ul:?der $100. It the est:lJZrated sales value of the personal propeRJ' 
ottered f'or aile is less than $1.00 the Local Authority my- negotiate a sale 

. atter such inf'o~ inqui.r)r as it considers necessar,y to ensure a ft:Lir 
return. A bill ot sale such aa that shown in Exhibit 1 •Y be issued to 
document the ea.le. 

- - - - - - - - - - - - - - - - - - ~· - - - - - - - - - - - - - - - - - - - - - 
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.. 

• 

3. Dest.ruction, Abudoment, or Donation. PereOll&l prope1"t7 should not be 
Lstl'Oyect, a'biDdone4, or aon&tea until eveey ettort has been IBCle to sell 
1 t. It it baa no scrap or a&l:vage -1ue and a purchaser e&mlot be toun41 
a statement shoul.4 be pre:pa.red tor the property accountability records. 
!!Ii• atatemnt ahoulA list the mm• ot proapecti"Ve bi44ere aolicited an4 
report the time &114 m.nner ot the cllapoaition. 

- - . - - - - . - - - - - - - - - ·- - - - - - - - - - - - -- - - - - - - - - - . 
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(Dato) - lsignaturo and Title or 
Local Authority reprosentativo) 

(Dato) (Signatur" ot Purohaaorf'-- 

(Prigg) Total 

2 Hand lawn mowers, 2411, used condition (Pricg) 
3 Wheelbarrows, Rubber tired, ~sod !fr-ice) 

~s~ript1on of Prow~~ 
price. 

the quantities listed, for the price stated. The 
(Namo of 

------------- herebr sells the listed property local Authority) 
to tho purchaser and acknowledges receipt in full of the purch$lse 

The undersigned agrees to purchase the property listed bolow in 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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....., ____ .. 
NAME OF LOUL HOUSING AUTHOIUTY A D D .: E S S 

INVITAl'ION, BID AND ACCEPTANCE 
SAIE OF PROPERTY - • ==-a.-.·.::.·-=:&;: Sire: Th• property lleted btlOIOI It offertd for eale. If you are lnttrtattd In th••• It•••• wt urt• you to lnepeot th•~ before 1ulllllttln9 your bid, ,,_ - _ ·-·= ,....._Tltlt 

LOCATION or PROPERTY IJDS WILL IE OPEllED: 
lCIClr.tH D•t• and Hour Contract 110. 

Pereon to See 

TNE BIDDER OFFERS TO IUY THE FOLLOWlkC PRt1PEltTY: 
Itta Deeerlptlon and L0(1tlon quantity Unit Qu1ntltr Unit Price Total ...-1ce 110. Offered lld 

. 

lnepectlon Oatee end Houri: 
11 ... of llcider 10•t• Accepted•• to lt .. 1(1) llo. 
Iv (Slanaturt) Allount t AddrtH •r 

Tltlt 
Pureh11•r•1 Recelet for ,Pr!!trti 

I rt01lv1d the 1bov1 property on "- 
lltneture Tit It 

____ ,, ........ _ .... .. ... _ 
6.4 
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4. ~L~~tiil!,.G.~~~l!f)A 
a. Records shall bo kept of' roa.torials and suppl.1.es when such 
items are purchased in quantity and stored for futur~ use. 
Stocks or materials and supplies are costly to maintain and 

_ ~ _ ~ (Qont!d). 

b. ~~!Wlble egu~nmmai includes all items of equipment which 
have a useful life of more than one year and which cost less 
than :~25 .oo. Itema with a useful life of less than one yc:ir 
should be considered materials and supplies. 
e , li2n::.txnem§bl.~~ inoludea all i tema of equipmAnt 
which have a useful life of more than one year a11d whioh coat 
$25.00 or more. 

a. ~tials..LJJlLsun~lle§. includes all items which can be used 
only once-Cruel, cleaning supplies, paper, ink, and the like); 
items which lose their identity or become an integral part of 
other property when put into use (n~ils, lumber, cement, and 
the like); and items which have o. useful life of loss than one 
year. 

Qlasf!illi~~tfilm!Lftopertv. Personal property is 
classified as (a) materials and supplies, (b) expendable equip 
ment, and ( c) non-expendable equipment. 

Defin!,t!.!;m gf fJer£!2fill:! Pronerty. Persone.I property comprises . 
all materials, supplies, and equipment othor than land and 
things (buildings, fixtures, and poles) attached to the .~r.ud. 
Items of dwelling equipment, such as rane;ea, · refrlgeratn:;:s, 
screens, window shades, and movable kitchen cabinets 0.1.· tabl1..:s, 
are considered personal property, since they ace easily remoVl:ld 
and of a class commonly considered as persimal property. W'l.ter 
heaters and space heaters eonnocbed to a f'lue are not eons idered 
to be personal property. All playground e'}u:i.pml=mli fo oonsfdcred 
as personal property. 

2. 

1. fgli9y:. The local Authority shal1 00+.·1bl.ioh and mai.n+a ~ n com 
plete and accurate record::: rHla.t,J.ng to p.:irso!•<.:.l pre;r:·.;:r~.;1. Per 
sonal property rop~er.m1tr1 d. t<.ngi.ble asse t and proper account.« 
ing for it is a basic requi.roment of good bw.>:i.x~£:~rn !>l~;i.ut .. :i.G'~t-:, 
Local Aut.horitie;:. ohould be just ae <lil:i.gent i•. f'':ce1m':,ii!;.; f r,r 
materialo, supplies, and equipment as the~r Aro i~ :i~~r;.-,1.mt;Jng 
for cash. If a good Hyotem of proper·ty accouritabi"i.H,y is 
established at the outset of a program, t.here is ve:ry lit,tle 
difficulty in maintaining it. 
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' . a, All non-e:Xpendable equipment shall be subject to a strict 
system or unit accountability, both physical and fiscal. 
b, An equipment record card shall be prepared covering all items 
or equipment of the same characteristics. For instance, one card 
shall be prepared covering all refrigerators of a given size __________________ - - - • ~ - - - - - - - iC2~~·g)_ 

5. Rgcotsls of Expend~~.EgviD~~· As of the last day of the 
Initial Operating Period, an inventory of all expendable equip· 
ment shall be taken, and all items shall be priced at actual 
cost. At the end of each fiscal year thereafter, an inventory 
of expendable equipment shall be taken, but such inventory need 
not be priced. Such annual inventories shall be compared with 
previous inventories to determine that unreasonable losses have 
not occurred, A suggested form ot inventory is attached as 
Exhibit 2. 

6, BIQsu:ds of'_!sm-Exoengable Eauiment 
.,.; 

c. Ir, instead of a stock control record by separate items, a 
Local Authority wishes to control its materials and supplies by 
means or periodic general inventories,the form of inventory re 
port shown.as Exhibit 2 may be used. In this case, the colurun 
headed "Unit" shall be filled in with the unit of measurement; 
that is, pounds, gallons, etc. 

should be held to a nrl nnaum, Such stock should therefore be 
limited to items which cannot be acquired promptly as needed, 
or are used in such quantities that consolidated purchases 
will result. in conatderab.le savingo. \Jhen purchased for stor 
age and ... future uso , a record ahould be maintained of quantities 
purchased, quantd ties placed in use and thus expended, ::md bo l - 
ances on hand. A copy of' the purchase order may be placed in 
an inventory file and used for recording t.hP issuances and bal 
ances on hand. The balance should be carried .forward to any 
subsequ~nt orders for repl~nishing the stock •. 
b, When the stock of materials and supplies includes a large 
variety of items the Local Authorlty will find it desirable to 
devise a,simple stock control· record for each item on whioh to 
z-ecord purchases, issuances, and balances on hand. A suggested 
form of stock control record is attached as Exhibit 1. All pur 
chases should be e~tcred on tho card as soon as received, e~tel' 
ing all items received at one time on a. single l.ine. There should 
be ent~red on the same line in the balance column the sum of the 
previous .balance and the number received. All withdrawals from 
stock should be entered, using a single line for all withdrawals 
ma.de at one time and showing a·new balance on the same line in 
the balance column. 

- - - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - 
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d. When items of equipment are disposed of, one entry, on a 
separate line, will suffice for a number· of items disposed of 
at one time. There should be entered on the same line in the 
balance column a new total of quantity and of cost representing 
the pre'1oWf(l)S.lanoe less the items disposed of. Each disposal 
transaction shoUld be given a numbered entry in the "Key" column; 
at the same time that the disposal i3 entered the same "Key" 
number should be written in the "Key" coluran against each or the 
individual items disposed of.- All items against which a "Key" 
number is not entered will thus be those still remaining on hand. 
Reool'd~ of equipment lost, stolen, or destroyed shall be made 
in t~e same way as records or disposal. 
e• In the case of large items of equipment, such as automotive 
equipment, it is recommended that a separate equi!lJ]lent rocord 
card be ~ed for each individual piece of equipment. 
f. As of the last day of the Initial Operating Period, a physi 
cal inventory shall be made of nll nonexpendable equipment, and 
all items shall be priced at actual cost. This inventory shall 
be reco~ciled, both 'as to quantity and price, with the equ:f:puent 
record cards as of ouch date. At the end of each ti.seal year 
thereaf'ter a physical inventory, unpriced, shall be taken of all 
nonexpendable equipmAnt, and the quantity of such equi,Pll'ent thus 
listed ohall be reconciled with the quantities 3hown on the equip" 
ment record cards. A suggested form of inventory is attached 
as Exhibit 2. 

regardless ot cost; if there are refrigerators of a different 
size in the project, a separate card shall be prepar~d to 
cover.all such refrigerators. This card system shall be started 
as soon as any equipment is purchased duriur, the Development 
Period and shall be ma.intained oolltinuously there{-1.t'ter. All 
p~chases shall be recorded on the c!lrd and e.11 disposals shall 
also be recorded.. If equipment is lost, stolen, or. d1:.13troyed, 
such loss shall be recorded on the card and a sta·l:iement cover 
ing the circumstances shall be prepared and placed in the prop 
er~f file at the aame time the Olll'd is adjusted. The record 
c~s will thus serve as a. perpetual inventory. At the end or 
each fiscal year the grand total of the Balance Cost shown on 
all cards shall be reconciled with the amount shown for· nenexpend- 
ab1:e equipment in the books of account. . 

j.'.:'': 
c ;·., An equipment record card designed for recordi.ng nonexpsnd 
ab.l• equipment is attached as Exhibit J. All purchases shall be l'ecorded on:the card as soon as the equipment is received, 
using a separat·e line for each individual pie~e of equipment 
(20 refrigerators will thus require 20 lines). On the latrli line 
used for any purchase there should be entered in the balance column a new total of quantity and or cost including the pi·evious 
balance plus the items purchased. 

- . - - - - ~ - ~ - ~ - - - - - ~ - - ~ - - - - - - - - - - - - - 
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H~n~!!!g.-.Borrowin'!.a,_QLJ.10aning of Nonexoeng1J.hl~_EgY!!2!!lent. If 
any nonexpendable equipment is rented, an equipment record card 
shall be prepared and maintained In the same manner as for ovred 
equipment. Similarly, if any equipment i3 borrowed, either frc111 
an outside party or from another project oper~:~~d by the Loca l 
Authority, a like record shall bf> kepb , 'rhe cost of equipment 
rented and borrowed shall not, of course, be entered 011 the equip 
ment record card and will not, therP.fore, enter into tha recon 
ciliation with the NonexpenJable Equipment Ac~ount in the books 
of account. If any equijmenf is loaned, eithor to an outside 
party or to another project operated by the Local Authority, suoh 
loan shall be noted in pencil on the equipment record card , but 
shall not be deducted from the h1lance columns of quantity and 
of cost. · 
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(It is suggested that tho Loc:ml Ar··i l!o1•it.y have this for1.4 printed. o'n 
S" x 8" cards. The revEirem si.do c .. f t.ht,;o card may also ba printed 
but with the heading "m:i. tctd to "D~·,~c.1·~- ption t)f It~1t.) 
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TOTAL CX>ST llflT COST DESCRIPTlat OF ITEM UNIT 
HO. OF 
tlflTS 

Stfl4Ai'URE1 N•t 

• CllTl,Y TMAf A ,MYllClL·tMVINtO~Y ••• tlKt• Alo~ TMt ••• ,. OATI or ALL , •• ~tlTV At 
TMI AIO'lt LOClttOft, -.et THAT ALL tttc:M ,io,lltv t•.Lt•ttD llLOW. 

DU£---------1 
_,,,ICI, WAllMOU•I• Ot l'ffJICt. bAtl O' l.AST 

LOCATION IHVINTOR't-------• 

---------------------~------------ 
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(It 1• IUIP•tecl t.bat tbe Looal AuthoritJ haw this torm printed. on 
_/ S"d• OU"da. The re•eree eide of tbe card 1107 also be Jll'int.ed bat 

vith the headin1 lild.ted. "Deeoription ot Item•.) 
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fQuivalent E1i.mination 
l. General 

a. This Section is not applicable to rural nonfarm projects nor to urban 
projects built on a site.classified as slum. It there is doubt as to its 
applicability to a particular project, the PHA Field Office should be con 
sulted. 
b. For urban projects not built on the site of a slum there must be elimi 
nated v:tthin five years after canpletion of the project a number ot unsafe · 
or insanitary dwellings in the locality or metropolitan area substantial.17 
equal to the number of units in the project. Where such dwellings are 
occupied by more than one family, the number of tamilies •Y be counted. 
c. The provisions of this Section are applicable only to projects initiated 
after Mlrch· 1, 1949. Local Authorities with projects initiated before 
Mlrch l, 1949, and for which equivalent elimination has not been completed, 
must complete elimination in accordance with the provisions of their con•· 
tracts and procedures based thereon. Such Local Authorities should refer 
to Section 4411:1 of the Local Housing Authority Manual. · 

2. Dwelling To }le Eliminated 
a. To determine whether a dwelling is unsafe or insanitary, for equivalent 
elimination purposes, the same standards should be followed as are used for 
eligibility purposes (see Part V.A.3. ot the Application for Admission - 
Exhibit 1 to Section 3.2). · 
b, To be classified as a dwelling, the unit must consist of a room or group 
of rooms_, occupied or intended tor occupancy as separate living quarters by 
a family or group of persons living together or by a person living alone, 
provided it bas either (1) separate cooking equipment, or (2) two or more 
rooms and a separate entrance to the outside or to a common hall. 

