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STMENT

fﬂﬂﬂgﬂﬂﬂ %, U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
2l Office of Housing

Doty Office of Public and Indian Housing
BACKGROUND

HOTMA was signed into law on July 29, 2016 (Public Law 114-201, 130 Stat. 782). The HOTMA
statute consists of 14 sections of law that affect the Public Housing and Section 8 rental assistance
programs. On September 17, 2019, HUD issued a proposed rule to update its regulations according to
HOTMA's statutory mandate. The proposed rule may be found at 84 FR 48820 (September 17, 2019).

Sections 102 and 104 of HOTMA make sweeping changes to the United States Housing Act of 1937
(1937 Act), particularly those affecting income calculations and reviews. Section 102 changes
requirements related to income reviews for Public Housing and Section 8 programs. Section 104 sets
maximum asset limits for Public Housing and Section 8 applicants and participants.

EFFECTIVE DATE, COMPLIANCE , AND UPDATES TO PHA/MFE{ J WNER POLICIES

The final rule’s effective date is January 1, 2024. HUD recog’ ..ze » however, that HOTMA includes
significant program and systems changes and that PHAs/MFH Ow. »rs and families need time to
understand the changes and implement them. HUD ux’ .erstands that e system development timeframes
for the Housing Information Portal (HIP) and Tenan* <ental ~issistance Certification System (TRACS)
make full implementation and compliance with the firi *\,ri* - 'by the January 1, 2024, deadline unlikely.
Additionally, because these HOTMA changes apply to & surrent participants and new admissions,
implementation of the HOTMA final rule cani_»cyachieve himmediately on a universal basis but rather

is an ongoing process that will happen over tl » cour _»f.a year as routine program activities occur.

Compliance Date and Requirs. . tions' or MFH Owners (Office of Multifamily
Housing)
By May 31, 2024

* By May 31, 2024 < .~ wner must update their Tenant Selection Plans and EIV policies and
procedures to 14 .ect HOTi \ rule »and discretionary policies.

. MFH Owners 1 st make t° 2 revised Tenant Selection Plan publicly available.

Note: MFH Owners mus. =0 aue to follow their existing Tenant Selection Plans and EIV
policies & procedures until'=ve MFH Owner’s software is compliant with TRACS 203A.

By January 1, 2025:
Full compliance with the HOTMA final rule is mandatory effective January 1, 2025.

PCHA Paolicy

The PCHA will implement HOTMA regulations effective January 1, 2025 (or any later
compliance date issued by HUD).

Disclaimer:

The information contained in this document is sourced from HUD Notice H 2023-10. While every effort

has been made to ensure accuracy, this document is not an official publication of HUD (U.S. Department of
Housing and Urban Development). Readers are advised to refer to the original notice or consult with HUD
directly for authoritative guidance.
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I ntroduction
ABOUT THE TENANT SELECTION PLAN (TSP)
OVERVIEW

The objective of the Tenant Selection Plan is to consolidate relevant policies and procedures
affecting the selection of tenants for subsidized units.

The Plan is designed to promote fairness and uniformity in the selection of tenants for subsidized
units, and to promote efficiency in the application process for subsidized units.

RIGHT TO APPLY AND REFERRALSFROM PUBLIC HOUSING AUTHORITIES

No person may be refused the right to apply for housing ¢ .ess the Development’s waiting list is
closed for a particular unit size or type, and notice of th« i zed waiting list, with Pinellas
County Housing Authority’s (PCHA) phone number, TDD nur. »er, fax number and email
address, has been posted in a prominent, access! .e location.

REFERENCESCITED IN THE TSP

Authority for the PCHA policies is derived,from mar: sources. Primary among these sources are
regulations and guidance issued by HULC S« law aic » directs PCHA policy. State law must be
followed where such law exists and does i ot ca 1 wvith federal regulations. In the absence of
legal requirements or HUD guidaz®mindus  practice may lead to PCHA policy.

HUD

HUD provides the primary sou. 24 . PCh~ policy through federal regulations, HUD notices,
and handbooks. Comp! wwithi =deral regulations, current HUD notices, and HUD handbooks
is mandatory.

Content contained oi the HUD | ebsite can provide further clarification of HUD policies. For
example, FAQs on the. 'JD w¢ ssite can provide direction on the application of federal
regulations to a specific pc ¢ n.

State Law

Where there is no mandatory federal guidance, PCHA must comply with state law, if it exists.
Where state law is more restrictive than federal law, but does not conflict with it, PCHA should
follow the state law.

Industry Practice

Where no law or HUD authority exists on a particular subject, industry practice may support
PCHA policy. An industry practice is a way of doing things that is followed by most Multifamily
properties.

Resources and Whereto Find Them

Following is a list of resources helpful to the PCHA or referenced in the TSP, and the online
location of each.

© Copyright 2024 Nan McKay & Associates, Inc. Intro-i Tenant Selection Plan 2/1/24
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Document and L ocation

The HUD website is http://portal.hud.gov/hudportal/HUD

Guidebooks, handbooks, and other HUD resources may be found at the HUDClips
website:
http://portal.hud.gov/hudportal/HUD?src=/programiagf/administration/hudclips

Code of Federal Regulations
http://www.ecfr.gov

Federal Register
http://www.gpo.gov/fdsys/search/getfrtoc.action

HUD Handbook 4350.3, REV-1, Occupancy Requireme s of Subsidized Multifamil
Housing Programs

http://portal.hud.gov/hudportal/HUD?src=/programé.&6/a ministration/hudclips/hand
books/hsgh/4350.3

Housing (H) Notices
http://portal.hud.gov/hudportal/HUD?src=/pro. 34 .iaed§/administration/hudclips/notid

es/hsg

Multifamily HOTMA resources page
https://www.hud.gov/program offices/h usig/miii/hatm

HOTMA Final Rule
https://www.federalregistC \gov/d{ ~wment ,2023/020243-01617/housing-opportunity
through-modernization-act-¢ %7, 16-impiementation-of-sections-102-103-and-
104?utm_campaigrf .. heripe +mailing+list&utm_source=federalregister.gov&utin_m
edium=email

HOTMA Impleme: ation Not e, H 2023-10
https://www.hud.gov: “ites/4 les/OCHCO/documents2@Z pihn.pdf

RAD Notice Revision 4 (d 2019-09/PIH 2019-23)
https://www.hud.gov/sites/dfiles/Housing/document@®1.9-09-PIH-2019-
23 RAD Notice%20Rev4 20190905

RAD Supplemental Notice 4b
https://www.hud.gov/sites/dfiles/Housing/documenfdiFSupplementalNotice4B%20 F

NAL.pdf

RAD Quick Reference Guide for to Multifamily Housing Requirements (11/23)
https://www.radresource.net/output.cfm?id=pbraquigk® campaign=PIH%20Alerts&u
tm_medium=email& hsmi=282086431& hsenc=p2ANqtz--

9yzAmMA JkwnVjUy2tZ73vCe60Tiylapl9Hf7QZzIz9kg43zrEj0Xc6D-4chV-
epQly3 AMS8H|IReOREQIMCDHZyShzA&utm_content=282086431&utm_source=hs e
mail

<
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RAD Welcome Guide for New Awardees: RAD 1st Component (3/15)
http://portal.hud.gov/hudportal/documents/huddocRIB WelcomeGui 1stComp.pdi

RAD FAQs
http://www.radresource.net/search.cfm

VAWA Resources
https://www.hud.gov/vawa

Joint Statement of the Department of Housing and Urban Development and the
Department of Justice, issued May 17, 2004
https://www.justice.gov/sites/default/files/crt/leyd2010/12/14/joint_statement_ra.pdf
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Chapter 1
NONDISCRIMINATION

1-A. OVERVIEW

Federal laws require O/As to treat all applicants and tenant families equally, providing the same
quality of service, regardless of family characteristics and background. Federal law prohibits
discrimination in housing on the basis of race, color, religion, sex, national origin, age, familial
status, and disability. In addition, HUD regulations provide for additional protections regarding
sexual orientation, gender identity, and marital status. The O/A will comply fully with all federal,
state, and local nondiscrimination laws, and with rules and regulations governing fair housing
and equal opportunity in housing and employment, including:

» Title VI of the Civil Rights Act of 1964

» Title VIII of the Civil Rights Act of 1968 (as amendes 4, the Community Development Act
of 1974 and the Fair Housing Amendments Act of 1988)

* Executive Order 11063
* Section 504 of the Rehabilitation Act of 1975
* The Age Discrimination Act of 1975

» Title Il of the Americans with Disabilitic : AcL »the extent that it applies, otherwise Section
504 and the Fair Housing Amendments 4. ern)

* The Equal Access to Housi g in F JD Prc trams Regardless of Sexual Orientation or Gender
Identity Final Rule, publis: 2d in t* »“aderui Register February 3, 2012

* The Violence against!*ameir. ‘ct (VAWA)

* Any applicable st e laws ¢ loca. srdinances and any legislation protecting individual rights
of tenants, applic ats, or sta that may subsequently be enacted

When more than one civ yright "law applies to a situation, the laws will be read and applied
together.
PCHA Policy
The following state and local nondiscrimination laws or ordinances apply:
* Florida Statue Title XLIV Civil Rights/Chapter 760 Discrimination in the

Treatment of Persons; Minority Representation/ Part Il Fair Housing Act/
Sections 760.20 — 760.3*

* Pinellas County, Florida -Code of Ordinances/ Chapter 70 Human
Relations/Article 1l. Discrimination

» Department of Justice/ Americans with Disabilities Act Title 11l Regulations/ 28
CFR Part 36
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1-B. NONDISCRIMINATION

Federal regulations prohibit discrimination against certain protected classes and other groups of
people. State and local requirements, as well as O/A policies, can prohibit discrimination against
additional classes of people.

The O/A shall not discriminate because of race, color, sex, religion, familial status, age,
disability, or national origin (called “protected classes”).

Familial status includes children under the age of 18 living with parents or legal custodians,
pregnant women, and people securing custody of children under the age of 18.

The O/A will not discriminate on the basis of marital status, gender identity, or sexual orientation
[FR Notice 02/03/12; Executive Order 13988].

PCHA Policy
The PCHA does not identify any additional protect’ 1 classes.

The O/A will not use any of these factors to:

* Deny to any family the opportunity to apply i 3.ho .ing, nor deny to any qualified applicant
the opportunity to participate in the program

* Subject anyone to segregation or disj Ara ptteatme it

* Restrict anyone’s access to any benefit 2pi.yed Ly others in connection with the housing
program

» Treat a person differently{ 1 deter tining e gibility or other requirements for admission

» Steer an applicant or.tenant'c vard or away from a particular area based on any of these
factors

* Deny anyone ac »ss to the . ame level of services

» Discriminate agains. »omes e because they are related to or associated with a member of a
protected class

* Publish or cause to be published an advertisement or notice indicating the availability of
housing that prefers or excludes persons who are members of a protected class
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1-C. POLICIESRELATED TO PERSONSWITH DISABILITIES

The O/A must ensure that persons with disabilities have full access to the O/A’s programs and
services. This responsibility begins with the first inquiry of an interested family and continues
through every programmatic area of the PBRA program [24 CFR Part 8].

PCHA Policy

The PCHA will ask all applicants and resident families if they require any type of
accommodations, in writing, on the intake application, reexamination documents, and
notices of adverse action by the PCHA, by including the following language:

“If you or anyone in your family is a person with disabilities, and you require a
specific accommodation in order to fully utilize our programs and services, please
contact the PCHA.”

A specific position and phone number will be provic'.d as the contact person for requests
for accommodation for persons with disabilities.

1-D. REASONABLE ACCOMODATION

A reasonable accommodation is a change, excep! in, or4 jjustment to a policy, practice, or

service that may be necessary for a person with '« 4 ability to have an equal opportunity to use
and enjoy a dwelling, including public and.common" =e spaces. Since policies and services may
have a different effect on persons with dii au..7as thar. »n other persons, treating persons with
disabilities exactly the same as others will. :om# .. pdeny them an equal opportunity to use and
enjoy a dwelling [Joint Statementa*he De, « tments of HUD and Justice: Reasonable
Accommodations under the Fai Hous g Ac

1-E. REQUEST FOR AN ACC MM ODATON

If an applicant or partia’ saiic adica s that an exception, change, or adjustment to a rule, policy,
practice, or service/ needed  ‘cauc: of a disability, HUD requires that the O/A treat the
information as a reqc st for a re sonable accommodation, even if no formal request is made
[Joint Statement of the" =epartr 2nts of HUD and Justice: Reasonable Accommodations under
the Fair Housing Act].

