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PREFACE

The tremendous growth of the public housing program in the past two
years, together with the addition of new functions and changing require~
ments, has made imperative a concentrated restudy, development, and
revision of the several processes in fiscal administration, In this con-
nection budgeting activities play a most important role,

The accompanying document is designed to make available to all
concerned one of the tools with which a more adequate and efficient job
of project budgeting can be done, It is limited primarily to the pre=
paration of the operating budget which is but one aspect of the budgeting
process for housing projects, Experience resulting from the application
and use of various practices has been summarized and incorporated in
this bulletin,

Standard cost factors such as those used in the Local Authority
Management Manual are notably absent in this Bulletin since experience
has indicated that such an approach is not particularly applicable to
the wide variety of housing built under the war housing prcgram., The
approach herein is to encourage the use of techniques by which the
housing manager may himself develop factors that apply locally, These
may be supplemented by other factors determined by the regional office

to be necessary, éir

JOHN TAYLOR EGAN
Assistant Commissioner
for Project Management
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CHAPTER I - GENERAL

A. Introduction. A4 sound budget program calls for (1) the development
and prebentatlon of a plan of operation converted into fiscal texms,
(2) the coorcination of the plan into a wellebalanced program and (3)

a system of control which assures proper execution of that plan upon
adoption., The budgeting process for public housing projects to be
successful mus® incorporate these basic principles,

This Bulletin has been prepared to present specifically the method
whereby: the first phase of the buageting process may be accomplished;
namely, the preparation ¢f the bucget documents, It is important that
careful attention be given to the proper execution of this step since
satisfactory anu auequate accomplishments are cependent in a larpe
measure upon a well founded and carefully considered plan. It should
not be th ught of primarily as a "necessary" means for obtaining money
annually but as an intelligent forecast of project operations,

The steps outlined herein are developad with the intsntion of
making the instructions applizuble to all types of hcousing - family
dwellings, dormitories and gstop-gap (Federally or locally operated) -
so that there may be selected ter any specific project those items which
are pertinent,

B. Responsibility for Preparation

1. Primary Zesponsibility - The preparation of all operating
budget documents shall be the responsibility of the housing manager or
the local housing authority. In the evant the housing manager of a
Federally-operated project has not been appointed, the initial budget
documents shall be prepared and submitted by the regional managenent
division, (See Chapter 4621 or 6161 of the manual of Policy and
Procedure which sets forth procedural instructions on Project Cperating
Budget Documents).

2, Staff Participation - Although the primary responsibility for
the preparation of the budget decuments rests with the housing manager,
he should call upon his maintenance superintendent, accountant, project
services advisor, housekeeper and other key people on his staff to
part1c1p4fe in the preparaticn of the budgel estimates, Through such
active participation, there will be fostered a high degree of interest
on the part 'of staff members in economical anu etficient operation in
addition to having the benefit of consultation and aavice of the people
who are responsible for carrying out the details of the program.
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C. Budget Documents.

. A separate set of project operating budget documents shall be pre-
parea for each project in management and certain additional documents
where a group of projects are operated jcintly from a central project
office. In no case may one set of aocuments be prepared for two or
more projects unless such projects have been officially combined., The
following shall constitute the budget documents:

1. OQOveratin: Budget - Annual and Guarterly - This document is that
portion of the operating budget which covers the summary estimate of
income ané expense by the individual accounts as established by the
Classification of Project Management Accounts described in Bulletin No. 52
and also set forth in Chapter 1I Part C of this Bulletin, The pre-
paration or this document is described in Farts A & B of Chapter II.

The forms are used as follows:

a. Form FPHA-848 - Used in connection with all projects
developed under PA-412, PA-671 and all FWA housing Division
projects,

b. Form FPHA-848% - Used in connection with all
Federally=-owned war housing projects developed under PA-849,
PA-78) and PA-9 as amended,

2, Supporting Schedule for Operating Budgets - Form FPHA 1273
(a_to f) = This form is used to supplement, justify and explain the
estimates entered in the Operating Bidgets. This form was aeveloped
on the basis of experience of the various regions in the practice of
budget preparation. It is an attempt to formalize the better features

of such experience. The degree to which the details in this form are .
to be filled in shall be established by the regional director on the mew
basis of regional requirements to properly perform the review function, —~
In certain instances the regional director may find it necessary to .

supplement these instructions. lioreover, the regional director may
waive the submission of FPHA 1273 (a to f) if the local management has
the equivalent forms now in effect or where present budget supporting
schedules are acceptable, The detailed instructions for the preparation
of this form are included in Part C of Chapter II.

3., Buuget Conversion Schedule - Form "FPHi -848W Supplement" - This
form is used for all Federally-operated projects including war housing
and PUA Housing Division projects as well as projects operated by a
local authority uncer a contract of agency. It is provided for the
purpose of converting operating budget data shown on Form FPHA 348W
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prepared on an accrual basis to an obligation basis in order to re-
flect the net increases or desreases in inventory, prepaid or deferred
charges, and it provides a means for determining the actual funds
required to finance operations during the quarterly and annual
periods. The detailed instructions for the prsparation of this form
appear in Part E of Chanter II.

4. Buoget N¥arraiive -~ No preseribed form for this document has
been provid:a since it is not the kind of data that r20d be submitted
in a set formaliwed fasiion. The narraiive is a surplenenary. slatement
to be submittad for all items which are uriisual or exiraorlirary for
which not sufficient exolznatory informa*ion is proviied in the pree
seribed forms, Such oiier ilems as detormined by the regicnal director,
may be incluued in the nasvotive, cuch as a durseription of the project
physical characierisiics with any changes and modisications thereto,
statorents of changas in basic rental peolicies or chiunges in major
programs for tno project. Instruciicas for the prevaration of this
form are includsd in Part F of Chapter II,

5. Crganigzation Chart « An organization chart is to be prepared
on a position buzis cecuing the tltle, grade, namksr of emvloyees,
Salary and lines of authority. This is ic %2 rrersired on the basis of
the actual situaticn at the project, Instiucticns for the preparation
of the organization chart are included in Part G of Chapter II,

L
=3
2

6. Central Frojeci OfZice Supnoriing Data - Where two or more

projects are croravad or wanaged LY @ singie mchager, central project
office or local wnthovity tuere shell bs prepared annually a separate
group of docuwnzniis covering the recuirements of such centralized office.
These supplimenvarsy Jate ars required in crder that the group opcrations
may be review:sd es a whole and ars ©n accompany +<he suhaictal of budget
documents covering all the projects operating withiin such a group.

The detailed inctructions for the preparation of these documents are
included in Part D of Chapter II.

D. Basis of Preparation.

The Operating Budget Form FPHA 848 or 848W is to be prepared in
all cases on an accrual basis, By accrual is meant, in the case of
income, the amount estimated as earned in the period covered and not
the amount received, and in the case of expense, tho amount of goods
or services estimated as consumed in the period and not the amount of
obligation incurred (when funds are committed) nor the amount expended
(when the bills are paid).

397



mys:‘c'**"%&-%-'«w*f«-"-.~==~'-‘- PR A TN L i 2T TR B T s S B e it Dt 2o b ot P  C Ki

- S
~

: >
Bulletin No, 35 NHA
Chapter I'~ General FPHA
Page 4 4=15=44

Since the amounts shown in the budgéets do not set forth the fund
requirements for the purpose of obligation, it is necessary to convert
the expense figures to obligation figures. This is aone by means of
the Budget Conversion Schedule Form WFPHA-848W, Supplement', ’

E. Submission.

All budget documents shall be submitted as follows: g

Form FPHA 848 or 848W and three copies of all other documents mentioned
in Chapter I, Part C, shall be submitted to the rcgional office by the
housing manager or the local housing authority. The original Form

FPHA 848 or 848W upon approval by the regional director will be returned
to the local management, Consideration should be given to providing

the necessary operating officials with adequate budget data. J

1. Conies - An original and three copies of the Operating Budget, ’

2. Date of Submission

a., Initial Operating Budget - The operating budget documents
for new projects coming into Management shall be subnitted by the
housing manager or local authority at least 6) days prior to estimated
initial occupancy for approval of the regional director. The budget
shall cover the period beginning with the initial expense incurred
for management of the project and ending with the close of the current °
fiscal year, .

b. Annual Operating Budgets - The local management shall
submit the operating budget documents covering a full fiscal year for
each project in management at a date determined by the regional director,
but in no case later than 60 days prior to the beginning of the fiscal
year, Where projects are managed by local authorities, leases or other a
contractual terms.take precedence, but may be amended to make the time
of submission uniform to the above requirement.

c. Assembly - The budget documents when submitted shall be
assembled and fastened in the following orders:

1, Budget Conversion Schedule - Form WFPHA 848W
Supplement", (if applicable).

2. Operating Budget'- Form FPHA 848 or 848W -
' Annual

3., Operating Budget - Form FPHA 848 or 8,8V =
Quarterly.
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4o Supporting Schedule for Operating Budget -

Form FPHA 1273 (a - f), .
5. Budget Narrative,
6. Crganization Chart,
Uheve ceniral project office supporting data is submitted it shall

be aszcabl»l in tue above order and placed on top of the groups of
budget cocuments for all projscts operated under such central management,

F. Fiscal Period, .

The fiscal period in project operations refers to quarterly and
annual perious bsginning as follows:

1, Quarterly - January 1, April 1, July 1 anc October 1,
2. Annual

a. Federally-operated projects - July 1,

b, Local authority-operated projects - January 1, April 1,
July 1, or October 1 as established by the local authority in its
financing arrangements or by agreement with the regional director,

3. Shorter Fiscal Periods - Where projects are beginning opera-
tions for the first time, the fiscal periods mentioned in F 1 ana F 2
above will start on the first day of operations,

G. Miscellaneous

l. Suumary of Steps in Preparation of Project Operating Budgets - A
suumary has been provided as a convenient and abbreviated tool for
following in logical order the stecps in the preparation of the project
operating budgets and is attacied as Appendix A,

2. Reference Sheet - Attached as Appendix B is a convenient re-
ference shzet for trunscribing the budget data from the Supporting
Schedule, Form FPHA 1273 to the Operating Budget, Form FPHA 848 or 848W,

3. Computations - For purposes of budget preparation the following
general rules should be followed:
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a, Omit cents from aggregate budget amounts but not from
PUM figures.

b. Round out the total aggregate amounts to appear on
Form FPHA 848 or 848W to the nearest ten dollars.

c. Round out (1) square fzet tq the nearest 100, (2) cubic
feet to the nearest 100, (3) kilowatt hours to the nearest 100, (4)

gallons (water or fuel oil) to the nearest 1000 and (5) hours to the
nearest 10.

d. Enter a dash (-) where items are not applicable and (0) '
when applicable amount is zero.

e. If space in any section on the Supporting Schedules is
insufficient, attach a supplementary sheet properly cross-referencgd.
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CHAPTER_II - INSTRUCTIONS

PART A, OPERATING BUDGET (ANNUAL) FORM FPHA 848 <R 848W

1, The name of ths local authority (or manager)

2, Project name, Enter approved. name, If several projects have been
combined for managemeut, enter official name i r the combined project.
Make no entry if no official name has been given to the project,

3. Location. Enter city, town, village or nearest post office,
and state,

4o Project Number. Euter official project number, Vhen two or
more projects have bcoen combined for management, enter the official
project number upplicable to the combined project.

. 5. Date all units available, Enter the month and the year in
which all units were completed for occupancy. For projects combined
for management enter the date on which all units became available in

’ the last project completed.

. 6. Fund, Enter the Public Act or Acts (in the case of authorized
combinations) under which the project is authorized.

7. Type of housini. Enter the type of construction and accommodation
in accordance with the folluwing classification: -

Perm Family - Permanent family dwellings
. Dem Family - Demountable family dwellings
Temp Family - Temporary family dwellings
Shelt Fam - Shelter units for families
R Con Family = Converted family dwellings
Trail Fam =~ Family trailers
Perm Dorm - Permanent dormitory housing for single persons
Temp Dorm = Temporary dormitory housing for single persons
Shelt Dorm - Shelter units for single persons
Con Dorm = Converted housing for single persons
Trail Dorm = Dormitory trailers for single persons
Trail Park - Site and utilities for private trailers

When projects with different types of constructién are combined for

management, enter the predominant (in terms of number of units) type of
construction,
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8¢ Number of unit-months. Enter the number of unit-months of
availability for dwelling use during the fiscal year budgeted.

The number of unit-months of availability for dwelling use is
defined as the total number of unit-montks of completion for occupanecy
less the number of unit-months, if any, removed from dwelling use during
the quarter,

The method of computing the number of unit-months of availability
for dwelling use shall be in accordance with instructions in the
Accounting Manual, Fart 111, Section V and Fart VIII, Section XV.

9e¢ Nymber of units. Enter the current number of dwelling units in
the project.

104 Teriod beginning. ZEnter the initial date of the fiscal year
being budgeted.

11, Period ending. Enter the last date of the fiscal year being
budgeted,

12 Buiget column. ZEnter on the appropriate line the amount arrived
at in the totals of the Supporting Schedules for Operating Budget Forms
FPHA 1273 (a-f). See reference Sheet, Appendix B.

13, P.UM. 3Budget ond Actual. Enter "per unit-month" amount ob~-
tained by dividing the total for eacn income and expense item as shown
in the respective budget or actual column.

14 Actual., Same period last year. (See Appendix A, Item 4).

15« Remarks. This column shall be used to indicate any essential
cross references to special scnedules or narrative statements.

FART B, OPERATING BUDGET (QUARTFRLY) FORMS FPHA 848 OR 848W

l, Project name. 3Inter official project number.

2 Period to « In the proper
space covering the individuzl quarters, enter the beginning date and
ending date of that quarter.

3s Budget column., ZEnter on the appropriate line and covering the
specific quarter, the amount arrived at in the totals of the Supporting
Schedules for Operating Budgets forms FPHA 1273 (a-f). See Reference
Sheet, Appendix B.

4, Actunl. Same period last year. (See Appendix A, Item 4),
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PART C. SUPPORTING SCHEDULES FOR OPERATING BUDGET FORMS FPHA 1273 (a-f)

1., General., The datailad instructions for the preparation of these
forms include tiie defi.itions of accounts and illustrative examples for
the purpose of assisting in developing estimates. The arrangement of
this part of the bulletin is orimarily.in the order of the "Classification
of Project Management Accounts.," The appropriate section of the
Supporting Schecule applicable to each account is indicated in the text.
2.. Date. Indicate in the heading of each sheet of the Supporting
Schedule the date of preparation of the operating budget.

3. Project rumber, Enter official project number.

.

4. Budgat ‘uzwificaticn for vear boginning . and
ending .kt ihe tottom of form FPHA 1273 a, indicate the

beginning and endiag psribd of the fiscal year budgeted. This shall
correspond with the dates shosn in the heading of the Operating Buaget =
Annual - form FPHA €48 or 8464,

5. Date of Centrzl Froject Office budget. On bottom of form

" FPHA 1273 a,enter the date that the central project office budget

is prepared (if any).

6. Total numbev of units c¢n all projects under the Central
Office on form FPhA 1273 a, . Enter the total number of units on all
prajects unaer the central project office operation, (if any).,
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OPERPATING INCOME - 3000 CATRGCRY

This gzenerol category includes all innchie de-ived [rom tis opera-
tion of a wrerecw, swuch as rentols  sesvc s chorgos ant ol v ataus,
It doec nes nmcuic conuviyy wepacots, Thno ol col arisaticac proceeds

of sale ol crewmer ios ov ocbor cosets. Laieueric nes versone, £uds
. L . . i - . ’
made 2vallilie i oue szlave igprevenelnie of fov the ne'iing gaod of
property lcoces, nor ra.iv2rias uader policies of insuvance. '
]

Dwellide fAart ir. eme o represents all churpges actually made to
tenznts i eny peried in colmsction with Swalling 1ants (including
utilities), kent cicuicd 2ok be iinciuded for sy duweiiing units used
or rented fou nonedwsil-ns purpeses, cuch as rmanasenind or mainisnance
space, COMmULIWY In-ic¢ vorrols, clinde cr ceelorpt offices, ete.

This item .ocluwes 70 2hzires Do Cuzlinar auil Jiles wnetaar irciuued
in rent, balled srcoenicly, o lmune by wiv of <trehsices; rertals of
dwellirg vnits ~2in.ocd by opployess; exd savel crpzs to ewpli. yvees or

to tenantuy whoez inowe axc2eds estallizaed limdss, 1t Cees not include
other chavgres to dueliing itonznts {(see Accounis 3500 and 3909).
(Lwelling rant 1asore is used ror budgetary end reporting purposes,

but is not itself an account in the accounting system.) -

DWELLING RENT SCPEDULLE - SECTION 1
A. Definition
3100 Dwelling Rert Cchedule - includes the total amount of dwelling
rents (ircludinz ntilitias) which would be charged if all units,
excape units used ror nea-Gwelling purposes, were occupied.
Dweliing rents do not includs rentals (including utilities) for
sites for privately-owned trailers. The amount of awelling

rant sched.le for any perioC shall be the sum of Dweliling Rent ’
Income plus the amount of Dwelling Vacancy Loss (Account 3200).
'

In preparing an operating budget, it should be borae in mind that -
dwelling rent, schedule should reflect the estimated potential rental in-
come if all dwelling wnits vere occupied for the entire fiscal year.

On FPHA-aiued anu PWA housing division leased projects the antici-
pated Gwelling rent schedule may differ from the amount shown in the
Estimate of average Annual-Income and Expense since the distribution of
units to rent grades for the budget year might differ from that estimated
as an average for the 1) years,
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When preparing an operating budget for a project in which all the
units are not expected to be available for the entire fiscal year, list
the units showing the length of time each group of units in each size
are expected to be available. Indicate under “Remarks" the number of

units used for non-dwelling purposes and the present use of these units.
For example: .

Col., 2 No, of Units available 475
No, of Units used for non-
dwelling purposes ' 4
Doctors office 1
Clinic 1l
Rental office 2
No, Units not available 21
Total No, of Units in project 500

The following outline and Exhibit A shown on page 15 will provide
guides for completing Section 1., There are different rental plans in
operation on the various projects, ilo attempt is mace to show an entire
scheuule for a typical project. Rather the items shown are representative
of conaitions that might exist on different prcjects uncer the various
rental plans,

1., Family Dwellings

a. Flat Rents - Fair rents based on value,

-There the Rental Resolution or the Management Program
provide for a specific montihly charge for Shelter Rent
plus Utilities for each size of unit, show each size
range on a separate line, See Exhibit A, Example 1.

b. Adjusted Rents.

On projects developed under the Lanham Act, rentals may be
“adjusted to the income of the tenant in hardship cases.
Estimate the number of units, in sach size, which are
expected to be occupied at adjusted rentals, List these
units in each size, cn a soparate line immediately
following .the listing of units of the same size to be
occupied at the established standard rental for the
dwelling. Since each unit may be rented at a different
rate, show in column 7 the average monthly charge for

the units of each size. See Exhibit A, Example 1.
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Graded Rents.

‘here the Rental Resolution or the Management Program
provides for a monthly cherge for Shelter Rent plus
Utilities to be based upon the tenant's income, show
each grade, by unit size if apolicable, on a separate
line. OCn FPHu-aided »rojects, the resulting anrual
income should be checked to see that the estimated
monthly rental does not f»ll below the minimum monthly
rental stated in the Rental Resclution., See BExhibit A,
Example II.