3. Methods of Elimination 
a. Dwellings eliminated by demolition or effective closing oan be counted 
regardless of cause. 
b. To obtain credit for elimi.nation through compulsory repair or improve 
ment, all unsafe and insani"l;ary conditions must have been eliminated by 
reason of compulsion backed by the power of enforcement. · 
c. ·Lanham Act housing units (including Veterans• Reuse housing provided 
under Title V-ot the Lanham Act) may be counted for purposes o~ equivalent 
elimination when the uni ts (1) are determined by the Local Authority to be 

, unsafe or insanitary and (2) are demolished and removed from the site. 
(Cont'd) 

NOTE: These pages 1 and 2 supersede pages 1 and 2 of Section 7 .1 dated 9-2-52. 
Paragraph 3c has been added to provide special instructions for the use of 
Lanham Act housing in equivalent elimination. 

---------------------------------------- 
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b. In metropolitan areas served by more than one Local Authority, 
they should j oin·lily decide on a fair method of allocation . of 
credits to make certain that there is no double counting. In 
such instances, where elimination is claimed outside the local 
ity covered by the Cooperation Agreement, each Local Authority 
must support its claim by statements from the others that they 
are not claiming the same credit. 

5. Area Withj.n Which Elimi.nation Is Counted 

a. Elimination must he accomplished within the locality or 
metropolitan area in which the project is located. The locality 
is the incorporated town or m'Wlicipality in which the project is 
located. The metropolitan area is that area which is within a. 
normal comruuting distance, provided that the metropolitan area 
may include any area designated as such by the Bureau of the 
Census. 

Sub-famil:l:, consisting of a married couple with or without 
children, or one parent with one or more children under 18, 
related to the head of the household or his w:t.te, and 
Second~rv ~'consisting of two or more persons related 
to each oth~r, but not related to the household head. 
Note that in some dwelling units there may not be a prima17 
family. The head of the household may not be a member of a 
family living in the household. In that case there will be 

· no primary fami.ly present, but only sub-families or second 
ary- families. 

c. In determining the number of families 'in a dwelling unit 
vhich was occupied just prior to its elimination, the following 
types of families may be counted: · · 

Prj.mary famiil, consisting of the head of the household and 
one or more persons related to him, 

a. An elimination credit may be claimed.for any- substandard 
dwelling unit whether ocnupied or vacant at the time elimination 
takes place. 
b, When an eliminated dwelling was occupied by two or more 
families jus·t prior to elimination, credit for elimination may 
be claimed for the number of families living in the dwelling 
at that time. 

4. Detenninit).g.J:f:!Jmb~r . .2.LJ~J..iJJJ:j,ne,tions To Ba Claimed 

- .. - - - - .. ~- ,..._ .. ~ .. , .. ., '.'<" --~~ :l"'l' - - - - .., .. - - - - - - ~ - - - - 
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---·-· (Cont'd) NOTE: i'hese pages 3 and 4 supersede page 3, dated 9-2-52. Paragraph 8 has 
been revised to perm:! t the submission or a single report for all projects 
in the same locality which have the same "date of initiation." 

a. As of the Date of Full Availability and ann~ally thereafter, two copies 
of Form PHA-2306, Report on Equivalent Elimination (see Exhibit 1), are to 
be submitted to the appropriate PHA Field Office. This reporting is to be 
continued annually until the elimination requirenents have been completed. 
If the elimination has not been completed within five years after the Date 
of Full Availability, or a defernent approved, the reporting shall continue 
but on a quarterly basis. 
bo A single report may be submitted for all projects in the sane localit)> 
which have the same 11date of initiation" (see para.graph 6a above). If' the 
report covers more than one project, the first report ia to be prepared as 
of the Date of Full Availability of the first project and thereafter on 
the anniversary of such date. In adapting the present Form PHA-2306 for 
combined reporting, the heading of the form is to be flll.ed in as follows: 

8. Reoorts 

7. Records To Be Maintainedo The Local Authority shall maintain records certi 
fied to by its own officials or appropriate Dllllicipal officials showing the 
location, number of dwellings in and type of each structure eliminated sub 
sequent ~o the initiation of the project, the number of families occupying 
each dwelling unit, a brief description of the unsafe or insanitar,y condi 
tion, and the dates and methods of eliminationo These records are to be 
kept available for PHA audit. 

60 Period in Which Elimination Must Be Accomplished 
a. Equivalent elimination must be accomplished within the period beginning 
with the date of initiation of the project and er.ding five years after com 
pletion of the project unless the PHA approves a deferment beyond the e'Dd 
of such periodo The date of initiation is the date of the first contract 
for financial assistance, usually the Preliminary Loan Contract. The date 
of completion of the project shall be considered to be the Date of Full 
Availability, 'Which is the last day of the month in which substantially all 
dwelling units in the project become available for occupancyo 
bo Where the number of vacant standard dwelling units for sale or for rent 
for low-income families, at rents equivalent to the maximum rents tor admis 
sion to the project, bear a ratio of less than 3% to the total number ot 
such dwelling units in the locality, the PHA upon receipt of a documented 
request will consider the granting of a one-year determent o With proper 
justifications, a Local Authority may request additional deferments. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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HBFA-PHA, Wash., D.C. -4- 
--------------------------------------- 

I.ocation - Enter same as tor a single project. 
Project No. - Enter project numbers in numerical sequence. 
Report Period Beginning and Ending - For the first report, after the word 
"beginning" enter the date of initiation of the projects and after the 
word "ending" enter the Date ot Pull Availability ot the first project. 
Subsequent report periods will be the annual periods ending on the anni 
versary- dates ot the Date of Full Availability or the first project •. 
Number or Units in Project - Enter the total number of unite in all proj 
ects covered by the combined reporto 
Date ot Full Availability - Enter Date ot Full Availability or the first 
project. 

9. Notice of Completion of Eauiya1ent El1m:lnation. When the PHA is satisfied 
that the equivalent elimination requirements have been met, it will give 
notice to the Local Authority of its finding of such tact. · 

--------------------------------------- 
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PllA-2308 ~-..~ Bureau Budget Mo, 6)-R796 
Location Sept .. ber 1962 (CI ty end State) 

lloutlng and 11- Fln•nce Aoency Project llo. . 
Public Houtln9 Ad•lnlttr•tlon Report Period beolnnlnQ 

end endlno 
REPORT 011 EQUIVALENT ELIMlllATIOll Nu•er of Unite In Project 

Date of Full Av1ll1bll lty 

Ell•ln•tlone Acco11pll ehed . 
Thie Period Ell•ln•tlona Tote I 

hell Ing Ertre Totll Prevlouely El l•l111t IOlll 
Units F•lllea Rewted To Dlt1 

• b c d • 
'· llUllb.r of E1leln1tlon1 • . . .......... .. ly Method of Ell•ln1tlon 

{I) DlllOlltlon •••••• . . . . . . . . . . 
(2) Effective Cloelng •••••••• . . . . 
(I) Co.puleory Rep1lr or l11prov-nt • . . . . 

b. By Locdlon 

(I) In loc1llty • ... . . . ...... .. llXlllXIU unun 
(2) In MltroPOlltan ArH but Oubld1 

Loc1llty •• . . . . . . . .• . . . . . . ........ nxxxxxx 

2. Ctrtl fl c1t1 on 

I, th• und1re 1111ed, hereby certify that I ••the of the 
(Title) 

(111111 of Loc1I Authority) 
(herein cal led the Local Authority) •nd •• duly 

' 
1uthorlztd to execute thl• certlflc1t1 on behalf of the Locel Authority, 

I further certify, with r11pect to the above•111ntloned low-rent hou•lnq project, the el l•lnetlon• retorted 
1bove were 1cco11Pllthed after the d1te of Initiation of the Project by the d•olltlon, effective cloelnq, or 
the coepulaory repair or l11prov-nt of unufe or ln11nltery dwelMnq unlh located within the ll•lh of 

or ltl 111troool I ten area, 
(Loc1I lty) 

I further certify th1t nl'n• of the all•lnatlone Included In thl• report were acco•Pllthed by the clearance o( 
the elt4 'f 1 low-rent houtlng Project developed oli the •lte of a elu11 end that none have been Included In 
1ny report of ell•lnatlon which hll heretofore been subllltted to.the PHA In c:onnectlon with eny other project 
of the Local Ai;thorlty. 

I f.rther cert :-fy that thl • report I• true and correct according to th'e offlclel record• on file In the 
office of the. local Authority. 

(Date) 

-~-----------------------~-------- 
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Lines b(l) and b(?). In columns e , d , and e, enter the break 
down of the entries in line l by location. 

Lines a(l), a(2), and a(3). In each column enter the breakdown 
or the entries in line l by method or elimination • • 

Colum e. Enter the total of Colwms· c and d •.. 

Colum d. Enter the amounts reported in Colunm e ot the • 
previous report. 

Colunm b. For dwelling units reported in ColUDD a which 
were occupied by more· than one family, enter in 
Colu1111 b the number of families in excess of 
one for each such dwelling unit. 

Colum e , Enter the total ot ColUDlls a and b, 

Colunm a. Enter the number of dwelling units eliminated 
during the period whether vacant or occupied 
by one or more families. 

Line 1. 

This report ie to be submitted to the PHA in accordance with. 
the Manual Section on Equivalent Elimination. 
Heading• 
Items in the heading on the form are self-explanatory. 

Instructions tor Preparing Form 

----------------------------~----- 
HHFA 

PHA 9-2-52 
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J. Although not required by the Annual Contributions Contract and Section 8.1, 
it is found that many Local Authorities are carrying collision insurance 
on automotiv~ vehicles. It is believed that this form or coverage could 
also be dropped with no serious impairment of a Local Authority and that 
an overall sav:tnes in subsidy payments would result. Should an uninsured 
vehicle bo damaged or destroyed and no recoveey effected fro111 third parties, 
the cost of repairing or replacing such vehicle could be charged as an 
operating cost. In any event coverage should be dropped when a vehicle 
ages to the point where the premium is out of proportion to possible lose 
recovery. 

2. The Annual Contributions Contract and manual procedures are accordingly 
waived to the extent that Local Authorities, if they so elect, need not 
carry burglary and robbery insurance. 

Burglary, Robbery, and Automobi]e Collision Insurance 
l. The Annual Contributions Contract nnd Section 8.1 of the SmA11 Low-Rent 

Proermns Hanual prescribe the carrylnc of burglary and robbery insurancf:!. 
Experience indicates that prnnii~ms pa Id for coverage on these per, .. ls far 
exceed loss recoveries. Country.wide tt·ese premiums are reflected in 
substantial subsidy payments. If this form or protection were dispensed. 
with it is felt thnt no Local Authority would be permanently injured 
because of an uninsured loss of this nature. Such losses would not assume 
catastrophic proportions becausR or existing safeguards and could ulti 
mately be recovered as operating costA. 

- - - - - - - - - - - - - - - - - - - - ~ - - - - - - - - - ~ - - - - - - - - 
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g. Fidelity Bonds 

(1) lm'ing mami.gcment, the positions ot check signer and countersigner 
shall be bonded in amounts ranging between $4000 and $25, 000, 8.Dd. each 
other position which involves custody or control of tunds or property 
sball be bonded in amounts ranging between $].,000 and $5,000. The Posi 
tion Fidelity Schedule Bond secured durillg the development period my 
be continued during J11D.De.gement with the pena.lty amounts reduced to con 
form to the amounts indicated above. Eonds on the check signer and 
countersign.er shall not be reduced until the Actual Development Cost 
Certificate tor the la.st project has been issued 1 and the excess devel~ 
ment :f'unds, it any, transferred to the Advance Amortization FuJ2d in 
accordance w1 th Section 301. 3 of the Low-Rent Housing ttanual. If' the 
Local Authority obtains approval at a. later date to undertake the plan- 

. ··ning ot additioDal projects, the bond should be increased in acce>rdance 
with Section 214.l of the Low-Rent Hou.sing ?t.anua.l. 

(2) If' there are two ca.shiers on duty simultaneously, each position 
shall be bonded and a. premium pa.id tor each. In this case 1 "llumber 
P.ersons Filling Position" will be TWO. On the other hand, it one person 
is designated as a cashier and another as an alternate or substitute to 
act onl.y in the absence of the regularly designated cashier, then the 
"Number Persons Filling Position" will be ONE. These rules apply to all 
positions. No person sball be bonded under more than one position. It 
a person performs the duties of two positions he shall be bonded under 
the position requiring the larger coverage. 