The family must explain what type of accommodation is needed to provide the person with the
disability full access to the O/A’s programs and services.

If the need for the accommodation is not readily apparent or known to the O/A, the family must
explain the relationship between the requested accommodation and the disability.

PCHA Policy

The PCHA will encourage the family to make its request in writing using a reasonable
accommodation request form. However, the PCHA will consider the accommodation any
time the family indicates that an accommodation is needed whether or not a formal
written request is submitted. An oral request for a reasonable accommodation made by
the family to the PCHA will be accepted initially to start the interactive process.
Additional information may be requested depending upon the nature of the request.
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1-F. VERIFICATION OF DISABILITY

The regulatory civil rights definition for persongtivdisabilities can be found at 24 CFR Parts
8.3 and 100.201. The definition of a person with a disabilfoy the purpose of obtaining a
reasonable accommodation is much broader than the HUD definition of disabiigh is used
for waiting list preferences and income allowances.

Before providing an accommodation, the O/A must determine that the person meets the
definition of a person with a disability, and that the accommodation will enhance the family’s
access to the O/A’s programs and services.

If a person’s disability is obvious or otherwise known to the O/A, and if the need for the
requested accommodation is also readily apparent or known, no further verification will be
required [Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations
under the Fair Housing Act].

If a family indicates that an accommodation is required f&© 3 disability that is not obvious or
otherwise known to the O/A, the O/A must vetiiat the i 2rsoi meets the definition of a person
with a disability, and that the limitations imposed by ne disabii. «require the requested
accommodation.

» Third-party verification must be obtained frori an< dividual identified by the family who is
competent to make the determination, A doctor - other medical professional, a peer support
group, a non-medical service agency, L. mrteliable’ hird party who is in a position to know
about the individual’s disability may pr. vide - “cation of a disability [Joint Statement of
the Departments of HUD and J:stice: R \a.onable Accommodations under the Fair Housing
Act].

* The O/A must request ori._infors® »wathz is necessary to evaluate the disability-related
need for the accommodatior ™ ne O/A may not inquire about the nature or extent of any
disability.

* Medical records ll not be ¢ cepted or retained in the participant file.
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1-G. APPROVAL/DENIAL OF A REQUESTED ACCOMMODATION [Joint Statement
of the Departments of HUD and Justice: Reasonable Accommodations under the Fair
Housing Act]

The O/A must approve a request for an accommodation if the following three conditions are met:
* The request was made by or on behalf of a person with a disability.
* There is a disability-related need for the accommodation.

* The requested accommodation is reasonable, meaning it would not impose an undue
financial and administrative burden on the O/A, or fundamentally alter the nature of the
O/A’s operations.

Requests for accommodations must be assessed on a case-by-case basis. The determination of
undue financial and administrative burden must be made op¢x case-by-case basis involving
various factors, such as the overall size of the O/A’s prog: .m with respect to the number of
employees, type of facilities and size of budget, type off,pc ation including composition and
structure of workforce, the nature and cost of the reaiiested a 2ommodation, and the availability
of alternative accommodations that would effectiv(.y meet the tc »ily’s disability-related needs.

Before making a determination whether to appi. e th« iequest, the O/A may enter into
discussion and negotiation with the family, reques .ore information from the family, or may
require the family to sign a consent form¢ma.that the " A may verify the need for the requested
accommodation.

PCHA Policy

After a request for an ag..omm; datior. s presented, the PCHA will respond, in writing,
within 10 business da; »

If the PCHA denies.2.reqe. st for an accommodation because there is no relationship, or
nexus, found h¢ . weer 2e ai nability and the requested accommodation, the notice will
inform the fal uly of the r._ht to appeal the PCHA'’s decision.

If the PCHA dei »s a reg .est for an accommodation because it is not reasonable (it
would impose an v difinancial and administrative burden or fundamentally alter the
nature of the PCHA’s operations), the PCHA will discuss with the family whether an
alternative accommodation could effectively address the family’s disability-related needs
without a fundamental alteration to the multifamily program and without imposing an
undue financial and administrative burden.

If the PCHA believes that the family has failed to identify a reasonable alternative
accommodation after interactive discussion and negotiation, the PCHA will notify the
family, in writing, of its determination within 10 business days from the date of the most
recent discussion or communication with the family. The notice will inform the family of
the right to appeal the PCHA'’s decision.
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1-H. PROGRAM ACCESSIBILITY FOR PERSONSWITH HEARING OR VISION
IMPAIRMENTS[24 CFR 8.6]

HUD regulations require the O/A to take reasonable steps to ensure that persons with disabilities
related to hearing and vision have reasonable access to the O/A’s programs and services
[24 CFR 8.6].

PCHA Policy

At the initial point of contact with each applicant, the PCHA shall inform all applicants
of alternative forms of communication that can be used other than plain
language paperwork.

To meet the needs of persons with hearing impairments, TTD/TTY (text telephone
display / teletype) communication will be available.

To meet the needs of persons with vision impairmec s, large-print and audio versions of
key program documents will be made available » .G request. When visual aids are used
in public meetings or presentations, or in meetirigs wit. "°CHA staff, one-on-one
assistance will be provided upon request.

Additional examples of alternative formg f com® «unication are sign language
interpretation; having material explained o: "¢ oy staff; or having a third party
representative (a friend, relative omadvocate, »amed by the applicant) to receive, interpret
and explain housing materials anc Ye . asent a. all meetings.
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Chapter 2
THE APPLICATION PROCESS

2-A. USE OF ELECTRONIC SIGNATURES [Notice H 2020-04]

HUD allows but does not require O/As to use electronic signatures (e-signatures) in compliance
with Notice H 2020-04 and federal, state, and local laws. Owners adopting policies on the use of
electronic signatures must provide applicants and tenants the option use “wet” signatures (i.e.,
original signatures) and paper documents upon request.

PCHA Policy

The PCHA will accept and use electronic signatures (e-signatures) during the application
process, the leasing process, and the annual and intesim recertification process, as
described in this section and in compliance with No* e H 2020-04 and any applicable
federal, state, and local laws.

In lieu of electronic signatures, tenants have e optiori a2 sign any required documents or
forms on paper with a “wet” signature if tha’ so request.

References to original signatures throug: »ut th'5 policy may be interpreted and
implemented through electronic means.

PCHA will ensure appropriate dat. sciwrity for' ath the record being signed and the
signature.

Acceptable methods of ela’_. " »ic sig ature include:

- Documents signed<.i1 PCH/ 's softv. xre known as Yardi
- Adigitized image of ¢ a¢.ndwritten signature

- Adigital sief ature’ »g., . obe DocuSign)

2-B. TRANSMISSIOi QF FORI S, NOTICES, AND DOCUMENTS [Notice H 2020-04]

HUD allows but does nov =2 e O/As to communicate electronically with applicants and
tenants and/or provide docc.nents and notices electronically when state and local law permits
and in accordance with Notice H 2020-04.

If the O/A chooses to use electronic communication procedures, applicants and tenants may also
choose to communicate electronically with the O/A provided their choice is made
affirmatively—not assumed with an opt-out procedure. The O/A may designate specific methods
as acceptable for electronic transmissions from applicants and tenants.

When state and local law permits, the O/A may also provide documents and notices
electronically or make such documents available in electronic format. However, when HUD
regulations or notices or state or local law require notices to tenants be sent by first class mail,
delivered directly to tenants or their units, or be posted in public spaces, electronic
communication does not satisfy this requirement.

Applicants and tenants must have the opportunity to provide their information and documents in
paper copy and to receive documents in paper form, including both before they have provided
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any information or documents electronically or after they have done so and wish to discontinue
doing so. If an O/A chooses to provide documents electronically, the O/A should inform
applicants or tenants of their option to receive such documents in paper form.

PCHA Policy

In compliance with federal, state, and local laws and HUD regulations, the PCHA will
securely, electronically transmit HUD-approved and required documents when feasible
throughout the application, move-in, and annual and interim recertification process.
Tenant and applicants may request paper copies of such documents and may provide
information in paper form at any time.

The PCHA will inform applicants of their ability to communicate electronically with the
PCHA and/or receive paper copies of documents via the application.

The following methods are acceptable for electronic submission of documents:

- Applicants or tenants may complete docums’ .ts online or by hand and then scan
them to the owner.

- Applicants or tenants may submit infe® nation anc slocuments using online
systems, portals, tablet or smartph« e apps, email, >r other electronic media.

When a tenant is provided a notice in pap . fetn, the PCHA will scan and store an
electronic file of the tenant notification in the. 2nant’s file.

When transmitting documents elec ror..ally, inc xding Enterprise Income Verification
(EIV) system data, PCHA will use N xtio 4l v Ditute of Standards and Technology
(NIST) compliant methods ample. “iclude putting the documents inside an encrypted
wrapper, such as a pass.vord j otecte ! DOC, PDF, or ZIP file.

Passwords will not be i sludd &5 msame transmission as the documents. As a best
practice, the PCHA.will pi. ade the recipient with the password by calling, texting, or
sending in a sa* arate" mail.

All documenu containing or conveying personally identifiable information must be
encrypted or tre. smitted’ 1 a secure manner in order to safeguard this information. HUD
strongly recomme. 's4'5ing an encrypted transfer mechanism such as a shared link with
an encrypted cloud s.orage service, an encrypted mail service, or web-encrypted transfer
tools.
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Acknowledgement of Receipt

If required notices, forms, and brochures are distributed electronically, HUD recommends that
O/A request an electronic acknowledgement of receipt. Where HUD does not specifically require
applicant or tenant acknowledgement of receipt, the O/A should nonetheless maintain records
showing that they provided applicants or tenants with the electronic file or the electronic address
used to access the document.

PCHA Policy

Where HUD requires an acknowledgement of receipt for certain documents or forms and
the PCHA has adopted a policy for electronic documents, the PCHA will request an
electronic acknowledgement of receipt from the applicant or tenant. For documents
provided electronically that do not require and acknowledgement of receipt, the PCHA
will maintain records showing they provided information electronically.

Effective Communication to Personswith Disabilities [24¢_F. 1,8.6; 28 CFR 35.160;
28 CFR 36.303]

The owner must ensure effective communicatiop® vith persons wi. » disabilities by ensuring that
all notices and communications provided electi aicall¢ are consistent with applicable fair
housing laws and regulations and that electronic ¢ imunications do not impose any barriers in
accessing information, programs, and ag yities by pcisons with disabilities.

The owner must provide appropriate auxii xry a aad services necessary to ensure effective
communication, which includes enstiring tf < itormation is provided in appropriate accessible
formats as needed (e.qg., Brailledauar | large type, assistive listening devices, sign language
interpreters, accessible webs® es and sther el ctronic communications). In the event that a person
with a disability is unable to uc har_iecuc. Z system or file that meets federal accessibility
standards, the O/A mustsaavide' rasonable accommodations to afford users an equal
opportunity to particint.e (e.g in cc apleting and signing documents or submitting documents in

paper copy).

Effective Communication t« * imited English Proficient (LEP) Individuals [Executive
Order 13166]

The owner is responsible for ensuring effective communication of electronic media includes
reasonable steps taken to ensure meaningful access for persons with Limited English Proficiency
(LEP) across technological platforms. Such formats may include, but are not limited to,
multilingual websites and other electronic media.
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2-C. MARKETING

The O/A will market available units in accordance with the HUD-approved Affirmative Fair
Housing Marketing Plan (Form HUD-935.2A) in order to reach those who are least likely to
apply and to attract a broad cross-section of the eligible population without regard to race, color,
religion, sex, disability, familial status, gender identity, or national origin.

2-D. APPLYING FOR ASSISTANCE [24 CFR 880.603(a); HUD Handbook 4350.3, REV-1,
CHG-4, Section 4-14]

Any family that wishes to reside at the property must apply for admission to the program.
Applications must be signed by both the O/A and the applicant. HUD permits the O/A to
determine the format and content of the application, as well how such applications will be made
available to interested families and how applications will be accepted by the O/A. However, the
O/A must include Form HUD-92006, Supplement to Application for Federally Assisted

Housing, as part of the application.