Military Rents

Show separately the monthly charge for shelter rent

for militarv perscnnel, in column 5, and the established

monthly charge for utilities in column 6, The maximum
monthly shelter rent rates are different for each of
three categories 1lf

}1l. Enlisted Personnel without allowances
M2. Enlisted Personnel with allowsnces
}3. Cormmigsioned officers

Zstimate the proportion of units in cach size and each
rent category which are to be occupied by military

personnel and list separately, See Zxhidbit A, Example III,

2. Dormitories

a.

List the beds available for occupancy by first showing
those in double occupancy rooms which rent at a lower
rate per bed per week (or morth),

List the singla beds. The weekly charge may be shown in
column 7. Insert "Jeekly" in the spaces provided under

columns 5 and 6, Sce Exhibit 4, Zxamvle IV.

3+ Trailers

Qe

b.

List the standard trailers first.

Then list the expansible trailers,

1/ These rents are now in circular dated 7/31/43 and will appear

in the manual,
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¢, Uncder "Remarks" inuicate the numbers and types of service
trailers on the project such as: Office Trailers,
Laundry Trailers ana Toilet Trailers, This listing
should be in addition to showing any awelling tyve .
trailers vhich may have been converted to non-dwelling
purposes. See Exhibit A, Example V.,

B. Instructions

Column 1, List dwelling units at the established rents beginning
with the least rental first. Inaicate groupings on the chart by the use
of a code besiue each, as follcws: UF" for Flat Rent, "F.R." for Fair
Rent Value, "A" for Adjusted Kent, "G" for Graded Rent, "W" for
Military Rent, ‘

Column 2, For sach item listed in Column 1, recorG the number of
units available, ’

Column 3. Recoru the number of months these will be available

* rt—— e o e e

during the year,
Column 4. Enter the number of unit months (Col.2 x Col. 3).

Column 5. Enter the menthly Shelter Lent (for military personnel
only). '

Colunn 6. Enter the monthly Utility Charge (for military
persornel only).

GColumn 7. Enter the total monthly rent (Shelter Rent plus utilities).

Column 8. Oppesite each item, enter Annual Income for eaéh unit
size or grade. (Col, 4 x Col. 7).

Line 25, Total Columns 2, 4, 8.

C. Annual Budget Figure. Line 25, Column 8,

DWELLING VACANCY LOSS - SECTION 1

A, Definition

3200 Dwelling Vacancy Loss - Includes the total dwelling rents
(including utilitiesi lost in any period bscause of
vacancies, Dwelling units used or rented for non-dwelling
purposes shall not be considered as vacancies. In the
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case of projects with fixed rents, vacancy loss should be
computed op the basis of established rents, In the case
of projects with graded rents, see Parts III and VIII of
the Accounting Manual for the method of computing dwelling
vacancy loss. 1/

In estimating dwelling vacancy loss for the operating budget, it is
essential that the amount anticipated be as realistic as possible. There-
fore, the anticipated vacancy should be shown for each unit size or grade
shown on Dwelling Rent Schedule, Dwelling units used or rented for non-
dwelling purposes shall not be considered as vacancies, On Pederally-
owned projects, where some units are estimated to be occupied either at
adjusted rentals or by military rents, 1/ tne vacancy loss shall be con-
sidered as accruing at the same rental rates as that which is anticipated
would be charged if the units were occupied. In other words, where a unit
is occupied at a rental below the amount established, the reduction in
dwelling rent schedule is not considered dwelling vacancy loss.

Consideration should be given to all local factors which might
effect the amount estimated for vacancy. Any notations which will
explain the manner of arriving at tne estimate may be made in the
narrative, . .

B. Instructions
Column 9. Enter number of units estimated to be vacant,

Column 10. Znter the mumnber of months they may be vacant,

Column 11, Enter the number of unit months vacant (Column 9 x
Column 10).

Column 12,- Enter the monthly charge.

Column 13. Opposite each unit enter annual vacancy loss
(Column 11 x Column 12).

Line 10, Total Columns 9, 11 and 13,

C. Anrual Budget Zigure - Line 10, Column 13.

- Exhibit A which follows shows the method to be followed in preparing
this section. io attempt is made to sinow an entire schedule for a typical
projett. Rather the items snown are representative of conditions that
might exist on different projects under tne various reatal plans,

1/ For budgetary purposes Vacancy lLoss is figures on the average monthly
rental,
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EXHIBIT SHOWING MBTHODS OF COMPLETING SECTION 1
 EGIBIT 4
SECPION 1: 3100 DWELLING RENT SCHEDULE 3200; DWELLING VACANCY LOSS
1 2 3 4 5 | 6 | 7 8 9 10 1 12 13
No. or No. | OUNIT MONTHLY ANNUAL No. or | MO | wwrr |wowwmry| amwuaL
UNIT SIZ | yppes vo. | MowTEs [ — e Tomiren | oo | ™7 ¥o. |yonwns [smELtEr| vacawcy
ORGRADE | \vary, favarc.| avame. | m“] UTILITY | SHEL INCOME © yacane | YA~ | vacant | PLoS Loss
. REN? | CHARGE PLUS ANT
1 Example I, Family Dwellings,-Plat Rentals, Fair Rentals Based on Value, and Adjusted Rentals
2 1.BR 63(M) 12 756 30,00 22,680 | 2 12 24 30,00 720.
3 18R 7(A) 12 84 28,00 2,352 1 12 12 20,00 336,
4 2 R 85(FR) 12 ] 1020 35.00 [35,700] 6 12 72 35.00 2,520,
2 BR S0(FR) 10 500 35.00 17,500 ] 1 10 10 35.00 350,
6 2 BR 15(A) 12 180 32,00 5,760 | 1 12 12 32,00 84,
Example 1I, Family Dwellings,-Graded Rents
8 1 BR-A* 4(6) 12 48 10,00 480
1 BR-B 6(c) 12 72 13.00 936 | 2 12 24 13.00 912
0 1 BR-C 10(6G) 12 120 16.00 1,920
1 Example 111, FPamily Dwellings,-Military Personnel
1 BR 75(M1) 12 900 11.00| 4,00 15,00 |13,500 | 4 2 8 15.00 120
BR 20(M2) 12 240 21.00| 4.00 25,00 6,000 2 1 2 25,00 50
4 1B 5(3) 12 60 27.50 1 4,00 31.50 1,890 1 3 6 31.50 189
LS Example IV, Dormitories
p€ Double 100 12 | 1200 Weekly 3,50 [18,200 | 20 12 240 3.50 3,640
R7 Single 100 12 | 1200 Weekly 5.00 126,000 | 10 12 120 5.00 600
LC Example V, Trailers
h9 sta. 160 12 1920 Weekly 6.50 |s54,080] 10 3 60 6.50 1,690
po Expan, 40 12 480 Woekly 7.50 [15,600 | 10 12 120 7.50 3,900
ki
p2
k2
4
® Unit size or grade -iéht also be designated
a9 A’ B’ c' D. E’ P ..... x .
Code

P - Flat Rent

PR - Pair Rent

A « Adjusted Rent
@ < Graded Rent

@

Ml - Enlisted Personnel without Allowances
M2 - Enlisted Personnel with Allowances
M3 - Commissioned Officers
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NON-DWELLING RENT INCOME - represents all charges actually made to
lessees in any period in connection with non-dwelling rents (including
utilities). It includes rents actually charged for dwelling units rented
for non-dwelling purposes such as doctcrs! offices, etc. This item in-
cludes all charges for non-dwelling utilities whether included in rent,
billed separately, or made by way of surcharges, including such charges
made tc cafeteria contractors, It does not include other charges tc .
non-dwelling tenants (see Account 3900). (Non-dwelling rent income is
used for budgetary and reporting purposes, but is not itself an account
in the accounting system,)

NON-DWELLING RENT SCHEDULE - SECTION 2

A, Definition

3300 Non-Dwelling Rent Schedule - includes the total amount of non-
dwelling rents (including utilities) which would be charged if
all rentable non-dwelling facilities were occupied, including
stores, filling stations, garages, or parking spaces, rentable
office spaces, and dwelling units rented for non-dwelling pur-
poses. It also includes rents (including utilities) for sites
for privately-owned trailers. It includes rentals (including

-+ atilttiés) of cafeterias or restaurants when leased for fixed
or percentage amounts, but does not include net revenue on
cafeterias operated through contractors (see Account 7110).
The ampount of the non-dwelling rent schedule for any period
shall be the sum of Non-Dwelling Rent Income plus the amount
of Non-Dwelling Vacancy Loss (Account 3400).

B. Instructions

Colugn.l. The facilities listed are shewn bzcause of the -frequency
in which they occur on projects. Space is provided for listing other
items. List dwelling units rented for non-dwelling purposes. In esti-
mating for garages, parking spaces, or trailer sites, no distribution is
to be made for space rental and utility charge.

This account also includes the rental received from commercial opera-
tors for equipment and furniture leased separately by the project,

Column 2. Enter the number of facilities available.
Column 3. Enter the number of months available

Column 4. Enter the number of unit months (Coi. 2 x Col, 3).
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Column 5, 6, and 7. Enter the monthly charge, including both space
rental anu utility charges, if any.

Column 8, Enter annual income for each facility (Col. 4 x Col. 7).
The amount in C»>lumn & should reflect the potential annual income if the
facility vere rented for the entire fiscal year.

Line 10, Total Column 8,

C. Annual Budget Figure, Line 10, Column 8,

NON-DWELLING VACANCY LOSS - SECTION 2

A. Definition

3400 Non-Dwelling Vacancy Loss « Includes the total non-dwelling
rent (including utilities) lost in any period because of
vacancies,

The estimated non~-dwelling vacancy for each facility shall be shown
on the same line of Section 2 as the income,

B. Instructions
Column 9, Enter number of facilities estimated to be vacant.
Column_ 10, Enter the number of months they may be vacant.
Column 11, Eater the number of unit months vacant (Col. 9 x Gol. 10).
Column 12, Enter the monthly charge.

. Column 13, Opposite each facility enter annual vacancy loss (Col. 11
x Col, 12).

Line 10, Total Column 13,

C. Annual Budget Fipure, Line 10, Column 13,

n
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FURNITURE RENTALS - SECTION 3

A, Definition

3500 Furniture Rentals - Includes the rentals of househcld furni-
ture supplied by the project and for which separate charges
are mace., In dormitories, war apartments and trailers,
furniture is included in dwelling rents, and should not
be included here,

Standard charges have been set in the ianual of Policy and Procecdure,
Chapter 612 for a stipulated basic quantity of furniture for each size of
unit. Where additional items are furnished in the units, it is possible
to adjust the monthly rental charge accoraingly.

Entries in this account shall be limited to charges for furniture
only where a portion of the units in the project are furnished, If all
units are furnished such charges shall be considered as Dwelling Rent and
incluced in Account 3100, Vacancy loss shall not be computed for this
account,

B. Instiructions.

Column 1, List the units in which furniture is to be rented begin-
ning with the smallest size unit furnished,

Column 2. Enter number of units in each unit size,
Column 3., Enter number of months of possible use.

Column 4. Enter number of unit montns of possible use,. (Col. 2 x
Col, 3).

Column 5., Enter monthly rental,
Column 6. Enter total estimated annual income (Col., 4 x Col, 5),
Line 16, Total Column 6,

C. Annual Budget Figure. Line 16, Column 6,

OTHER_INCOME ~ SECTION 4

A, Definition
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3900 Other Income - Includes all operating income derived from
all sources except rentals as described above. It includes
items such as: charges to tenants for late payments,
fumigation or extermination; charges to tenants for break-
age, damage and key replacements (in the case of Federally-
overated projects only -- for local authority operated
projects, credit to Accounts in 4400 category); charges for
infirmary services, meals, drugs, etc.; rental of eqQuipment
(other than household furniture); profits from vending
machines and telephone booths, etc. This account also in-
cludes any charges which may be made to non-dwelling
lessees or to cafeteria operators for services (other
than utilities) or RM&R, supplied by the project but re-
imbursable by such lessees or operators under the terms
of their contracts or leases.

The items listed in Section 4 are not a full listing but are intended
for guidance, Any other items may be added as needed.

Other income arises from transactions that are nct fixed in frequency
or in amount, iihere the management has established schedules of charges
for items in this category tihe number of times the items reoccur per year
may be estimated on the basis of past experience.

For Federally-operated projects the estimated annual income for all
the items shall be shown in Column 4.

On Local Authority operated projects, Item 6, Key Replacements, Item
7, Window Replacements, Item 9, Repairs and Damages should be shown in
Column 5, Any other income from charges made to tenants arising out of
costs to the project which effect any of the RM&R (4400) accounts may be
treated in this manner. Where any items appear in Column 5, the account
number that would be credited shall be shown in Column 6. The sections _
of the supporting schedule for expenses do not provide space for con-
sidering these possible credits because it is anticipated that the amounts
involved will generally not be large enough to warrant showing the re-
ductions in the operating budget.

B. Instructions.

Column 1, List other items on Lines 11 to 15,

Column 2, For items in Column 1, enter the number estimated per
year, where applicable.

Column 3. Enter the average charge or income for each item,
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Column 4. Enter the anmual income (Col, 2 x Col. 3). Do not in-
clude items to be credited (Col. 5).

Columns 5 and 6., Local authorities should show amounts and accounts
which items are to be credited.

Line 16, Total Cclumns 4 and 5, if any.

C. Annual Budget Figure. Line 16, Column 4.
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OPERATING EXPENSE = 4020 CATEGORY

The sections which follow cover the various operating expense
accounts. The treatment of items of expense in the supporting schedules
generally follows the pattern used in previous years. Labor costs
are snown separately from material anu other costs. In most cases,
the housing manager is not asked to list or justify the supplies and
materials used, The seciions covering the utility accounts call for
monthly data on consumption as well as a compariscn to the previous
year's consumption. In the various RE&R accounts space has been left
within the schedules for the listing of items which will require the
expenditure of man hours and materials. The Public Services accounts
are built up on the same pattern as the KM&K accounts,

The major change reflected in these supporting schedules concerns
the distribution of labor costs hourly and quarterly. In contrast to
previous years, the total payroll of the project is required to be
shown in Section 5, Supporting Schedule for Salaries, which follows
immediately.

Part D of the Instructions discusses the treatment of salaries and
other expenses of the Central Project Office or the Central Office of
the Local Authority and the method of prorating these costs to the
individual project.

GENERAL DISCUSSION OF THE EXPENSE ACCOUNTS

A, The Item Basis.

For each expense account listed on Form FPHA 848 or 8430, a sup-
porting schedule or section has been set up. These schedules provide
the housing manager with space for estimating expenses on an items
basis. In the instructions which follcw, tiie definition of account is
reprinted from Bulletin 52 along with a check list of items which the
housing manager should consider in estimaving, The check lists are
suggestive and are designed to aid the manager but the inclusion or
exclusion of any item should depend upon the neecs of the project and
regional policy in regaru to project expenditures.

B. Hourly Labor Cost Breakdown.

Within each supporting schedule, the manager may, if he chooses,
break down his labor force hourly and quarterly showing labor costs for
each item listed in Column 1 of the section, Such a cost analysis of
labor operations will point the way to economies in project management
and lead to better use of project personnel and will also facilitate
the budgeting process. The manager may however prefer not to list the
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hourly labor requirements for each item, but may choose to enter only
the total annual hours and the total labor costs. Where this is done,
the columns within the schedules for labor will be left blank and
only the subtotal and total lines used,

Data concerning the distribution of labor costs in past years which may
serveas aguide in 2stimating; cun bec obtaincd from the SenieMonthly Payroll
or from olg files of the discontinued Fcyn FPEA 83¢, Distribution of ¢
Monthly Labor Report. The figure for past ycars, houvever can be only a
guide since project noeds and expenses change from ysar to year.

C. The Labor Schedule.

Each expense section where labor is used has incorporated within
it, or supporting it, a labor schedule which is used to support the
total hourly estimate for that account. In all cases but one,

(Section 21) the supporting labor sckedule is used only with the
accounts which it supports. Section 21; Labor Schecdule for Utilities,
is used for all the labor used in the Utility acccunts, The total of
all the supporting labor schedules shoulc correspond to the subtotal of
Operating and siaintenance Employees in Section 5. (See page 26).

D. Instructions for Completing the Labor Schedule - (Exhibit B2). '

Column 1. List employees b groups wheraver possible: Enter the
official nay-1roll title. The manager may also enter in parentheses
after the title, the number of months or the percentage of the employees
salary whicn will be charged to that account.  Example: kaint,
Mechanic (3 lo,) or Maint. kechanic (25%).

Column 2. If a classification system is used, enter the classifica-
tion grade of tae employee.

Column 3. Enter the number of such employees in the same position,

salary and grade,
Column 4. Enter the anmual salary including overtime,

Columii 5. Enter the total number of man hours (rounded off to the
nearect ton) tle employze or omployees will spend in that account., The
total of Column 5 should corresoond to the total number of hours on the
"gubtotal® line ni the individual account, The housing manager may find
that the item man-hour requirsments exceed the number of hours he is
willing to expend in that activity., In such cases, the item man-hour
needs ill have oo be re-figured,

Column 6. Enter the total salary chargeable to this account for the
year for ihe employee or employees listed on each line. The total of Col.
6 should correspend to the total labor cost on the "Subtotal" line of the.
indiviaual account or adjustment made in the manner described above for
Column 5,
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The following Supporting Schedule illustrates & method
of completing the form and estimating labor requirements,
The choice of items in Column 1 of Section 27 and of
personnel in Column 1 of Section 26, is subject to wide
variation from project to project.
: EXHIBIT B-1
SECTION 27: 4420 STRUCTURES
1 2 3 4 5 6 | 7 | = 9 10
17EM AREA LABOR MAT. |TOT.cOSY
OR NO. | HRS-1st Q. [ HRS-2nd Q. ! HRS-3rd Q. HRS-4th &, 'TOTAL HRY COST
1 Roofs & Roofing 60 50 5C 100 | 200 150 150 300
2 Poundations 150 200 200 200 I 600 600 300 900
3 YNindow S:reens & Doors 300 5C 100 ;150 150 50 200
4 Window Glass 200 25 Tos 26 25 I 100 75 50 125
5 Flooring 200 100 100 i 200 100 ! 500 400 150 550
6 Porches,Steps,Handraild 100 50 5n T 50 50 200 125 100 225
7 Door Locks 300 40 0 : 35 35 " 15C 100 50 150
8 Misc. Carpentry 56 |  sC i 50 5C 200 200 50 250
! |
11 ‘ :
12 a
13 I z
4 '
15 g
16 Subtotal XXXX 515 565 360 660 " 2100 1800 900 | 2700
17 Labor Cost o o o o o o o o o o o) 440 405 i 310 565 XXXX
16 Material Coste o« « « o o o o o 220 225 230 225 XXXX
19 Proration-See Cen,O0ff.Sch.(Ses.6)
20 TOTAL 360 710 540 790 2700
EXHIBIT B-2
SECTION 26: LABOR SCHEDULE FOR ACCOUNT 4420 _
1 2 3 | 4 5 4
TITILE GRADE NO. ANN. SALARY HOURS TOTAL SALARY
1 Maint.Alde 1 CPC-7 1 2482 250 250 |
2 " " 26% cPC-6 1 2263 600 600
3 " Hlpr. 258 CPC-4 1 1825 600 450
4 Laborer CPC-3 1 1620 650 500
5
]
7 |
5 }
@ ’
0 TOTAL XXXX 4 ! XXX 2100 1800
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F, Discussicn of Kzhivit =1 »rd E2.