(3) Form PHA-874 is continuous in form. Bonds may be written tor a one 
yee.r or three-year term. The items appearing on the Schedule at its 
date of issuance Will require a premium. charge tor one or three years 
from such date. No additional premium charge or ref'und will apply during 
the ensuing term on account of any normal. change during such term in the 

(cont'd) 
BOTE: These pages supersede pages 3 and 4 of Section 8.1 dated 9-2-52,and Supple 

ment 1 to Section 8.1 dated 11-5-52. The minimum penalty bas been increased 
and definite instructions as to when penal.ty amounts of bonds should be 
changed have been prescribed (para.graph 2g(l)), and the provisions of Supple 
ment 1 have been incorporated in paragraph 4. 

· t. Boiler 

(1) For all projects on which ste&n boilers are installed, the Local 
Authority shall carry boiler insurance (broad torm) against property 
dauage o~. Pressure piping, expediting, furnace explosion, and. 
personal injury coverages shall not be carried under the boiler policy. 

(2) The amount of boiler insurance coverage required my be determined 
by the value of the heating plant which is shown under the "Boiler 
Insurance" Section of Form PHA-46o. 

.. - - - - - - - - - - - - - - - - - - - ~ - - - - - - - . - - - - - - - - - 
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number ot persons tilling the positions then named in the Schedule. 
Additional premiums are to be paid on positions at new projects added 
to the bond. However, a mid-term premium adjustment will be ma.de upon 
(a) the inclusion in the Schedule ot an additional position of a 
character different from e.ny position then bonded, (b) the cancella 
tion ot a bonded position, or (c) change in the amount ot coverage 
applicable to a bonded position. At each premium anniversary date a 
renewal charge will be made for the ensuing term based on the total 
number ot persons tilling each position then named in the Schedule and 
new schedules f'urnished tor.attachment to all copies ot the bond. 

b. Additional Coverage 
(1) In localities particularly susceptible to earthqµake, insurance 
against damage from this hazard may be required by the PHA.. 

( 2) If' the Local Authority finds that any insurance in addition to that 
specified above is necessary, it should obtain the prior approval ot the 
PHA. 

3. Obtaining Required Coverages. Fire and extended coverage and public liability 
insurance must be purcllesed through competitive bidding as provided in the 
Contract be'breen the Local Authority and the PBA (unless this Contract pro 
vision is . wa.1 ved by the PHA). The method ot taking and evaluating bids tor 
such insurance is described in Section 8.2. The other forms ot coverage 
need not be secured through competitive bidding but shall be purchased at 
not to exceed n::::l.nua.l rates. llot-Tever, it has been found that savings can be 
achieved where Local Authorities elect to use the bidding procedure. 

4. Submittal of' Policies 

a. Not less than f'orty-f'ive days bef'ore the eftective date of' the policy 
the Local Authority shall submit to the Insurance Section, Public Rousing 
Administration, Washington 25, D. c., a certified duplicate copy of' policies 
on f'ire and extended coverage; owners•, landlords•, and tenants• public 
liability; steam boiler insurance; and f'idelity bonds. A certified duplicate 
copy ot a policy is an exact copy of' the orig:l.nal containing all its terms 
and conditions and all the endorsements attached thereto, and bearing a 
certification by a.n authorized representative of' the company tbat the copy 
is an exact duplicate of the original. 
b. Until further notice the PHA ·1-1aives all provisions ot contracts requiring 
approval ot other types ot required coverage. According.1.y, evidence ot auto 
mobile, worlanen • s compensation, and burglary and robbery insurance coverage 
need not be submitted tor review and approval. This waiver does not relieve 
the Local Av.thority of' responsibility for obtaining all required t;ypes ot 
insurance as prescribed in para.graph 2 above. 

5. PBA Approval. The Local Authority will receive tram the PBA Insurance Section 
a copy of' Form PHA-974, Insurance Approval Form, which will signif)' that the 
PHA has completed its review ot the policies and that all requirements have 
been met by the Local Authority. If the policies are not disapproved within 
thirty days after receipt by PHA, they shall be considered as approved • . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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d. Automobile Liability - Qt.mea and Nonowned 
(1) The blankE-t employers• nonownership liability insurance 
poli.£Z purchased during the development period shall be con 
tinued during management with limits of not less than 50/100 

(Cont'd) !/ In computing the value on I.C, change"••• anticipated cost shown on 
Form PHA-21.3, Analysis of I!;xpenditures and Budget Control Stateinent.)" · 
to read "Development Cost Budget.)" 

c. Worlanen•s Compensation. The workmen's compensation policy pur 
chased during the: deval opnent period shall be continued during man 
agement. However, the classifications under which the premium is 
computed will be changed. The classifications unua Hy applied are 
Codes 8742, 8810, and 9015, which are defined respectively as "Real 
Estate Agencies employees engaged outside of office -- including 
collectors"; "Clerical F.mployees N. o. C.11; and "Buildings N. o. C. 
-- operation by owner or lessee -- including care, custody and main 
tenance of premises, the operation of elevators or heating, lighting, 
or power apparatus". Premiums based upon other classifications 
should be questioned by the Local Authority and referred to the 
Insurance Branch of the PHA before payment. 

b. Owners•, Landlords', and Tenants• :Public Liability. Owners', 
landlords', and tenants• public liability insurance must be car 
ried to provide protection against bodily injury or death claims. 
Property damage coverage shall not be included. Lunits of not less 
than 50/100 thousand dollars for bodily injury or death shall be 
carried. 

Insurance Coverages Required During Management 
1. Introduction.· The Local Authority is re~uired by the Contract to 

carry certain forms of insurance. The purpose of this Section is 
to describe the types, amounts, limits, and forms of such required 
coverages. 

2. Required Coverages 
a. Fire and Extended Coverage. Fire and extended coverage insur 
ance must be carried in an amount equal to at :east 80 per cent of 
the insurable value of the buildings and equipment which have been 
accepted frorn the contractor. It is very strongly reconunended 
that the Local Authority require its fire and extended coverage 
insurance policies to be written without coinsurance restrictions, 
or to be written with an amount of insurance clause (see clause (a) 
ot Exhibit 1 to Section 8.2), in lieu of a coinsurance clause; and 
it is further recommended that all invitations to bid on this 
insurance so specify. Jf not written in the recommended form, a 
sufficient amount of insurance must be in force at all times to 
prevent the Local Authority from becoming a co-insurer. The insur 
able value should be computed in the .. 'lanner shown in item I.C. of 
Form PHA-460 (see Exhibit 1 to this Section). 1J 

- ~ - - - - - - - - - - - - - - - - - - - - - - - 
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(2) The policy should be written for a. three-year term 
and should cover all locations where such insurance is 
required. 

e. Burglary and Robbery 
(1) Office Burglary and Robbery. This type of policy 
will provide burglary and robbery coverage for small 
projects at the most economical cost. Coverage should 
be carried in an amount sufficient to cover the largest 
loss which may be sustained at any tir.le. If more than 
$500 coverage is required t.he cost of bank burglary and 
robbery and of messenger robbery should be investigated 
to determine the most economical type of policy. 

(c) "It is understood and agreed that the premi!1"1 
for non-ownership liability is a flat charge 
and is not subject to audit at the ond of the 
policy period, any reference in the policy to 
the contrary notwithstanding." 

(a) "It is agreed that the company shall not con 
tend, in the event of a claim, that the named 
assured is not liable in tort by virtue of the 
fact that it is a governmental instrwnentality 
or public body.11 

(b) "It is understood. and agreed that cancellation 
may not be effected by the company without ten 
days• prior notice to the assured.11 

thousand dollars for bodily injury or death; and propert~y 
damage insurance of $5,000. Premiwn for this protection 
is based on Class I and II drivers. Generally, Local 
Authority employees are Class II drivers, since their 
use of personally owned motor vehicles is incidental to 
their employment. However, to secure blanket coverage 
it rnay be necessary to include one Class I driver. If 
automobiles, trucks, scooters, or other motor vehicles 
are owned by the Local Authority, automobile liability 
insurance with limits of not less than 50,·100 thousand 
dollars for bodily injury or death, and property damage 
insurance of $5,000 shall be carried under the same policy. 
(2) Endorsements. The policy shall contain the following 
endorsements: 

- ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Until further notice, the Local Authority shall, for projects in the 
management stage, submit to the PHA for approval only fire and 
extended coverage, owners•, landlords•, and tenants' public 
liability, and boiler insurance policies and fidelity bonds. (For 
projects in the development stage see Section 214,1 of the Low-Rent 
Housing Manual,) 

Waiver of PHA Approval of Wor!<Jnen's C01!J.J2~!1sation, Automobile 
Liability, and Burglary and Robbei;:v:_J;,~~m::e Policies During 
Management of Low-Rent Housing_ Proj§cts 
Due to staff limitations in relation to increased workload, the PHA 
waives until further notice all provisions of contracts between the PHA and Local Authorities requiring approval by the PHA of insurance 
policies for low-rent projects in the·management stage, except with 
respect to fire and extended coverage, owners', landlords', and 
tenants' public liability, and boiler insurance, and fidelity bonds. 
This waiver does not, of course, in any way relieve the Local 
Authority of responsibility for obtaining all required types of 
insurance and in such form and in such amounts as are specified in 
Section 8,1. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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(1) Dividend-Payin~ Companies. The dividend-paying companies 
charge a gross depo::;it premitun and pay dividends to 
policy holders en this premi.um at the end of the policy 
period. The net prc:1iium is det.e nni.ned by deducting the 
anticipated dividend from the gross deposit premium, 
Policy hold~n.; in s ome dividend-paying compani.es are 
subject, to as aeusment.s if asacs sment.s prove necessary but 
an exami.nnt.Lon oJ' the record of leading compani.es in this 
groitp will d Lsc'Los c that such comparrloa have never levied 
ass css.eent.s , Iiove vcr- 1 Lhe Local 1luthority may, if it. 
wh;hes, pur-chis« .ir.aur-o.noe a3ai.n.st such as sessment , 

J. Analysis of Bids 
a. Types of Co~panies. The Local Authority should give adequate 
weight to the difference in practices of the two types of insurance 
companies. These two types of companies are: 

b, Form of Proposal. Forms for obtaining proposals for fire and 
extended coverage insurance and public liability .insurance are 
shown in Exhibits 1 and 2. 

2. Securing Competitive Bids 
a. Timing. Bids shall be obtained from financially sound insurance 
companies not less than ninety days prior to the scheduled date 
of initial occupancy or the expiration of the existing policy. 
'l'he Local Authority shall give full opportunity for open and com 
petitive bidding and shall give such publicity to advertisements 
for bids as will assure adequate competition .. Sufficient notice 
and full opportunity to bid shall be given to all insurers who 
have indicated in writing to the Local Authority their desire 
to submit a bid. Each company shall be given at least 15 days 
to make a firm proposnl. 

1. Introduction. Fire and extended coverage and public liability 
insurance must be purchased as provided in the Contract between 
the Local Authority and the FHA (unless the Contract provision 
is waived by the PHA). The Local Authority is not, however, 
required to purchase insurance from any company not licensed 
to do business in the State nor from any comrany where the 
purchase will involve any hazard of aaseasme- .c unless insurance 
against this hazard is available. 

Competitive Bidding for Fire and J~endP.d Coverage and Public Liabilit:£ 
Insurance 

- ~ - - - - - - - - - - - - - - -· - - - - - - - - - - - - - - - 
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"It is hereby certified that the bidding has been open and 
competitive, that publicity to advertisements has been 
given to assure adequate competition, and that all insurers 
who have indicated in writing theil• desire to submit a bid 
and who are licensed in the State have been afforded'an 
equal opportunity to bid.11 

The suh~ittals shall indicate the Local Authority's detenni 
nation of the low bidder. The Local Authority will be advised 
of the concurrence or non-currence of the PHA with respect 
to such determination in sufficient time to purchase the , 
insurance and subrnit the policies in accordance with the pro 
cedures in Section 8.1. (In the event it becomes necessary to 
place binders, they should be secured from the low bidder and 
be made subject to pro rata cancellation until the definitive 
policies have been approved hy the PHA.) 

4. Submittal of Bids to PHA. Hot less than sixty days prior to 
the effective date, the Local Authority shall forward to the 
PHA Insurance Branch a list of the proposals received. For 
the first submittal for a project the proposals shall be sub 
mitted on Form PHA-460, with the information indicated in 
Parts I and II entered. For both initial purchase and renewal 
the following certification shall appear on the tabulation: 

b. Evaluating Proposals. If the deposit premium of the divi 
dend-paying company is greater than the premium charged by a 
fixed premium company, interest at not exceeding f~ur· per cent 
per annum for the policy period should be computed on the 
difference between the deposit prendum of the dividend-payipg 
company and the fixed premium of the fixed prer-..twn company and 
added to the anticipated net premium charged by the d.ividend 
paying company. If insurance against assessment is deemed 
necessary, the cost·of such protection may also be added, and 
may be estimated at 5 per cent of the net premium. 

( 2) Fixed Premium Companies. 'l'he companies in this group 
charge a fixed premium and they neither pay dividends 
to the policy holders nor levy assessments. · 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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By ,,.... __ 
(Naine and Title) Date , 19_. 