PCHA Policy

When accepting applications, the PCHA will< se a two-2 20 application process.. Under
the two-step application process, the PCE" (initially will rec xire families to provide only
the information needed to make an initia. asses .nent of the family’s eligibility, and to
determine the family’s placement on the we ¥ g list on a pre-application form (step one).
The PCHA will request complete i#farmation « 2en the family is selected from the
waiting list (step two). The applica:. an v. yrequiic 'the family to provide all of the
information necessary to establish i mi% eliy. ity and the amount of rent the family

will pay when selected fros .. s waiti 4 list.

Pre- applications are g.iy avai' «ble wt. n the waiting list is open. Families may obtain
pre-application forms fic m t“ " ivoi o PApartments leasing office during normal business
hours, PCHA'’s ceat=al ofti >, or complete an electronic application on PCHA’s website.
Families may 2750 reqe st a »asonable accommodation—by telephone or by mail— for
a pre-applic€ on form to, e sent to the family via first class mail.

Completed pre-c alicatic 1s must be returned to the Norton Leasing Office or PCHA
central office by mic ™« ectronically, fax, or submitted in person during normal business
hours. Pre-applicatiois must be filled out completely in order to be accepted by the
PCHA for processing. If a pre-application is incomplete, the PCHA will notify the family
of the additional information required.

Completed pre-applications will be dated, time-stamped upon receipt, and referred to the
Norton Apartments Leasing office where resident selection and assignment is processed.

If the applicant is visually impaired, or has limited English proficiency (LEP), all notices
will be made available in a format understandable by the applicant.

All adult applicants will be given the opportunity to complete Form HUD-92006,
Supplement to Application for Federally Assisted Housing, at the time of application.
Tenants who were not provided the opportunity to provide contact information at the time
of application and admission will have the option to complete form HUD-92006 and
provide contact information at the time of their next annual reexamination/recertification.
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2-E. ACCESSIBILITY OF THE APPLICATION PROCESS

The O/A must take a variety of steps to ensure that the application process is accessible to those
people who might have difficulty complying with the standard O/A application process.

The O/A must provide reasonable accommodation as needed for persons with disabilities to
make the application process fully accessible. The facility where applications are accepted and
the application process must be fully accessible, or the O/A must provide an alternate approach
that provides equal access to the program.
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Chapter 3

WAITING LIST PROCEDURES

The PCHA has policies regarding the type of waiting list it will utilize as well as the various
aspects of organizing and managing the waiting list of applicant families. This includes opening
the list to new applicants, closing the list to new applicants, notifying the public of waiting list
openings and closings, updating waiting list information, purging the list of families that are no
longer interested in or eligible for public housing, and conducting outreach to ensure a sufficient
number of applicants.

3-A. ORGANIZATION OF THE WAITING LIST

PCHA Policy

The PCHAhousing waiting list is organized in such® . manoalliow the PCHA to
accurately identify and select families in the proi 2r ¢ Her according to the admissions
policies. The waiting list will contain the folloyv@ng inforti ation for each applicant listed:

* Name and social security number« . head.of housei.old

* Unit size required (number of family »< nbers)

* Amount and source of ann{ .“yincome

» Accessibility requirement, if (ay

» Date and time of a# snc tion

* Admission prefl ences’ warking iramilies, or disabled head of household)
* Race and ethnicity. " the head of household

* HUD Int ome Le l:

0 tw-income amily. A family whose annual income does not exceed 80
per 2nt of( 1e median income for the area, adjusted for family size.

o VerylG. -income family. A family whose annual income does not exceed
50 percent of the median income for the area, adjusted for family size.

o Extremely low-income family. A family whose annual income does not
exceed the federal poverty level or 30 percent of the median income for
the area, whichever number is higher.

3-B. PLACEMENT ON THE WAITING LIST

The O/A must review each completed application received and make a preliminary assessment
of the family’s eligibility. Areas to be reviewed include requirements for income, household
size/composition, student status, special status requirements such as age or disability status if
needed, and criminal history. Applicants for whom the waiting list is open must be placed on the
waiting list unless the O/A determines the family is ineligible.
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Placement on the waiting list does not indicate that the family is, in fact, eligible for admission.
When the family is selected from the waiting list, the O/A will verify any preferences claimed, if
applicable, and determine eligibility and suitability for admission to the program.

No applicant has a right or entitlement to be listed on the waiting list, or to any particular
position on the waiting list.

Ineligible for Placement on the Waiting List

PCHA Policy

If the PCHA determines from the information provided that a family is ineligible, the
family will not be placed on the waiting list. When a family is determined to be
ineligible, the PCHA will send written notification of the ineligibility determination
within 10 business days of receipt of the completed application.

The ineligibility notice will be sent to the family’s addr<ss of record.

The written notice will specify the reasons for ineli€ aility, and will inform the family of

its right to respond to the owner in writing or re¢ sest'« 'meeting within 14 days to dispute
the rejection. The notice will state that applie®its who a. wpersons with disabilities have
the right to request a reasonable accomm¢ Jation. The ine. jibility notice shall be retained
in the applicant’s file.

The PCHA will remove applicants from the v iting list if they have requested that their
name be removed. In such cases' \cipformal " ‘deequired.

Eligible for Placement on the Waiting List

PCHA Policy

The PCHA will work v a the 2 .sumpticn that the facts certified by the applicant in the
preliminary application « 2«4 urrect, arcnough all those facts will be subject to verification
later in the applia®_“woroc ss. The PCHA will send written notification of the
preliminary el oility de armirc tion within 10 business days of receiving a completed
application. v 2 written r,_tification of the eligibility determination shall be retained in
the applicant’s v ».

The PCHA will simp ¢ iotify the family of their apparent eligibility without providing
any further information regarding preference status, “place” on the waiting list, or
approximate wait time.

Placement on the waiting list does not indicate that the family is, in fact, eligible for
admission. A final determination of eligibility and qualification for preferences will be
made when the family is selected from the waiting list.

The PCHA will assign families on the waiting list according to the bedroom size for

which a family qualifies as established in its occupancy standards. Families may request

to be placed on the waiting list for a unit size smaller than designated by the occupancy
standards as long as the unit is not overcrowded according to PCHA standards and local
codes. However, in these cases, the family must agree not to request a transfer unless they
have a change in family size or composition.
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3-C. PREFERENCES [HUD Handbook 4350.3, REV-1, CHG-4, Section 4-6;
24 CFR 5.655(c); Notice H 2013-21]

O/As must describe the method for selecting applicant families from the waiting list, including

the system of admission preferences that the O/A will use, if any. O/As are permitted, but not
required to, establish local preferences as long as they are subordinate to any program-specific
preferences. Preferences do not guarantee admission. O/As must inform all applicants about any
available preferences and give all applicants the opportunity to show they qualify for available
preferences. While HUD rules currently include four types of preferences, Section 8 properties
may only implement owner-adopted preferences or state and local preferences. HUD approval is
required for any state, local, or residency preferences. Owners may implement owner-adopted
preferences outside of those cited in the regulations, such as a preference for homeless families
[Notice H 2013-21]. If a homeless preference is adopted, it must be included in this TSP, which
must then be submitted to HUD for approval.

PCHA Policy
The PCHA has adopted the following preferenc.s [2a SFR 960.206 (b)(2)]:

Working Families: In order to bring currents inellas Cour: sfamilies with higher

income into Norton Apartments, the PCHK « shalléstablish a preference for “working”
families, where the head, spouse, or sole" »en’ ver is employed at least 30 hours per week
within Pinellas County. As required by HUD," amilies where the head and spouse, or sole
member is a person age 62 or ola 1, wis a peir an with disabilities, currently residing in
Pinellas County will be given the be aefit- 2 iog preference.

Disabled and/or Elderly Far... »s: Far. .ies where the head and spouse, or sole member
is a person age 62 or o'‘.cr, or/ ; a pe. on with disabilities, will be given the benefit of the
working preference.

The PCHA will uti==.0ne" - the two following systems for placing eligible families on
the waiting list

Option 1: Apr =ants will | 2 placed on the waiting list according to PCHA preferences
and the date an< time th' .r complete application is received by the PCHA.

A

Option 2: Applicants will be placed on the waiting list according to PCHA preferences

and a random selection process. Once each application has been randomly selected by the
PCHA's software, the applications will be placed on the waiting list in order of date and
time within their respective preference categories.

The PCHA iscurrently utilizing option one (1).
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3-D. INCOME TARGETING REQUIREMENT [HUD Handbook 4350.3, REV-1, CHG-4,
Section 4-25]

HUD requires O/As with Section 8 units to ensure that during a fiscal year at least 40 percent of
the dwelling units assisted under the contract that become available, together with initial
certification of in-place families (with the exception of in-place residents at the time of a RAD
conversion), be extremely low-income (ELI) families. ELI families are those with annual

incomes at or below the federal poverty level or 30 percent of the area median income,
whichever number is higher [FR notice 6/25/14]. To ensure this requirement is met, the O/A may
skip non-ELI families on the waiting list in order to select an ELI family.

Current households in properties converting to PBRA under RAD are not subject to income
targeting provisions at the time of conversion.

PCHA Policy

The PCHA will monitor progress in meeting the ELL# _quirement throughout the fiscal
year. ELI families will be selected ahead of other« . :ible families on an as-needed basis
to ensure that the income targeting requirementis me

3-E. OPENING AND CLOSING THE WAITING & <.

Should the wait for one or more bedroori —732s becor =2 excessive (exceeding 12 months), the
O/A can, at their discretion, close the waii 1g lis: 24 nC longer accept applications.

PCHA Policy
Should the wait for onefur mor: bedro. m sizes become excessive exceeding 12 months
or if it has an adequate »00l« 27 as'to fill its development, the PCHA can, at their

discretion, close the waiti. "~ list, in whole or in part, and no longer accept applications.
The PCHA max _iose 2e we ting list completely, or restrict intake preference, or restrict
by bedroom¢ ze of dwe. ng uwit. Where the PCHA has particular preferences or other
criteria that rec vire a spe fic category of family, the PCHA may elect to continue to
accept applicatic. = fron? (hese applicants while closing the waitlist to others.

When the waiting lis..s closed, the PCHA will make the public aware of the waiting list
closing through the advertising and notification procedures outlined in the HUD-
approved Affirmative Fair Housing Marketing Plan (AFHMP), and will state the reasons
for closing the waiting list. Should the PCHA close the list, the PCHA will refuse to take
additional applications.

When the PCHA reopens the waiting list for one or more bedroom sizes, it will again
notify the public in the manner outlined in the AFHMP. This notification will be
extensive and will state how, when, and where to apply for an apartment and how
applications will be added to the waiting list. If the list is only being reopened for certain
categories of families, this information will be contained in the notice. The PCHA will
announce the reopening of the waiting list at least 10 business days prior to the date
applications will first be accepted.
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3-F. FAMILY OUTREACH

PCHA Policy

The PCHA will conduct outreach as necessary to ensure that the PCHA has a sufficient
number of applicants on the waiting list to fill anticipated vacancies and to assure that the
PCHA is affirmatively furthering fair housing and complying with the Fair Housing Act.

Because HUD requires the PHA to serve a specified percentage of extremely low income
families, the PHA may need to conduct special outreach to ensure that an adequate
number of such families apply for public housing.

PCHA outreach efforts will comply with fair housing requirements. This includes:

* Analyzing the housing market area and the populations currently being served to
identify underserved populations

» Ensuring that outreach efforts are targeted 1 media outlets that reach eligible
populations that are underrepresented ins e, rogram

» Avoiding outreach efforts that prefer & exclude p aple who are members of a
protected class

PCHA outreach efforts are designed to iri. xm<,ualified families about the availability of
units under the program. These efforts may". <lude, as needed, any of the following
activities:

* Submitting press releases to. oca’ nev. papers, including minority newspapers
* Developing informf.donc \mate als and flyers to distribute to other agencies

* Providing applic tion f€ smwta.0wner public and private agencies that serve the
low income popuic 0

» Develor .ig paruv 2rshi, s with other organizations that serve similar populations,
inclu¢ g agencie. that provide services for persons with disabilities. The PCHA
will mori._ar the ch racteristics of the population being served and the
characteris =s ¢ (ne population as a whole in the PCHA's jurisdiction. Targeted
outreach effG. 5 will be undertaken if a comparison suggests that certain
populations are being underserved.