In ccnsidering the amcurt c¢f morey tc be budgeted for Acccurnt
142C, the marager took intc account each of the majcr items under
Structures ard made his detcrmirations ir the fcllowing manrer,

1, Estimating the Items.

Under "Roofs ard Rcofirg" the manager estimated that 50 roofs
would need mincr repairs during the coming year. Past experience in-
dicated trat each job required about 4 hcurs' time ard abcut $3.00 in
materials. The mdget amount for this year wculd therefore be 200 hours
of labor and $150.00 of materials. TFigurirg his labor ccsts at 75¢ an
hour, the labor ccst would be $150.00. The total estimated expenditure
foer the coming year wculd therefore be $300.00.

This same prccedure was followed for each of the eizht items. The
tctal of Tolumn 7 irdicated that about 2100 man-heurs weuld be expended
for Structures. The housing manager then referred tc the Operating and
Maintenance Employees listed in Sectior 5 ard tc the totals of his
Semi-Monthly Payroll. Using his past ¢xperience as a guide, he estimated
that the following empleyees would work on Structures during the coming
year; 1 Mainterance Aide, abcut 10% of his time; 1 Haintenance Aide,
about 25%: 1 Maintenance Helper, about 25%; and 1 laborer. Tre time
of the Laborer was rlexible. The housing merager fovrd that if he
expended 550 hours of the Lsvorer's time, the tctal hours would comc
tc 2100 hours. The housing manager then entered this data in the sup-
porting labor schedule ard figured his labor costs rounding cut the
entries tc the ncarest ten. Dividing 2100 hours intc the total labor
cost c¢f $1800, ke fuund his average hourly ccst for structures came to
87¢ an Lour.

2. The Quarterly Ereakdocwn.

The manager knew rrcm past experience that little work on roofs
would be done during the winter. The same was true cf fourdations. He
entered in Column 3-¢ arn approximatiorn cf the number of hours tc be ex-
perded quarterly. The fiscal year began in July and the work done
cr structures would be heaviest in the fourth guarter, or during the
months of April, May, and Jure. Tre suttctal for the third quarter
came to 360 man hours and for the fcurth quarter, 560 man hours.
Multiplying these hourly totals oy the average hourly ccst cf &7¢ an
hcur, the quarterly labor ccsts were entered on Line 17. Dividing the
materials cost equally, the gquarterly materials ccst {rounded cut) was
entered on Line 18. The total ¢f Line 17 plus Line 18 gave the esti-
mated gquarterly experditure for Structures. The total of the four
quarters is equal to the total of Cclumr 10.
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3. Further Comment,

It is recognized that the hourly and quarterly breakdown is a rough
estimate but for budgetary purposes, absolute accuracy concerning hours
and wages is not required, The manager may express his costs in more
exact figures, but estimates rounded off to the nearest ten are sufficient
for this purpose.

a., To computs the total annual hours worksd, the normal work week
may be multiplied by fifty two, and rounded off as follows:

keuzular Work Week Rounded off for
Budget_Purposes

40 hours times 52 = 2080 2100 hours

44, hours times 52 = 2288 2300 hours

48 hours times 52 = 2496 2500 hours

b. Vacations need not be considered for budget justification
purnoses except insofar as additional emplnyees are hired to
substitute,

c. %Wages paid for annual or sick leave shall be included in the
hourly rate,

d, To compute the hourly rate divide the total hours into the
total salary including overtimse,

SUPPORTING SCHEDULE FOR SALARIES - SECTION 5

This section differs from the other expense sections which follow
in that it provides space for listing not only employees in Account 4110
but also operating and maintenance employees. This total payroll listing
will be useful both to the manager in planning his personnel requirements
and to the budget reviewsr,

A, Definition

4,110 Project Office Salaries - includes the salaries of all persons
engaged in the project office for performing functions such as:
general management, supervision, tenant selection, rental and
leasing, handling tenant complaints and service requests, col-
lections, budgeting and accounting, reporting, personnel
‘administration, stencgraphic and clerical services, and
procurement, Also includes the salaries of project service
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personnel when performing an administrative or advisory .function,
but not when performing direct or active leadership ana
participation in health education and recreation activities

(see Account 4540). It does not include salaries of

persons engaged in overall supervision of RHGR (s2e
Account_4401), . . : .

'S [y

B. Instructions
Line 1. Enter the caption "PROJECT OFFICE EMPLOYEES."

Column 1, ‘Starting with Line 2, list all project office employees
charged to Account 4110, On the aext line, below the title of the last
project office employee, enter the word uSubtotal" in Column 1 and the
account number, 4113, in Column 7. .

On the second line after the above "Subtotal" enter the caption
WOPERATING AilD MAIHTENANCE EMPLOYZIES®. List under the caption all RMR
and public services eumployees, janitors, watchuen, maids, etc, On the
next line below the title of the last operating and maintenance employee,
enter the word "Subtotal" in Column 1,

Group together, wherever possible, employees of .the same title, ‘
grade, salary and period of employment, (See line 6, Exhibit C for
illustrations)

Column 2, Where the Federal classification system or a local

classification scheme is used, indicate the grade of the employee.

Column 3. knter the total annual salary of the employee including
overtime, -

Column 4. Enter the number of emplbyees of the same title, grade,

salary, and veriod who are grouped together, .

Colunn 5. Enter the number of months the employee is expected to
be on the payroll., A separate line should be used for each employee or
group employed less than 12 months, (Gee line 15, Exhibit C for
“illustration). S

_ Column.7. Enterithe account number 4110 on the next line below the
title of the last project office employee.

Enter the number of the account or accounts to which salaries are
charged for each operating anu maintenance employee. These notations
provide a cross reference to the various supworting labor schedules and
permit the manager anu the buuget reviewer to tie the twenty odd labor
schedules into the total payroll listing. ;”
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Where an employee who is nct a central project office employee
divides his time between two or more projects, the portion of his salary
chargeable to this project should be entered in Column 6 and the
balance written in Cclumn 7 along with the preject number or numbers
to which that balance is charged. (See line 2, Exhibdit C for
illustration)

Where an increase in salary is contemplated for an employee during
the budget period reccrd as in Line 4 and 5, Column 4, line 5 is left
blank to prevent counting the same employee twice. (See Exhibit C).



Bulletin No. 35
Chapter II - Inatructions
Page 28

C. lugtrative Sw ti Schedule fo ari

The following Supporting Schedule for Salaries, Section 5, is a

hypotheticel example end does not represent the staffing pattern

of any particular project now in operation., The illustration

is given to demonstrate the method of completing Section 5 and

to present several special probleme which will confront the .
manager in recording personnel requirements,

EXHIBI? C

MANAGEMENT EXPENSE

SECTION §: SUPPORTING SCHEDULE POR SALARIES

1 2 3 1415 6 7
ITLE cnoe | ATRORL W0, WO 1 TOTAL DISTRIBUTION OF SALARY
SALARY | EMP.} MO, SALARY State Acoount Numbers to Which Salaries are chugd

1 PROJECT OPPICE EwPLeYEES | | 1 1 _
2 Housing Manager CAP-9 3828 1 {12 1914 $ 1914 to Project 78067 (50%)
3 Accountant CAP-7 3163 1 {12 3163
4 Accounting Clk. cap-s | 2190 11 1 6] 1585) |
5 CAFS | 2433 | - 1217y |
6 Clerk CAF-3 1971 3 {12 5913
7 Clerk Typist CAF-2 12 1T T T 7ez ; ;
® Subtotal Xxx Xxx 7T 115,544 4110
9
10 OPERATING AND MAINTENANGK EMPLOYEES T T
11 Maint. Supt. CcPC-9 2794 1 12 | 2798 4401, 4520, 4530
12 Clerk Typist CAP-2 | 1757 | 1 j12 | 1752 4401
13 Maint. Alde cpe-7 172487 T 1 U 1127 | 2482 4420, 4430, 4481, 4520 ]
14 Maint. Alde CPc-6 | 2263 | 3 |1z | 6789 | T 4470, 4430, 4440, 4450, 4460, 4482, 4430
15 Maint, Alde CPC-6 2263 |1 31 _565 4520
16 Maint. Helper cpc4 | 1875 11 |12 | 1828 4420, 4430, 4490
17 Gardener “ovned  {wizs TE T [0 T1ees 4410 1
18 Laborer opc-3 | 1620 T 47|\ | 6480 T[T 4210, 4220, 4410, 4420, 4440, 4450, 4460, 4490
19 Laborer e 36T T T 6 TR0 4530
20 Gwurd P T2 K ) 1
21 Janitor cpc-3 | 1620 |2 [i2 | 3240 4210
22 Subtetal | ok (20 {x 195,067 |
3 N o IR T DR S

T T '
o } T—._____ e
.umn.numm.....sm.k_x,'.J_".}i@iﬁiﬁ o e XX - e
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CENTRAL OFFICE SALARIES - SECTION 5

The discy'ssion of Account 4120, Central Office Salaries, and the
method of prorating such salary costs to the indivicual project will be
found in Part D. The individual project should secure the annual budget
amount for Account 4120 from the Central Project Office.

PRORATION OF CENTRAL OFFICE SALAKIES TQ INDIVIDUAL PROJECTS - SECTION 6.

See Part D, Chapter II.
LEGAL, FISCAL AND OTHER FEES - SECTION 9

A, Definition

4130 Legal, Fiscal and Other Fees - includes all fees for legal
services, court costs, fiscal agent and other similar fees
in connection with the administration of the project. It
does not incluue costs of bond refunding or fiscal agent
expense in connection therewith (see Account 6300).

In Section 9 the types of action under fiscal agent fees are listed,
Fiscal agent fees are applicable only to Federally-aided projects,

Rate_of Fiscal Fees - The current schedule of fiscal fees are as
follows:

(1) For liegistration of Bonds - 25¢ per $1,000 face value of each
a maximum

bond registered wi of $1.00 for any one bond, (This is in
effect an initial fee.)

(2) For_Peyment_of Principal and Interest on Coupon Bonds. 1/5
of 1% of ths amoust pa‘d for interest during the year with a minimum of
$5,00 for sach roupca meourity, ané 1/20 of 1% of the amount paid for
principal duriang the year.

(3) Fou Puyment of Principal anc Interest on Registered Bonds.
1/10 of 1% or th= awount peaic Cor interast during the year and 1/20 of
1% of the amount paid for principal during the )ear,

(4) Reimiwsnient for Fees, if upy, Charged hy Alternate Paying
Agent, The fiscal agent will be entitled to reimbursenent for tue fees,
if any, ciharged to it by the alternate paying agent, but not to exceed
33¢ for each coupon anu 75¢ for each $1,200 bond paid by the alternate

paying agent.,
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(5) Annual Fee. In addition, an annual fee, when found necessary,
will be approved, This fee must not exceed $75 per year on total
authorized bond issues of 750,000 or less, and not more than $100 per
year on issues of more than §750,000. It is noted that these are the
maximum fees which will be approved and the maximum fee of $75 applying
to issues of $750,000 or less should be reduced in proportion to the
amount of the issue when less than §750,000,

Attorney's fees will ineclude (1) attendance at meetings; ( 2)
preparation of contracts; (3) rent collections; (4) evictions; (5) other
legal services, Legal fees should not exceed an amount computed on the
basis of the following schedule:

No., of Dwelling Units Per Dwelling Unit
in Local Authority Program Per Month
100 15¢
400 12¢
1000 10¢
5000 plus 6¢

£a11s"BEEGe Lo thumBET RE 3531108 Wi bE A0 nd OS2R BHERTHEY FERERRIng
table, the amount per dwelling unit per month shall be interpolated.

B. Instructions

Column 1, Lines 1 to 7 contain items for which a fiscal agent
might charge fees.

Line 8. Enter additional item, if any,

Line 9. Enter flat rate if one has been agreed upon.

Line 10. Obtain from either Line 9 or the total of Lines 1 to 8.
Lines 11 to li4. Enter attorney's fees, court costs and other items

of a legal or other fee nature, Note that the only column provided is
Column 4.

Line 15. Add Lines 11 to 1li4.
Line 16, See Central Office Schedule,

Line 17, Total. Lines 10, 15 and 16,
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Column 2. If fiscal agents' fees are not on a flat rate, list the
amounts involved for items on Lines 1 through 7 for which expenditures
are estimated during the coming period., Note: Column 2 does not extend
beneath Line 8,

Column 3. If Column 2 is used, put the fee percent of the items
estimated in Lines 1 through 7 in Column 3.

Column 4. Total fees.,
C. Annual Budget Figure: Line 17, Column 4.

PRORATION OF LEGAL, FISCAL AND CTHER FEES - SECTION 11

e A e e et e ane

See Chapter 1I, Part D,

OTHER_PROJECT CFFICE EXPENSE - SECTION 7

A, Definition

L1,0 Other Project Office Expense = includes all items other
than salaries involved in ianagement Expense of the project
office such as: report and accounting forms, stationery
and other office supplies, books, advertising,
literature and pamphlets, postage end .
expressage, communication service, including, messenger
service, tenant investigation reports, armoredG car service,
travel and gasoline, oil and other operating costs for
management vehicles used for administrative purposes only
(but not RhiR of same), Also includes Miscellaneous
Overhead Expense as defined in Section 4166:1 of the
Manual of Policy and Procedure for a local authority
operatingonly one project.

The Supporting Schedule contains a series of items properly chargeable
to Other Project Office Expense (4140) or to Other Central Office Expense
(4150); cross out the one not applicable.

B. Check List

Line 1. Office Supplies and Materials. This refers to office supplies
such as paper, pencils, pens, ink, blotters,etc. -

Line 2. Printing. Printing is chargeable only on projects operated by
local authorities. '
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Line 3. Messenger Service. This includes messenger service other
than that performed by project employees on the regular pay roll.

Line 4. Telephone Service. This includes connections, lines and
extensions, local and long distance calls, etc.

Line 5. Telegraph., This includes telegrams, night letters, ete.

Line 6. Postage. This includes postage, parcel post, registered
mail and its insurance,

Line 7. Express, Drayage, Freight. This includes transportation
costs of equipment, suppiies, etc,

Line 8, Armored Car Service. This refers to hiring or contracting
for armored car services to transport funds from the project to
depositories,

Line 9. Travel Expense. This includes all travel by project em=-
ployees to regional office, to Washington or to other projects on
problems relating to project administration. It includes travel by
railroad, public bus systems, airplane lines, steamships, etc. Also
includes travel by privately owned vehicles for which the traveller is
reimbursed at a fixed rate per mile,

Line 10, administrative Vehicle Expense. This includes the cost
of fuel, lubricants and other operating costs for vehicles used for
administrative purposes. Total for this amount shall be taken from
Section 8, Line 6, Column 6,

Line 11, Tenant Investigation. This includes all investigation
services and reports on tenants and applicants for dwelling units.

Lines 12 to 21, Additional Items.

Line 22. Subtotal - Exclusive of Miscellaneous Overhead Expense.

Lines 23-24. Miscellaneous Overhead., Line 23 includes (1) annual
reports, literature, exhibits and informational activities in connection
with a local authority; (2) periodicals and books purchased; (3) meetings
held in connection with the local authority's work; and (4) attendance
at conventions and meetings by local authority members or employees
(including travel to and from), Line 24 refers to dues and fees of the
local housing authority for membership in organizations servicing the
housing program, liiscellaneous Overhead is permissible only as an
expenditure for local housing authorities. Dues and fees are chargeable
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exclusively to FFHA-aided projects, Sub-items 1, 2,3 and 4 of the
above may be charged to both aiced and fedsrally owned projects
managed by the local authority and shall be prorated among all the
projects. Dues and fees shall be prorated exclusively to FPHA-aided
projects, Both are subject to the limitations as follows (see Chapter
416621 = Manual of Palicy and Procedure):

C. Schedule of Limitations.

The total amount of miscellaneous overhead expense must not exceed
the following schedules

[y

Number of Dwelling Units

in_Local Authority Propram Total Amount Per Year
1,000 or less v $2.00 pa2r unit
1,001 to 3,000 2,000 plus &1 for each -
‘ unit over 1,000
3,001 to 5,000 * by X0 Plus .50 for each
. unit over 3,000
5,001 and over $5,000 plus i5.25 for each

unit over 5,000 but
not to exceea {,7,500

Where the number of dwelling units in a local authority progrum falls
between two of the sizes of the programs stated in the foreicing tabie, the
amount per dwelling unit »er month shall be interpolated prorortionately.
Where more than cne project is involved, the Kiscellaneous Overhead Expense
shall be includea on tiie Central Project Office Budget in Part D,

D. Instrnctions
Column_1, Contains Getailed items of exznense,
Column 2, Enter tctal cost.

E. Annual Buaget Figure, Line 25, Column 2,

If items are contracted for, enter "Contract" on the appropriate
line and enter the cost in Column 2, Explain in the narrative,

ADMIZISTRATIVE VEHICLE EXPENSE 1/ - SECTION 8.

A, Instructions

Column 1, List evary piece of motorized vehicle equipment on the oroj-
ect used for administrative purposzs, Identify the vehicle by make, tyve
of body, thus, Ford-sedan, Chevrolet-truck, licCormick-mower, etc.

Column 2, Give the estimeted annual mileage to be made by the vehicle.

1/ See Section 44 for vehicles other than administrative,
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Column 3., Insert the cost of fuel (gasoline) expended for travel.

Column 4. Give the cost of lubricants, oil and grease expended,

Column 5., Give the cost of other operating expenses, such as
garage space, if any, washing, cleaning, tuning up, motor overhauling,

etc,

Column 6., Give the total cost (the sum of Columns 3, 4 and 5)., Show
total amount in Section 7, Line 10, Column 2,

OTHER_CENTRAL OFFICE _EXPENSE - SECTION 7.

The discussion of Account 4150, Other Central Office Expense, is
found on page 31 . The discussion of the method of prorating costs to
the individual project is found in Chapter II, Part D. The individual
project should secure the annual budget amount from the Central Office.

FRORATION OF OTHER CENTRAL OFFICE EXPENSE - SECTION 11.

See Part D, Chapter II,
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OPERATING SERVICES
Account, 4200

Operating Services - includes salaries and other items of expense
incurred in performing janitorial, exterminating, and watchmen service,
It does not include services supplied by the project in lieu of
services normally supplied by local governments (see below and also
Public Service Accounts in the 4500 éategory).

JANITCRIAL - SECTICN 12,

A, Dafinition

4210 Janitorial - includes the cost of all labor, supplies,
ma..-ial, and expenCablé equipment applicz®le to
wasting, cleaning, waxing, atd polisiing (evilaling
pairniing anc decorating), an. clilolalivg Aant LiCd L2
moval from sicewalks (e lnlirs cless ng ol relovin
snou frow streets and ronds, nec Arcownt /525). Also
inclvéas rubbish ané garbaps c llicuion Al inciner-
ator operntion i zparvicents, gronp avellings or in
stutions to wiich tesauns oprirg reluce; wuf doss not
includs colieciion of gszrva’e and ribbdisi from niclup
points, its removal frow site, or operatir: of central
incinerators (see Account 4530), nor any upkeep of
grounds (Account 4410),

B. Instructions.

Description of Items_in Column_1

Line 1., Cffice and haintenance Space, (including all facilities
attached thereto),

. Line 2. Project Service Space, (including all facilities attached
thereto),

Line 3. Lounge Room Smace. Generally applicable only to dormitories.

Line 4. Halls auu Stairwells. Usually applicable to apartment type
buildings.