Submitted by __,,~----~------ 
(Finn Name) 

(r) 

(g) 

(e) 

(b) 
(c) 
(d) 

(a) Without a Coinsurance Clause t::::/; or, in lieu of a Coin 
surance Clause, an Amount of Insurance Clause reading as 
follows: "In consideration of the reduced rate and/or form 
under which this policy is written, it is expressly stipulated 
and made a condition of this contract that in event or loss 
this Company shall be liable for no greater proportion thereof 
than the amount hereby insured bears to $ (Insert total 
amount or insurance) , nor for more than the proportion 
which this policy bears to the total insurance thereon." CJ (Check appropriate square) 
Blanket coverage of entire project under one item.' 
Without a pro rata distribution clause. 
Naming as assureds the (Name of Local Authority) and 
the Public Housing Administration as their interests may 
appear. 
With the following endorsement attached: It is understood 
and agreed that all checks issued by the company in payment 
of losses shall, if the damage exceeds $250.00, be payable 
to the (Name of Local Authority) and the Public 
Housing Aruainistration. It is further agreed that checks 
in payment of damage not exceeding $250.00 shall name as 
payee the (Name of Local Authority) • 11 

To provide that cancellation may not be effected by the 
company without ten days• prior notice to the assured. 
Subject to pro rata cancellation until approved by the Public 
Housing Admini.stration. 

The coverage will be placed with the--~-------~---- {Company or Companies) 

The policy will be written: 

Net 
Premium 
ii 

Estimated 
Dividend 
$ 

Deposit 
Premium 

' 

I (we) hereby propose to provide fire and extended coverage (including 
extended explosion, riot, and civil commotion) insurance for a three- 
year term in the amount of ~ for (Name of 

Project) , Project No. on all 
buildings, fixtures, equipnent, and supplies belonging to the assured 
and located at the project as follows: 