3-G. UPDATING THE WAITING LIST [HUD Handbook 4350.3, REV-1, CHG-4,
Section 4-18]

Whenever a change is made in the waiting list, an action is taken, or an activity specific to an
applicant occurs, a notation must be made on the waiting list.

PCHA Policy

At the time of initial application, the PCHA will advise families in writing that they are
responsible for notifying the PCHA in writing or electronically on the PCHA website,
within 10 business days of any changes in, family size or composition, preference status,

© Copyright 2017 Nan McKay & Associates, Inc. Page 3 Tenant Selection Plan 1/1/17
Unlimited copies may be made for internal use.



current residence, mailing address, phone numbers, e-mail address or other means of
contact change.

Changes in applicant’s circumstances while on the waiting list may affect the family’s
gualification for a particular bedroom size or entitlement to a preference. When an
applicant reports a change that affects their placement on the waiting list, the waiting list
will be updated accordingly.

The PCHA will require applicants to update their contact information every six months

by contacting the property in writing, or by other method requested at initial application
by applicants with disabilities. If no written update is received by the designated due date,
the PCHA will remove the applicant from the waiting list.

Any time contact is made, an action is taken, or any activity occurs that is specific to an
application, a notation will be made on the waiting list.

Purging the Waiting List

The decision to withdraw an applicant family that inclug® s« »merson with disabilities from the
waiting list is subject to reasonable accommodation4!f the ap, cant did not respond to the
PCHA'’s request for information or updates becau< - of the famu; member’s disability, the PCHA
will, upon the family’s request, reinstate the aps® cant fainily to their former position on the
waiting list as a reasonable accommodation.

The waiting list will be updated as needefta ensure  2at all applicants and applicant information
is current and timely.

To update the waiting list, the PCHA will se 2@ an upaate request via first class mail or
electronically by email if email 2¢ ares \prov. ed by applicant, to each family on the waiting list
to determine whether the fam’ y conti’ ues to' = interested in, and to qualify for, the program.
This update request will be se. “tod e iac. ddress that the PCHA has on record for the family.
The update request will ==axdde ¢ leadline by which the family must respond and will state that
failure to respond will¢ csult I *he &, nlicant’'s name being removed from the waiting list.

The family’s respon. »must be i writing and may be delivered in person, by mail, by email, or
by fax. Responses shc 'd be ps stmarked or received by the PCld#emnthan 10 business days
from the date of the PCh. et cr.

If the family fails to respond within 10 businesays, the family will be removed from the
waiting list without further notice.

If the notice is returned by the post office with no forwarding address, the applicant will be
removed from the waiting list without further notice.

When a family is removed from the waiting list during the update process for failure to respond,
no informal reviewwill be offered. Such failures to act on the parthef applicant prevent the
PCHA from making an eligibility determination; therefore, no informal revgerequired.

If a family is removed from the waiting list for failure to respond, the Asset Manager may
reinstate the family if s/he determines the lack of response was due to PCHA error, or to
circumstances beyond the family’s control.
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3-H. SELECTION FROM THE WAITING LIST

Waiting lists will be divided into sub-lists based upon unit size, unit type, and accessibility
features needed. By matching unit and family characteristics, it is possible that families who are
lower on the waiting list may receive an offer of housing ahead of families with an earlier date
and time of application, higher preference status, or preceding lottery number. Further, all
selections from the waiting list will be made considering income targeting requirements.

PCHA Policy

Families will be selected from the waiting list based on preference on a first-come, first-
served basis according to the date and time their complete application is received by the
PCHA.

Families with no preference will be selected from the waiting list based on date and time
their complete application is received by the PCHA after all preference applicants have
been exhausted from the waitlist.

3-1. APPLICANT INTERVIEW [HUD Handbook« 550.3, REV-1, {1 G-4, Section 4-24]

When an appropriate unit will be available in the »eart ature, the O/A must interview the
applicant family to obtain current information abou. 1e family’s circumstances. All information
listed in Chapter 4 of the HUD Handbooi' -:250.3 muc bhe discussed.

PCHA Policy

As applicants approach the s, of the vaiting list, they will be contacted by email if email
address provided by articant, & first ¢ ass mail to attend an interview to complete their
applicant file.

The notice will ip# the . mily of the following:

Date, i 2e, ai.d location of the scheduled application interview,
includini ‘any procedures for rescheduling the interview

* \. 170/ required to attend the interview

* Documents that must be provided at the interview to document the
legal identity of household members, including information about
what constitutes acceptable documentation

* Documents that must be provided at the interview to document
eligibility for a preference, if applicable

* Other documents and information that should be brought to the
interview

If a notification letter or emaik returned to the PCHA with no forwarding addréiss,
family will be removed from the waiting list without further notice. Failure of the family
to affirmatively act to notify the PCHA in writing, electronically by email, or on the
PCHA websiteof a new or forwarding address prevents the PCH# fnoaking an
eligibility determination; therefore, no informal reviewvill be offered.
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Families selected from the waiting list are required to participate in an eligibility
interview. Reasonable accommodations must be made for persons with disabilities who
are unable to attend an interview due to their disability.

Being invited to attend an interview does not constitute admission to the program.
Applicants who fail to attend their scheduled interview or fail to reply to the letter will
have their applications removed from the waiting list, subject to reasonable
accommodation for persons with disabilities.

The head of household and the spouse/co-head (18 years of age or older) are required to
attend the interview together. The interview will be conducted only if the head of
household or spouse/cohead provides appropriate documentation of legal identity. If the
family representative does not provide the required documentation, the appointment may
be rescheduled when the proper documents have been obtained.

Assistance cannot be provided to the family until all s¢'cial security number (SSN)
documentation requirements are met. Pending dis¢ usure and documentation of social
security numbers, if the PCHA determines that 2« ap »licant family is otherwise eligible
to participate in the program, the PCHA will 2"ow the 1c nily to retain its place on the
waiting list for 30 calendar days. If the doc:¢ nentation is I »eived, the applicant will be
offered the next available unit if they are’ .t the £y of the waiting list. If the required
documentation is_nateceived the applicanu vl se sent a denial letter and will be
removed from the waiting list.

If the family is claiming a waiting lic \ pre. »aace, .ne family must provide documentation
to verify their eligibility for a preferei e« the.amily is verified as eligible for the
preference, the PCHA willi_ic 2ed w1 the interview. If the PCHA determines the
family is not eligible for<.ie pre :rence the family will be placed back on the waiting list
according to the date ¢ d tine® "Z0 miz.application as a no-preference applicant.

The family must asmwide it \information necessary to establish the family’s eligibility,
including suita" ity, ar to ac 2rmine the appropriate amount of rent the family will pay.
The family v st also cor. »lete required forms, provide required signatures, and submit
required docurir atation./  any materials are missing, the PCHA will provide the family
with a written list ¢ hiten' s that must be submitted.

Any required documents or information that the family is unable to provide at the
interview must be provided within 10 business days of the interview. If the family is
unable to obtain the information or materials within the required time frame, the family
may request an extension. If the required documents and information are not provided
within the required time frame (plus any extensions), the family will be sent a notice of
denial.

An advocate, interpreter, or other assistant may assist the family with the application and
the interview process.

Interviews will be conducted in English. For limited English proficient (LEP) applicants,
the PCHA will provide translation services in accordance with the PCHA’s LEP plan.

If the family is unable to attend a scheduled interview, the family should contact the
PCHA in advance of the interview to schedule a new appointment. In all circumstances,
if a family does not attend a scheduled interview, the PCHA will send another
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notification letter via first class mail or email if email address provided by applicant, with
anew interview appointment tim&he second appointment letter will state that failure to
appear for the appointment without a request to reschedule will be interpreted to mean
that the family is no longer interested, and their application will be made inactive.
Applicants who fail to attend two scheduled interviews without PCHA approval will have
their applications made inactive based on the family’s failure to supply information
needed to determine eligibility. Such failure to act on the part of the applicant prevents
the PCHA from making an eligibility determination. Therefore, the PCHA will not offer
an informal review.

3-J. FINAL ELIGIBILITY DETERMINATION

PCHA Policy

The PCHA must verify all information provided k¢ tri »family. Based on verified
information related to the eligibility requirements, incluc ng PCHA suitability standards,
the PCHA must make a final determination<_r eligibility.

When a determination is made that a fai. 'v is 4" .gible and satisfies all requirements for
admission, including tenant selection criter. ' .ne applicant must be notified of the
approximate date of occupancy inéafar as the dlate can be reasonably determined.

The PCHA will notify a family in wri ng 0: actronically by email if email address
provided by applicant of their.eligibii 4 thin 10 business days of the determination and
will provide the approxim<.e ac e of ¢ cupancy insofar as that date can be reasonably
determined.

The PCHA must prompu. v Ltfy any iamily determined to be ineligible for admission of
the basis for sua™ < nemir tion, and must provide the applicant upon request, within a
reasonable ti#* ¢ after tri \detc mination is made, with an opportunity for an informal
reviewon suc »determine ‘on.

If the PCHA dete. nineg’ .nat the family is ineligible, the PCHA will send written
notification of the i< 4ibility determination within 10 business days of the
determination. The notice will specify the reasons for ineligibility, and will inform the
family of its right to request an informal review.

If the PCHA uses a criminal record or sex offender registration information as the basis
of a denial, a letter along with a copy of the record must precede the notice to deny, with
an opportunity for the applicant to dispute the accuracy and relevance of the information
before the PCHA can move to deny the application. Applicant disputes of the accuracy
and relevance of the information must be submitted to the PCHA in writing or
electronically by email within 10 business days of date of letter.
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Chapter 4

PROJECT ELIGIBILITY

Program eligibility determines whether applicants are eligible for assistance, while project
eligibility establishes whether applicants are eligible to reside in the specific project to which
they have applied. Project eligibility may be affected by:

* Whether some or all of the units in the project are designated for specific family types

* Project-specific occupancy standards (See Section 4-C)

* Whether some or all of the units in the project are layered with other programs and therefore
may have different requirements

4-A. PROJECT-SPECIFIC REQUIREMENTS[HUD Handhk( ok 4350.3, REV-1, CHG-4,

Chapter 3, Section 2]

The O/A is required to define if the property is designa.ed for »special population, such as
elderly or disabled.

PCHA Policy
The PCHA does not have designated elder.. )r designated disabled housing at this time.

4-B.INCOME ELIGIBILITY [24 CFR 5.€ 3; riv "®,Hanwoook 4350.3, REV-1, CHG-4,
Section 3-6, Figure 3-3]

Income Limits

HUD is required by law to es. hlish/* smm2 liriits that determine the income eligibility of
applicants for HUD’s assisted I »¢.ing programs, including the PBRA program. The income
limits are published ars Zan, »nd ¢ = based on HUD estimates of the median incomes for
families of differents zes in a | rticu. « area or county. Income limits are determined by HUD
program type.

Typesof Low-Income Fa ilies

Low-income family. A family whose annual income does not exceed 80 percent of the median
income for the area, adjusted for family size.

Very low-income family. A family whose annual income does not exceed 50 percent of the
median income for the area, adjusted for family size.

Extremely low-income family. A family whose annual income does not exceed the federal
poverty level or 30 percent of the median income for the area, whichever number is higher.

Area median income is determined by HUD, with adjustments for smaller and larger families.
HUD may establish income ceilings higher or lower than 30, 50, or 80 percent of the median
income for an area if HUD finds that such variations are necessary because of unusually high or
low family incomes.
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Using Income Limitsfor Eligibility

Income limits are used for eligibility only at admission. Eligibility is established by comparing a
family’s annual income with HUD’s published income limits. To be income eligible, the
household’s annual income does not exceed applicable program income limits, a copy of which
will be available upon request.

Maximum |Income

PCHA Policy

At the time of admission, household annual income must not exceed current income
limits for the program to which application is made. A household does not need to have
income to be eligible for assisted housing programs that provide assistance to meet basic
rent obligations through an assistance contract.