Line 5. Toilets und Wash kooms. Applicable to trailers and dormi-
tories where such faciliti:s are provided for exclugive use: of -tenants,

Line 6. Laundries.
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Line 7. Dwelling lUnits., Give the number of dwelling units which
will need to be cleansa as a result of tenant turnover during the course
of the year.

Line 8. Collection Stations. This refers to central collection
stations for rubbisk o1 garbage.

Line 9. Garbage Collection.

e————

Line 10, Incinerator Operation. This refers to apartment and group
dwelling incinerators, Indicate thie number of central incinerators.

Line 11, Rubbish icllection., Refers to rubbish collection where
separate from garbage collection,

Line 12, Snow Removal., Refers to cleaning nnd snow removal
from sidewalks only.

Line 13 and 1l4. Additional Items.

Column 2. Compute areas in square feet or in number of units,

where applicable.

Column_3. Give the estimated number of hours annually, which
each of these items will require.

Column 4. Give the cost of labor in dollars, following the sug-
gestions in Exhibit B.

Column 5. Indicate cost of janitorial supplies and materials which
may be necessary. The various types of janitorial supplies and equip-
ment which may be considered are: cleaning powder, disinfectants,
polish, oil, rags, scouring cleanser, soap, toilet tissue, towel paper,
waX, brooms, brushes (dust, scrub, toilet, wall), buckets (mop, scrub),
dust pans, mops and mop heads, sponges, squeeges, and mop bucket with
wringer attached, In estimating cost of supplies, take into considera-
tion present inventory, so that the amount of this column reflects the
amount exnected to be used in the neriod. In dormitory operations,
figure the Housekeeping Supplies (Account 4630) and Janitorial Supplies
together and prorate on the busis of estimated use,

Column 6, Enter the total cost of labor and material for each

s v o2 -

Line 15, Enter the sub-totals of columns 4, 5, and 6.

Note: One total figure may be entered for all janitorial supplies on :
Line 15, Sub-total, in Golumn 6, and the justification indicated .
in the narrative, .7
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If any of the items listed in Coliwn 1 are secured through con-
tract, the word "Contract" should be entered on the appropriate line
and the total cost entered in Column 6, - .

Line 16. Prorations. Where janitorial services are furnished
completely or in part from a Central Project Office the cost of such
service should be prorated to each project in ratio to the number of
dwelling units, This proration should be includeé on Line 16,

Line 17. Total.

D. Annual Budget Figure: Line 17, Column 6.

E, Labor Schedule for Janitorial - Section 13,

See Instructions on Labor Schedule. (Page 22)
EXTERMINATING - SECTION 14.
A, Definition

4220 Extermination - incluaes the cost of all labor, supplies,
material, expendable equipment, and contract costs in. con-
nection with the control of nests through the disinfecting
of dwelling units and household effects, Costs of any
fumigation or extermination for which charges are made to
tenants are to be included in this account, but the
charges to the tenants are to be credited to Account 3900.

Consicer whether you uwish to plan exterminating activities (1) on
a routine schedule - so many units per period; (2) on the basis of
estimated tenant requests, using last year's experience as a guide; or
(3) as new families move in,
B. Instructions

Column 1, List dwelling units by size or type. List non-dwelling
space by nature of space,

Column 2, Give number of units involved.
Column 3. (Self explanatory)
Column 4. (Self explanatory)

Column 5. Indicate the cost of materials,
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Column 6, Give the total cost.

C, Annual Budget Amount - Line 5, Column 6,

Where contracts have been let for exterminating, write the word
“Contract® and the total amount in Column 6,

D. Labor Schedule for Exterminating - Section 15

See Instruction on Labor Schedule,

WATCHMEN - SECTION 16.

A, Definition

4230 Watchmen - includes the salaries and other items of
expense for watchmen or cost of similar services
rendered by contract. It does not include the cost of
police and fire protection service supplied by the
project in lieu of services normally supplied by local
governments (see Account 4510). '

B. Instructions

Line 1 - 6. List title of watchmen or guards

Line 7, Where tnis line is not needed for listing a title, sub-
total salary costs here.

Line 8. Give the cost of uniforms, badges and other items of
expense in Column 6,

Column 1. Enter the title of project watchmen ana guards. '
Column 2. Enter the grade, if any.

Column 3, Give the number of employees.

Column 4. Give the annual salary.

Column 5. Indicate the estimated number of hours the watchmen's
services will be required during the year,

Column 6, Give the total salaries or other expense,

C, 4nnual Budpet Figure. Line 8, Column 6.

Where guard service is secured by contract, write the word "Contract" )
on the face of the Section and insert the amount in Column 6. C
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UTILITIES

Account 4340

Utilities - includes tne cost of all dwelling and commercial
utility services whether purchased from utility cowpanies or produced
by the project. It includes the cost of utility services suppliedu by
the project to dwelling tenants, non-dwellin(, lessees, or cafeteria
operators, either pursuant to contract or lease, or on a reimbursable
basis, It does nct incluue 'services supplied by the project in lieu
of services normally supplied by local goveriments (see below and
also Public Service Accounts in the 4500 category). It does not
include costs of RMSR for any utility systems except water or

. electric nlants (see Accounts in tihe 4400 category).

WATER - SECTION 17,

A, Definition

4310 uater - includes the cost of water for all purposes rurchased
from either private or municipal water plants, but does
not incluce hyarant rentals (see Accoun. 4510), also
includes costs of meter readings. Also includes all
costs of labor, material, supplies, and exnenuable
equipment for the cperation and Ri&R of water supply
or treatment plants operated by the project. No
charge is to be made to this account for watsr sup-
plied by a municipality in return for Payments in
Lieu of Taxes and not chargeé separately. '

B, Instructions

This chart has been prepared for estimating erpencitures for
water,

In the caption line indicate in the space nrovided whether the unit
of measurement is gallons or cubic feet.

Columns 2~18 have been provided for a monthly, quarterly and annual
analysis,

-

the first month of tue fiscal year,

Line 2, ‘lhere monthly consumption recorCs are available enter
the numver of gallons or cubic feet of water used monthly last year.

!’
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Line 3. Enter the number of gallons or cubic feet estimated for
the coming year. In making this estimate consideration must be given
to changing requirements due to increases or decreases in nunber of
dwelling units estimated to be occupied during the year., Consideration H
mist be given also to increased or decreased demand due to changes in f
facilities to which water is supplied,

rwan o

.

Line 4. Enter the monthly rate. If rate is same for each month or :
quarter this may be shcwn in Colwans 5, 9, 13, 17 and 18, i

Line 5. Enter sub-tctals. T
Line 6. - Enter metering costs, if any, per quarter, i

Line 7. Enter costs including the RM&R on project-owned distribu- '
tion lines and water plant. Yhere the water suoply is project-owned and T
opsrated, the costs of labor, material, supplies, anc expendable equip-
ment for the operation aud Lk&R -- should be indicated in Getail in

the narrative,

In reporting on woter treatment plants the narrative should indicate

1. The tyre of filtration, whether (a) slow sand or (b) rapid sand 1
and whether through gravity or pressure. -

2. The softening process, whether (a) Lime-soda or (b) Zeolite. o

3, The method of iron or manganese removal, whetiher (a) exidization
{folliowed by—ri) fil*ration, (2) contact bed, (3) cocagulation;
(b) Zeolite, (c) coagulation, (d) lime-enclosed system,

4, The nature of aisinfection, vhether chlorine or chlorine compound,

In each case give the name of the type of equipment used to apply

agents anu the average daily wose in pounds,

om0 1 M

Indicate the daily operating period and the normal daily capacity.

Incicate, too, the number and capacity of booster pump stations,
if any. .

Line 8, Enter totals.
Line 9, Indicate the number of master meters and the number of
drelling unit meters on the project, and whether the readings are taken

monthly or quarterly,

C. Annual Budget Figure. Line 8, Column 18,

D. Labor Schedule for Utilities. = Section 21

See Instruction on Labor Schedule,
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ELECTHICITY - SECYIOH 1.

A. Definition

4320 Electricity - includes the cost of electricity for all
pur; oses, except for Leating (see Accouant 4340), for
strect ligntine (see accovnt 44272) aix ler rinaring
sew.me 13ee Account /4520). ALlso dncowdes costs of
necer 3 -awings, There nrojacus genciete thair own
elzutricity, also inclules all costs ol Jlabor, fuel,
aterials, supplies, and expendable equipment for the
oneration and RugR of geunerating plant.

B. Instructions

On vhe can’ism line of Section 1%, check whether elactricity is
used fer igttans, rvefrigeration, cooking, an/or hot air blowers, For
the rest, use the instructions for Section 17. Vhore projects generate
their owu electricity, explain tiie costs of ure penerating plant in
the narrative.

GAS - SECTIOJ 19,

A, Definitions
4330 Gag - includes the cost of gas for all purncses including
costs .of meter reaaings and excepting neating (see
Account 4349).

B. Instructions

On the caption line of Sectica 19, cneck uncther the gas is used
for ccoking, refrigeration, water heavsiag, ant/or space heating,
Otherwise, follow the instructions for Section 17, Yhere prejects
manufacture their own gas, explain She cousts in the narrative,

HEATIL:G - SEGTION 20
A. Definitions

4340 Heating - includes the cost of all heating of space and
water supplied by the.project from central or group
plants; also includes the cost of coal, gas, electricity,
or otier heating fuel supplied as part of rent by the
project to tenants for heating of space or water in
individual dvelling units. This account includes
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labor, fuel, steam purchased, supplies, and ex-
pendable equipment., Inclnaes also the cost of ash
removal from central or group plants to noint of
pickup, but excludes removal from site (see
Account 4530),

B. Instructions

In the caption line of Section 20, check the number of cubic feet
of uwelling space to be neated and the number of cubic feet of other
space to be heated. Indicate whether the fuel used is coal, oil,
electricity, or gas.

Line 1. Indicate the number of units of fuel used monthly, quarterly,
and annually, tons of coul, gallons of oil, Kl or eleciricity,
cubic feei of gas.

Lire 2. Incicate the numoer of units of fuel estinated to be used’
this year,

B

Line 3. Give the average rate per month, pesr fuel unit.
Line 4. Give the cost of fuel, Tuis may be shown quarterly, '

Line 5. Estimate the man~hoursof labor required to operate the
heating plant,

Line 6. Translate the maa-hours ianto labor cost.
Line 7. Give the dollar cost of supplies other than fuel,

Line 8. Subtotal the items in Lines 4, € and 7.

Line 9. Incluce such other costs as ash removal frem central
or group plants,

Line 1), Total of Lines 8 and 9.

C. Annual Buuget Figure., Line 10, Column &,

D. Labor Scheduls for Utilities - Section 21.

See Instruction on Labor Schedule.
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SUNDRY UTILITIES - SECTICH_22

A. Definition

4390 Sundry Utilities - Includes the cost of ice supplied
by the project.

B. Ingtructions

Column 1, Incicate the item.

Colunn 2, Give the total number of units computed in short tons
(2290 pounds). :

Column_ 3. Indicate the number of hours of proaect 1abor involved
in furnishing, obtaining and uelivering the ice

Column 4. Indicate the labor cost involved,

Column 5., Indicate such additional material as may be directly
;elated to the furnishing of this utility.

C. Annual Budget Figure. Line 6, Column 6.

D, Labor for Sundry Utilities- Section 21

See Instruction on Labtor 3chedule.
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REPAIRS HAL/ITENANCE AND REPLACEAZINTS
Account 4490

Repairs, Haintenance, and Replacements « includes all costs of
labor, supplies, materials, expendable equipment ana contract costs for
Repairs, MMaintenance a:... Replacements in connection with site improve-
ments, strucvures, anu all {ixed or movable equipmeat, subject to the
exceptions noted below unuer tie specific Rl&. accounts,

It incluues the cost of an; Ri&R which may be supplied by the
project to non-dwelling lessees or cafeteria operators either
pursuant to coniract or lease, or on a reimbursable basis. This
account does not include the cost of Operating Improvements for a
project including its fixed or movable equipment, nor, in the case
of a repluacement which constiiutes a betferment, the differences be-
tucen tie cost of such replacement anc the estimated cost of a
replacem: 1t equivalent to ilie original (see Account 7200). Replace-
ments of an old object by & rew one of egual qualit, shall be charged
to LlikR, even though the cost of ibe new object erceeds that of the
nld. In the case of local authority operated projects, charges to
tenants for breakage, camags and key replacements arve to be credited
to this account (for Federally-opcratec projects, see Account 3930).

RM&F SUPEEVISICH -~ SESTION 23

a, Definition

4601 LR Supervision - incluaes the salaries of all perscns
engaged in the overull supervision of naintenance activi-
ties and in the operation of & maintenance scoreroom.

In most cases the total salary of the top maintenance employee plus
the salaries of the supervisory maintenance superintendents are proper
charges to this account. Where, however, the tep maintenance emnloyees
perform work directly in any of the accounts vhich is of a journeyman
rather than a supervis::~y nature, this work is to be charged to the
inuividual account and nol to Account 4401, On small projects, it is
expected that only a portion of the maintenance surerintendent's
salury will be charged to Account 4421, The salaries of any clerical
or secretarial employses who are regularly. assigned to assist the
maintenance superintendent are uproper charges fo titis account,

B. Instructions

Column 1. Enter tne title of the smployee.

Colwin 2. Enter the yrade, if any,
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Column 3. Enter the number of employees of the same title, graue,
and salary.

Column 4. Enter the airnual salary including overtime,

<olumn 5-8., Enter the quarterly man-hour esiimates. The total of

Columu 5, 6, 7 ana 8 is equal to Column 9, (See page2 for ike
discussion of the quarterly breakdown),

Column 9, Enter the total number of man-hcurs for each e:ployee.

Column 10, Enter the total salary for the line., Vhere only one
ermployee is liszted on a line, the entry will be the same as Colum 4.
‘there more than one employee is listed on a line, the total will be the
product of Column 3 times Column 4.,

Line 9. Enter the totals of Columns 5-1J,

) Line 10. FEnter the quarterly labor cost., (3ee page24 for a
liscussion of the quarterly breakdown).

Line 11, Eater the quarterly proration of Central Office RM&R
Supervision expense, (See page 8 for a discussion of Central Office
ororations),

Line 12, Enter the totals quarterly anua the total salary in

Column 10,

C. Annual Budgst Figure. Line 12, Column 19,

GLOUMADS = SECTION 24

A. Definition

4410 Grounds - includes all costs of RMaR for lawns, vlanted
arsas, surubs, trees, etc., fences, spraypools, flag
poles, andG surisceu areas svwen as recreation areoas,
walks, parking spaces, anc indiviaual driveways. It
Goes not incluae Riddl for streets, roads, public drive-
vays, and alleys (including curbs and (uivters) waich
are normally maintained by local governments (cee
Account 4520;.

List the various functions needzd for Grounds during tnhe coming
year in accordance with work rlan contemplatad., Then estimale thz cocts
of thosas functiions in accordance with the methoa 1aid out in
Exihibit bl uand B2,
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The following check list suggests various itams which might be
considerec, It is not an exhaustive list; add other items as needeu
an¢ delete itews which are not relevant,

B. Check List :
1. Lavns and_Planting. (a) moving, (b) clirping and edging, (c)

watering, (a) cultivating and weeuing, (e) pruniag, (f) fertilizing,

{g) inssct control, (h) lawn rehabilitaiion, (i) planting and ircnsilant-

ingy «j) rrotection, (k) erosion ccairol, (1) allotment garvdens,

2. Surfaced Aseas. (aj resurfacing, (b) surface binauer,
(c) paving. .

3. Appurtenances. (2) fences and rails, (b) clothes posts, (e)

benches, (d) flag woles, eta.

Lavn rehabilitation includes scarifying, raking, rolling, top
dressing, seeding and sodding.

Protection incluces eraclien anud maintenance of barriers cr fencing
to vrotect lavns and planiing; also repaivs to tree juards.

Erosion controls an¢ repairs includes vepairirg wash:uts, bank
planting, or muilching, etc., to cuntrol or prevent erosion.

Allotment garaens includes plowing, narrowing, atc., of areas for
tenant pardens,

Resurfacing inclndes full resurfacing, patching or repairing of all
surfncet arcas ~hether (a) bituminous, (b) water bond or (c) gravel and
¢irt not covereu by wvaviag. It covers regrading or shaping of airt ana
gravel roads, ‘The tyve of surface binuer shoula be indicated in the
narrativs - vhether it v: (a) oil, (b) caleium chloride, or (¢) other,

Paving inc'udes drives, walls, sutters, curbs, walls, spraypnols,
parking, citiing and play areas of concrete, brick, paving hlock or
imilar materials. Where tue installotion of new surfaced areas of any
typs is i.avolvea, give the wype aad ure - as "ooncrete walku" or

“bitwninous paving in urying yaras.

S

C. Instructions
Soluan 1, Enter items 1o he uone,

-

Coiumn 2, Indicate the number or area in squars feet,

\6-.
N\
~
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Column 3=6,. Enter the estimated number of hours of labor for each
quarter,

Column 7. Enter the total number of hours for the year,

Column 8, Enter the total labor cost involved.

Colunn 9, Enter the total estimated motsrials cost,

Column 10, Inter the sum of Columns 8 and 9,

Line 16, ¥Enter tiie sub-totals of Columns 3-9,

Line 17, Linrter the total labor costs in Columns 3-6 and 10,

o e+ e - e

Lins 18, Prorate the materials cost from Column 9 into Columns 3,
4Ly 5, and 6, MNake yowr ;rorations equally among the quarters except
where seasonal variations r:quire a more accurate or different proration.

Line 19, Enter the proration of central nffice expenses, if any.
by quarters,

Lits 20, Euter the sum of the totals of the praceding three lines.

In Columns 3, 4, 5, and é and in Column 10 on this line enter the
graad total,

D, DBucgst Figure - Line 2J, Col, 3, 4, 5, 6 and 10,

E. Labor Schedule for Grounds - Section 25

See Insiruction on Labor Schedule,

STRUCTURES - SECTION 27

A, Definition

o gt e

with 411 structural work incluaing carpentry, wood and
asphalt tile floors, roofing and sheet metal, tile work,
cauliking and waterproofing, lathing and plastering,
glazing, and screens,

B. Check List

Structures. (a) outside walls, (b) foundations, (c) doors and
windowa, (aj'glass, (e) weatherstripping, (f) screen, (g) flooring and
stairs, (h) porche: and steps, (i) hand roils; (j) gutter spouts, (k)
herdwure, (1) cabinets, (m) roofs and (n) miscellaneous carpentry.
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C. Instructions

Fof the use of Section 27, follow the Instructions in Section 24,

D. labor Schedule for Structures - Section 26

See Instructions on Labor Schedule,

PAINTING AND DECORATING - SECTION 28

A. Definition
4430 Painting an¢ Decorating - includes all cnsts of RMER
in connection with exterior and interior painting and
decorating, wasaing ana cleaning painted surfaces,
plaster patching, vaper hanging, floor refinishing,
shade and curtain rods, painting radiators, exposed
plumbing, and heating pines and equipment,

B. Check Lists

1, Exterior Bainting. (a) Outsige walls (masomry, wood, or
composition), (b) steel windows, (¢) wood winuows and aoors, (d) screens,
(e) ornamental mztal, (£) outside trim, etc,

2. Interior Painting. (a) ceilings, (b) walls, (c) floors, (d)
radiators, (e) exposed piping or equipment, (f) shades and curtain
rods, etc,

C. Instructions

Consider the number of units scheduled to be painted and the
estimated turnover,

Where tenant maintenance is in effect, so indicate, and consider
only the cost of materials and of supervision,

Where painting is under contract write the vord "Contract" and give
the total amount estimated for contract painting on Line 11, Fill in
the part of Section 28 g captiocned "Contract Painting".