FIRE AND EXT~DED COVERAGE INSUlWJCE 
Proposal for 

~~~-~----------------------------- 
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It utility or other contracts of the Local Authority contain 
"Hold Harmless" clauses, the Local Authority should add to the 
specifications, as item "(b)", a require•nt that the polic;y 
include contractual liability protection. 

:e,: n-- _ 
(Name and Tit18) 

Date , 19 • ---------- -- 

Submitted bJ:---~--------- (Firm Name) 

(e)_ 

(c) 
(d) 

Blanket, describing project by name and nwnber. 
With an Errors and Omissions Clause reading as followsa "It 
is hereby understood and agreed that the coverage afforded 
by this policy shall not be invalidated or affected by a:q 
errors, omissions, or improper descriptions of premises, 
elevators or otherwise mentioned in this policy." 
·Providing ten days' notice rior to cancellation by the c~. 
Subject to pro rata cancell. ticm until approved by the Public 
Housing Administration. I · 
With the following endorsements "It is agreed that the 
comp&V-siiaif-not- contend~· in the event-of ~ claim, that 
the named assured is not liable ~n tort by virtue of the tact 
that it is a governmental instrwlien~lity or public bodT•" 

The coverage will be placed with the ----~ccro_mp_a:q---a-r--compani e_s_) __ 

(a) 
(b) 

I (ve) bere1J7 propose to provide owners' 1 landlords' 1 and tenaµita' 
public liability insurance for (Name of Project). · 
Project No. for a ,3-year tem with limits of S0/100 thousand 
dollars ag8lnst claims arising from accidents resulting in bodiq 
injul'J'. or death, b7 reason of the existence, operation, maintenance, 
use, ownership, or control of the project at a cost of$, , 
subject to an estimated dividend of$ .• 
The policy will be written: y 

PUBLIC LIABILITY INSURANCE 
Proposal for 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - . . .. 
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3. The PHA will, upon request of any Local Authority and prior to 
initiation of any such negotiations, advise the Local Authority 
of the lowest net cost known by the PHA to be available to such 
Local Authority from financially sound and responsible insurers 
licensed to do business in the State. 

2. "Reasonably within range" shall be interpreted as meaning that 
the net cost from sur.h other insurer is not more than 20 per 
cent less than the net cost at which the insurance is being 
purchased. "Net Cost" means.the gross deposit premium, plus the 
cost of insurance against the hazards, if any,of assessments, 
less any anticipated 1ividend based on the dividend payment and 
assessment record of the insurer for the previous ten years (see 
Section 8.2 for the method of computing Net Cost). 

b. If the Local Authority, through negctiation, is placing 
insurance with a mutual company, the net cost of insurance 
obtained from such mutual company must be reasonably within 
range of the lowest net cost known by the PHA or the Local 
Authority to be available from any other financially sound 
and responsible insurer licensed to do business in t~e State. 

c, The PHA will approve insurance purchased by negotiat.ion only 
if the form of the policy is in all respects satisfactory 
to the PHA. The PHA will not approve the purchase by 
negotiation of fire ~nd extended coverage insurance unless 
the fonn of the policy excludes any coinsurance restrictions 
or includes an amount of insurance clause (see clause (a) 
of Exhibit 1, Section 8.2) in lieu of a coinsurance clause. 

a. If the Local Authority, through negotiation, is placing 
insurance with a stock company which subscribes to a State 
or other authorized rating bureau, the cost of insurance 
obtained from such stock company must be reasonably within 
range of the lowest net cost known by the PHA or the Local 
Authority to be ava:i lable .frorn any other financially sound 
and responsible insurer licensed to do business in the State 
but which does not subscribe to such rating bureau. 

1. The PHA strongly advises Local Authorities to obtain fire and 
extended coverage and public liability insurance on the basis 
of competitive bidding as called for in the Contract. However, 
where the Local Authority finds that the purchase of such 
insurance through negotiation will afford the Local Authority 
more adequate service and protection or will otherwise be in 
the public inter~st the PHA will waive the r-eq.d.rement, as t.o 
competitive bidding provided the following conditions are met: 

Negotiating for Fire and Extended Covcraee and Public L.i.ability 
Insurance 
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b. Losses in Excess of $250. If the loss is estimated to exceed $2501 a 
copy of the report to the insuring carrier should also be sent to the PHA 
Insurance Sectiot\• If the final cost of restoration is in excess of $2$01 

(Cont'd) 

The extent of the damage, and 

The estimated cost to make complete restoration. 

., The location, date, hour, and cause of the damage1 (1) 

(2) 

(3) 

~eorting Losses and Accidents Covered by Insurance on Low-Rent· Houaipg Projects 
1. ~ose. This Section sets forth the procedure to be followed by Local 

uthorities managing low-rent housing projects in reporting losses and 
accidents which are cove"d by insurance policies. 

2. Accident Reports· 
.•• In~ to Third Parties. (Owners',· landlords ', and· tenants ' public lia- 

~ bili ti an automobile llabili ty.) . 

(1) Report to Carrier. Local Authorities must make an. immediate report 
of all accidents to their public liability insurance carriers in accord 
ance with the provisions of the insurance policies. Commissioners and 
employees of Local Authorities should not attempt to determine the legal 
equities and liabilities growing out of an accident. The onl.1' sate 
course to pursue is to report every accident involving personal injU17 
or property damage to the insurance carrier immediate~ even though it 
may appear that no liability exists. Failure to give this notice may 
exonerate the insurance carrier from all liability for dam!lge under 
the policy and result in the Local Authority being charged with the 
payment of a substantial sum or money which it would otherwise not have' 
to pay. 
(2) Claims Involving Litigation. Copies of each claim 1 notice, sum mons, or other process in suit shall be sent by the Local Authority to 
the PHA Insurance Section and the appropriate Field Office of the PHA 
together with complete details concerning the accident. 

b, ln.lurz to Employees. Local Authorities shall report all injur:L~ 
employees to their workmen's compensation instiran~e carrier. ;- . .,,,/ 

3·• Fire and Extended Coverage Loss. Reports . · r. 

a. General. All damage to the project from fire or extended coverage haz 
ards should be reported to the fire insurance carrier. The report should 
provide the following information: 

- - - - - - - - - - - - - - - - - - - - - - - - - ~ - - - - ~ - - - - - - - -· 
8.4 SMALL LOW-RENT PROGRAMS MANUAt-oPERA'l'IO.N 

.. HHFA 
PHA 
4-11-SS • 



HHFA-PHA, Wash. D .• c. - 2 - 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -·-·- - - - 
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(3)~ ni~· .Ction ,ta~en by ·tb.e Lo~l .A~th«>ri.ty with 'respect to the notiti• 

cation or law enforcement agencies. · 

b. . Final Settlement. The Lo~l Authority shall notify the PHA Insurance 
Section and the PHA Field Office when it has been reimbursed by the in 
suring carrier, stating the amount of loss and the amowit ot recovery. 

6. Losses Result!M From Emplozye Dishonesty 

a.· General. Inmediate~ upon discovecy of any loss of funds or property 
through larceey, theft, emb~zzlement, forgery, misapPropriation, wrongful 
abstraction, wilful misapplication, or any- other ~ct of fraud or dishonest17 
on the part of a Local Authority employee, the surety shall be given notice 
thereof; and ~copies of such notice shall be sent to the PHA Insurance Section 
and the PHA Field Office. Under the terms of the bond the surety may de!V' 
liability for a loss if notice of the discovery is not given to the surety 
within a re•sonable time. · 

b, Termination. IJ1D11ediaie~ upon discovery of any loss described above, 
all coverage · under the bond for that. employee ceases. ·Consequent~ 1 he 
must be relieved of responsibility for handling funds or property at once. 

e , Settlement. No final settlement should be made with the surety without 
prior approval of the PHA Insurance Section. 

7. Address. The a:ldress qf the PHA Insurance Section is Public Housing 
mnistration, Washington 2$1 D. C. . 

(l.) . ~ ~te. and hour. of. los.s, 

·: (2) · ·;~~l•te ·4eta~ia· •co?lce~ th~ loss, and 

· &i'9. General.· 'l'he Loc;al Aqthox:ity ·shall report to the c~~er a.U losses ot 
t~ ·or <I~a.ge to p~operty resuit~ng from byrglary, r9~be.17, thett, or 

· •ttempt:..;the~· •t.1 ·~ copies qf the report shall be sent to the. PHA Insurance 
Sect:i.0n and· the PHA Field Office. .The report .should include tne tollOWings 

, I . . 

' ' 

. !lV~l!!la Robberza ,or, The~t Reforta • ' r! 
:I• 

Boiler §?splosion Reports. The Local Authority shall prepare an immediate 
:re~rt of ate.am boiler explosions and sent it to the boiler insurance c~er •. A copy ot the repoX't $hall be sent to the PHA Insurance Se~tion. 
It a ·f¥"e·e)\sues1 a report shall be made to the fire carrier in accordance 
with paragrap~·31 above. 

. the check or checks in payment thereof must name the PHA as· an additional 
a.,sured and be sent to the PID\ Insurance Section for endors.ement. 

~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ - 
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NOTE1 This Section supers;;des.Section 9.1dated9-2-52. Paragraph 3 has 

been rewritten to reflect the current organization of the PHA, to define 
Reports on Audit arid Notices ot :hception, and to provide copies or 
these items for all Local Authority Commissioners. 

(Cont'd) 

a. In order to reduce the accounting workload of Local Authorities 
having small low-rent programs, all projects under a single Contract 
shall be consolidated and treated as a single project tor accounting 
purposes, except that it there are any Nonpennanently Financed Projects 
under such a Contract a separate set or operating accounts must be 
maintained tor each such project. 

2. Consolidation of Projects tor Accounting Purposes 

b. These Sections of the Small.Low-Rent Programs Manual-operation 
(Sections 9.1 through 9.15) are designed to provide the necessary guid 
ance tor recording the routine day-to-day transactions. A separate 
volume of the Small Low•Rent Programs Manual provides instructions for 
the nonroutine accounting. The Small Low-Rent Progl'allls Manual-Accounting 
also incorporates this Section on routine records so that persons using 
the Accounting Volume will have all accounting procedures readily 
available. 

a. The accounting work necessary tor the operation of low-rent projects 
may be divided into two partsa 

(1) The routine day-to-day recording of receipt ot rent and other 
inc0111e and the disbursement or f'unds to pay operating expenses; 

(2) The nonroutine acc0W1ting, including summarization ot the daily 
routine records in the general ledger and the preparation ot 
financial statements. Nonroutine accounting also includes such 
matters as the receipt and recording ot annual contributions 
and payment of interest and principal on the Bonds or Notes. 

As a general rule the Local Authority with a small program cannot afford 
the services of a full-time accountant with the required technical knowl 
edge to maintain the general ledger and handle other nonroutine accounting. 
However, the recording of the day-to-day transac~tions can be done by a 
per~on without technical knowledge. Accordinely, such recording will 
nonnall,y be done by the same person or persons who are responsible for 
oth~r management activities. The Local Authority should be able to arrange 
tor maintenance of the general ledger, etc. by a qualified accountant on 
a part-time or contract basis or by arrangement with a nearby Local 
Authority which has a sufficiently large program to justify a full-time 
accounting statr. 

Introduction to Accounti.ng Procedures During the Operations ·Period 
l. General 
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!/ These audits are identified as "fiscal" a~dits in order to distinguish 
them from other PHA audits, reviews, and inspections of Local Authority 
operations. Their scope, however, is not necessarily confined to 
accounting matters but may include related responsibilities as assigned 
to the auditors by" the PHA. 

d. The Local Authority will be further notified of the decision made by 
the PHA with respect to audit exceptions. 

c. The Report on Audit and the Notice of Exception, if aey, shall be 
sent by letter f'rom the Regional Director addressed to the Chairman ot 
the Local Authority Board of' Commissioners. This letter shall point out 
the items ot major importance and recurrences of previously criticized 
deficiencies and shall request that necessary corrective action be taken. 
Copies or the transmittal letter, the Report on Audit, and the Notice of' 
Exception shall also be sent siinultaneously.to each or the other Local 
Authority Commissioners and the Executive DJ.rector. 

a. The PHA will furnish assistance to Local Authorities, it needed, in 
installing accounting records and procedures, and training employees in 
the maintenance or such records. To obtain su~h assistance the Local 
Authority should communicate with the.Supervising Auditor tor the 
Regional Office area in which the Local Auth~rity is located. 
b. The PHA Project Auditing Section will conduct fiscal auditJJ ot the 
Local Authority accounts and records annua.113' or more often, as may be 
necessary. The field auditor•s report is reviewed in the PHA.Project 
Auditing Branch and a Report on Audit is prepared. The Report on Audit 
consists or an opinion signed by the Director ot the PHA Project Auditing 
Branch, together with appropriate comments, and f'inancial statements tor 
each project., including a balance sheet, income and expense statement, and 
necessary supporting exhibits and schedules. Items discussed with Local 
Authority officials at the Audit Conf.erence may be included in the Report 
on Audit. Audit findings a.nd general narrative comments contained in the 
Report on Audit are not necessarily audit exceptions, but constitute 
items considered appropriate for the attention or the Chairman or the 
Local Authority and responsible PHA officials. When necessary, f'onnal. 

'· audit exceptions are prepared by the PHA Project Auditing Branch on Form 
PHA-1866, Notice of Exception. 

J. PHA Assistance and Fiscal Audits 

be The majority ot small programs are under a single Contract and 
normally there will be no Nonpemanentl3' Financed Projects in the 
operations stage. Sections 9.1 through 9.14 are written to fit the 
majority ot small programs, i.e. those requiring on'.cy one set of accounts. 
Section 9.15 provides such additional instructions as are necessary where 
more than one set ot accounts must be maintained. 

- - - - - ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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NOTE: 1his Section supersedes Section 9.2 dated 9-2-52. Paragraph 6 has been 
revised to provide: (1) more frequent deposits of cash, and (2) that com 
plete information uith respect to each deposit be shown on the deposit 
tickets; paragraph 7 has been revised to clarify the instructions for re 
cording returned checks; paragraphs 4 and 8 have been reduced to cross 
references to other Sections; and other minor changes have been made through 
out. 

(cont'd) 

4. Recording Cash Receipts. Collections received in payment of rent or other 
charges shall be posted to each tenant's account on the Tenants Rental 
Register (see Section 9.5); security deposits are to be posted to the 

3. Reconcilin.<; Cash Collections. At the close of eaeh day, an adding machine 
tape or manual listing shall he prepared of all receipts issued for the day. 
The addinr, machine tape or listing shall show the date the receipts were is 
sued, the first and last nunber of the receipts issued for the day, the 
amount of each receipt, and the total collections for the day. Separate 
totals shall be shown on the adding machine tape or manual listing for rental 
collections and other revenue, and for security deposits. The grand total 
of collections as shown by the tape or listing shall be reconciled with the 
actual anount of cash received. Cash overages and shortages shall be handled 
in accordance with :instructions in Section 9.13 of this Manual. 

2. Preparation of Cash Receipts. Cash Receipts (see Exhibit l) shall be pre 
nurnbered at the time of printing and used in numerical sequence. Since 
every Cash Receipt nnist be· accounted for, the original and all copies of 
voided receipts nnist not be destroyed but shall be retained in the project 
files. Cash Receipts shall be prepared in duplicate and signed by the person 
handling the transaction. The original shall be given to the tenant and the 
copy shall be retained in the project office for posting and auditing purposes. 
After posting, the copies shall be filed in numerical sequence in a permanent 
file. 

c. This Section outlines the procedure with respect to the collection, 
reconciliation, recording, safeguarding~ and the deposit of cash {including 
checks, 11X>ney orders, bank drafts, etc. J. 

b, All employees who make collections shall be covered by a fidelity bond 
(see Section 8.1}. 

a. An official Cash Receipt shall be issued for each collection received 
from tenants for rent, security deposits, or other charges at the time the 