4-C. OCCUPANCY STANDARDS[HUD Handbook 4350.3¢ <EV-1, CHG-4, Section 3-23]

In selecting a family to occupy a particular unit, the O/f 'ma; match characteristics of the family
with the type of unit available, for example, number< ¥ bedrooi. = [24 CFR 5.655(b)(4)]. HUD
does not specify the number of persons who max¢.ive in units of " »rious sizes. Although the O/A
does determine the size of unit the family qualif ‘s fors ider the occupancy standards, the O/A
does not determine who shares a bedroom/sleep. 2*.0om. Occupancy standards will be applied
in a manner consistent with fair housing saauiremer: », Applicants will be housed in a unit size
appropriate for their household.

Live-in aides and foster childrepfuna™ dults | -e considered members of the household, not the
family. While the income and« ssets ¢ these ousehold members are excluded when determining
initial eligibility, all members 6. *he/ susc.. 4, including foster children and adults and any live-

in aides, are considered.fasnurp. es of unit size. HUD defines a foster adult as a member of the
household who is 184 -ars 0. »hlder »ad meets the definition of a foster adult under state law.
State-level agencie’ define wht s considered a foster adult/child, so the classification may vary
from state to state. In"_=neral, ¢ oster adult is unable to live independently due to a debilitating
physical or mental conai an a« 4 is placed with the family by an authorized placement agency or
by judgment, decree, or ot. . order of any court of competent jurisdiction.

HUD defines a foster child as a member of the household who meets the definition of a foster
child under state law. In general, a foster child is placed with the family by an authorized
placement agency (e.g., public child welfare agency) or by judgment, decree, or other order of
any court of competent jurisdiction.

In accordance with HUD Handbook 4350.3, REV-1, CHG 4, household members include, but
are not limited to the following:

* All full-time family members
» All anticipated children, defined as the following:
Children expected to be born to a pregnant woman
Children in the process of being adopted by an adult family member
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Children whose custody is being obtained
Foster children who will reside in the unit
Children who are temporarily in a foster home who will return to the family

Children in joint custody arrangements who are present in the household 50 percent or
more of the time

» Children who are away at school and who live at home during recesses
» Live-in aides

* Foster adults living in the unit

PCHA Policy

The PCHA will reference the following standards ir¢.etermining the appropriate unit
bedroom size for a family:

Number of Bedrooms — Nur Jer of Persigs
Minimu: . | Meé. mum
1BR 1 4
2BR 2 6
3BR o3 8
4BR 4 : 10

The PCHA will assign af.e bed »om fC each two persons within the household, except in
the following circumstc ces:

* Persoramfthe ¢ nosite sex (other than spouses, and children under age 5) will
not/ = requn 1 to < »are a bedroom.

* Percans of difft 'ent generations will not be required to share a bedroom. A
generc on tyr cally refers to groups of people born over a 15-20 year span.
PCHA hc ¢ Juopted a generation to be defined as an 18 year span.

* Live-in aides will be allocated a separate bedroom. No additional bedrooms
will be provided for the live-in aide’s family.

» Single person families will be allocated a one bedroom.

* Foster children and foster aduitdl be included in determining unit size. An
unborn child will be counted as a person in determining unit size.

Although the PCHA does determine the size of unit the family qualifies for under the
occupancy standards, the PCHA does not determine who shares a bedroom/sleeping
room.

The family may only be on the waiting list for one bedroom size at any property. For
example, if the family qualifies for both a one- and a two-bedroom waiting list, the
family may not be on both lists. Once the family selects a bedroom size, they may not
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switch to a different bedroom size waiting list unless they experience a qualifying event
such as birth, adoption, or court-awarded custody of a child.

4-D. EXCEPTIONSTO OCCUPANCY STANDARDS

PCHA Policy
Types of Exceptions

The PCHA will consider granting exceptions to the occupancy standards at the family’s request
if the PCHA determines the exception is justified by the relationship, age, sex, health or
disability of family members, or other personal circumstances.

For example, an exception may be granted if a larger bedroom size is needed for medical
equipment due to its size and/or function, or as a reasonable accommodation for a person with
disabilities.

When evaluating exception requests the PCHA will consig® i the size and configuration of the
unit. In no case will the PCHA grant an exception that is".iv ¥olation of local housing or
occupancy codes, regulations, or laws.

Requests from applicants to be placed on the wa'.ng list for a ur. »size smaller than designated
by the occupancy standards will be approved & long.# . the unit is not overcrowded according to
local code, and the family agrees not to request . ¢ isfer, unless they have a subsequent change
in family size or composition.

To prevent vacancies, the PCHA may prc ide o maolicant family with a larger unit than the
occupancy standards permit. However, in ¢ e7 : cases the family must agree to move to a
suitable, smaller unit when anot* i ic nily g 1lifies for the larger unit and there is an appropriate
size unit available for the fam®, to tra’ sfer to

Processing of Exceptions

All requests for except _ns w the ¢ supancy standards must be submitted in writing or
electronically by en il.

In the case of a requec »for exce ition as a reasonable accommodation, the PCHA will encourage
the family to make its req, »ast 1 writing using a reasonable accommodation request form.
However, the PCHA will co. sider the accommodation any time the family indicates that an
accommodation is needed whether or not a formal written request is submitted. An oral request
for a reasonable accommodation made by the family to the PCHA will be accepted.

Before providing an accommodation, the PCHA must determine that the person meets the
definition of a person with a disability, and that the accommodation will enhance the family’s
access to the PCHA'’s programs and services.

If a person’s disability is obvious or otherwise known to the O/A, and if the need for the
requested accommodation is also readily apparent or known, no further verification will be
required [Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations
under the Fair Housing Act].

If a family indicates that an accommodation is required for a disability that is not obvious or
otherwise known to the PCHA, the PCHA must vettiigt the person meets the definition of a
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person with a disability, and that the limitations imposed by the disability require the requested
accommodation.

» Third-party verification must be obtained from an individual identified by the
family who is competent to make the determination. A doctor or other medical
professional, a peer support group, a non-medical service agency, or a reliable
third party who is in a position to know about the individual’s disability may
provide verification of a disability [Joint Statement of the Departments of HUD
and Justice: Reasonable Accommodations under the Fair Housing Act].

* The PCHA must request only information that is necessary to evaluate the
disability-related need for the accommodation. The PCHA may not inquire about
the nature or extent of any disability.

* Medical records will not be accepted or retained in the participant file.

Requests for a larger size unit must explain the need g jus  “ication for the larger size unit, and
must include appropriate documentation. The PCHAwill notity the family of its decision within
10 business days of receiving the family’s reques
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Chapter 5

PROGRAM ELIGIBILITY

The O/A is responsible for ensuring that every individual and family admitted to the program
meets all program eligibility requirements. This includes any individual approved to join the
family after the family has been admitted. The family must provide any information needed by
the O/A to confirm eligibility and determine the level of the family’s assistance.

In addition to meeting the requirements listed in this section, in order to be eligible:

The unit for which the applicant household is applying will be the household’s sole place of
residence.

At the time of admission, the applicant may not be receiving rental assistance in another unit
unless that assistance will be terminated at the time of 2¢ /nission.

5-A.CITIZENSHIPOR ELIGIBLE IMMIGRATION $ AT 'S[HUD Handbook 4350.3,
REV-1, CHG-4, Section 3-12; 24 CFR 5, Subpart E]

Housing assistance is not available to persons .0 are_ not citizer's, nationals, or eligible
immigrants. Prorated assistance is provided for mixe¢ ramilies” containing both eligible and
ineligible persons. At least one family member muc oe a citizen, national, or noncitizen with
eligible immigration status in order for th¢ Tamily to q. »lify for any level of assistance.

All applicant families must be notified of tF ) reo” .. aant to submit evidence of their citizenship
status when they apply. Where feaathle, ari '« i accordance with the O/A’s Limited English
Proficiency (LEP) Plan, the noti¢ e mu f be il a language that is understood by the individual if
the individual is not proficient a Engli .n

The family must provide a certii.  aon that identifies each family member as a U.S. citizen, a
U.S. national, an eligik" 116, yitize. hor an ineligible noncitizen, and submit the documents
discussed below forf_ach fami_meri-ver. Once eligibility to receive assistance has been verified
for an individual it ne  d not be ¢ llected or verified again during continuously assisted
occupancy [24 CFR 5.29(9)(5 .

Declaration [24 CFR 5.508]

HUD requires each family member to declare whether the individual is a citizen, a national, or an
eligible noncitizen, except those members who elect not to contend that they have eligible
immigration status. Those who elect not to contend their status are considered to be ineligible
noncitizens. For citizens, nationals, and eligible noncitizens, the declaration must be signed
personally by the head, spouse, cohead, and any other family member 18 years of age or older,
and by a parent or guardian for minors. The family must identify in writing any family members
who elect not to contend their immigration status (see Ineligible Noncitizens below). No
declaration is required for live-in aides, foster children, or foster adults.
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U.S. Citizens and Nationals

In general, citizens and nationals are required to submit only a signed declaration that claims
their status. However, HUD regulations permit the O/A to request additional documentation of
their status, such as a birth certificate or U.S. passport.

PCHA Policy

Family members who declare citizenship or national status will not be required to provide
additional documentation unless the PCHA receives information indicating that an
individual's declaration may not be accurate.

Eligible Immigrants

All family members claiming eligible immigration status must declare their status in the same
manner as U.S. citizens and nationals.

For family members age 62 or older who claim to be eli¢ .G simmigrants, proof of age is
required. No further verification of eligible immigration status* wrequired.

For family members under the age of 62 who claif i to be eligible” nmigrants, the O/A must
verify immigration status with the U.S. Citizens: 2 and< nmigration Services (USCIS).

The O/A will follow all USCIS protocols for verificac. a of eligible immigration status.

PCHA Policy

In addition to providing a signed dec ars".on, wi0se declaring eligible noncitizen status

must sign a verification caf.sc. i form nd cooperate with PCHA efforts to verify their
immigration. The docuz’ entatic 1 requi»d for establishing eligible noncitizen status

varies depending upor. ‘actod "0 s the date the person entered the U.S., the conditions
under which eligible imm:_" ition status has been granted, the person’s age, and the date
on which the fad iy be an 1 seiving HUD-funded assistance.

Lawful residc_fs of the N, rshall Islands, the Federated States of Micronesia, and Palau,
together knowr. »s the Fr ely Associated States, or FAS, are eligible for housing
assistance under < acti« 1 141 of the Compacts of Free Association between the U.S.
Government and the . sovernments of the FAS [Public Law 106-504].

Ineligible Noncitizens

Those noncitizens who do not wish to contend their immigration status are required to have their
names listed on a noncontending family members listing, signed by the head, spouse, or cohead
(regardless of citizenship status), indicating their ineligible immigration status. The O/A is not
required to verify a family member’s ineligible status and is not required to report an individual’'s
unlawful presence in the U.S. to the United States Citizenship and Immigration Services
(USCIS).

PCHA Policy

Providing housing assistance to noncitizen students is prohibited [24 CFR 5.522]. This
prohibition extends to the noncitizen spouse of a noncitizen student as well as to minor
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children who accompany or follow to join the noncitizen student. Such prohibition does

not extend to the citizen spouse of a noncitizen student or to the children of the citizen
spouse and noncitizen student. Such a family is eligible for prorated assistance as a mixed
family.

Mixed Families

PCHA Policy

A family is eligible for admission as long as at least one member is a U.S. citizen, a U.S.
national, or eligible noncitizen. Families that include eligible and ineligible individuals
are considered mixethmilies. Such families will be given notice that their assistance will
be prorated and that they may request an informal revigaey contest this

determination.

The PCHA will not provide assistance to a family b¢.ore the verification of at least one
family member as a U.S. citizen, U.S. national, a* ei. ible noncitizen.

If the PCHA determines that an applicant fan®.iy does nc yinclude any U.S. citizens, U.S.
nationals, or eligible noncitizens, following.ne verification', *ocess, the family will be
sent a written notice or notified electronic ally by 2mail if email address provided by
applicant, within 10 business days of the iri ' jibility determination.

The notice will explain the reason: cithe den: . of assistance and will advise the family
of its right to request an appeal to v e U, 1, States Citizenship and Immigration Services
(USCIS), or to request an infarmal ri vicath the PCHA. The informal reviewith the

PCHA may be requested<.i lie. of the 'JSCIS appeal, or at the conclusion of the USCIS
appeal process. The pface my st also ' form the applicant family that assistance may not
be delayed until the cor Mus® i o m "USCIS appeal process, but that it may be delayed
pending the comr'atian ov e informal revigwocess.