For instructions in the use of Section 28, follow Exhibit Bl and
B2 except for Lines 12-16, Columns 9 and 10 have been provided for
indicating Paint as an item distinct from other Walerials Cost., The
followins additional instructions therefore apply:
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Column 9., 1Indicate thie number of gailons of paint estimated as
needed by the itens listed ia Coluan 1,

Coiumn 19, Inuicate the average cost per gallon of paint,

Line 12, Enter tne sub-totuls of hours ang ~vusts for Columns 3-12,

Line 13, Distribute the laber cost ifrom Column 8 in Columns 3, 4,
5 and 6 on a guarterly basis in proportion to the hcurly requirements
for each quarter., Put the sum tntal in Column 12,

Line 14. Distribute the comubined costs of palrto and other
materials (Columns 10 and 11) iu Columas 3, 4, 5 und 6, Put the sum
total in Column 12,

Line i5. Enter the iotul Proration of Central Office expenses for
Painting and Uecorating in Column 12 and Jdistributce on a quarterly
basis in Columns 3, 4, 5 and 6,

Line 16, Tolal Columas 3, 4, 5, 6 anu 12,

D. Budget Figure., Liae 16, Col'mns 3, 4, 5, & a2a 12,

E. Labor Sciiedule for Painting wnd Decoruting - Section 29.

See Instruction on Labor Schedunle,

F. Coniract Painting., - 3=cticn 23a.

Summarize in this poriion of tue form tue fa *s for interior
painting in Coluin 2, the exterior painting ir Selurn 3, and the total
cost in Column 4.

Line 1., Give the nuber of units to be paiuted or aecorated,

Line 2, Give the averaye cost ps: uuit,

Line 3. . Give the tetal cost of malariails for intericr paintiug
in Column 2, Give the entirc cost of exterior nainting materials in
Column 3,

Line 4. Incdeate the numbar of covats of naint coniracted for,

Line 5. Enter ths total cost of contracted paiating,

397



NHA Bulletin Ho, 35
FPHA Chapter II - Instructions
4=15=44, Ta;e 51

PLUMBING AND GAS_ SYSTEM - SECTION 30

A. Definition

4440 Plumbing and Gas Svstem - includes a'l costs of ReéR in
connectiocn with hot and cold water system inclucding
lines, tanks, meters, pumps, motors and ccntrols;
plumbing fixtures; gas piping, valves aad meters; and
drainage and sewerags syst2is inside of structurss
including lateral ccnnections only, It <o2s not
include RE&R on water plants (see Account 4310) or
on main sewers and on sewag: disposal plants (see
Account 4530),

B. Check List

o o o et s

1, #ater System. (a) water closeis, includiag tanks, seats ana
flush valves, (b) lavatoriszs, (c) sinks anu trays, (d) shovers, etc,

2, Sewage System. (a) traps, (b) vents, (c) cleanoutis, (d) wastes,
(e) piping, etc,

3. Water Heaters. (a) coal; (b) electric, (c) gas; or
(d) kerosene. .

4. Gas_tank containers, where liquefieu gus is purchased,

5. Pipe_coverins and insulation.

C. Instructions

See Instructions in Section 24, Realign Lines 16-20 to conform
to Lines 10-14 in this Section,

D. Labor Schedule for Plumbing and Gas System - 3ection 31

See Iustructions on Labor Schedule,

ELECTRICAL SYSTE!i - SESTION 33

A. Definition
4450 Electrical System -~ includes all cosus of ivah iu con-

nection with transforne s, exterior aistrivution lines
and ejyuipnent, interior viring, meters, fixtures, lamps
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and fuses, It Goec nct include Ri&R on elzetiric pener-
ating plants (see Aceount 4327), or on street ligziting
systems, firs alarm and communication systems, ard
slectric installations at sewage cisncsal plaals (see
Accounts in 4500 categery). ‘

B, Check List

1. Exterior Distribution. a) noles, (b) wires, (e¢) insulaters;
P ’

(¢) service lines, (e) uistribution panels, (f) circuit wiring, etc,

Inuicate vhether the extevior distribution system is over head
or under ground,

2, Interior Distribution. (a) panecl boxas, (b) fuses, (c) out-
let boxes, (d) interior wiriag, (e) switches, (f) rixtures, (g) con=-
venience outlsts, (1) clod=s, (i) lamps, atc,

Ce - Instructions

See Instructicns in Section 24, LRealiga Lines 10=20 to. conform
to Linec 12«16 in this Sectiom,

D. Labor Schedule on

(=

ilectrical System - Section ’2

See Instructicns on Lubor Schedule,

HEATING SYSIE.: - S:LYTICH 34

A. Definition

60 Heating System - incluues all cesie =f iu it in connection
R =1 o
wizi zen®ral hrating rlant inzlucing hoilers, firiag
equirmens, Jur.sca, fans aad puwps; distribution system

-y

»

incending rains, valves, pijes, ancts, metors and auto-
rztiz controls; radiacine includi.g radiators, radiator
vilvas, trore and prilles; indiviuwual or sroup furnuces

ineluding, valvas. wotors, fans ana contrels; stoves vhen
usce. for space heutiag; anu ventilating equipment and
coutrols, ’

B, Check List,

1, Heating ilunt. (a) boilawrs, (b) cpace heztors, (c) stoves,
(d) individual firnacss, (e) grour turnaces, (&) fiving equirment, (g)
ventilating equipment and ccatrels, (h) fans, (i) yumps, (j) trates and
ash removal equipmsat, eic,
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2. Heatiug Listribution System. (a) mainz, (b) valves, (c)
pives, (d) ducis, (e) meters, (f) autcuwatic controls, etc,

3. Pipe Covering and Insulation,

C. Instruction

See Instructicns in Section 24, Realign Lines 16-20 to conforin
to Lines 11-15 in this Section,

Additional space is provided for information relative to heating
systems at the bottom of the chart, Fill in items apvropriate to
the project,

Line 16, Give the number of hoiler plants in the project.

Line 17. Give the average number of boilevs per plant,

————aes s

Line 18, Give the nuwber of hursepower per boilur, 15 the boilers

vary in acrsepower, give the average horscpouver,
Line 19. Give the averape numpber of dwelling units served per plant,

Line 20, Give the average number of buildings served per plant,

Lines 22-28, Indicate the number of space heaters used which are
fired by gas,oil and coal (Liue 24), Indicate the type of ieating
system by checking whether hot water, forced air, steam or space,

RaNGES - 3ECTION 36.

A. Definition.

4481 Ranges - includes all costs of Rii“R in connection with coal,
0il, gas or electric stoves or ranges used wholly or in.
part for cooking, including the wasning sid ~leaniry: of such
ranges,

B, Check List

1. Ranges or Stoves., (a) coal, (b) electric, (c) gas, (d) kerosene.

2. Range Parts. (a) burner and coils, (b) door anu hinges, (c)
grids, (d) oven controls, (e) shelves, (f) breilsrs, (g) pilot light,
(h) fir: box, (i) lining, (j) shaksrs, (k) clsaning and acjusting,
(1) smokepipes, (m) dampers, eic,
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C. Instructions

In the caption line, check whether the ranges are coal, electric,
gas or kerosene,

Column 1. Enter iteas. Aa "Hep" should be placec after itlems

which are replacements of compleile units, (Lines 1-11)

.

Column 2., Enter numbor of items estimaieu as necessary.

Column 3. Enter the number of man-hours of labor involved in
repairiug, maintaining or replacing the item listed,
Column_4. Enter the cost of labor estimated in Column 3.

Column 5. Enter cost of malerinl ana/or items listed,
Column 6, Znter tot.ls of Columns 4 and 5.
Line 9. Enter sub-totals of Columns 3, 4, 5 and N

Line 10. .Enter the proration of Geniral Orfice lzpense for ranges,
if any, in Column 6,

Line 11, Enter tie total of liuves 12 anu 13 in Column 64

[

D. Anmal Budgst Figuve, Line 11, Column 6.

E. Laber Schedule for Ranges - Secticn 37,
Sae Instruciions on Lab.r Jcheaule,

REFRICGZRATORS - SECTION 39

A, Definition

L4322 Refrigerators - incluues ali coste of Riil in conuaction
with mechanical refriferators or ice Loxes, isciucuing the
washing anG <leaning of relriger:tors. .

B. Check Ligt:

1. Refrigeratcrs., (a) conuensers, (b) motor units, (¢) thermostats,
(¢) shelving, (e) unor strikes, (f) water pans, (¢) pipes,'(h) gaskets,
(i) ice cube irays, (j) refrvigerator table tops, (k) cleaning and
aujucting refrigerators, =tc.
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C. Instructions

See Instructions for lhanges,

D, Labor Sciisdule for Refrigerators - Section 3¢

See Instruction on Labor 3chedule,

DVELLING FURKNITURE - SECwION 40

A. Definition

4483 Dwelling Furniture and Furnishings - incluces all costs
of EiiR in connection with all dwelling furniture and
furnishings sunrliea by the project (cither on a
separate rental basis or included in rent as in dorm-
itories) including such items as bheds, muttresses,
pilleus, tables, dressers and chairs., Il does not
include rspairi, launiry or replacemznts of beu
linens, blankets, or towels (sse Account 4620).

B. Cheek List:

1. Dwelling F rurnlth¢a 216 turnlshlnh_. (2) beds, (b) springs, (c)

e a——— e o v

mattresees. () DlllOﬂS, <) <hest; (£) chiffo-desk, (g) mirror, (i)

box spring on iegs, (i) oc%a510nal chair, (j) cinetie table, (kj dinette
chairs, (1) waste baskei, (m) ash trays.

C. Ingtructions

See tie Instructions for hkanges,

D, Labr Schuunle for bwelling Furaiturs and Furnishings - Section 41

Sez Ianstruction on Labor Schedule,

OTHER_EOUIPLENT - SEC. "GN 42

A. Defisition
4450 Oiher Equipmwent - inucludec all coste of luidi in connection
with all .trer movuble equipmeni except equipment specifiecally
useG for Fublic Services (see accounts in 4500 caterory).
Includes Ki#4d ons
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Management furniture and equipment (desks, account-
ing machines, typewriters, etc.)

Operating service equipment (garbage and trash
cans, floor wexing machines, etc.)

Maintenance and repair equipment (tools, ladaers,
lawn mowers, joiners, paint spraying machines,
threaders, etc.)

Hotor vehicles, including gasoline, oil and other
crerating costs; excluaing, however, all chargas
in connection with Public Service vehicles
(see Accounts in 4500 category),anu also
excluding gasoline, oil and other operating
costs for managewent vehicles used for
administrative purposes only (see Account
Z&UP{-)) .

Laundry ecnipment (washing machines, ironers, driers,
etec,)

Fire and air-raid equipment in builuings (fire
hose, fire extinguishers, buckets, blackout
curtains, etc,) but nct equipment for a fire
department (see Account 4510).

The Rikkit of eguipment in commercial spaces and cafeterias is
generally tle 1esponsibility of the lesseas or operators. In cnses
whers a Fevernllr-cooriated rroject furnishes cny such RN&E the cost
shall bz inciiuew Lusz, ard charge mude to legsee or operator through
Account 3G T .2 crze of & local authority operated project, the
credit rosulia.g from a charge to a lessee or operator shall be made
to this accrunt,

B. Instructions
See Inctiructions {or Ranpes except that the sum total of expesudi-
G

turss for motor vehicles which properly bzlong in this account shouid
be tulien from the Schedule of Motorized Vehicle @guipment, Section 44.

C. Ammual Lu.geb Figure, Line 16, Column 6,

L. Labrr Sensaute for Other FBauipment - Section 43

See Instructions on Labor Schedule,
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SCHZDULE CF MOTCRIZED VERICLE EQUIPMENT - SECTICN 44.

A, Instructions

Coiumn 1. List every piece of motorized vehicle equipment on the
prcject. Iaentify the vehicle by make and type of body, thus, Ford-
sadun, Chevrolet-truck, McCormick-mower, otc.

Column 2. Give the estimated annual mileage or estimated number
of hours of operation, Tn computing the estimated mileage, consider
distances between points normally traversea and number of times the
passage will be required during the course of the year,

Column 3. Insert the cost of fuel (gasoline) except for administra-
tive venicles, see Section 8.

Column 4. Give the cost of lubricants (0il and grease) except for

s e e e

administretive vehicles, see Section 8.

Cclumnn 5. Give the cost of replacement of tires and tubes, Also
tha cost of repairing and vulcanizing.

Columy 6. Give the cost of estimated repairs, tuning up and
overhauling.

Colwnn 7. Give the ecost of miscellaneous expenditures, such as
tpe cost of garage space, if any; washing, cleaning, etc. except for
aéministracive venicl.s, see Section 8.

Colunn S8, Give the total cost (the sum of Columnz 3 to 7).

Column 9. Compute the cost per mile (dr per hour of operation)
by dividing Column 8 by Column 2,

Where a vehicle is used for more than one account, indicate the
distrination by putting ths account number in Column 1D and the amount
prorated in Column 11, Amounts may need to be proratea beteen
Accounta 4490, 4510, 4520, 4533 and 4549. there such is the case,
use as wany lines as neeu.d for each veuicle described in Column 1,
Transfer all costs for operation ana maintenance of wotor velicls
equipnnt listed in this Section to the. appropriate Jeclions 42, .

45, 48, 49 and 52,
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Account 4500

Public Services - includes all costs of salaries, labor,
supplies, materials, expendable equipment and cantract costs
incurred by the project in performing functions normally provided
to property owners by a municipality or other local governmental
unit without any charge other than real property taxes. Includes
EiR on equipment specifically used for Public Services; but does not
include any RM&R of siructures, nor any utilities except those
specifically indicated horsunder. '

PUBLIC SAFETY - SECTION 45

A, Definition !

4510 Public Safety - includes all costs incurred by the project
in the operation of police ana fire services; including
personal services, uniforms, badges, firsarms, hydrant
rentals, and operation and Ri%R for fire alarm and
communication systems, squad cars, fire trucks, an®

otiizr police and fire equipment.

1. Fire Safety Equipment, (a) exterior fire alarm system; (b)
tools and esuipment - lauders, lacder straps, axes, pike poles, belts,
hydrant wrsnchas, hose, nozzles, hose carts, gaskets, irst aid kits,
fire extinguishers, recharges for extinguishers, salvage covers,
battery charge, lighting anu signaliag equlpman%, sirens; (c¢) fire
trucks; (d) firemans' uniforms - helmets, waterproof suits, gas masks,
boots, "stc,

2. Police Services., (a)patrol cars, (b) police officers' uniforms

and equipment, (c) two-way radio, ete,

C. Znstructions
Colwmn 1, Enter items in Linesl-15,
C~olumr 2, Enter arse or number,

Golumns 3~6, inter esTtimated number of hours for the 1lst, 2nd,
3rd and 4th quarters.

Column 7. Enter total hours.
Column &, Enter cost of labor,

Poppdlianitivictot

Colwnn 9. Enter materizl cost,
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Column 10. Enter to*tal cost of cach item listed,

——e —

Line 16. Subtotal,

Line 17, Labor Cost, Distribute the Labor cost {rom Column 7,

Line 16 in Columns 3 to 6.

Line 13. Distribute the total material cost from Column 9, Line 16,
on quarterly basis in Columns 3 to 6,

Line 19, Proration - see Central Office Sciiedule, Section 6. The
central project office will furnish this information if any proration
is applicable,

Line 20, Total.

D. Pudget Figure. Line 16, Column 3, 4, 5, 6 and 10,

E. Labor Schedule for Public_Safety - Section 46,

Sees Instruction on Labor Schedule,

STREETS AND ROALS - SECTION ..8

i¢ Definition

4520 Streets anu iwads - includes all costs incurred by
the project in ti.e operation of streets, rcads,
public driveways and alleys (including curbs and
gutters) waa street lirhting systemc, including
RM&R, cleaning, flushing, anu removing snow f{rom
strsets, road marking, strset iueatification,
electricity for strzet lighting, anu operating
and Ridi of all vehicles anu equipment used ia
these functionc,

B. Check Ligt:

(1) street clean e flush, (2) snow removal from strcet or road, (3)
strest signs, (4) road marking, (5) curbs & gutters, (6) strzeil repair,
(7) veiicle ixp., (8) street lighting, (9) energy, (1 ;lobes, (11)
lanps, etc,

-

C. Instructions. OSe- Instructions on Public Safety.

D. Laber Schedule for Streets and Roads - Section 48

See Instructions on Labor Schecdule.
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SalItaTION AND YinlTe RENOVAL - SECTION 49

A. Definiticn

4530 Sanitation and Waste Removal - includes all costs
incurrea by the project in the operation anu itkél
of the sewer system including main sewers, catch basins,
manioles, booster statioas, drsinage canals and
uitches, ¢4, ard of any sevrage treatment and dis-
pcsal nlants incluaing electricity for such plants;
ths collection of garbage, rubbish anu ashes from
rickup points, removal from site and uisposal by
celural iacineration or oth:r.ise; and operation
and it of all vel.icles and equipment used in
thsse functions.

R. Clrck List:

1. rsg’te Connrol, (a) drainage canals or ditches, (b) oiling,,
("3) l&l“' ad .LL Q0. W Ofk.

g - .
2. gewer S stane.

4 E3ivse Hemovel from Site aad Disoesal. (a) ashes, (b) parbage,
(C‘) traou.

5+ Yahigie @npanse.

6o Otier Danvaesd and Supedig.  (n) radins, (b) maaholes, (e)
-1

]
/
CABS POsSLil, (.} wupLie fanin, (o) woncber stanions, it
Co Irciruecions., oee Instructious on Ivbiic Salet,.
D. Labo~ Seneduis Sor Suvitatica ase aste Hemovel - Section 5u.

See qutzirtlonu ~n Lahor Schednule.
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HZALTH, EDUCATION AHD RECREATION - SECTICN 52

A. Definition

4540 Heslth, Education anu Kecreation - includes all costs
incurrzd by the project in the operation of health
programs including health, education, clinics, health
centers, infirmaries, otc.; child cars and similar
welfare services; swucaticn and civic activities;
recreaticn, including playgrounds, community cernters;
ané overaticn and Rk.R of all equi ment used in these
functions, Also includes the salaries of all project
service personnel when psrforming direct or active
leacsrship an participation in these activities but
not the salaric. of project service personnel when
performing an aaministrative function only (see
Account 4110),

Infirmaries are proviusd primarily for dormitory and dormitery
apa: trent. t2nants and ave operated by tihe Unilew States Fublic i -alth
Sarvice cn a contractual basiz. The FPHA reimburses tie USPHS for the
mrsing and superviscery staff charped to thz infizmary. The size of
staff is ceterminau jointly by the FPhA and USPHS on the basic of the
bed count and lceal needs. The uetermination as tc the estimaied
orerabing cosie shall e wor! .w out with the cocreratiun of the nurse
in charge of the infirmary. 3ee Circular 10/20/43 sntitlea "Budgetary
Cperatin;, pxnense for Infirmeries?

B. Ghrek List

1., Clinic Fixwre ana Furnishings,
2. Infirmary equinment,
3. OGutuaoor 3nace Iquirient,

L. Tenant Activities Puilding Fauipment including Cihild Care,
Social Reums, Lobbies, Game Rooms, Library, Kitchen, etc,

C. Ipstructicns

See Instructicns on Public Safety.