collection is made. 

1. General 

Cash Collections 
- ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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8. Recording Collect~9.,J!S on Accounts Pr~!ious!Y; Charged to Collecti<2_~S ~~ss,e.!• 
liiitructions for recording collections on accounts previously charged to 
collection losses are in Section 25-7-1 of the Snall Low-Rent Programs 
Manual - Accounting. 

b , It the tenant later makes the check good by paying cash, er the check 
is redeposited in the bank, or another check is accepted in lieu thereof, 
a cash receipt shall be issued and recorded as a credit to the tenant's 
account (Account ll22). · 

a. Checks accepted from tenants in payment of rent or security deposits 
which are later returned by the bank because of insufficient funds or £or 
any other reason, shall be credited to the bank and charged to the tenant's 
account. Upon receipt of the bank debit memorandum and the unpaid check 

.from the bank the transaction shall be recorded in the Conbined Cash Journal 
(see Section 9.13). '.lbe amount, of the returned check applicable to rent shall 
be entered in parentheses in Columns (4) and (9) of the Combined Ca'Sii'Journal; 
the amount a?plicable to security deoosits shall be entered in parentheses 
in Column (4) or (7), as applicable, and in Colwnn (9) 0£ the Combined Cash 
Journal. At the same time the total amount of the returned check shall be 
entered in Column (16) of the Tenants Rental Register (see Section 9.$) as 
a charge to the tenant's account. 

b , Deposit tickets shall be prepared in an original and one copy showing 
complete details as to currency, coin, and checks. The original will be 
retained by the depositazy, and the acknowledged copy shall be retained at 
the project for auditing purposes. The acknowledged copies of deposit 
tickets shall be filed in date order in a permanent tile. 

7. Returned Chee ks 

individual Tenants Security Deposit Record in accordance with the instruc 
tions in Section 9.6. lbe total of all collections, including security 
deposits, shall be recorded in the Coni>ined Cash Journal as provided in 
Section 9.8. 

5. Safe~~arding of C<!lJ.:.ections. Adequate provision shall be made for the safe 
guarding of collections. C!ollections shall not be permitted to accumulate 
in the cash drawer but shall be deposited periodically in the project safe. 

6. De;e~~it of Collections 

a. All monies received during the first few days of the month, when col 
lections are heavy, shall be deposited daily; during the remainder of the 
m:>nth, deposits should be made not less frequently than evezy three days, 
provided that the total alll)unt held at the project overnight is not in excess 
of the insurance coverage. 

HHFA 
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i--~----~---~-------+------------ 

·--~------~--------~---'-----~---- 
---------·------------+-·--! 

Amount 
.......... -=--=---.:.- . .==-=--=--=-.=-----======---==-=--==-----=-- 

Name of Tenant ------------- 

------------------------------ - -------- 
C A S H R E C E ! P T 

Received By No. 06105 
Cash D Check D 

------------·------·- ------------------- Security Deposit Paid 
Ba lance Unpaid 

--====-==-===-=-=-=--=-=--------= 

Amount Paid i==========-=-=----=-~-~-~-===-----=- Total Due 
Balance due, brought forward 
----·---- ------ 

---------·------ other Charges 
Excess Utilities 
Dwelling Rent 

------------i- 
IT EM 

(Project Number(s) (A. C. Contract No.) 

Housing Authority of Anytown, Anystate 
.---------------------·--·- 

Specimen Form of Cash Receipt For Manual Use 

') .2 
Exhibit 1 
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c. [iling. The Voucher Check:;, paid and canceled by the bank, 
shall be retained in numeric'.ll sequence with the bank statement 
until audited by the PHA. Voucher Check Copies, with properly 
verified and certified supporting documents firmly attached, shall 
be fil<:ld in numcrfoal aequence , 

a. Numbering. Voucher Checks shall be prenumbered and used in 
numerical sequence. Voucher Check Copies shall bear the same . 
numbers as the Voucher Checks. Voided Voucher Checks and Copies 
must not be destroyed. 
b. Issutng. Voucher Checks in payment of services rendered and/or 
ma~erials furnished shall not be issued until all supporting docu 
ments have been properly verified, assembled, and approved for 
payment. Supporting documents will include invoices, purchase 
orders, travel expense reports1 payrolls, etc. Voucher Checks shall then be written, making imprints on the Voucher Check Copies. 
The accounting distributior shall be shown in the space provided, 
if known. If the accounting distribution is not known by the person 
preparing the Voucher Check and Voucher Check Copy, such distribu 
tion may be left for inc.ertion by the part-time accountant employed 
to maintain the General LP-dger, etc. Signature indicating receipt 
and certification of scrvlccs and/or materials need not be shown 
on tho Voucher Chuck Copies if the required certification is shown 
on the suppor t lng documents. After approval for payment is shown 
on each 'ioucher Check Copy, the disbursement should be recorded 
in Column 5 (in Colrlmn 8, if a security Deposit Refund) of the 
Combined Cash Journal (sec SC?ction 908). 

2. Exhibit. A specimen form of Voucher Check and Voucher Check 
Copy with space for accounting distrl.butlon, showing an example 
of a transaction, appears o.s Exhibit 1. Where more than one bank 
account is maintained by the Local Authority, either for the same 
Conliract or for tlifferont Contracts, or for security deposit funds, 
it is recommended that the Voucher Checks for each bank account 
be of different color. 

1. General. Disbursemenlis from Local Authority funds on deposit 
shall be made by means of Voucher Checks. 
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SPECll-EN FORMS OF VOUCHER CHECK AND VOUCHER CHECK COPY 
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2. Preparation of Pro Rata Rent Schedµle. The schedule may be pre 
pared on the basis of actual calendar days in any month or on the 
basis of a JO-day month. If necessary, the PHA will assist the 
Local Authority in preparing such a schedule after a determination 
has been made as to the basis on which pro rata rent charges and 
unearned rental credits will be made. 

l. General. Interim charges or credits to tenants accounts are 
required when tenants move into or vacate units during a rental 
period. The computations with respect to interim charges and 
credits shall in all cases be in conformity with the stipulations 
contained in the lease. For the purpose of readily determining 
the amount of rentals chargeable against tenants who move into 
or vacate a Project during the month, a Pro Rata Schedule shall 
be established covering each anticipated rent charge. 

Pro Rata Rent Schedule 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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NOTE: These pages supersede the corresponding pages of Section 9.5 dated 

9-2-52. Paragraph 3 has been revised to provide for recording retroactive 
rent charges in Column (8) of the Tenants Rental Register. 

(Cont'd) 

Column (3), Nrune of Tenant. At the beginning of each month, starting with 
Account Number 1, enter in this column the name of the tenant occupying each 
dwelling unit. 

Column (2), Account No. At the beginning o".f each month, starting on Linell 
enter in consecutive order the number of each dwelling unit (account number} 
in all projects, whether the unit is occupied or vacant. 

Column (1), Line No. Line numbers shall be shown on the form at the time 
the form is printed or otherwise prepared. Each sheet shall begin vith 
Line No. l. 

2. Exhibit. A speciinen Tenants Rental Register, showing examples of recorded 
transactions, appears as Exhibit lat the end of this Section. A ruled 
analytical pad of 25 columns may be used for this purpose. The heading ot 
the form shall show the title "Tenants Rental Register." The heading of 
each sheet shall provide spaces for the month and year date, Annual Contri- 
butions Contract number, and the number of ea~h project under the Contract. 
The Local Authority may find it desirable to maintain a separate Tenants 
Rental Register for each project. 

3. Current Entries in Tenants Rental Ret)ister. Account numbers shall be 
assigned each dwelling unit in all projects, and shall be in sequence, with 

. the first unit bearing the number 1. The account numbers so arranged and 
established shall remain constant notwithstanding that several tenants may 
have occupied the same unit. 

a. A loose leaf Tenants Rental Register shall be maintained to record all 
financial transactions with tenants (except Security Deposits, see Section 
9.6). All transactions with tenants shall be posted daily to the Tenants 
Rental Register so that the balances of individual accounts may be readily 
determined at any time. 
b. If a Local Authority prefers it may, in lieu of the Tenants Rental 
Register, maintain a Tenants Accounts Receivable Ledger in accordance with 
the instructions contained in the Small Low-Rent Accounting Manual. It is 
believed that the Tenants Rental Register will be more practicable for pro 
grams of less than 100 units, while tor programs of over 100 units it may 
be preferable to maintain a Tenants Accounts Receivable Ledger. 

1. General 
Maintenance of Tenants Rental Register 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Column (9), Pro Rata Rent. Enter in this column, opposite the name pf the 
tenant, the amount of the pro rata rent charge for tenants who move in after 
the first of the month, as shown by the lease. ''Pro rata. rent" is the amount 
of rent charged the tenant from do.te of occupancy until the end of the month 
during which he moved in. The amount of the pro rata rent charge shall be 
determined by the Pro Rata Rent Schedule prepared in accordance with Section 
9.4 of this Manual. 

Colu.."llll (7), Balance of Account Brought Forward. Enter in this column, 
opposite the name of the tenant, the balance of the tenant's account, if any, 
as shown in Column (23) of the Tenants Rental Register for the preceding 
month. The aggregate of the totals of all amounts entered in this column 
shall agree with the balance ot Account 1122, Accounts Receivable· Tenants, 
in the General Ledger, at the close of the preceding month. Credit balances 
shall be sho'W?l in red or in parentheses. Debit balances shall be shown 
without further designation. 
Column (8), Monthly Rent. Enter in this column, opposite the name o:f' the 
tenant, the amount of monthly rent as shown in the lease, for each tenant 
in possession on the first day of the month. Retroactive rent charges, it 
any, shall also be entered in this column directly above the amount entered 
tor monthly rent. If a tenant moves in after the first of the month, no 
amount will be entered in this column for that month (see instru~tions for 
Column ( 9)) • 

Column (5), Monthly Rental Rate. Enter in this column, opposite the name 
of the tenant, the monthly rental rate to be charged the tenant as shown 
in the lease. When a change in a tenants rent bas been authorized, because 
ot a change in family income or for other reasons, the adjustment of the 
tenants account shall be made on the basis of a new lease or such other 
formal instrument as is used for this purpose. Such a change in monthly 
rental should be made effective as of the first of a month. Therefore, when 
the Tenants Rental Register sheet is prepared for the subsequent month the 
new rental rate shall be entered in Columns (5) and (8) in the usual manner. 
Column (6), Termination Date of Lease. This column is not to be filled in 
until the tenant vacates the dwelling unit. When the tenant moves out, the 
last date for which rent is to be charged shall be entered in this column 
on the Tenants Rental Register sheet for the month during which he vacated. 

Column (4), Effective Date of Lease. Enter in this column, opposite the 
name of the tenant, the date the monthly rent is to begin. For exat4ple, 
the lease may have been prepared and executed on January 25 to be effective 
February l, 1952. In this case, the date to be inserted would be 2/1/52. 
The effective date of the lease need be shown only for the month during 
which the tenant moved in. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Colnmn_{],Ql,. ExgQsr~ Uti:J.itLChfil:lm§.• Enter in this column, 
the amount of any chnrgo to the tennnt for excess utility 
consumption. Charges to tenants for excess utility consump 
tion shall be made as soon as the charges can be established. 
If charges are to be made to several tenantf? at on~ tj.Ine, a 
list of such charges· shall be prepared showing the .account · 
number, name of tenant, the amount of the charge to each tenant, 
and the total charges to all tenants. A "Miscellaneous Charge 
and Credit Ticket" shall then be prepared for the totcll charges 
shown on the list, to which the list shall be attached. The 
liat shall be utilized as posting media for entering the charges 
to tenants accounts. After all charges havo been posted to the 
Tenants Rental Register, the "Miscellaneous Charge and Credit 
Ticket," with the list attached, shall be filed in accordance 
with instructions in Section 9.9 • 

. Coh1mn . (lJ.}, '9the;r~Charge§.• Enter in this column, opposite the 
name of the tenant, the amount of miscellaneous charges to 
tenants, such as: charges for breakage and damage, key replace 
ments, fumigation and exterminating services, fuses, penalties 
for delinquent paymonts, rental of equipment, and charges for 
use of . cotmnuni ty space, etc. A 11Miscell~meous Charge and Credit 
Ticket" may be utilized to record the description and amount of 
the charge to the tenant; after posting, the original of the 
"Miscellaneous Charge and Credit.Ticket" may be filed in numerical 
sequence in a permanent file and the copy may be filed in the 
tenant's folder. All miscellaneous items sold to tenants, even 
though sold for cash; shall be charged to the tenant's acc0unt; 
a cash receipt shall then be issued in the usual manner and 
entered in. Column (19). 
gQJ.wm {1611 U~r~g Rent, Enter in this column, opposite the 
naioo cf the tenant, the amount of unearned rent allowed the 
tenant who moves before the last day of the month. Unearned 
rent for move-outs prior to the first of the month shall be 
determined by a Pro Rata Rent Schedule prepared in accordance 
with Section 9.4 of this Manual. 
Polwnn (11}, Tot~l-1n££~e. At the close of each month, after all 
charges and credits have been posted to tenants accounts, enter 
in this column, opposite the name of the tenant, th .. >total of 
Columns (8), (9), (10) and (11) less the total of Column (12). 
T}?.e totnl ln this column represents the total charges to the 
ten.ant ~br the month for rental and miscellaneous items. 
CoJ.umn {14), Ref, No, Enter in this column, opposite the name 
of the tenant, the number of the Voucher Chock by which a refund 

(Cont1d) . 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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{Cont'd) 

~n (20), Tran~fers From Security D9po§i~Q. Enter in this 
column, opposite the name or the tenant, the amount of a 
security deposit applied to the tenants account as shown by 
a Miscellaneous Charge and Credit Ticket. 
Col1J!1.m (~l.L ... !rgnsr~u:~ CoJ,J.gcM,on .• !-Qsacs. Enter in this 
column, opposite the nama of the tenant, the amount of tho 
tenants account which has been determined to be uncollectible. 
All tenants accounts of tenants who have vacated the project 
which arc considered to bo unoollectible and which are to be 
transferred to Collection Losses shall be approved by resolution 
of the Board of Commissioners or the local Authority, or by a 
designated official to whom such authority has been delegated 
by resolution of the Board. Amounts due from tenants still in 
possession shail never under any circumstances bo determined 
to be uncollectible, 

Column (16), Ref. !jg. Enter in this co!.umn, opposite tho name 
• or tho tenant, the number of the cash receipt issued for the 
amount or collections shown in Column (19). 
Column (19),.Qash C9llecttsma. Enter in this column, opposite 
the namo or tho tenant, the amount of rental and other col 
lections (except Security Deposits, see Section 9.6) collected 
from tenents as shown by the cash receipt, the number of which 
is shown in Column (18). 

• 

of 1111t.1ur111;d rent is made to a tenant, If the re:fund is made 
f1·um patty cash, the number of the. Voucher Check by which the 
rotty Cash Fund is reimbursed shall be shown in this colwnn, 
Column (J.51, Amollll!,. Enter in this column, opposto the name of 
the tenant, tho amount or rental refund paid to the tenant, · 
Rental rotunds are duo tenants who have paid rent in advnnqo, 
and, after giving notice or intent to vacate within the period 
specified in the lease, move out before the expiration •'lf the 
period for which r9nt has been paid. 
yQlumn (16), Return~Cbegkg. Enter in this column, opposite 
the name of the tenant, the amount or a tenant's check which 
has been returned unpaid by the bank (see also Section 9,2). 
!lglumn 07). TotaJ, Ch;.rge{;. At the end of the month, after 
all charges have been posted, enter in this column opposite 
the na.~e of the tenant the total of Columns (13), (15), and 
( 16). 

- - - - - - - - - - - - - - - - - 
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5. .E<J!.!!l!ll:.._TsmrutldL.A£.£.ill.!llit'i• When a tenunt vacates a dwelling 
tlll.it, and has a balance, either debit or credit, the uccount 
number , the name of the tenant, and the ba Lnuce of the account 