Timeframe for Determi. hation of ¢ tizenship Status for New Occupants

PCHA Policy

For new occupants joining the resident family, the PCHA will verify status at the first
interim or regular reexamination following the person’s occupancy, whichever comes
first.

If an individual qualifies for a time extension for the submission of required documents,
the PCHA will grant such an extension for no more than 30 days.

Each family member is required to submit evidence of eligibility status only one time
during continuous occupancy.
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5-B. SOCIAL SECURITY NUMBERS [24 CFR 5.216; Notice 2023-10]

The family must provide documentation of a valid Social Security number (SSN) for each
member of the household, with the exception of individuals who do not contend eligible
immigration status. Exemptions also include existing residents who were at least 62 years of age
as of January 31, 2010, and had not previously disclosed an SSN.

The O/A must accept the following documentation as acceptable evidence of the Social Security
number:

* Anoriginal SSN card issued by the Social Security Administration (SSA)

* An original document issued by a federal, state, or local government agency, which contains
the name and SSN of the individual

While O/As must attempt to gather third-party verification of>SNs prior to admission as listed
above, O/As also have the option of accepting a self-certi _ation and a third-party document
(such as a bank statement, utility or cell phone bill, or k@ e letter) with the applicant’s name
printed on it to satisfy the SSN disclosure requiremeat’if the C A has exhausted all other
attempts to obtain the required documentation. If2¢_rifying an inc widual’s SSN using this
method, the O/A must document why the others .SN dedumentation was not available.

If the tenant’'s SSN becomes verified in EIV, then™ « (urther verification is required. If the

tenant’s SSN fails the SSA identity matckthen the © ‘A must obtain a valid SSN card issued by
the SSA or an original document issued L ¢ a' . 'aral o state government agency that contains the
name of the individual and the SSN of the' adix¢ Jua., dlong with other identifying information of
the individual. The tenant’s assist’... », mus. .e terminated if they fail to provide the required
documentation.

PCHA Policy

The PCHA will .5 inc didual’s SSN in the situations described above using the
method descr sed abov as a ast resort when no other forms of verification of the
individual's S. '\l are avai \ble.

The O/A may only rejec. ‘ocux entation of an SSN provided by an applicant or resident if the
document is not an origina.  ocument, if the original document has been altered, mutilated, or
illegible, or if the document appears to be forged.

For applicant families, if all household members have not disclosed and/or provided verification
of SSNs for all household members at the time a unit is available and offered to the household,
the next eligible applicant will be offered the available unit. The applicant family that has not
disclosed SSNs for all household members must disclose and provide verification of SSNs for all
household members within 90 days of the date of they are first offered a unit, during which time,
the family may remain on the waiting list. If after 90 days of the first unit offer the applicant has
not provided the SSN and verification documentation, the applicant will be determined ineligible
and removed from the waiting list.
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If an applicant family includes a child under six years of age who joined the household within

the six months prior to the date of program admission, an otherwise eligible family may be
admitted and must provide documentation of the child’s SSN within 90 days. A 90-day extension
will be granted if the O/A determines that the resident’s failure to comply was due to unforeseen
circumstances and was outside of the resident’s control.

When a resident requests to add a new household member who is at least six years of age, or who
is under the age of six and has an SSN, the resident must provide the complete and accurate SSN
assigned to each new member at the time of reexamination or recertification, in addition to the
documentation required to verify it. The O/A may not add the new household member until such
documentation is provided.

When a resident requests to add a new household member who is under the age of six and has
not been assigned an SSN, the resident must provide the SSN assigned to each new child and the
required documentation within 90 calendar days of the child¢’eing added to the household. A 90-
day extension will be granted if the O/A determines that t : resident’s failure to comply was due

to unforeseen circumstances and was outside of the ret.de s control. During the period the O/A
is awaiting documentation of the SSN, the child will!se counte »as part of the assisted household.

Social security numbers must be verified only o' e during contincously assisted occupancy.

Once the individual’s verification status is classii. d 2. “verified,” the O/A may remove and
destroy copies of documentation accepted as evide ce of Social Security numbers. The retention
of the EIV Summary Report or Income Kk uciyis adeq ate documentation of an individual's

SSN.

PCHA Policy

Once an individual's st.wus is £ assifiec as “verified” in HUD’s EIV system, the PCHA
will not remove copies « \dod dirier... 20N accepted as evidence of Social Security
numbers.

5-C. STUDENTSE! ROLLED ¥k 'INSTITUTIONSOF HIGHER EDUCATION
[24 CFR 5.612; FR NC e 4/10/0¢  FR Notice 9/21/16; HUD Handbook 4350.3, REV-1,
CHG-4, Section 3-13]

Section 327 of Public Law 1+J9-115 and the implementing regulation at 24 CFR 5.612
established restrictions on the eligibility of certain students (both part- and full-time) who are
enrolled in institutions of higher education.

If a student enrolled at an institution of higher education is under the age of 24, is not a veteran,

is not married, does not have a dependent child, and is not a person with disabilities receiving
Section 8 assistance as of November 30, 2005, the student’s eligibility must be examined along
with the income eligibility of the student’s parents. In these cases, both the student and the
student’s parents must be income eligible for the student to receive Section 8 assistance. If,
however, a student in these circumstances is determined independent from their parents based on
the Department of Education’s definition of an independent studemhich has been expanded to
include “vulnerable youth” as defined below, the income of the student’s parents will not be
considered in determining the student’s eligibility.
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The Department of Education’s definition of an independent studemtiudes an individual who
meets one or more of the following criteria:

* The individual is 24 years of age or older by December 31 of the award year

» The individual is an orphan, in foster care, or a ward of the court, or was an orphan, in foster
care, or a ward of the court at any time when the individual was 13 years of age of older

* The individual is, or was immediately prior to attaining the age of majority, an emancipated
minor or in legal guardianship as determined by a court of competent jurisdiction in the
individual’'s state of legal residence

» The individual is a veteran of the Armed Forces of the United States or is currently serving
on active duty in the Armed Forces for other than training purposes

* The individual is a graduate or professional student
* The individual is married
* The individual has legal dependents other than a.spouse

* The individual has been verified during the sc'‘ Jol year in whi 2 the application is submitted
as either an unaccompanied youth who is & omelg’.s child or youth, or as unaccompanied, at
risk of homelessness, and self-supporting, by.

A local educational agency home!’ daliaison;

The director of a program funded u_der* .c “ynaway and Homeless Youth Act or a
designee of the director;

The director of a progra‘.i fund d und\ : subtitle B of title IV of the McKinney-Vento
Homeless Assistance’. =t (re" “@a.2imergency shelter grants) or a designee of the
director; or

A financial aid< .dminis. xtor

* The individual is'¢ student fC whom a financial aid administrator makes a documented
determination of inG. nende! ce by reason of other unusual circumstances

The law does not apply to & udents who reside with parents who are applying to receive
Section 8 assistance. It is limited to students who are seeking assistance on their own,
separately from their parents.

If a student is applying for assistance on their own, apart from their parents, the O/A must
determine whether the student is subject to the eligibility restrictions contained in 24 CFR 5.612.
If the student is subject to those restrictions, the O/A must ensure that: (1) the student is
individually eligible for the program, (2) either the student is independent from their parents or
the student’s parents are income eligible for the program, (3) the “family” with which the student
is applying is collectively eligible for the program, (4) is of legal contract age under state law, (5)
has established a household separate from parents or legal guardians for at least one year, (6) is
not being claimed as a dependent by parents or legal guardians pursuant to IRS regulations, and
(7) obtains a certification of the amount of financial assistance provided by parents, signed
providing the support.
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5-D. FAMILY CONSENT TO RELEASE OF INFORMATION [HUD Handbook 4350.3,
REV-1, CHG-4, Section 5-12; Notice H 2023-10]

The family must supply any information that the O/A or HUD determines is necessary to the
administration of the program and must consent to O/A verification of that information.

All adult family members (and the head and spouse/cohead, regardless of age) are required to
sign the Consent to Release of Information Forms HUD-9887 and 9887-A at admission.

On or after January 1, 2024, current residents must sign and submit a new Form HUD-9887 and
9887-A at their next interim or annual reexamination. This form will only be signed once.
Another Form HUD-9887 and 9887-A will not be submitted to the O/A except under the
following circumstances:

» When any person 18 years or older becomes a member of the family;
* When a current member of the family turns 18; or
* As required by HUD or the O/A in administrative ing’ uc_ans.

The O/A has the discretion to establish policies ared/id when 1c »nily members must sign consent
forms when they turn 18. O/As must establish th< se policies stati. g when family members will
be required to sign consent forms at intervals G. er th< i at recertification.

PCHA Policy
Household members turning 18 ye xrs'cinae be ween annual recertifications will be
notified in writing, or electronically £ : er<ai v mail address provided by applicant, that

they are required to sign th® »quirec _onsent to the Release of Information Forms HUD-
9887 and 9887A withing U bus' ess a vs of turning 18 years of age or by the time of the
next recertification (wi. cheverd 2maadlie)).

The O/A may obtain anv.f=ancie. ecord from any financial institution, as the terms financial
record and financial in’.ututio. are ¢ »fined in the Right to Financial Privacy Act (12 U.S.C.
3401), whenever thi O/A deter. inesthe record is needed to establish an applicant’s or
participant’s eligibility” ar assisté ice or level of benefits [24 CFR 5.230(c)(4)].

The executed form will re »ai effective until the family is denied assistance, assistance is
terminated, or the family prcvides written notification to the O/A to revoke consent.

All adult members must also sign all O/A-created individual verification forms. If any family
member who is required to sign a consent form fails to do so, the O/A will deny admission to
applicants or terminate the assistance of tenants.
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However, this does not apply if the applicant, participant, or any member of their family, revokes
their consent with respect to the ability of the O/A to access financial records from financial
institutions, unless the O/A establishes a policy that revocation of consent to access financial
records will result in denial or termination of assistance or admission [24 CFR 5.232(c)]. O/As
may not process interim or annual reexaminations of income without the family’s executed
consent forms.

PCHA Policy

The PCHA has established a policy that revocation of consent to access financial records
will result in denial of admission or termination of assistance in accordance with PCHA

policy.
In order for a family to revoke their consent, the family must provide written notice to
the PCHA.

Within 10 business days of the date the family provi« 2s written notice, the PCHA will
send the family a notice acknowledging receipt of . 2 request and explaining that
revocation of consent will result in denial or terit.inatic »of assistance, as applicable. At
the same time, the PCHA will notify their loc¢. HUD offic
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Chapter 6
SCREENING CRITERIA

6-A. OVERVIEW

Screening is the determination that an otherwise eligible household has the ability to pay rent on
time and meet the requirements of the lease. O/As are required to establish written screening
criteria to prohibit admission of certain individuals and are permitted to establish additional
written screening criteria to determine whether applicants will be suitable tenants.

Live-in aides are screened using the same requirements listed for applicants, with the exception
of any criteria involving credit or ability to pay rent.

The cost of screening must not be charged to applicants.
PCHA Policy

To obtain information about an applicant’s ability to4reet the ¢ 'sential requirements of tenancy
under the Screening Criteria, PCHA shall secure/ ackground inic imation as follows:

€)) Record of Prior Criminal His. ¢ In gathering such record of prior
criminal history, the RCHA will'( »xtain Criminal Offender Record
Information from Pin llaciSaunty « ‘erk of Coytiblic records. PCHA
will ensure that none " f the .\i..mation obtained is collected or
disseminatedsmndolatic 1 of state or federal law.

(b) Sex Off¢ «der R« tistratio . Status. The PCHA shall obtain information

necessary 24 cterminie If the applicant or any household member is
suki e FIC ‘da Department of Law Enforcement (FDLE) registration or
< ufetime™ hgisti tion requirement under any state sex offender

agistration yrogram. The PCHA may verify the information provided by
thiiapplical ¢ by searching the Dru Sjodin National Sex Offender Database
(http. e .v.nsopw.goyas recommended and in the manner set forth in
HUD Nutice H 2009-11.

(c) Verification of Citizenship/Immigration status.
(d) Enterprise Income Verification (EIV) Existing Tenant Search.
The PCHA shall also consider the following information as part of the Screening Criteria:

(e) References from landlords in the last five (5) years or from the last two (2)
consecutive tenancies, whichever is more inclusive.