D. Labor Schedule for Heai:ih, Fdueation anc l.ocreaticn - Section 51

3ee Instructions on Labor Schedule,
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HOUSEK: sPING SERVICES
Account 4600

Housekeeping Services - incluwes all costs of labor, sunplies,
materinls, exrenuable equipuenil ana contract cests incurred by the
pro' 2ct in performing the hcuseksering or sc-cailea hotel services on
doruitery prrojects ana on dwelllﬂt for couples, formerly knovm as
aocrunitory apartments,

kaTD SEHMVICE - SECTION 53

\

A. Definition

461:) lhaid Service - incluues the saluries and uniforms for
neide in nerformin;. housekeeping functions,

oey

Instructions ‘
Colman L, Enter the title of the employee.

Column 2, Enter the grade, if any.

(<)

Colurn 3, Enter th
and salary,

number of :.:ids of the saue title, grace,

Column 4. Eater the annual salary including overtime,

Enter the total mumber of hours for each maid, .

\;.

Column 6, Enter the total salary ior the lins, iVhere only cne
employes ic listed on a line, the eniry will be the came as Column 4,
Yhere wore lhan ons emplorre is listew on a lin2, the total will bo
tie product of Column 3 tim..: Column 4.

Liu= 32. Enter the snbtotal of Columas 3, 5 anu 6,

Line 13. Enter the cust of unifcerms, if any,

Lins_1/. Inter tre cost of lauvnuering uniforme, if any.

Line 15, Zznter the t.tal,

C. annual Buygrat Ii;ure - Line 15, Coluun 5,
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LL:IEN SERVICE - SECTICH 54

A. Definition

462) Linen Service - incluues the cost :f laundering, re-
pairing, and renlacing bed linens, blankets, and
towels; but uves not incluce first cost o) these itenms.
If linen is supplied under laundering of the linen,
include the whole ccst under this item. Do not
include linen service in comnection with infirmaries,
day nurseries, etc. (8ee account 4543).

B. (Check List:

Sheets, pillow cases, towels (hand or bath), blankets, mattress
paus, shover sheests, =tc.

C. Insiructions
Column 1, Enter acuitional items, if any in Liues 8-13.
Colwms 2, 2 and 4 relate to Replacements and liepairs.

Column 2. ®aler the r~stinetsd namber of replaceiments of eack item,

Column 3., Enter the unit cost. Estimate repairs on Wi basis of
vast ex erience.

Colunn 4. Enter the total cost of replacoments,

Colwmns 5, 6 and 7 rslate tc launury costs,

Colam 5. Indicate tue estimatednumber of times tie
need¢ ¢ be lauwidered during the year.

eets will

-
s
=

@

[N |

celumn 6, dnter the cost per item,

Colimn 7, Einter the total cost of launary.

Line 14. Euter the subtotal of Columns 4 anu 7.

Line 15, Eater the total in Column 7.
Note: Lawn.ry cost rr- depend upon tha numbsr of povadc of laundry and
tiie cost may be wer pound or according te a schedule of rates, Laundry

costs may also be contracted for, In any case, indicate the manaer of
comnutation,

D. anvual buaget rijure - Line 15, Column 7.
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HQUSEKEEPLWG_SWPPLIES - SECYICH 55

g

A. Definiticn

4630 1ncusekeeping Supplies - incluues all suoplias (except
linens and »lankets) neczssary tor houseXeeping functions
such as: sox 3, papsr towvels, dust clictiis, mons, iloilet
paper, brooms, pails ane cther sxpenuable equipment,

B. Gheck List:

Cl-aning rewcer, saddle soap, scouring clisanser, toilet tissue,
cl.ths (serubbing and dusting), furniture pclich, wax, disinfectants
(bathr.om) and insecticiu :, scrad b te (pails),mop buckets with
wringer, mops (ary, vet), mip h-aus, mop hanules, brooms, brushes
(serub, wal!, G.st anc toii=t), dust pans, step ladusrs, tr-sh
recantacie, ot

Co Inotouctd

5.:8% See Instructions on Janitorial,

D, Aarawl Pyt dgure, Line 7, Celurn 2,

n e s ot o
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acecount 4710

Fixed Expsnses - incluces fined expenses such as insurance, land
rentals, suiaary intsrest, aad sunury taxes,

INSURACE - SECTIGN 1)

A, Definition

4710 Inswrance - includas the tntal amount of premiums
acorued for the pericd for ail ferms cf insurance
secir ass fire :nd extenGed coverage, War uamage,
boiler, elevator, antomobile, ouners' and land-
lorus' public "iability, workers' compensation,
burslary anu theft, anu ficslity bonus.

) This account is not used on Federally-operatsd war housing. For

the Federally-oreraisa PiA Hou51ng Division projects data fornstlmatlng the
insurance expense can be sscurea from the regicnal office, This section
therefore applies to local houcing authority operatvions anc tie folloving
chart shows th= tynes of coverages r=quired for euch of the cate;ories of
projecis.

Vav Houzing Pli IPHA
Contract of  Leaseu Leased AlGedu
hgency . _ . ————
Firz: & Extended Coverage - - Yes Y=s
nnr Dama;e - - - Yes
Uorkmen's Compensation Yes fes Yes Yes
Owners! Landlords'! &
Tenanis! « Pnblic Liability Yes Yes Yes Yes
Auntowobile Limoiiity - Tes Yes Yes
Autcnobile, Zmployee's Nene
Owners:.dp - fes Yegs Yes
Beilarw - - Yes Yes
Burglary - Yes Yes Yes
Lorbery (Insiae hola up) - Yas Y=s Yes
Echber: ((Cutside-messenger) - Yes Yes Yes
Pidelity Bond Yes Yes Yes Yes
Plave Glass - - Yez Yes

Tre Supportiug Schedules are designed so that they may be used for
showing the estimateu ins rance exyeunse for eitier a single project or
a group of projects operated by lecal housing autherity., The following
will anply to eitler basis.
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B. Instructions

Coluisn 1., Lists the t;'pes of coverage; fill in those that are

e e e —

reqgiired or uave been anproved,

Column 2, Insert the amcunt of coverage or the linits of liability
as stateu in the pelicies.

Colurm 3., Inuicate tine length of term of the policy.
Colunin 4., Inuicate the premium for the full term of the rolicy.

iimre the ﬁOlL ‘ies are uritten by mutual insurance companies, the esti-
matea net term cost sitall be used fur preparing this secticn,

bolpnn 5. Show the annual net cost, Uhere the policies may expire
during tae fiscal yea, assume that the reneval will be at the same rate
unless othar information is available,

Line 13, Enter the totals of Columns 4 and 5.

D. annual Budget Fipure. {(Thore only one project is iavolved) - Line
15, Ccluma 5,

E. Prori.isn - 3ection 11,

Yiaere to or rors projects are operated from a central office and
insirance premivms paia o cover policies suchas wovkman's compensnblnn
or filasiity bonus for move tlan one progect, the annual costs as snoun
in Sectisn 10, Line 13, '.olumn § of the Central Cffice Schecule shall
be prorated in Section 11, voluwn 14 to Lie appropriate projects show
in Saetion 11,

LoD L. dtaL3_= SRCTION 56

Ao Vefiniticn
4120 Lonu uental - includes r»antale for land ana for

structures cha.;eable to runagerent funus, Inciuues

also paymenta an&e to owners of leased land or
siruclizes in reimbursenent of taxss paid by such

owners on account of thei" int2sost in such land

anc structucss, but coes not incluue any payments
nade by the FPHA in lweu of taxes on improvements
cumeu by the FPHA on such land (See iceount 6100),

By Instrucilions

Solumn 1, List the parcels sepurately showing the name of each
lsssor anc inuicate t'.s Gate when the annual rental is Gue and payable,
Ti. those cases where pu,ments are to be maue to reimburse the lessor for
taxes paiu b him on lie lanc list as a separate item in this Column,
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Column 2. Enter the total cost cf eack iiem shown in Columa 1,

Line 7. Enter the tctal cost.

C. Anuual Bu.get Figure., Line 7, Column 2

SUYDRY INTzREST - SECTION 57 Co

A. Definition

4730 Sundry Intes: st - incluues sundry interest on notes
o' other incedteuness. It woes not include interest

on Advance Lean ilotes, Temporary Loan notes, and Bonds,
This account applies only to locally ouned anc operated projects
where cartain sunury interest charges are paid,

be IListructiens

ot ¢

Column 1, List item upon wnich interest is to be paid.
Column 2, Enter tihe amount of interest,

+ oo e o4

C. Aanual Bucpet Figure, Line 6, Column 2,

SUJURY TAYES - SECTIC 5%

A. Definition

474 Svuacry Taxes - includes any unemployment insuraiice
taxes, or otier sundry taxes charpeable against tae
project or project operaticns. It woes not inciuce
sales taxes which shoulu be ineludeu in the cost of
the item purchased,

This account is ussa for local housing authority overated orojects
only, I¢ is uscd to reflset exucnses arising from ihis oblipations of
local housing auvtiorities to make pajyuents of taxes tor unemployuent
insuranee, ola aze benefitsg, state or local rotiremant plans, or azy
cther taxe-s bassd upon ;ayroll payments,

InGicate the totaul sum on which the expense is basea, the nercentage
chargad on zunu sum and the total cast,
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B, Instructions
Column 1, Enter the nature of the taxes to be paid.
Column 2, Enter the amount of tax.

C. Annual Bucget Figurs, Line 6, Column 2,
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EESERVED ACCOUNTSAE00

Resarved = inclu. = accounts ior reserved amountc in connection
with all projects under PA 412 and 671, and FUA Housing Division
Projzcts,

The Management rescluticns or Programs for the operation of iiw
above 1rojects set forth the basis upan which reszrves ar: to b
satablis..a out of tne cperating revenv:zs, Tie effect of estublishing
ressm -3 1s to produce a fixed annual amount for overating -

e GES

anu reserves. In the early years of cperations, tue ¢iffarance between
th actnal erpenses ana the amount allocated on an annual bisis is

6rt asiiz und transferred inio the ressrved accounts. Then, later,
wien tiv actual expense ¢.coedn the allocaticn, tae difference is
trsusfarred out of ths reserved accounis, but in no case may such
amount exceed inhe balance in the reserved accounts.

LOSERVED FOR LEPAL.S, VATUIEANCE 4D REPLACLUENTS - SECTICH 52

-
- T co— o m——-

A, Dafinition

4510 Recerved for Repairs, Waintenance, and Replacaments -
1icluces tuae r-t amount set asiue from income in any
period to create a resarve for future c-sts of Ri&R.
It is equal fur any pericd to the differsnce batween
the averagz cout of HNAR ac established in the
Managemaat Iesolutions and the actual &R for that
perioc, See detailad aescription in rart VIII of
the Accounting hanual.

3ince the Averape Annual Estimete of Income and Expense in suost
instancss was based -on the classification of accounts used irior to
that shiovn in Pulletin Ho. 52, it may nscessitate a changa in the
averas, . annral amount to excluue the PIER costs now included in the
P Lle riag accounts in order to simplify the calculation of the
estin . ted amounts to be reserved:

Acecount 4310 Water
4324 Flectricity
4520 Stree! and Loads
4530 3anitatien and “aste Removal
4,540 llealth, Fducation and liecrsation

Any changes in the Average Annual Dstimates siall be effected by
jeint zonsultstion of the local authority with the rerional office and
adeption by formal r:solution,

3on
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R. znstructicns

Lire 1, Enter avsrag- Annual Zstimate incluaed in Rental
Les~lution or Managemsnt Program,

Line 2, Inssrt the aantial total =f the 4400 block of Form FPHA

ert the total "¥&K amount only of tue 4520 bloci, if
innual Zsiimatzss have not bien revised).

Lin» 4, Inszrt toe RMAR items and amounts for other accou:ts, such

ar 4310 or 4320, if any (wheon Average inmual Estimates have not been
revisedj,

Colurn 2. Insari tic total of linus 2, 3 and 4 of Column 1, This
renragents the total “utLhJL°Q actval s.renses for R to be Geducted
from the Average Amual E-tirate for D,

Line 5, Bater t“- Aot of ins difforence beteen Line 1 and

Line 4. Tiors Line 4 is groater than Lile 1 tue amount of the dif-

ference shall t- shown in pareuthzses and rerrezznls the sstimated
amount to be translerrzd cut of tur reserved accorut,

C. Anpnal Pucg-t Fipurs., Line 5, C-lumn 2.

\DSERVED FOL VATaMCY o ™ CCLLECTION L1238 - SLCTION - (0

A Definition

4523 Resorvsd for Vaecancy and Ccllsction Less - includes toe
2t amount set asias frum ircome in any pwriocd to

crzate a ressrve fcr fuivre Yacuncy anc Collaction
Loss, It is e¢jnal 1or any neriod to the uiffersnca
betwu2sn the aver- e Vacanc), anu Collection Loss as
»3tablishzd i, tne Munagement fezolutiens and tho
actual Vacuncy and Cellection Loss for that periced,
Sze detuilsd <rszeriytion in Part VIII of the
Accounting ikanual,

eny.

The Ressrved for Vacancy and Collaction Loss account should be
considerad in light of two pessible situations; namely; (1) whers
Vacancy ané Collection Loos reserves ar: te bz establisned as originally
programmzd in ths Rental i-=solution aua, (2) vhere the local autaority
nzs takzn advantags of the revision of policy permitting the augmentatien
cf thess roserves, In the latter situatlﬁn, the lccal autherity should

-
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~

havs irdirat:d its intentien hy amsrding Z-ctizn § {o) of its

haster massgsment .2soluilon, b:\urqilf-:p‘tau\u Tra pisusiig Divisicn
projacis nave authorization to augmeat thes=2 risarv2s vnoer

Saction 6190:4 of the Hovsing Mauager‘s wanual,

B. Instricticns

1. Tithout, Avguentation, Vhere the originally Lrog rarmed
allocarion £or Vec;nvg a6 oollection Loss Rezrives is silll effeciuive
us2 oniy Liunes 1 to 4.

A Inzart in Coluwn 2 the annual amount =llocated for
Vncan" and Collection Loss Hes<rvaz as set “orth in Section 5 of the
Lental heusluvion of° the Lezcal Housing Authority.

Tnsert in Uolumn 1 the arnal am-unt buugeced for Dieliing

Line 2,
55 (Acconnt 3297) as shovm oni Form FP.a G40,

Vaﬂanﬁv Lo

Lire 3. Imsert in Column 1, tha annual ameunt viapeted for o
Collection Loss (anccunt #G)0) as shovin on fcrm I'Pia U4, Insert in
Column 2 the total of Lin=s 2 an¢ 3, Column 1,

Line 4, Insort in Colinn 2 the Sifferues botwean Line 1 and
Lins 3. If %ia ameunt on Line 3 is greater tian tie amorub on Line 1,
the amount shwews here shall be ir parenthesec--rerras ntiang tant a
reduction in the amount previcasly res-rvsd is anticipates auring tha
ensuing year,

2. ﬂi}hnaugmentagggg. Where the regerves have bsan auguented,
it becrmes neccessarsy to b.uget enly encugh to incienase Liw aldunt cf
tha rorsrve to tue nasiimeum nrO"luou in tne arenuie: t to the kanag=aont
Resoluilisn, This is the amcunt of the total Lwelling ion.t Schadule
(Account 3100) for the calenaar quartsr in wiich Vacancy anu Solisction
Loss reserves reach an amount equivalant to such achacule, Lines 5 to
12 inclusive, provice a means of determining whether the marimum
reserved will be reacheG wrring tie fiscal y-ar being budgeted,

Line 1. TIasert in Columa 2 the amount calculated on the basis of
the pzrcentage of shelter rents plus utilities indicated in the
Management hesolutions, as amenced., Ou direrctly ownerated PUA Housing
Division projects, the Housing kanager chall refer io Section 619J34
of the Housing tianagews HManual instead cf Seetion 6621:1 as indicated
on the form,

Line 2, Insert in Column 1 the annual amount buugeted for
Dwelling Vacancy Loss (Account 3202) as shown on Form FPrA S48,
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Line 3. TIusert in Celumn 1, the anrwal umsunt budgsted for
A AR A 7 b -

Callecticn Lesz fiacount 4900) as chowrn n Fool TiHa €45, Tasert, in
Column 2, the t>izl of Lines 2 and 3, Soiwon o

Line 4. Inssrt in Cclumn 2 the Gifference between Line 1 and Line 3.

Line 5, Insert in Column 2 the smouni shcwn ca Line 12 afbsr ccm-
pleting Lines 7 through 12,

Line 6, Insert in Cclunn 2 the diffesrence betwesn Liie 4 awd Lins 5.
This repr:sents tiiz amcunt that it is anticipsted vill be zodel o ihe
reserve duriag the ensuing year,

Lin~_ 7. Insert in Cclumn 1 the actual accur:lat=d am~un?® of Vacancy
and Collectinn Loss Ressrve (account 2520) as cncun on the Balance Shest
for the projsct as of ih~ ena of the calendar guorisr =riecr to tue date
on which tie budget is boing prepared,

Lire 8, Insert in Column 1 the amount ectiiat>i t> be charged to
iteservad for Vacancy and Collection Losses (Acr-unt 4020) from the end of
last zalandar quarter raferred to inLine 7above, to . ena of current
fiscal year in which budget is being prepared.

Line 9, Insert in Column 1 the amount shown cn Line 4, Column 2.

Lins 10. 1Insert in Gclumn 2 the total of Lines 7, & and @, Cclurm 1,
Line 11. Insert in Column 2 the amount wiiichever is greater o (1)
an amotnt equal to 257 ¢f the annual budget estimate for Luwelling iiont
Sehedule (Account 3100) or (2) the estimated amount of ths total uwelling
rent schedule for the quartisr in which it is expacteo the Vacancy and
Collection Loss reserves will be equivalent tg such quarterly scheaule,

Lins 12, Insert in Column 2 the word "noae" if ihe accunt on Line 10
is less than the amount on Line 11, Vhere thz amcunt on Line 10 is
greater than the amount on Line 11, insert the differance on this line and
&zlso insert the same amcunt on Line 5 Column 2, fThis latter situation uay
occur only on projects winich have been estakblishing RiéR Roserves for over
two years and may therefore accumulate the maximum amount in the reserve

during the ensuing fiscal year,

C. Annual Buugetl Figure.

1, Without Augmentation - Line 4, Column 2,

2., With Augmentaticn - Line 6, Column 2,
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COLLECTION LOSS - SECTION 61

A, Definition

4900 Collection Loss - includes the actual amount of past-dve
accounts receivable which are written off as uncollect-
ible after all means to collect have been exhausted.
Any amcunts written off which are subsequently recovered
should be credited to this account.

B. Instructions

Coluwn 1. Indicate the date of the latest balance of tenants!
accounts receivable., This should be as cf the ena of the moath prior to
preparing the operating budget,

Column 2, Show the amcunts of uncollectsd tenants! accounts receivable
in each of the age groupings shwcwn for lines 1, 2 anda 3,

Coluin 3. Insert the amounts representing the rrorortien of the
tenants' accounts shewn in Celumn 2 which may be considerod uncollectible
and to be charged off befor: the end of 1he wuirant fis al year,

Line 4, Column 4, Insert the total of the amcunls chcwn on liues 1,
2 and 3 of Column 3,

Line 5, Insert the total sum charged to Account 4%9J), Collection
Loss, thus far in the current fiscal year.