shall be fer wurded to the Tenants Rental Hegiuter for each 
succeeding month until the balance ls paid, cullectcd, or 
trarwferrod to Colluction losses. 'Ihe account,u of for-mm· 
tcnnnts shall be liotcd on tho Tenants Rnnt:1l Register for 
ench succeeding month in account number soqu"mce at the 
bottom of the last sheet, after listing the account number-s 
of all dwelling units in a•ll pr oject.a and ufter allowing a 
sufficient number of lines for enterinG the! namcu of t.cnant,s 
occupying dwelling uni ts after tl11:1 f i r at. of' t.111; month vh i ch 
uni ts hos been previously occupied during t.lu- u.ont.h , 

(Cont 111) - - - - - - - - - - - - - - - - - - - - - - --- - - - - - - 

4. Move-Ins After !-he Fi.rst oLlhe Month• If after the first 
of the month a tenant moves into a dwelling unit which has 
not been previously occupied during the month, tho nrune of 
the tenaat and louse information shall be entored in tho 
space allotted to tho dwelling unit on thll TenantH Rental 
Register. However, if a tenant occupies u dweUlug unit 
that has been previously occupied durine tho month, the 
dwelling unit numbor , the name of the ten:mt and tho lense 
information shall be cnt0red on tho last sheet of tho Tenants 
Rental Register on the line next following the last consecu 
tive dwelling unit number. When tho Tonunt.e Rental R.:Jgister 
is prepared for the succeeding month, howev8r, if the tenant 
ls still in possession oft.he dwelling unit on the first of 
the succeeding month, the name of tho tenant, lease infor 
mation t..n~. account balance, lf any, shall be Ll sbed in t.he 
space allotted t.o the dwelling unit which he occupfeu, 

Poltunn (23).. Balance of Account_Qm;:ri.od l!m:W.1.!tl• At the close 
of the month enter in this column, opposite :the. name of the 
tenant, the balance due which is the ~ifferance _equal to the 
totals of Columns (?)and (17), less the amount shown in 
Column (22). Debit balances shall be shpwn without dooig 
nation; credit balances shall be shown in red or in parenthe 
sis. Each individual amount shown in this column at the end 
of the month shall be shown in Column (7) on the Tenants 
Rental Register sheet for the succeeding month. 
Qglumn (U,) • J4ne N52. Line numbers shall be the some as 
shown in Column 1. 

Colnmn_..{g2.).~Tcl!!L.Qron:ita. At the und of Lho. month, afto:r 
all c rodf.t.a have been posted, enter- in. t.hia column .. ··oplioaitc 
tho name of the tenant the total of Columns (19), (20), and 
(21) •. . . . 

lll lJ 
PHA 
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- - - ·- - - - -· - - - ·- - - - - - - ... ... - .... -· - ·- - -· ..• -·· -- .. 

6. tlQothl.y Clos,ing. At tho close of oach month, otter nll chargoo 
and credits have been posted, oach amounl; colmnn shall be tot:ili:id 
vertically and proved in tho toll.owing manner: tho aggregate of 
the totols of Colmnns (8), (9), (10), and (11) less the total 
of Column (12) ·shall equal the total of Colmnn (13); the aggregate 
of the totals of Columns (1.3), (15), ond (16) shall equal the 
total of Column (17); the aggregate of the totals of Columns 
(19), (20), and (21) shall equal the totol of Colmnn (22); nnd 
the aggregate of the totals ot Colmnns (?)and (17), less thu 
totals of Column (22), shall equnl the total of Col\Unn (2.3). 

~ - - - - ·~ ~ - - - ~ - - - - - - - - - - - - - - - - - - - - - - - 
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a. If security deposits and rent collections are kept in separate 
bank accounts, the procedure for transferring security deposits 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - iC2nt'g)_ 

5. Transfer of SecµritY ~posits to Tenants Accounts Receivable Wbere 
Security ~posits and Rent Cgllections are Deposited in Separate 
BaDk Accounts 

4. Tr~sfer ol Secµrity Deposits to Tenants Accounts Receiva:QJ& 
Where Security Deposits and Bent Collections Are Deposited in§ 
Single Bank AccQYn~• If security deposits and rent collections 
are deposited in the same ,bank account, transfers from security 
deposits to tenants accounts receivable shall be recorded by use 
of a "Miscellaneous Charge and Credit Ticket." The amount shown 
as a debit on such ticket shall be posted as a debit to the Tenants 
Security Deposit Rec-Ord; the amount shown as a credit pn the ticket 
shall be entered in Column (20) of the Tenants Rental Register 
opposite the name of the tenant, 

3, ~atj.on and Posting of Teoonts Secyrity Deposit Record. A 
Tenants Security Deposit Record shall be prepared for each account 
number established in accordance with instructions set forth in 
paragraph 3 of Section 9,5. As tenants move into the dwelling 
units, and a security deposit is collected, the heading of the 
Tenants Security Deposit Record shall be filled in with the infor 
mation required by paragraph 2 above. The media for posting the 
security deposit to the Tenants Security Deposit Record is the 
copy of the cash receipt given to the tenant at the time the 
security deposit is collected. The date of the cash receipt shall 
be shown in the "Date" column, the number of the cash receipt must 
be shown in the "Ref.11 column, the amount of the security deposit 
collected shall be entered in the "Credit" column, and extended 
to the "Balance" column, 

2. Exhibit. A specimen Tenants Security Deposit Record appears as 
Exhibit 1 at the end of this Section. The heading of the record 
shall show "Tenants Security Deposit Record." The heading of 
each record shall also provide spaces for the account (i. e, dwell 
ing unit) number, the effective date of the lease, the termination 
date of the lease, and the name and address of the tenant. It is 
recollllllended that this record be maintained on a 4" x 611 or 511 x 811 
card; if preferred, however, the record may be maintained in a 
loose-leaf ledger. 

1, Gener~. The PHA strongly urges that Security Deposits !121 be 
required. If, however, the Local Authority requires such deposits 
the necessary accounting records and procedures to be followed 
are described in this Section. 

Maintenance of Tenants Security Deposit Record 
. - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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.. 

6. Refuruis ot SestJ!tity D§l?osits. Refunds of security deposits 
shall be made and recorded in accordance with Section 9.7 of 
this Manual. 

b. At the end of the month, after all columns of the Tenants 
Rental Register have been totaled and proved, a Voucher Check 
shall be drawn on the Security Deposit Fund (Account 1114) for 
the amount of the transfers shown in column (20) of the Tenants 
Rental Fegister. The Voucher Check shall be recorded in the 
Combined Cash Journal as a disbursement in the column headed 
"Account 1114," and as a debit to Account 2114, and as a receipt 
in the column headed "Account 1111,11 and as a credit to 
Account 1122. The check shall then be deposited in the General 
Fund (Account 1111) in the usual manner. 

to rent accounts is identical with the procedure outlined in 
paragraph 4 above in so far as the tenants rent account and the 
Tenants Sec~rity Deposit Record are concerned. The procedure 
for transferring funds between the bank accounts, and between 
General Ledger Accounts 1122 and 2114, is outlined in paragraph 6 
below. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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NOTE: This Section supersedes Section 9.7 dated 9-2-52. Paragraph 4 has 
been revised to limit refunds from the Petty Cash Fund to amounts which 
are $10 or l~ss. 

5 •. Recording Voucher Check. If the amount is refunded by a Voucher Check, 
the Voucher Check copy shall be entered in the Combined Cash Journal as 
a disbursement in the column headed "Account 1111, Cash - General Fund," 
(or as a disbursement in the column headed "Account 1114, Cash - Security 
Deposit Fund" for the amount of the security deposit refund if security 
deposits are kept in a separate bank account), and as a debit to Account 
1122, Accounts Receivable - Tenants, (and/or Account 2114, Tenants 
Security Deposits). The number of the Voucher Check and the amount repre 
senting a refund of rental shall be entered in Columns (14) and .(15), 
respectively on the Tenants Rental Register opposite the name of the 
tenant; the date of the Voucher Check, the Voucher Check number, and the 
amount representing a refund of a security deposit shall be posted to the 
Tenants Security Deposit Record. · 

6. Recording Petty Cash Voucher. If the refund is made by Petty Cash Voucher, 
the Voucher Check and Voucher Check Copy used to reimburse the petty cash 
fund shell be entered in the Combined Cash Journal and posted to the 
Tenants Rental Register and the Tenants Security Deposit Record as 
prescribed in paragraph 5 above. 

4. Pa~ment. When the Request for Refund of Security Deposit and Unearned 
Rent has been prepared properly and signed by the approving official, a 
Voucher Check shall be drawn in favor of the tenant for the amount of any 
refund. Refunds of $10 or less may be made from the Petty Cash Fund, if 
desired. The Voucher Check or Petty Cash Voucher shall be supported by 
a copy of the Request for Refund of Security Deposit and Unearned Rent. 

3. Preparation. When a unit is vacated during a rental period for which the ( 
rental has been paid in advance, the tenant's account will have been 
credited with the unearned portion of the rent originally charged (see 
Section 9.5). The amount so credited to the tenant's account shall be 
shown in the space provided on the Request for Refund of Security Deposit 
and Unearned Rent. The amount of unpaid miscellaneous charges and any 
unpaid balance from the previous month shall be listed in the appropriate 
spaces and deducted from the amount of unearned rent to determine the 
"net rental refund"; if negative amount enter in red or within parentheses. 
The amount of the security deposit previously psid by the tenant shall be 
added to the "net rental refund" to determine the total refund due the 
tenant. Other appropriate spaces shall be completed as required. 

1. General. The procedure for making and recording refunds of security 
deposits and unearned rent is set forth in this Section. 

2. Exhibit. A specimen form of Request for Refund of Security Deposit and 
Unearned Rent appears as Exhibit 1 to this Section. 

Refunds of Security Oegosits and Unearned Rent 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ~ 
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- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
(Cont'd) 

a. Posting 
Column (1), Date. 
Column (2), Description. 'Ihe number of the first and last 
receipt issued to tenants for ·:.1::.s day :for collections of 
rent and security ct: sits shall be shown in this column .. 
For receipts of cash \except fr.om tenants), enter the name 
of the person, firm, or agency from whom received. For 
cash disbursements, enter the name of the person, :firm, or 
agency to whom the Voucher Check is issued. 
Column (3)1 Check Number. Enter in consecutive order the 
serial number of each Voucher Check drawn z.:-;:ai.nst the bank 
accounts(s). Numbers of voided checks mus1' .. be entered with 
appropriate notations. 
Colwnn (4) 1 General Fund - Receipts.. On the first day of each 
month enter in this column the amount of cash on hand and on 
deposit as shown in Column (6) of the Combined Cash Journal at 
the close of the preceding month; the balance shall also be 
shown in Column (6}. Enter in Colwnn (4) the amount of cash 
receipts from all sources (exce~t security deposit collections 
kept in a separate bank account). 'Ihe distribution of receipts 
to other colWIUlS of the Combined Cash Journal shall be left 
for completion by the part-time Accountant who is employed by 
the Local Authority to maintain the General Ledger. 
Column ($), General Fund - Disbursements. Enter in this column; 
opposite the check number, the face amount of each Voucher Check 
issued (except for security deposits if deposited in a separate 
bank account), and with appropriate identification, the amounts 

3. Maintenance of Combined Cash Journal 

lo General. A Combined Cash Journal shall be maintained for each 
Annual Contributions Contract to record the receipt and disburse 
ment of funds :from transactions pertaining to the project or 
projects under each Contract. 

2o Exhibit. A specimen :form of Combined Cash Journal sheet, showing 
examples of recorded transactions, appears as Exhibit lat the 
end of this Section. Space has been provided 'to show the Annual 
Contributions Contract number and the project or projects numbers 
in the Annual Contributions Contract. 

Maintenance of Combined Cash Journal 
- • - - - - - - - - - - • • ~ - • ~ - • • - ~ - • - - - ~ a • ~ ~ • 
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Colwnn ( 8) 2 Security Deposit Fund - Disbursements. If security 
deposits are deposited in a separate bank account, enter in this 
column, opposite the check number shown in Column (3), the amount. 
of each Voucher Check issued against the Security Deposit Fund. 
Column (9) Throug!i Column (21). Distribution of receipts and 
disbursements shall be made, as appropriate, by the part-time 
accountant employed by the Local Authority to maintain the 
General Ledger, etc. 

b. Monthl~ Closi!!f• At the close of the mont>, the entries in 
Columns (t.;. , (5) ,7), and ( 8) shall be totale • It shall be 
determined that the balance shown in Column (6) is equal to the 
difference between the ~o·::a.l of Colwnn (4) and Column (5). 

of bank debit memoranda for bank charges, etc. The distri 
bution of disbursements to other columns of the Combined Cash 
Journal shall be left for completion by the part-time accountant 
employed by the Local Authority. 
Colwnn ( 6) 2 General Fund - Balance. After entering each 
receipt or disbursement of cash the balance remaining on hand 
and on deposit shall be shown in this colwnn. 
Column (7), Security Deposit Fund - Receipts. This colwnn is 
for use only when local laws require the deposit of security 
deposits in a separate bank account. Enter in this column, 
opposite the numbers of the cash receipts issued to tenants as 
shown in Colwnn (2), the amount of securj_ty deposits collected 
from tenants. 

- - - - - - - - - - - - - - - - - - ~ - - -· - - - - - - ~ ~ ~ 
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4. filing. After posting, the original of the Miscellaneous Charge 
8.nd Credit Ticket 1118¥ be tiled in numerical order in a permanent 
file; the copy may be ·filed in tm tenant 1 s folder. 

.~··, 

m.scellaneous Charge and Credit 'l'ickets 
1.· GenerM• A Miscell1U1eous .·charge and Credit Ticket mq be uM.1- 

ized as posting media for miscellaneous charges to tenants 
. aoecunte (see paragraph 31 Section 9. 5) , and for transfer of 
security deposits to rent accounts (see paragraph 4 ot Sec 
tion 9.6). 

2. Exhibit. A specimen form or Miscellaneous Charge and Credit 
Ticket appears as Exhibit 1 at the end of this Section. 

J. !reparation of tf1scellang9us Charge and oiedi t Ticket. Miscel laneous Charge and Credit Tickets should e prepared in dupli 
cate, !)umbered consecutively, dated, contain explanatory informa 
tion, and be approved b1' the Executive Director or his designated 
representative. ~ 

-. - - - - - .. - . - - .. .. - - - - -: - - - - ... - - - - .. ·:• ~ - - - - - 
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Prepared by: . Approved by:_. _ 

------------ ------±: - 
1------------• -as·------- - -- 
._ -------- 

·-----------------·------ 
=------ --· ------ .... _ 

=========-====: --==--=====--==~=e~:=-===-=-==:::::;;::=:=:======I 
Name of Tenant __ __::_ Account No. ---- 

Contract No. -------- Date , 19_. 

ANY HOUSING AUTHORITY 
ANYTOWN, ANY STATE 

MISCELLANEOUS CHARGE AND CREDIT TICKET 

No. 

CREDIT ------ l~~LANATION 

-------------·-------·- 

SPECIMEN FORM OF MISCELLANEOUS CHARGE AND CREDIT TICKET 

- ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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LJ.9QQ.&Q 

l.300~QQ 
Add: Deposit 12/31/51, credited by 

bank, 1/3/52 
Balance, Column (6) 
Combined Cash JoU1'·· .1, 12/31/51 

John Doe $ 300.00 
Samuel Brown 400.00 
George Smith 700.00 _l..400.00 

$ 8,600000 

42 
45 
48 

12/2/51 
12/9/51 
12/30/51 

Amount ~ate Qheck Number 

$ 10,000.00 Balance per bank statement 12/31/51 
Deduct - Outstanding Voucher Checks: 

Reconciliation of Account With 
Any Bank, Anyto\-m, Anystate 

as of December 31, 1951 

c. The bank account reconciliation shall be filed with the bank 
statement and should be in a form similar to the following: 

b. The verification of the bank account balance shall include 
a careful examination of the canceled Voucher Checks as to 
amounts and endorsements. Voucher Checks which remain outstand 
ing for more than a reasonable time should be investigated. 

a. The balance shown on the bank statement shall be reconciled 
with the balance of Accour.t 1111 - Cash - General Fund, using 
the Combined Cash Journal for ascertaining the information per 
tinent to the reconciliation. Any difference between the balance 
shown on the bank statement and the balance in Column (6) of the 
Combined Cash Journal will usually be the result of outstanding 
Voucher Checks and deposits not yet entered by the bank. How 
ever, there may be other items which must be considered in the 
reconcilement. 

2. Instructions for Reconcilin_g Bank Account 

1. General. The bank or banks with which General Funds have been 
deposited should furnish a statement of the bank account, as of 
the last day of each month, with canceled Voucher Checks paid 
during the month. The balance shown on the statement shall be 