) Credit references furnished by a credit bureau. Information to be
considered should not be more than five (5) years old.
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(@)

(h)

(i)

Personal references provided by the applicant.

Verification of income either from a present employer, appropriate
agency, financial institution, or other appropriate party.

Verification of a disability to determine whether a family or person meets
the definition of disability used to determine eligibility for occupancy at
the Development or for preferences, or to identify applicant needs for
features of accessible units or reasonable accommodations. The PCHA
will not specifically ask for or verify the naturacextent of the

disability. There are ways to verify disability status without obtaining
detailed information or information that must not be collected.

Verification of disability will be obtaina’. through a third-party

verification form sent by the PCHA« J" » appropriate source of
information, including but not limited to 1 ».individual's physician, care
worker of the elderly, social we.ker, psychic rist, or the Veterans
Administration. The third-p¢.ty forra must be'signed by the applicant
authorizing the release of st »h i#- ormation to PCHA. The form will
provide the definitions of disat. ty used to determine eligibility and rent
and should request ¢ «cithe sourc ) completing the form identify whether
the applicant meets t. 2 dey an. 'in this way the PCHA is not required to
make any judoments ¢ \af.c whetner a condition is considered a disability
and shall na""nav  proh hited information. For examples and further
guidance’ see Ar vendix' 5 to HUD Handbook 4350.3 REV-1.

In thbasase « applications for Federally Assisted Housing units, receipt of
o cial se ity ‘sability payments may be adequate verification of an
ndividual’s Hisability status for housing subsidy programs using the

< cial Sect ity’s definition for a person with disabilities (See HUD

Hai. hoo! 4350.3 REV-1).

6-B. REQUIRED DENIAL OF ADMISSION [HUD Handbook 4350.3, REV-1, CHG-4,
Section 4-7; 24 CFR Part 5, Subpart 1]

HUD requires the O/A to deny assistance in the following cases:

Any member of the household has been evicted from federally assisted housing in the last
three (3) years for drug-related criminal activity. HUD permits but does not require the O/A
to admit an otherwise-eligible family if the household member has completed an O/A-
approved drug rehabilitation program or the circumstances which led to eviction no longer
exist (e.g., the person involved in the criminal activity no longer lives in the household).

PCHA Policy

The PCHA will admit an otherwise-eligible family who was evicted from federally
assisted housing within the past three years for drug-related criminal activity, if the
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PCHA is able to verify that the household member who engaged in the criminal activity
has completed a supervised drug rehabilitation program approved by the PCHA, or the
person who committed the crime is no longer living in the household.

The O/A determines that any household member is determined to be currently engaged in the
illegal use a controlled substance (e.g., marijuana). A controlled substance is defined in
section 102 of the Controlled Substances Act [21 U.S.C. 802].

PCHA Policy

Currently engaged in is defined as any use of illegal drugs during the previous twelve
(12) months, unless the applicant is currently enrolled in and fully compliant with
treatment.

The O/A has reasonable cause to believe that any household member’s current use or pattern
of use of illegal drugs, or current abuse or pattern of abuse of alcohol, may threaten the
health, safety, or right to peaceful enjoyment of the prei.ises by other residents.

PCHA Policy

In determining reasonable cause, the PCHAC vill conside »all credible evidence, including
but not limited to, any record of conviction® or arrests of hc.isehold members related to
the use of illegal drugs or the abuse of a. ahol« \ conviction will be given more weight
than an arrest. A record of arrests will not & * ssed as the sole basis for the denial or proof
that the applicant engaged in dise’ »'ifving crivnal activity. The PCHA will also

consider evidence from treatment | xovic. »s,.0r ccmmunity-based organizations providing
services to household members.

Any household member is st oject 0 a lit_time registration requirement under a state sex
offender registration progs< «m.

PCHA Policy

At the time of 2 Jplicatic » pr¢ 2ssing, the PCHA will screen all applicants and household
members foi tate sex 0. 2nder registration in all states where the applicant and members
of the applican. » househ Id have resided using the Dru Sjodin National Sex Offender
DatabaseHttp://wv_».nst ow.qoy

If it is determined that a household member is subject to a state lifetime sex offender
registration requirement, the household will be denied, or assistance will be terminated,
unless the ineligible household member is removed from the household. For applicant
households, the ineligible household member must be removed from the application, or
the application will be denied.

The PCHA will screen all household members for state sex offender registration and
criminal history at the time of each resident’s annual recertification. Should there be any
evidence that any member of the applicant/resident household is subject to a state lifetime
sex offender registration program or that any prior records have been falsified or not
properly disclosed, or that a criminal history is discovered that violates the above policies
in effect at the time of the annual recertification, the resident’s lease may be immediately
terminated or the family will be given the opportunity to remove the offender from the
household.
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In the cases listed above, proof that the ineligible member has been removed from the
household must be provided to management. This would include (1) executing a new
lease without the ineligible household member, or (2) established utility account at
another address, or (3) verification of a change in address from the U. S. Postal Service

for the ineligible member.
* Any member of the family fails to sign and submit consent forms for obtaining information.

» The family does not meet the restrictions on net assets and real property ownership as
required by 24 CFR 5.618.
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6-C. ASSET LIMITATION [24 CFR 5.618]

There are two circumstances under which a family is ineligible to receive assistance based on
asset ownership.

First, assistance may not be provided to any family if the family’s net assets exceed $100,000
(adjusted annually by HUD).

Second, the family has real property (as defined under state law in which the property is located)
that is suitable for occupancy by the family as a residence and the family has:

* A present ownership interest in the real property; and
* Alegal right to reside in the real property; and

* The effective legal authority to sell (based on state or local laws of the jurisdiction where the
property is located) the real property.

The O/A does not have the discretion not to enforce or< ¢ de limited enforcement of the asset
limitation at admission. However, the real property rastriction  2es not apply in the following
circumstances:

* Any property for which the family is receiviri_ assist .nce for a manufactured home under
24 CFR 982.620 or under the HCV Homeownc « 1lp program;

* Any property that is jointly owned by \.ymber o1" »e family and at least one non-household
member who does not live with the far. ly, 11 “»20on-household member resides at the
jointly owned property;

* Any family that is offering t* = prop rty fol :ale; or
* Any person who is a victimi f d€iiesuc i0lence, dating violence, sexual assault, or stalking.

- When a family a¢..5 san « iception because a family member is a victim of domestic
violence, datit 4 violenc. \sexc al assault, or stalking, the O/A must comply with all the
confidentiality »2quiremei s under the Violence Against Women Act (VAWA). The O/A
must accept a s. f-certific ation from the family member, and the restrictions on
requesting docume tat.on under VAWA apply.

A property is considereslitable for occupancy unless the family demonstrates that it:

* Does not meet the disability-related needs for all members of the family (e.g., physical
accessibility requirements, disability-related need for additional bedrooms, proximity to
accessible transportation, etc.);

* Is not sufficient for the size of the family;

PCHA Policy

The PCHA defines not sufficient for the size of the familgs being overcrowded based on
the PCHA'’s occupancy standards in Chapter 4 of this policy.
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» Is geographically located so as to be a hardship for the family (e.g., the distance or
commuting time between the property and the family’s place of work or school would be a
hardship to the family, as determined by the O/A);

PCHA Policy

In general, the PCHA defin@sgeographic hardship to include when a family members’
work, school, health care provider, or other necessary service is located an unreasonable
distance from the real property or there is a lack of adequate transportation options for the
family to access work, school, health care, or other necessary services. The PCHA will
consider circumstantial details a family faces when determining whether a geographical
hardship is present.

* Is not safe to reside in because of the physical condition of the property (e.g., property’s
physical condition poses a risk to the family’s health and safety and the condition of the
property cannot be easily remedied); or

* s not a property that a family may reside in under th¢ < ate or local laws of the jurisdiction
where the property is located. (e.g., a storefront zoiied fo. sommercial use only)

If a family meets one of the above exceptions, tha . eal property i\ ot automatically excluded
from the calculation of net family assets. Unlest the re« "property is specifically excluded from
net family assets as described in 24 CFR 5.603," %< . be included in net family assets. If the
value of that real property brings the net family asse = above $100,000 (as adjusted for inflation),
the family is out of compliance with the a. se. mitatior.
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6-D. ASSET LIMITATION FOR RESIDENTS AT ANNUAL AND INTERIM
REEXAMINATION

The O/A has discretion with respect to the application of the asset limitation at annual and
interim recertification. The O/A may adopt a written policy of total nonenforcement,
enforcement, or limited enforcement as well as adopting exception policies.

Regardless of the policy adopted, O/A’s must comply with federal fair housing and civil rights
requirements, including reasonable accommodation requirements. This obligation applies
regardless of whether the O/A established enforcement, limited enforcement, or exception
policies to the asset limitation at reexamination. This may mean, for example, that the O/A
would be required to allow someone to cure their noncompliance or provide more time to
demonstrate they have cured their noncompliance before terminating assistance if there was a
nexus between the person’s disability and their need to cure or their need for additional time to
demonstrate they have cured their noncompliance. A reasonable accommodation could require
delaying the initiation of termination or eviction proceedingd 1or more than six months.

PCHA Policy

The PCHA must enforce the asset limitation< .t initial cer fication for families who lost
their assistance because they failed to re< _rtify timely or bogan to pay market rent,
remained in the unit, and then lost incon: » ona’ again requiring assistance.

The PCHA has adopted a policy of enforceri. the asset limitation for all residents.

Families who are found to be out ¢ \.cor. ance" ith the asset limitation at reexamination
(annual or interim), the PCHA must aiti« e 1e. Jiination or eviction proceedings within

six months of the income 27 ... »inatio. (hat determined the family was out of compliance.
PCHA may delay the ini.ation | [ term._ation or eviction proceedings for noncompliant
families for up to but ri Jlonga’ “wwa,six months.

No family will be 220 an™ aportunity to cure noncompliance.

Within 10 day of comp. ting e family’s recertification in which the family violates the
asset limitatic » the PCH, will provide the family with written notice stating the family

is out of complic. ce with .ne asset limitation, and PCHA policy calls for termination of
assistance within £ snfonths. The notice will include the date the family’s assistance will
be terminated and/or eviction proceedings will begin.
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6-E. OTHER PERMITTED REASONS FOR DENIAL OF ADMISSION
The O/A is responsible for screening family behavior and suitability for tenancy.

PCHA Policy

If any household member is currently engaged in, or has engaged in any of the following
criminal activities, within the past three years, the family will be denied admission:

Drug-related criminal activity, defined by HUD as the illegal manufacture, sale,
distribution, or use of a drug, or the possession of a drug with intent to
manufacture, sell, distribute or use the drug

Violent criminal activity, defined by HUD as any criminal activity that has as one

of its elements the use, attempted use, or threatened use of physical force
substantial enough to cause, or be reasonably/ikely to cause, serious bodily injury
or property damage.

Criminal activity that may threaten the hg'.uth," afety, or welfare of other tenants

Criminal activity that may threaten th¢ nealth or sc =ty of PCHA staff,
contractors, subcontractors, or ags i(s.

Criminal sexual conduct, including '« :t« ot limited to sexual assault, incest, open
and gross lewdness, or child abuse.

Evidence of such criminal activity I cluac whut i hot limited to any record of

convictions or arrests for suspectea Irii,-relaced or violent criminal activity of household
members within the past 4" .cc vears. A conviction for such activity will be given more
weight than an arrest. # vecor¢ of arre t will not be used as the sole basis for the denial or

proof that the applicari. angad ~Z Ttisqualifying criminal activity.
The PCHA will dassadmic ion to an applicant family if the PCHA determines that the
family:

Has a . »ttern of u suitable past performance in meeting financial obligations,
including™. »nt wit® 1 the past five (5) years or two (2) consecutive tenancies.

Has a patteri. .1 disturbance of neighbors, destruction of property, or living or
housekeeping habits at prior residences within the past five (5) years or two (2)
consecutive tenancies which may adversely affect the health, safety, or welfare of
other tenants

Owes rent or other amounts to this or any other O/A or PHA in connection with
any assisted housing program

Misrepresented or does not provide complete information related to eligibility,
including income, award of preferences for admission, expenses, family
composition, or rent

Has committed fraud, bribery, or any other corrupt or criminal act in connection
with any federal housing program
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Has engaged in or threatened violent or abusive behavior toward PCHA personnel

Abusive or violent behavior towards PCHA personnel includes verbal as
well as physical abuse or violence. Use of racial epithets, or other
language, written or oral, that is customarily used to intimidate may be
considered abusive or violent behavior.