Lins 6. 1Insert the sum of tue amoun*ts shown for lines 4 and 5. This
amount reprasents what the total estimated collaction loss should b» for the
current year,

Line 7. Delete the word "dwelling'on this line, Inscrt tue suam of
the estimated rent income (Gwelling and non~-Guelling) for the currant
fiscal vear. This estimate sihould he a revis:d one comrs=u 2f acleal
figures as far as they ar: available plus the anticiyated srent incoue 28
conditions now indicate.

Line 8, Insert ths percent of line 6 to line 7,

Line 9. Iudicate tlie amcunt buugeted by applying the rercentage in
line & to the total rent inccae (dwzsliing and inoen-dwelling) for the budgeted
fiscal year, If uwmcual circumstsnces warrant a chalgs in the rercentage
shown on line &, indicatls reviseu percentage on line ¢, Cslumn 1 and
justify in budget narrative,

C. Annual Budget Figtrs, Line v, Column 4.
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OTKzR_INCUMI - 5000 CaTsyGCRT

This :.eneral category includes income accounts in connectico vith
TPild-aided statutory projects under 2A 4li and o7l.

5100 FiFMA Anrual Contrivutions - includes all aanual contri-

butions (incluiirg adjusted anmual contrioutions) re-
ceived by statutory projects from the FriA, See det-iled
description in Psrt VIII of the Accouuting lianual,

Sse Section 4628:1 of ihe Manual of rolicy and Procedure for detailed
instructions for the preparztion of statut.rys budgets,

5200 Froceeds of 3aile of Zxcess land Transferred to Bond

Service Account - includes any amounts received from the

sale of excess land,
nants and Cornditions
governin. FrifA-aided
bond service accouutv
account applicys oaly

and waicih under the Terms, Cove-
(Forws FFia 700 or FPHA L0C)
projects are to be derosited in ihe
or in tihe Jdebt service fund. This
to FrhA-aided projects under PA 412

after permanent f{inaacing or under PA c¢71,

Whenever tae need ror tne uvse of this account arises, special
instructions can Le secured from the regional orfice,
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OTHER_EXPENSE - 60930 CATEGORY

This general category includes expanse account: in connection with
FPHA-aided statutory projects undsr FA 412 and 671, Account 6100 (Payments
in Lieu of Taxes) is also used for payments in lieu >f taxes cn all
projects on which such payments are made.

PAYMENTS IN LIZU OF TAXES - SECTION 62
A. Defimition

Spteotily

6100 Payments in Lieu of Taxes - includes all amounts paid by
a local housing authority or by the FPHA to a municipality
or other local taxing body in lieu of taxss on real pron-
erty. Does not include payments mace Lo uners cf leased
land or structures in reimbursement of tiie actual taxes
paid by them, since such reiwbursements are considered as
part of land rental (see Account 4720),

B. Instructions

The estimating of Payments in Lieu of Taxes (P.I.L.0.,T.) must be
treated differently for the following types of projects:

1, Federally-Owned War Housing Projects. ‘The rsgional tax analyst
should be asked to furnish the Gata for ccmpleting Section 62 and also
Form FPHA 48W, Suppleient 1, where applicable, Tax uata should be shown
according to the amounts for each taxing bocy, if available.

P.I.L.0.T. are to be distributed on an accrual basis on the Form
FPHA 848%W showing one-fourth of the arnual amount in each quarter beginning
with the quarter during vhich the assessment date (tax date) occurs,
‘here the tax date falls in any quarter othsr than the Jirst, it is nec-
essary to obtain the amount of unuistributed P.I.L.C.T. carrieu over from
the current year to the budgeted fiscal year, This amount will be uls-
tributed to the appropriate quarter ov quarters, One-fourth of' the amount
of P.I,L.0.,T. estimated to be obligated in the budgeted fiscal year will
be distributed to each of the quarters ramaining. For examples

issume fiscal year July 1 to June 30 and tax date on February 1 with
total tax of $10,000. Since one-fourth of thz tax will be charged to
each of the remaining two quarters of the current fiscal vesr, $5,000 will
remain undistributec as of July 1. Assume also thal thue estimated P.I.L.O.T.
next tax cate will be $12,030, tie cistribution is as Fallows:

Ist 2na 3rd 4th
Quarter Quarter Quarter Quarter Total
Form FPHA 848W 42,500 $2,500 23,000 $3,030 11,000
Tax Obligation 0 0 12,000 0 12,000
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2. Federally-Operated P''A Housing Division Projscts. The amounts of
P.1,L,0,T. for these projects are determined on the basis of (a) 5% of
Actual Shelter Rents (Dwellirg Kent Income pluc Non-Dwelling ieat Income
less cost of Utilitiss, dccornt #Ho, 4300) or (b) 1/6 of ine excess of
the Reve.anes of the preject cver the Operating kxpenses (including re-

serves and opersting improvements but excluding payments in lisu of taxes)

or (¢) P.I.L,0.T. agrsed upon with the local L.cring bodies, whichever of
the thiee is grsatest but wot i awxcuss of the full taxes determined by
the regional tax =z.aalyst,

v

Computation of P.I,L.C.T,

a. Jenl Income (Dwelling ane senedelling) oo
Lesse Utilitizs (4399)
Snelter Monus
5% of Chaltar Hint

P

L N

b. et Operating Income (before FLI.L.CT.) " . .. .-
Less:  Operating DIaurovements (72))) e e

o
bxcecs ol Revenues over Ousrabing UWp. !

...... —— v mecme ®

1/6 of Excess of Lsvemies over Opevating Bxvense

co PJILLLOLT. 2ap Agroswent *

a, AL Tywes s oo e s e
1)

Payrents in Liev of Taves (n,b,c
preater bul notl i exesws of Q) W

3, FRis-aiced Project and_Local Authority Cperstoc PUA Housing

- e s

Division Frojects, T.o ccwpwiation of cmeante of FoloL.0,7, are included

‘s d
$36 or 936A, see Hanual of Policy cnd Provsdure, Section 402#:2 and
Section 466J:1, In these casns,” Scetivn 62 ghould nol be completed.

’

in instructicns for the vroperation of th: Stautory buuget, rura FFHA

6200 Debt_Service - incluass the various paymenis race to the ve=-
sorve for uabt serviee for use in payment of interast and
amortization, This acevunt arplies only to FRii-aiued
proi-ets undor PA 412 and €71,

This accounl arplisg only to a stetvtny oroject. Tasraefore see

Section 4625:1 of the Hanval of Policy ang Procedwre for detailed instruc-
tions for the praruration or i Statutory budgetis, Form FPLA $36, 936\ or

936 -W-S ]
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Bond Refunuing - includec the net cost of refinancing
FPHA-aided projects, including rsuenption promiums,
adjustmant of intarest, legal expenses, ana similar
costs, See detailed dsscription in Fart VIII of the
Accounting Manual, This account appliss only to
FPha=-aided projscts unusr PA 412 after permanent
financing.

Whenaver this account is used smecial instruction can be eccred
from the repional office.
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OTHER BANAGTWMENT ACCCUNTS = 7)J3 CrnitaCGlid

This general category includes accounts act constituting pact of
the oruinary income and expense or a yrojsct,

7110 Cafeteria ilet Revenue - includes n2t reveome received
from o opzrators of cafcterias rursuant to-contract,
Does not include rant received from leased cafeierias
nor amountu received from cafeteria omerators in
reimbursament of utilities, work, serwvices or RESR
suppiied to them by the FPHA or tLe 1OCul authority.

Since the rrovisicns of tie contracts under which cafetoerias ave
operatud may vavy consiusrzbly the amount to be budgetsa in tuis account
should be secursd from the rogional office,

7120 Cafeteria Deficii - includes netb Geficits rasulting from the
opardtlun of cafnterias for wnpich the ormea or is reim-
bursed by th2 FFia or ike loccl anthority in accoruance
vith thie terme off the bonurac{.

This account musi Do cousiaered in the siwe mamer as 7ilJ,

Cafeteria Neb Revenue,
OPERATIHG THPROVELINTS = oSECITOH 63

ae  Deiinition

7230 Overcting Improvements - includes amouats raic out of
munLgemrqt Taacs For 1vrrnve entn, o1 alerabions to

a rrojuect (including its fiued ov movalils o nipw nt)
NAICh resull in iacreascd oconomy or =7ficiiaer of
oparation, or wnich increacs th wrabilizy or expoctod
life of the progoct, Onerating iwnrovonoots e lude
such itoms as purchuse of a bookkoning saching,
operating wguipmant, cr irncks £orowore "“onoricu]
cperation of tho :rojicct; installations ot w-athor-
sirippinf or scroong i increass v oficiency of
the project; m replacoient ou jeavel reau with

puveG reaw, o tui pcaper rool with cermmiyant roof,

or of obsoi te ice box.s sith wechanienl ?@f':lerattrﬁ,
landsenpe vork, or o= costrel or jruvendion of
=10sici, 2btc., i1 orwer to inerons o tivy durabilicy

or wiscetoe Life of the orojuct. X atto jacluwes,

in the eas- of a renlacemmi witich \nuullhuten a
beiterment, the uifiercnce botween the cost of suech

¢ plac»r*n 18 the estimait-o cost of a roolaccucal
aquival bno to the -riginal,
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Up to the Closin, bate for Ubligations of Lev:lonuent Funds (zee
Chapier 130 ol tue ianual of FPoligy ant Prococurs) such improveients
or alteraticas sicll be chargud %o developrent; this account is to be
used caly for payments maue for such purrnses oul of managewent funus
after developnent cost accounts have been clossu.  tagagersat fnas way
n-t be useu for an auaition to tne size or scope of a roject, such as
ths censbtruction of awlitional dwelling units or of nou commcreial
facititizs.,

B. Instructions

Colws 1. List all itews of operating improverw.te riving ausquate
description ana justification.

Coluwsn 2. Incicate the cotal nost of the cusral lLip imdprovan2ai
axcent that where a repliseas.l is coc*um“lﬂ+¢d involving a bzticeriont,
the Giffcrence Dotaeen the 62t of sush rerlacswenl aac he estimted
cest of a i@DldP"ﬁhL squivelent to the OTJ}LLd*, indisate only cuch
d@iffersnce in Colurn 2. In the laibter case inGienic tho total cost of
repluciisnt anc tho smount 1o be chargsu e the raner Lok account,

C. Annual Budpet Fijurs. Linz 21, Columa 2,

7330 Replac. Property Leosscs - ircludes all costs in
cqnnnut;“n dlth 1 LOCer Yy Tosges Net cover s by insurance,
such ag revlacarent of sile immrovirents, siruct .res or
a44'vne,t a“'ax d or wesiroyad by fire, uLorne.o, eavib-
quaike, hailstora o oitber »urils., Bicludes minor wamages
or lessers resuliing from above wnich shonla b2 char:ac te
e o

Ao amovnis are *o be budieted Tur teis acesnnt af.ce snecial
merorandum recuests for funas sre “reparsd ant submitiow at such tines
as orepariy losstw, o5 deflinesu abuove, weeur,

7930 Rental to fPia - incluaes qll rentals pajab e by local
auths>ities Lo the P4, incloridn :oth I1-d and
b ]

adds vional vente,  Apylizs oul) Lo revjects lang i e
local hotsin authoritiag,

On Federallyeciunsd war heusing leasad Lo local hovsiog authoritics
'HmrelllnrrﬂmanJA\M8% th&i@t«;ﬂJ"QIQIVthM.tW?SGﬁLMtaaiwnvﬂ
to FPHA, On iudiviwal Pin nousing Division proj-cis " 2ased to locel
housing authoritiss, o> Net Cperating Iacome on the “ovs Fhila 845 aiter
deanction of Cperabilapy I »wveieets ase Poyments ia wien of Yawes r"prescnts

ISR

Vo
the estinated Lontal to PFHA.  Whore two or were ouch rojacts are leased,
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the computation of liental te FPiia shall be basea upon the combined
operacvions of such projects in accordance with the outline balow, The
Rantal 1o ¥PHA determined in this manner shall constitute the Fixec lent
to ba s2t forth in the Leasec Hanewal Agreenent.,

The outline preparsd in this manner snall be inclucsd in the
Bucget Nurrative and properly cross referenced in tn- "Lewarks' column
of the Torm PPis 546 for the project effected,

Cutline for Compvtacion of Rental to JPHA
Fils Housiig Divicsion

ing the Leace Renewal P=iicd
__,lm tO____

tlame of Local Authority

ot S e et < o 4 St s 0 ————- s . # Spms e Ao e e v

(a) Total Net Crerating Incom2 (Form FPRUA 843)

=

Tz
i ;
e et e e s e e o
T
b —— et e e mm

(b) Tetal of irens uwer (a)
(ixcess of ..av=riesn ovar Uneraling kxpenses) .

() Paymarts in ui-u of Tor.n = So= below
- . 3. DT -, Sepe. -~ &
(Cannuu enci 2 the ancwt oF Lot Eoudvaleats

(a) ental to Tl "

. cm———E ¢ ot g o e

CORPUTATION CF FE39TaThl Ialnl N3 1d LISE o TASTD

1 2 3 A 5 6

Project Total Sk Ltor 5. uf
o, Renial Utilitaies mext el ey Faywruts Fer
incoms (Col mdn 5 Leut Arreemsnt

190 £ 3200) (4.300) Colann 3)

I.i"-‘."’—— R aannadh IR B - -e e -e e aw = — w— - e= - - s - ——
Ei——-—t--- v . s e - - e = - @ ewm e .. e o= * s wve @
(e) Totals " . S s
(f) 1/6 of Llle LIxcess of lieveinves over the (pevating lurenses i .

* Compare tie three amounts anu Lhe proatest amonut shall be inseried on line
(c) above, If the ormaceat amount is in exeess of Tax Wanivalerts (full taxes),
the amount to be inserted in line (¢) shall equal Tax mguivalents,
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PAKT D. CENTRAL_PROJECT OFVICE BUDGET.

This part describes the method of setting forth supporting data
concerning the operating expenses of the {entral Project Office or the
Central Cffice of the Local Authority, (hereinafter called the Central
Office)., Separate supporting schedules are reguirzd to be submitted
concerning Central Office operations. Tuese schadules follow tae patiern
of schedules used for individual projects except that additional
schedules are requiraa showihg the proration of Centrzl Office expenses
to the projects under the jurisdiction of the Central Office. The separate
submission is intenved to permit the budget reviauer to chtain a complete
picture of the operation of the Centr:l Office and its relation to tne
individual projects,

Form FPHA 1273b contains sections i'or iccounts 4120, Central Office
Salaries (Supporting Schedale Tor Salaries); 4130, Legal, Fiscal anc Other
fees; 4150, Otier Central Office Zxpeuse; ana 4710, lisurance plus two
schedules on wnich prorations to the individual prcjecis are made. In
most cases all Central Officve exvenses can be shown on this single sheet,
Where the Central Office incurs =xpensas in other accounts, separate
submissions of the appropriate schedules anu supporiiug Gala will be
required,

SUPPOLTIHG SCHEDULE ¥OR SaLARIES - SECTIUN 5

A. Definiticn

4120 Gentral Office Salaries - includes the salaries of Central
Of fice perconnel engaged in work which is direcily traceable
to the managsrent of tlie project, ''here two or wove
projects are managed from a central office, Central Office
Salaries should be prorated con the hrasis «f the number of
accommodations, It does not include the salaries of
central maintenance staffs wiich are churgeable to
RE&R accounts,

4401  RE&PR Supervision = includes the salaries of all persons
engaged in the overall supervision of maintsunance activi-
ties and in the operation of a maintenance storsroom,

B. Instructions

Section 5 along with Ssetion 6 are used to set forth the total
Central Office nayroll and its distribution. All employe:s of the
Central Office, whether in account 4120, 4401, or other accounts are to
be listed in Section 5, Instructions for {illjng cut Section 5 are
essentially the same as those for Project Office Salaries descrived in
Part C except as follows:

397



Bulletin No., 35 HA
Chapter II - Instructions FPHA
Page 82 L=15=44,

1. Line 1. Enter the caption "CENTHAL CFi1CE EMFLOYEZS".

2. Column 1, Starting with Line 7, list together all Central Off'ice
employees charged to Account 4120, On the line below lie title of the
last Central Office employee, enter the word "Subtotal" in Colwm 1 anu

he account numbsr, 4120, in Column 7. (See Exhibit D)

3, On the second line aftsr the above "3Subtotal" enter the capticn
YRR SUPEnVISION," if any, -List under the caption emnloyees charge. to
Ri..«t Supervision, Instructions for iccount 4401 are founu in Part C.
Cn the line balow the title of the last 4401 employse enter tLie word
“Subtotal® in Column 1 and tie account number, 4401, in Column 7.

L+ ¥her: the Central Office hac a centrzl maiutenance staff on its
payroll or employess charged to accounts otier tnan 4120 or 4401, list
th2 employees in major {unclionc in accordance with the pastern Ge-
scribed in 3 above,

PRORA ITCH OF CEJIRAL OFFICE SALARIEC TC 1.DIVIDUAL P2CJ2C43 - SECTIOH 6

This section providec space for prorating tihe lentral Uffice va, roll
to each project under the jurisGiction of the Ceniral Cffice.

L. Instructions

Column 1. Fnter the number of each project under the jurisdiction
of th2 Cantral Uffice to which prorations are to be made,

Column 2, Enter th- type of accommodation,
Colun 3, Erter th: total numbsr of available units on cach preject.

Column 4. Enter the numbar of months the units are available for

oCCuUnRaNCy .

Cclumn 5. Enter ths total number of unit moaths, (Column 3 x Col. 4)
Thic total should correspond with the tot:l unit months shown on the
Forms 84S or 643%W for the respsctive vro,=cts.
p °10,

Column 6. Enter the percintage distribution factor for each project,

obtained by civiuing ths totzl nwmber of unit mealhs (Lin= 23, Column 5)
into eunch of ti. eatriec in Celum 5. (8ce Exhibit D).

Column '/, Enter the total amouni of the Central Office payroll on
Line 23. Inaiviaual line eniries Lor this column caanot be obtained until
all znories ars made in Columns 8 and 9, Enter in Colusn 7 the sum of

amounts in Columns & and 9,
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Column 8, Enter the total amount charged to Account 4120 on Line
23, Apply ly the percentage factor for each project to this amount and
enter in appropriate line,

Column 9, Enter the number of the account to which employees of the
Central Office are charged in the boxes at the top of the sub-columns,
Enter the total amount charged to each account in Line 23, The proration
to the specific projects should, in this instance, be based upon an
estimate of the proportionate amount of time to be spent by the employees
on each project. Where the amount of work to be done is relatively equal,
the percentage factor appearing in Column 6 should be applied to the total,
Such distribution is for estimating purposes only and in no case are
actual costs to be distributed in this manner, When actually working on
specific projects, the amount to be charged to such projects shall be
based upon the exact time spent.