reconciled each month with the balance shown in Column (6) of 
the Combined Cash Journal. 

Reconciliation of Bank Account(s) 
- - - - - - - - - - - - - - - - - - - - - 
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(Cont'd.) 

b, EJQU)i t. A specimen Employee Time Report is shown as 
Exh:i.bi t 1 at the end of this Section. 

Property Betterments and Additions - Acc9unt~No. 7545. 
Time spent in constructing any betterments and additions. 

0£erating Servic~ a..~d Repa~.!L.Maintenance and Replacement, 
Labor - Account No. 4496. Time spent in performing any 
janitorial or exterminating work, in maintaining grounds, 
in repair, maintenance, or replacement of structures and 
equipment, in painting and decorating, and in the main 
tenance or repair of automotive equipment or other movable 
equipment. 

Heating Labor - Account No. 4350. This account is used 
only where space heating or hot water is furnished to 
tenants by a project-operated plant. In such cases 
distribute to this account the time spent in the opera 
tion of such plant. Time spent in the repair or main 
tenance of the plant shall be distributed to Account 
No. 1.:496. Where heat or hot water is not furnished to 
tenants by a project-operated plant, distribute any time 
spent in the operation of any plant used to service the 
project office or other nondwelling space to Account 
No. 4496. 

Management Expense, Salaries - Account No. 4115. Time 
spent in the performance of administrative functions 
directly related to the project such as: management 
supervision, tenant selection, rental and leasing, 
handling tenant complaints and service requests, collec 
tions, budgeting) accounting and reporting, procurement, 
and stenographic and clerical services. 

a. In order to obtain an analysis and distribution of labor 
costs of Local Author~ty employees, and to doctunent the hours 
worked and amount earned, a record of hours of work and time 
spent at each assignment should be kept for each employee for 
each payroll period. All time will be distributed to the 
following accounts: 

1. Emplozye Time Re_ports 
Time and 1eave Records 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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c. ~~tions for Maintenance of Leave Record, The columnar 
headings of the specimen form are self-explanatory. Leave 
earned and taken shall be recorded in hours or days, accord 
ing to the leave policy of the Local Authority. Postings to 
the Leave Record shall be made at the end of each pay period, 

b. ~9i!:· A specimen form of Leave Record is sho'Wll as 
Exhibit 2 at the end of thi3 Section. 

a. General. It is recommended that the leave policy established 
by the Local Authority by resolution shall not provide for the 
accrual of annual and/or sick leave. If, ho\-rever, such leave 
is to be accrued, an accurate record of such leave shall be 
maintained for each employee. 

2. Leave Record 

(2) The Employee Time Report should be used as the basis 
for the preparation of the Voucher Check in favor of the 
employee for the net amount earned for the payroll period. 
The total amount earned, the type and amount of deductions, 
and the net amount earned shall be sho'Wll on the Voucher 
Check and Voucher Check Copy. The Employee Time Report 
should be firmly atta~hed to the Voucher Check Copy as 
support of the total amount earned. 

(1) The heading of the form is self-explanatory. The 
account number and name of the Operating Expense Account 
to which the hours of work are to be charged should be 
inserted in the space pr0vided for this purpose. The num 
ber of hours worked each day shall be shown under the day 
of the month opposite the account classification which is 
to be charged. When all entries have been made for the 
payroll period, the columns shall be totaled. The number 
of hours shown in the "Total Hours" column shall be multi 
plied by the hourly rate of the employee, and the product 
inserted opposite each account classification in "Total 
Amount" column. 

c, Preparation 

HHFA 
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ANY HOUSING AUTHORITY, ANYTOWN, ANYSTA1E 
EMPLOYEE TIME REPORT 

Employee: £L ~ Title:~~~ From tt?dL , 190 to (Jd /C , 19f2 . ~ ?/' Employee Number: ~ Total Hours: r? Rate Per Hour: S' /. fl....'1 Total ~.? P': es 

Account 
Number Name of Account 1 2 '3 J. ' 6 7 8 q 10 11 12 13 14 15 Total Total 

16 17 18 19 2( 21 22 23 24 25 26 27 28 29 30 31 Hours Amount 

4'.3rh ~ /,. - 71-: ~L. ~ / p .t.L 1'/ ~~/. l'Jn 

/ 
J..ld q I. k7hJ ... // -7:.. I - . r r ? 1' ,J> ., r ~ ,, ~~ ~'?..A~ ,, / , 

( 

. 
~ 

Totals J r r F K I' r , r , I' I'/' P'?.~o 

SPECIMEN FORM OF EMPIOYEE TUE REPORT 
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rJv.1.rz: This Section supersedes Section 9.12 dated 9-2-52. It has been completely 

' ret·Tritte:n. 

• 

lleii1_hm:-neiD§llt ot: Pett;z CE!.sh Fund. The Petty Cash Fund shall be reimbursed 
at the close of eech 'quarter, and it may be reimbursed as frequently as 
requiree during the quarter. Reimbursement shall be made by Voucher Check 
for the total amourrt of Petty Cash Vouchers on hand. The Petty Cash Vouchers 
shall be attached to the Voucher Check Copy in numerical o3quence, and the 
Voucher Check recorded in the Combined Cash Journal in the usual manner • 

3. 

1. · Genern.l. The instx·uctions for the use of the Petty Cash Fund and for the 
preparation of Petty Cash Vouchers are in Section 25-5-3 of the Small Low 
Rent Progr2JllS Manual - Accounting. This Section contains the procedure for 
the reconciliation and reimbursement of' the Petty Cash Fund. 

2. Recons;iUa.tipn of fetty Cash Fumt. If the Petty Cash Fund is used for making 
change, e. reconciliation shall be ma.Cle daily at the time the collections for 
the day are reconciled with the amount of cash on hand. If the Petty Cash 
Fund is not used for·making change, a reconciliation shal:J,. be made at least 
once each week. 

Petty Cnsh [.y11d, ... 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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PETTY C A S H VOUCHER I 
Date 19_No. 

Received --- Dollars $ 

For . 
- - --- - ACCOONI' AMClJNI' 

Rec'd. By 
Paid By - ---------- 

SPEC:nvtEN FORM OF PETTY CASH VOUCHER 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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2. Cash Shor~. The amount of any cash shortage shall be 
recorded in Accounts Receivable - Sundry (Account 1129) 
against the responsible employee. The Board of Commissioners 
shall consider the circumstances involved with respect to 
each recorded loss and determine whether the individual 
should be held accountable for the loss. If a shortage exists 
that appears to be the result of misappropriation or embezzle 
ment, the bonding company shall be notified immediately. 

1. Cash Overages. If cash overage exists, and a recheck fails 
to establish accountability, such excess shall be record~d 
in the Combined Cash Journal as a debit to Account 1111, 
Cash - General Fund, a.rid as a credit to Account 21191 Accounts 
Payable - Sundry. 

Cash~Overages and Shortages 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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E~_pn rwar1b Acs;;oun~e~ejyahl~ 

At, the end of each Fiscal Year, the. I'enant.a Accounts Recedvab.l e shall 
be classified and t. schedule of t.ho accounts r.h1ill b<.l shrmit,ted in an. 
original. and one copy to the FHA Fi ,:id ()f ''Jee on For!n PHA--2295, 
Schedule of I'enant.s Accounts Receivable ( sco Exhi.b~ t J.). This 
schedule should show the number of accounts having ba.Iances within 

. ·~he limits indicated and the aggregat.e bal.ances in each group arid 
sho,uld agree in total· with the balance reflected in Column (2.3) of 
the' Tenants Rental Register at the c lose of t'1e Ff sca'l Year. 

9. lL~ 

. - - - - - - - - - - - - - - - - -.- - - - - - - - - - - 
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lfo. ot 
Acoount.11 AcoouDt lalancee 

Debt\ lalanoee t 
Up to '2s.oo 
12s.01 to tso.oo 
tso.01 to tioo.oo 

t1oc>.o1 to tuo.oo • 
tiso.01 to t2oo .oo 
°"• ta<io.oo 

. Total 

Pol'1191' Teaute 
total Debit Bllanaea 

feaante Credit lalancee 
llal&nce, Coluan (23), Tenants 

Rent.al ftagiat.er, at. end ot 
quarter. 

Date H ot WJ.cb aohedule la ptoepared , 19S- 

(Io~t.ic.n) ,• 

(Huie or looal Authorlt.y) 
Coratraotlo.~-----~~ 
J\ooJeat lfoa. -------- 
lo. ot Dwlli111 Gdte _ 

PUBUC ll>IEllll ADfoO'IISTRATiotf 
11JUS100 oo IK>J£ nlWfCE taBHCt 

------------------~---~---------- 
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Maintain complete separa 
tion for each project 

No separate Voucher Check 
required but distribution 
of amount of voucher by 
project must be shown on 
carbon copy of Voucher 
Check 

No separation required 

Separation of Accounts 
Within a Contract Where 
There are Non-Permanent1Y' 
Financed Projects 

Maintain complete 
separation for each 
Contract. Example: 
Portion of Executive 
Director's salary 
chargeable to each 
Contract will be paid 
by separate check 
Maintain complete 
separation for each 
Contract 

Maintain complete 
separation for each 
contract 

Separation of Ac 
counts Where There 
Are Two or More 
Contracts 

9.S, Maintenance 
of Tenants 
Rental 
Register 

9.3, P81]1lent ot 
Bills and 
Preparation 
of Voucher 
Checks 

9.2, Cash Col• 
lections 

Section 

b. Where an Annual Contributions Contract contains one or more 
Non-Permanently Financed Projects separate operating accounts · 
must be maintained for each such Project but no separate bank 
account is required. ·For example, if under one Annual Contribu 
tions Contract there are two Permanently Financed Projects and 
two Non-Pennanently Financed Projects one set of accounts will 
be maintained for the two Permanently Financed Projects and a 
separate set of accounts will be maintained for each of the two 
Non-Permanently' Financed Projects, but only one bank account 
w.111 be required for all four of the projects. 

2. Instructions. The following additional instructions are neces 
sary where more than one set of accounts are requiredt 

a. Where the Projects of the Iccal Authority are under two or 
more Contracts separate sets of accounts and separate bank 
accounts must be maintained for all the Projects under each such 
Contract. 

Special Instructions for Programs for Which More Than One Set of 
Accounts Are Reguired 
1. General 

--------~------~~------------------ 
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No separation required 
but may be separated 
if more convenient to 
Local Authority 

No separation re 
quired but may be 
separated if more 
convenient to 
Local Authority 

9.14, Report on 
Tenants Ac 
counts Re 
ceivable 

9.12, U~e, Recon- No separation re- No separation required 
ciliation, and quired but petty but petty cash pq 
Reimbursement cash payments shall ments shall be dis- 
of Petty Cash be distributed by tributed by project 
Fund Contract 

No separation of leave 
records required 

No separation of 
leave records 
required 

9.11, Time and Distribute time by Distribute t:lJlle by 
Leave Records Contract as well project as well as by 

as by account account 

For unearned. rent main-· tUn complete separa 
tion for each projec~ 
Only one cash journal 
required but breakdown 
or operating expense 
to be posted as indi 
cated on Voucher Check 
Copy 
No separation required 

For security deposits 
no separation required· 

No separation required 

Separation of Accounts 
Within a Contract Where 
There Are Non-Pennanent~ 
Financed Projects 

------ 

Maintain complete 
separation for 

· each Contract 

Maintain complete 
separation for 
each Contract 

Maintain COllll?lete 
, separation for · 
each Contract 

Maintain complete 
separation for 
each Contract 

Separation of Ac 
counts Where There 
Are Two or More 
Contract,s 

9.101 Reconcilia 
tion of Bank 
Account(s) 

9.81 Maintenance 
ot Combined 
Cash Joumal 

9 .6, Maintenance 
of.Tenants 
Security De 
posit Record 

9. 7, Refunds of 
Security De 
posits and 
Unearned Rent 

Section 
--~---------------~---------- 
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NOTE: This Section supersedes Section 10.2 d&.ted July 1958. Paragraphs 3c, 
3d, and 5 have been revised and paragraph 3e has been added to clarity the 
instructions as to the information needed by the PHA with respect to Bonds 
purchased by the Local Authority. 

(Cont'd) 

c. Local Authorities may consult the PHA, banks, or national municipal 
bond dealers as to the availability of Bonds for purchase. Communications 
to the PHA on this subject should be addressed to the Deputy Commissioner, 
PHA, Washington 25, D. c. I1' the available amount is sufficient to war 
rant such action the Local Authority or the Fiscal Agent may invite or 
advertise for tenders of Bonds for purchase. 

b. In order to utilize the Advance Amortization Fund to the fullest ex 
tent, the accrued interest on the Bonds purchased may be paid out of arJY 
funds of the Local Authority. For example, if the purchase price of the 
Bonds, exclusive of accrued interest, will absorb the balance in the 
Advance Amortization Fund, the accrued interest may be paid from the 
General Fund. The General Fund will be reimbursed on the next following 
Annual Contribution Date from Residual Re~eipts or the Accruing Annual 
Contribution, as the case may be, which on said Date would otherwise be 
available to pay the interest coupons which will have been canceled. 

3. General Information About Purchase of Bonds 
a. In order to obtain the highest yield the Bonds purchased shall be of 
the longest maturities which can be secured. The term "longest maturities" 
shall generally be construed as meaning the last ten maturities of a partic 
ular issue·; but shall not be limited to these maturities if an advantageous 
purchase can be made of earlier maturities. 

Second. To the purchase of' Bonds, at not more thn.n 1.t.1·h· face value, 
issued in connection with Permanently Finnnc~tl Projects; and 

Third. With the prior approval of the PHA in specific cases, to the 
payment of Development Costs of Permanently Financed Projects 
in lieu of the issuance of Bonds or Notes for such purpose. 

First. 'l'o the po.)'Jllent of Permo.nent NoteG o.nd of 'remporo.ry Notes issued 
in connection with Permanently Fina.need. ProJ•:cto; 

Use or Investment of Advm~·-· ~!:!rtization Funds 
1. ~ose. This Section •.:onliltitutee ap:eroval, pursuant to Sec. 417 of the u8I Contributions Contract, Sec. 7(E) of the Bond Resolution, and 

paragraph 5 of the Fisco.l Agent Agreement of the use or investment of 
Advance Amortization Funds ao hereinafter provided. 

2" Use of Advance Amortization Funds. Advance Amortization Funds shall be 
applied promptlY: .. 

- - - . - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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Securities purchased pursuant to paragraph 4a above and evidence of 
deposits pursuant to paragraph 4b above shall be held by the Fiscal Agent 
in safekeeping for account of the Advance Amortization Fund and interest 
or other increment accruing by reason of such purchases and deposit shall 
constitute a part of the Advance Amortization Fund. 

5. Liquidation of Investments and Deposits 
a. Whenever, after the investment or deposit of the Funds as discussed 
in paragraph 4 above, any of the purposes discussed in paragraph 2 above 
beccme available for the use of the Funds the Local Authority shall 
pranptq require the Fiscal Agent to liquidate (at not leas than the 

. (Cont'd) 

b. If permitted by State Law, by deposit in time or savings deposits or 
accounts insured by the Federal Deposit Insurance Corporation or 
Federal Savings and Loan Insurance Corporation to the amount of such 
insurance. ~ 

e. Promptly upon the purchase of any outstanding Bonds the Local Authori t7 
shall furnish the Comptroller, PHA, Washington 25, D. c., the following 
information with respect to each issue ot Bonds purchased: 

(l) Date of purchase. 
(2) Face amount of Bonds purchased with respect to each maturity 

date •. 
(3) Purchase price of Bonds with respect to each maturity date. 
( 4} Interest rate and amount of accrued interest paid •. 
(5} Date to which interest was paid. 
(6) Cash accounts from which funds were used for the purchase of 

Bonds and the amount paid from each account. 
4. Investment or DeI?Psit of Advance Amort,ization Funds. Uthe purposes 

described in paragraph 2 above are nut available tor the use of' Advance 
Amortization Funds such Funds may, al the direction of the Local Authority, 
be invested or deposited by the Fiscal Agent: 
a. Through the purchase of any of the securities described in paragraph 6 

of Section 10.1; and 

d. The Bonds purchased shall not be reissued, but shall be promptly 
canceled and destroyed. Sec. 14(E} of the Bond Resolution requires the 
Fiscal Agent·,'to furnish the PHA periodically a copy of the certificate of 
cremation of Bonds purchased or otherwise retired by the Local Authority. 

- - - - - - - - - - - - - - - - - ~ - - - - - - - - - - - - - - - - •. - - - - 
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b. When Advance Amortization Fund investments are liquidated, the Local 
Authority shall :f'Urn1sb the Comptroller, PHA1 Washington 25, D. c. with 
information as to the principal amount liquidated and the amount of in 
terest received at time of liquidation. 

purchase price thereof) 8JJ.Y securities and withdraw aey deposits held 
for account of the Advance Amortization Fund and apply such Funds to 
any of the purposes, as described in paragraph 2 above, then available. 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
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