B, Illustrative Exhibit,

Exhibit D illustrates a hypothetical example and does not represent
the staffing pattern of any particular Central Office now in operation,
The illustration is given to demonstrate the use of Section 6.
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EXHIBIT D i
] MANAGEMENT EXPENSE
SECTION 5: SUPPORTING SCHEDULE FOR SALARIES )
1 2 3 4 5 6 7
anNual | wo. NO. TOTAL DISTRIBUTION OF SALARY
TITLE GRADE SALARY | EMP, 3: SALARY [State Account Numbers to Which Salaries are Charged
1 CENTRAL OFFICE EMPLOYEES
2 Housing Manager caF-13 | 6228 1 12 €228
3 Asst. Hsg. Mgr. CAF-11 [ 4428 1 12 4428
4 Clerk Stano. CAF-4 2190 1 12 2190
5 Accountant CAFP-10 | 4128 1 12 4128
6 Acoount Clerk CAF-§ 2433 1 12 243)
7 Account Clerk CAF-4 2190 | 4 12 8760
8 Clerk Steno. CAF-3 1971 3 12 5913
9 Clk. Investigator | CAP-S 2433 1 12 2433 T
10 Clk. Investigator | CAP-3 1971 3 12 5913
11 Clk. Steno. CAP-2 1752 1 12 1752
12 Prjy.Ser. Adviser P-3 3828 1 12 3828
13 Clerk Steno. CAP-1 1971 1 12 1971
14 Subtotal 19 50,000 4120
15 R.M&R SUPERVISION )
16 Prj.Maint. Engr. P-4 4428 1 12 4428
17 Storrkeeper CAP-4 2190 1 12 2190
18 Maint, Superint, CcPC-10 | 3163 3 12 9489
19 Subtotal 5 16,110 4401
20 OPERATING AND MAINTENANCE EMPLOYEES
21 Gen.Maint, Aide CPC-6 2263 1 12 2263 4410
22 Laborer cPC-3 1620 9 12 14580 4520
23 Laborer oPC-2 1500 |10 12 15000 4410
24 Prin, Guard cPC-6 2263 1 12 2263 4510
25 Guard gPC-5 2044 5 12 10220 4510
26 Subtotal 26 44,7320
27
43
44
45 TOTAL PAY ROLL XXXX | xxxx |[so XX 110,430 XXXX -
SECTION 6: PRORATION OF CENTRAL OFFICE SALARIES TO INDIVIDUAL PROJECTS
1 2 3 4 5 é 7 8 9
PROJECT TK;B No. OF| NO.OF| UNIT |% DIST.Togégig;sz’ s:::;:Es OTHER SALARIES(Insert Acct. Nos.)
NUMBER ACCOM. UNITS MO. | MONTHS | PACTOR | po prosECT 2120 waor [2at0 | 4510 Ta520
1 78067 FOU 820 12 9840 25 27600 12,500 4030 | 4310 | 3120 | 3640
2 78068 FDU 412 8 | 3296 8 8840 4000 1290 | 1380 | 1000 |1170
3 78171-2 U 1400 12 16,800 | 42 4£,370 21000 6760 | 7250 | 5240 | 6120
4 78104-173 DOR 500 12 6000 15 16570 7500 2420 | 2590 1870 2190
5 78184 TRA 400 10 4000 10 11050 5000 1610 | 1730 1250 | 1460
6
21
22
23 TOTAL XX 3532 XXX 139,936 |1i00 110,430 50,000 ]16,110] 17260 12480 | 14580

* Rounded off for buidmatewry nurpnasc
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LEGAL, FISCAL A.L OTHZh SLES - SECTION §

Thiz section shall be ccmpleted where two or mcire projects are in-
cluded in a statutory project. Instructions for the completion of ihis
section are found in Part C. Where a local authority has under its
jurisdiction more than one statutory prcject, a separate Section ©
suould be used for each statutory project.

OTHER CENTRaL OFFICE HXPiu3E - SECTION 7

A, Definition

4150 Qther Central Office Expeises - includes all items other
than salaries invclved in lianagement Expense of the
Central Office incluaing rentals, which are directly
traceable to the management of the project., Vhere twe
or more projects are managed from a Central Cffice, the
expenses should be proratec on the basis of ohe number -
of accommodations,

Instructions for the completion of this section anu for Sec*icn 3,
Administrative Vehicle Expense, are found in Part C.

INSURANCE - SECTiON 10

Instructions for the completion of this section are found in Part C.

PRORATION OF LEGAL, FISCAL aiD OTHER I'EES (4130;): OTHER CENTRAL OFFICE
EXPENSES (4150): TUSURANCE (4710) - SECTION 11

This Section provides space for prorating expensss incurred by the
Central Office in Accounts 4130, 4150 anu 4710.

A, Instructions

Columns 1-G. Fill out exactly as in Section 6.

Column 7. Enter in Line 21 the total obtainea from Section 7, Line
22. Apply the percentage factor for each project to this amount and
enter in appropriate line,

Colurn 6, Enter in Line 21 the total obtained from Section 7, Line
23. Apply the percentage factor for each project to this amount and
enter in appropriate line. This same percentage does nzt apply where
any dormitory projects are involvad, In such case, recalculate nercentage
for application to this column only on the basis of uividing the number
of unit months for dormitories by four but including the full count {or
other accommodations (See Section 4166:1 of Mamal of Policy and
Procedure),
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Column 9. Enter in Line 21 the totul cbtainsd rfrom Section 7, Line
24, 'This coluin anplies to FPHA-aided nrojects only. ‘here any
Federally~oined projescts are includeu in the percentags factors shown
in Column 6, other perceatage factors insert the calculated to incluue
FPHA-aided projects only and such revised factors applied to tie total
in Line 21, anu distributed to the approvriate projects, Note: The
swa of ilhe amounts in Columns 8 and 9, Linas 21 should not exceed the
limitations set forth in Section 4166:) of the ianual.

Column_10., Enter the sum of the amounts in Cclumns 7, 8 and 9,

Colwmn 11, Enter in Line 21 the total obtained from Section 9,
Line 10, Prorate this amount to the projects incluasd in the statutory
project on the basis of number of units, If more than one statutory
project is involved, maks similar computations for each groun anu enter
in appropriate lines,

Column 12, Enter in Line 21 the total cbtzined from Section 9,
Line 15, Apply the percentage facter ir each project shown in Column 6
to this amount and enter in appropriatie liine,

Column 13, Enter the sum of the amounts in Columns 11 and 12,

Column 14. Enter in Line 21 the total obtauinea from Section 10,
Line 13, Aprly tne percentage factor for each project shcwn in Column 6

to tuis amount and enter in apprepriate line.

ADDIPIONAL ROITICy Cr EXPEWSES iiLaTIdi, TO CENTRLL_CIFICE OPERATIONHS

The prorations of Central Office Salaries and cther Central Office
Expenses (4150) are provised {'»r in Sections 6 aand 11, The Cantral
Office may incur adaitional expenses; however, which nead to be prorated
to each ol tze projects., Vhere such is the case tha appronriate
separate supportling sections are required, For example, as saown in
Bxhibit D, Section G, the total amounts appearing in Column ¢, Line 23
must be supportec by the appronrinte 3sciica 23, 24, 45 and 45 covering
salaries, UYhere material is also inctudec in ih2 Central Uffice
operations and sheown in the supporiing so-tionz, -rorute combined total
of materials, and salariss on basis .f insiructicons Yor erovaration of
Sectiou 6.

ENTERIJG 4HE PROULATED OCST3 (M INDIVILDUAL FLGJACT *UDGET DOCU:b: TS

Bach project shall receive from tiwe Central Office a listing of
the proraled costs churgzable to each account, The rroratea custs for

Ceniral Office Snlaries (4129) and Gteer Contrsl Ctfice Exnense (4150)

shall be euaterac on Forin FPHa 848 or 840W, 411 utier urorated costs shall
be entered in ine arprcrriate sections of Form FPHA 1273,
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Within each of the sections supnorting accounts in the 4470 and
4500 catepories, spaceis left cu waich the vroraled costs from the
Central Oifice shall be entered quarterly ana annually. The entry
in the total column shculé ineclude both labor and material; taat is
the total amount prorated to that account., The quarterly entries
should bs taken from the listing furniched by the “entral Office,
Where the quarterly breakaowns are not furnished, the total Central
Office proration should be divided equally among the four quarters,
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PART P, BUDGST MARBATIVE

The Operating Budget, Form FFnh 848 or 848% ard the Supporting
Schedule Form FPPA 1273 saoculd be supplemented by a Budzet Warrative for
(1) the project and (2) the central office, It should contain Jjustirica-
tions for ond information on estimates which need further explanation
which cannot te included on the Supporting Schedvule, The following are
examples of what miznt be included and explained: (1) Substantial in-
creases or decreases in operating income or expense by accounts; (2)
substantial increxses in pursonnel requirements due to reasons other than
obviously increased workload; (3) costs of labor, material, supplies and
expendable equipment for the operation and RM&R of project owned and
operated water and/or electricity plants; (4) sundry utilities; (5)
services tlurough contract, etc. The Budget Narrative should be clearly
and concisely written and should be properly cross-referenced, wherever
possible, to the account and section in the Supporting Schedulgq.

For all initial budgets, it is recommended that 3heet 1 of Form
FPHA 501, "Allotment of Developuent Funds," which descrines the project,
be attached to the Budget Nairrative. If the description of the project
has substantially changed from previous submissicus, chauges spoulg be
noted in the Farrative. The description nezd not ve included with each

submission of the Operating Buaget Documents unless the regional director
so0 indicates.

PART G. PzRSONNEL ORGANIZATION CHART

1, The housing manager shall prepare for each project a personnel
organization chart on a position basis snowing the title, grade, salary,
number of employees and line of autnority,

This should be idenvified at the top by the name and number of the
project, Boxes should be drawn indicating the units or groups of employees
into which the project persounel are organized ::nd rclaited to show lines
of authority, (35ee Zxhivit F) In these boxes under the name of the organi-
zation units, the number of employees, the position titlcs, classification
grades, if any, and salaries snould be listed. UnTilled positions should
be indicated by an asterisk (*).

2. The central office shall prepare a similor personnel organiza-

tion chart for its own ceuntral office employees and, in addition, showing
its relationship to individual projects.
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FERSONNZEL ORGANIZATION ChART FCOR YHLR _
Name

rroject jumber
Date Prepsered

i Housing ¥anager, C4F-0, 30CCO

Clerr, CA®-0, 3$00CO

i‘ i |

dccountant, CA¥-0, 3C700 Maintenance Supt., CFC-0, 20000Q Project Services idviser,
P-0, $C000
hecount Clk., CA¥-0, 30000 [Clerk, CAF-0, $0000 . Clerk, CAF-0, $0000
| ‘ |
| | .
\ Gerdener, CPC-0, $0000 3 Firemen, CPC-0, $0COG

| Su»rds, CPC-0
Gardeners, CPC-C, $S0C00 Laborer, CPFC-0, 4000C

eint, Aide, CF0-0, $000C l |

Heint., Aides, CPC-0, 300

- 2 Laborers, CFC-0, $0000
Janitor, CFC-0, 30000 :
2 Laborers, CPC-0, 3$0000
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SUMMARY OF STEPS IN PKEPARATION OF
PROJECT OPERATING BUDGET DOCUMENTS

1, Read, assemble and/or review FPHA budgeting#requipemegﬁ§. :
(a) This Bulletin, (b) Circulars, (c) Manual releases, (d) Forms FPHA
848 and 848W, (e) Form FPHA 1273, ete,

2. Review last year's work plan. Note last year's goals. Evaluate
last year's plans and achievements., Hote unfinished work,

3. Collect pertinent information. (a) Sources: filese project
personnel, central project office, etc.; (b) Nature of materials: reports
and futurs plans from key project mersonnel; precrations from cen?ral
project office, Operating Statements, Form FPHa 621 or 621W; Estlmgte of
Average Anrual Income and Expense Form FPHA 853; this year's man-hour
totals; raports of estimates of future conditions in the locality; WPB
requirements, and WMC requirements.,

4. Compute "Actual - Same Period Last Year." (a) from Forms FPHA
621 or 62IW, Actual Columns, for four quarters prior to the current quarter;
(b) enter in FPHA 848 or 848W, Column 3. This should be the actual
for one complete year of operation.

5. Compute "PUK" on "Actual - Same Period Last Year." (a) divide
figures computed in Step 4 by number of unit months for last year; and (b)
enter in FPHA 846 or 848W, Column ‘4.

6. Estimate Operating Income. (a) fill in Supporting Schedule,
Form FPHA 1273, Sections 1 to'Z; (b) make notes for Budget Narrat}ve; and
(c) compare estimates with "Actual - Same Period Last Year" and with
Average Annual figures,

7. Estimate Operating Expvense. (a) fill in Suppogting.Schedgle,
Form FPHA 1273, Sections 5 to 63; (b) make notes for Budget ﬂarra?lve, and
(c) compare estimates with "Actual - Same Period Last Year® and_w1th
Average Annual figures,

8, Plan Personnel Organization, Frepare organization chaft.

9. Complete entries in Operating Budget, Form FPHA 848 or 848W. (a)
fill in headings; (b) enter totals from Schedules; (c) compute FUii; (d) com-
pare estimates with "Actual - Same Period Last Year" and with Average
Annual figures,

10, Prepare Buaget Conversion Schedule, See instructions Part E.

11, Write Budget Narrative.

12, Prepare for submission according to ilanual of Policy and
Procedure and this Bulletin,

397



Bulletin No. 35 NHA

Chapter III - Appendix B FPHA R
Page 100 L=15=44,
REFERENCE_SHEET ' .
Posting from Form FPHA 1273 to Form FFHi 848 or_ 848V ’
Acct,

No. Classification Reference Annual Quarterly
3100 1, Dwelling Rent Schedule Sec. 1, Line 25 Col, 8 (1)
3200 2, Dwelling Vacancy Loss Sec. 1, Line 25 Col, 13 (1)

3. Dwalling Rent Inccme 3100 minus 3200 (1)
3300 4. Non-Dwelling Kent
Schedule Sec. 2, Line 10 Col, 8 (1)
3400 5, Non-Dwelling Vacancy '
Loss - Sec, 2, Line 10 Col, 13 (1)
6. Non-Dwelling Rent .
Income 3390 minus 3400 (1)
3500 7. Furniture Rentals (2) Sec, 3, Line 16 Col, 6 (1)
3900 8, Other Incoms Sec, 4, Line 16 Col. 4 (1)
9, TOTAL GPLRATING INCOME Add Nos. 3,6,7,6  (4)
4110 10, Project Office Salaries Sec. 5 Cel, 6 (1)
4120 11, Central Office Salaries Central Office (3) (1)
4130 12, Legal, Fiscal and Other
Fees Sec. 9, Line 17 (3) Col. 4 (1)
4140 13, Other Project Office
Expense Sec., 7, Line 25 Col. 2 (1)
4150 14, Other Central Office
Expehse Cantral Office (3) (3) (1)
15, TOTAL WGHT. EXPENSE " Add Nos. 10,11,
12,13 and 14 (1)
4210 16, Janitorial Sec., 12, Line 17 Col. 6 (1)
4220 17, Exterminating Sesc, 14, Line 5 Col. 6 (1)
4230 18, Vatchnen Sec, 16, Line 9 Col, 6 (1)
19, TOTAL CPERATIH Aad Nos,. 16, |
SERVICES 17 and 18 (4)
4310 20, Viater Sec, 17, Line & Col, 18 Cols. 5,9,
‘ 13, 17
4320 21. Electricity Sec, 18, Line 7 Col, 18 Cols. 5,9,
13, 17 i
4330 22, Gas Sec, 19, Line 7 Col. 18 Cols. 5,9,
13, 17
4340 23, Heating Sec., 29, Line 19 Col., 13 Cols. 5,9,
J13, 17
4390 24 Sundry Utilities Sec., 22, Line 6 Col, 6
25, T0TAL UTILITIES Add Nos, 20, 21,
22, 23 and 24 (%)

(1) Divide annual by 4, unless otier data available.

(2) Applicable to federally-owned war housing.

(3) If project is one of many operated by local authority or office of
housing manager, obtain from Central Office.

(4) Add quarterly amounts,




FPHA

4=15=4d

Acct,

No,

4401
4410
4420
4430

4450

4460

4481
4482
4483

4490

4510
4520
4530
4540

4610
4620
4630

4710
4720
4730
4740
4810
4820
4900

26,
_7,
28,
29.
30.
31,
32,
33.
3be
35,

36.
37.

38.
39.
40,
41,
42,

43,
Lbyo
454
46,

47,
48,
49,
50,
51,
52,
53,
54

Glassification
RM.R Supervision
Grounds

Structures

Painting & Decorating
Plumbing & Gas System
Electrical System
Heating System

Ranges

Refrigerators

Dwelling Furniture &
Furnishings

Other Equipment

TOTAL RM&R

Public Safety
Streets & Roads

Sanitation & WVaste
Removal

Health, Education &
Reereation

TOTAL PUBLIC SERVICES

Maid Service

Linen Service

Housekeeping Sunplies

TOTAL HOUSEKZEPING
SERVICES

Insurance

Land Rental

Sundry Interest

Sundry Taxes

Reserved for REE&R

Reserved for V&CL

Collection Loss

TOTAL OPERATING
ELPENSE - FPHA 848

51,52 and 53

(1) If project is one of many operated by local authority or office of
housing manager, obtain frem Central Office,
(2) Add quarterly amounts,
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Reference Annual Quarterly
Sec, 23, Line 12 Col. 10 Cols. 5,6,
7y 6
Sec, 24, Line 20 Col, 10 Colz. 354,
55
Sec., 27, Line 20 Col., 10 Colz. 3,4,
3y
Sec., 28, Line 16 Col, 12 Colz.'B,A,
29
Sec, 30, Line 14 Col, 10 Colz. 394y
s,
Sec, 33, Line 16  Col, 10 Colz. 3,4,
. 5,
Sec., 34, Line 15 Col, 10 Colz. 3,4,
5
Sec. 36, Line 11  Col. 6 (2)
Sec. 39, Line 11 Col, 6 (1)
See, 40, Line 8 Col, 6 (1)
Sec, 42, Line 16 Col, 6 (1)
Add Nos. 26
thru 36 (2)
Sec, 45, Line 20 Col,., 10 Colz. 354,
3y
Sec. 48, Line 16 Col, 10 Colz. 3,4,
5y
Sec. 49, Line 15 Col, 10 Cols. 3,4,
5, 6
Sec. 52, Line 16 Col, 10 Cols. 3,4,
5, 6
Add MNos. 38, (2)
39, 40, 41
Seco 53, Line 15 COl. 6 (1)
Sec, 54, Line 15 Col, 7 (1)
Sec., 55, Line 7 (1)
Add Nos. 43,
L4, and 45 (2)
Sec, 10, Line 13 Col, 5 (1)
Sec, 56, Line 7 (1)
Sec, 57, Line 6 (1)
Sec. 58, Line 6 (1)
Sz2¢. 59, Line 5 (1)
Sec, 60, Line 4 or 6 1)
Sec. 61, Line 9 Col. 4 (1)
37542,47,49,50,
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Acct,
No.

6100

7200

55.

56,
57,

58.

59.

60.
61,

H K
und _ FPHA N
v A L5 4=15=44 ' )
RTTREL ‘
Classificaticn Reference <+ ™ Annual - Quarterly
Total Operating txpense - Add Nos, 15,19,25, (1)
FPHA 848W before 37,42,46,47,
Collection Loss 43 and 50
TOTaL OPERATING EXPENSE Aud Nos.' 55
FPHa 848! plus 53 1)
Net Opcrating Income :
before PILOT
a, FPHA 848 No. 9 minus 54 (2) 4
b. FPHA 8481 No. 9 minus 56 (2) :
Payments in Lieu of \
Taxes Sec, 62, Line 9 Col, 3 (2)
NET OPERATIHG InCOME-
FPHA 848W No. 57 minus 58 (2)
Operating Improvements Sec, 63, Line 23 Col, 2 (2)
NET RETURN FPHA 848% No. 59 minus 60,
61 and 62 (2)

(1) Add Quarterly amounts,
(2) Divide anmmal by 4 unless othcr data is available,
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