Threatening refers to oral or written threats or physical gestures that
communicate intent to abuse or commit violence.
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6-F. CONSIDERATION OF CIRCUMSTANCES

HUD authorizes the O/A to consider all relevant circumstances when deciding whether to deny
admission based on a family’s history except in the situations for which denial of admission is
mandated.

In the event the O/A receives unfavorable information with respect to an applicant, consideration
must be given to the time, nature, and extent of the applicant’s conduct (including the
seriousness of the offense). In a manner consistent with its policies, O/As may give consideration
to factors that might indicate a reasonable probability of favorable future conduct.

PCHA Policy

Mitigating circumstances shall be verified. The individual performing the verification
must corroborate the reason given by the applicant for unacceptable tenancy-related
behavior and indicate the good prospect for lease ca'.ipliance in the future because the
reason for the unacceptable behavior is either nos ager in effect or is otherwise
controlled. The PCHA will consider the followin{ 1actc and circumstances prior to
making its decision:

The seriousness of the case, espa .ially with respect to how it would affect other
residents’ safety or property

The effects that denial of ag=ission mic . have on other members of the family
who were not involved in th \ac.a.0or fai re to act

The extent of participation or u'¢ ability of individual family members, including
whether the culpak’s1a 2ily m mber is a minor or a person with disabilities, or a
victim of domes* . viole! ce, dat g violence, sexual assault, or stalking

The length of timc =i Ce the violation occurred, including the age of the individual
at the tima7_5e cG. duct, as well as the family’s recent history and the likelihood
of favoit wole conc ct Iii he future

While & =cord of ¢ rests will not be used as the sole basis for denial, an arrest
may, how< er, tri ger an investigation to determine whether the applicant actually
engaged in ¢ »f,dalifying criminal activity. As part of its investigation, the PCHA
may obtain the police report associated with the arrest and consider the reported
circumstances of the arrest. The PCHA may also consider:

Any statements made by witnesses or the applicant not included in the
police report

Whether criminal charges were filed

Whether, if filed, criminal charges were abandoned, dismissed, not
prosecuted, or ultimately resulted in an acquittal

Any other evidence relevant to determining whether or not the applicant
engaged in disqualifying activity

Evidence of criminal conduct, if it indicates a demonstrable risk to safety
or property
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Evidence of the applicant family’s participation in or willingness to
participate in social service or other appropriate counseling service
programs

In the case of drug or alcohol abuse, the PCHA will consider whether the culpable
household member is participating in or has successfully completed a supervised
drug or alcohol rehabilitation program or has otherwise been rehabilitated
successfully.

The PCHA will require the applicant to submit evidence of the household
member’s current participation in or successful completion of a supervised drug
or alcohol rehabilitation program, or evidence of otherwise having been
rehabilitated successfully.

Where an applicant claims that prior unacceptable tenancy-related behavior
resulted from alcohol abuse or use of illegal d= 'gs, acceptable verification of
mitigating circumstances would have to ests «ish that:

(As applicable) There is no currnt illegar 'se, which includes activity
within the last year, of contro' -d substance. », If such use is documented,
applicant must present evi¢ :nce th xt such use has stopped and is unlikely
to recur.

(As applicable) Ther .is“a.currer. \abuse of alcohol, which includes abuse
within the last year, a. d ab sc aunlikely to recur.

During thed erioC ‘or wl =h the applicant has claimed no current use, the
applicar’ s beha .or.as a .enant must have been acceptable.

If an app’ cant. aims hast tenancy-related problems were the result of a disability
and s ne conditi. 2 has changed making such behavior unlikely to recur, the
PCHA all consic r evidence supporting such claims. All applicants are
responsib. wfor p« viding verification for such claims. In instances where the
applicant cla 2* 'some services or treatment shall be available to enable the
applicant to correct the problem behavior, the PCHA shall require verification that
such services are available, and that the applicant is likely to continue to use such
services or treatment.

Further, the PCHA acknowledges that a victim of domestic violence, dating
violence, sexual assault, or stalking may have an unfavorable history (e.g., a poor
credit history, poor rental history, a record of previous damage to an apartment, a
prior arrest record) due to adverse factors that would warrant denial under the
PCHA'’s policies.

While the PCHA is not required to identify whether adverse factors that resulted
in the applicant’s denial are a result of domestic violence, dating violence, sexual
assault, or stalking, the applicant may inform the PCHA in accordance with
Chapter 8 of this TSP that their status as a victim is directly related to the grounds
for the denial. The PCHA will request that the applicant provide enough
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information to the PCHA to allow the PCHA to make an objectively reasonable
determination, based on all circumstances, whether the adverse factor is a direct
result of their status as a victim.

The PCHA shall have the right to request information reasonably needed to verify
the mitigating circumstances, even if such information is of a confidential nature
(e.g. verifications from medical professionals that provide confidential
information.). If the applicant refuses to provide or give access to such further
information the PCHA may choose not to give further consideration to the
mitigating circumstance.

Removal of a Family Member’'s Name from the Application

PCHA Policy

As a condition of receiving assistance, a family x* ay  »aree to remove the culpable family
member from the application.

After admission to the program, the family iust present ev dence of the former family
member’s current address upon PCHA i auest

Reasonable Accommodation

PCHA Policy

If the family indicates that the behav ar 1 a farnily member with a disability is the reason
for the proposed denial of aar ssion;, he PCHA will determine whether the behavior is
related to the disabilitv4.r so, v on the amily’s request, the PCHA will determine

whether alternative me. suret ‘o propriate as a reasonable accommodation. The PCHA
will only consider.2ecomti dations that can reasonably be expected to address the
behavior that ig’.ne ba s o1 »e proposed denial of admission.
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6-G. CREDIT HISTORY

PCHA Policy

The PCHA may consider an applicant’s credit history, but such information may ONLY
be used in lieu of rental history to determine an applicant’s ability to pay rent when
history is not available. In order for a credit report to be considered acceptable, the credit
report may show minor, moderate, or limited credit problems within the last three years.

The PCHA will consider the existence of mitigatirgtors before denying admission to
an applicant based on the failure to meet prior financial obligations. Mitigating
circumstances may include:

» Loss of employment or other financial difficulties;

* A representative payer or other relia!t'e third party who would take
written responsibility for payment:

* Evidence that such poor credit was'. 2 result of a disability that is now
under control; or

* Evidence that credit pra‘.iems y‘ere the result of other circumstances
that no longer exist and v 2r4".s reason to believe that applicant will
now pay rent promptly ana“ full.

An applicant’s ability and willingnes : to p ., maat must be demonstrated through an
identifiable source of sufficiast incor. 2¢.0 pay rent and prior rental history. The lack of
credit history, as opposes (o pt or cre it history, is not sufficient justification to reject an
applicant. The PCHA ust als’ take ir. 9 account rent burden if an applicant can
demonstrate a history ¢ za# siyiny « iigher rent burden than the PCHA normally
employs.
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6-H. RENTAL HISTORY

PCHA Policy

In order to determine the suitability of applicants, the PCHA will examine applicant
history for the past five (5) years or from the last two (2) successive tenancies, whichever
is more inclusive.

Any one of the following by any household member listed on the application may result
in rejection of the application:

Any history that the applicant has moved out of a residence owing a balance.

Any eviction from a previous residence in the last three years for eviction from
federally assisted housing for drug-related criminal activity.

Four or more late payments of rent within a 12 /nonth period from a current or
previous residence.

Any one report that the applicant, or theii houss 20ld members or guests, were
destructive to the unit or common arg’ s at a curre 't or previous residence.

Any one report that the applicant¢ as or k' poor housekeeping habits rising to
the level of a health of safety threau ¢ a current or previous residence.

Any one report that the apy’ w20t cause or was involved in disturbances at a
current or previous residenc .

Any one report that t2a.applic_«. did not abide by the rules and regulations at a
current or previoud resic :nce.

If an applicant has no". tal #* ent bistory, the PCHA will check court records of
financial judgments and '« uit reports. A lack of rental history will not disqualify
someone from ¥ _cuiv 2g a' »sident, but a poor rental history may.

Applicants w2 no rentai hayment history will also be asked to provide the PCHA with
personal refere zes. The eferences will be requested to complete a verification of the
applicant’s ability” » pax ient if no other documentation of ability to meet financial
obligations is availaw -.

The PCHA may conduct housekeeping inspections.
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6-1. EXISTING TENANT SEARCH

As part of the application review process, HUD requires that the O/A use the EIV system to
determine if the applicant or any member of the applicant household is currently receiving HUD
assistance. The Existing Tenant Search will indicate if an applicant or any member of the
household is currently receiving subsidy at another community. This report will be printed and
maintained in the application file in accordance with HUD’s recordkeeping requirements.

PCHA Policy

If the EIV Existing Tenant Search reveals that the applicant or a member of the
applicant’s household is currently receiving HUD rental assistance at another residence,
the PCHA must follow up first with the resident to discuss the details of their
circumstances, and then with the respective O/A or PHA to confirm the individual's
program participation status prior to admission.

The PCHA will also attempt to coordinate move-¢i and move-in dates with the resident
and the respective O/A or PHA at the other loce ..on.

In addition, applicants will be verbally notifis"s that rental« zsistance will not be provided
for the new unit until the day after assista’.ce stons in the current residence, as identified
in TRACS.

Prior to move-in, the applicant will&se requirec *o submit to the PCHA a move-out
inspection form or written verificati \n c.2nave-o. ), signed and dated by the previous
landlord.

6-J. MISREPRESENTATION @ INF, RMA' 'ON

An application will be rejectec £ dur’ S “mmaurse of processing it becomes evident that an
applicant or any applicant. housc " s1ld member has falsified or otherwise misrepresented any facts
about their current siti .aon,  stor; »or behavior in a manner that would affect eligibility or
applicant selection iteria quair_‘caticas, including preferences, income, assets, allowances, or
rent. This provision s. 2ll not be; pplied to minor and unintentional mistakes that produce no
benefit to the applicant.
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Chapter 7

UNIT OFFER AND TRANSFER POLICY

The PCHA assigns eligible applicants to dwelling units in accordance with a plan that is
consistent with civil rights and nondiscrimination.

In filling an actual or expected vacancy, the PCHA offers the dwelling unit to an applicant in the
appropriate sequence. The PCHA offers the unit until it is accepted. This chapter describes the
PCHA'’s policies with regard to the number of unit offers that will be made to applicants selected
from the waiting list. This section also describes the PCHA's policies for offering units with
accessibility features, and unit transfer policies.

7-A. NUMBER OF OFFERS
PCHA Policy

The first qualified applicant in sequence opf.1e waiting lis' s madefeaeof a unit of
appropriate size and type. The applican (ust as sept the vacancy offered or be dropped
from the waiting list.

7-B. TIME LIMIT FOR UNIT OFFER At C T2TANCL 9R REFUSAL
PCHA Policy

Applicants must accept«. refu. 2 a ur.  offer within five business days of the date of the
offer is communicatee. oy pha :2.mail; or email if email address provided by applicant)
or be removed from the™ 27.ng list. ine PCHA will make a unit offer either by phone,
first-class mail, a=°C.»il if © nail address provided by applidd@HA will send a

certified letterd .vithretur. rece 't requested if contact is being madetbgr. All offers

made over tri xnhone wil »e confirmed to the applibgntertified letter, withreturn

receipt requeste , or em’ |l if email address provided by applicant.

If more than one unicof appropriate size and type is available, the first unit to be offered
will be the unit that is or will be ready for move-in first. “Ready for move-in” means the
unit has no deficiencies.

7-C. REFUSALS OF UNIT OFFERS
Good Causefor Unit Refusal

PCHA Policy

An elderly or disabled family may decline an offer for designated housing. Such a refusal
must not adversely affect the family's position on or placement on the waiting list

Applicants may refuse to accept a unit offer for "good cause." Good causgudes

situations in which an applicant is willing to move but is unable to do so at the time of the
unit offer, or the applicant demonstrates that acceptance of the offer would cause undue
hardship not related to considerations of the applicant’s race, color, national origin, etc.

© Copyright 2024 Nan McKay & Associates, Inc. Page 71 Tenant Selection Plan 2/1/24
Unlimited copies may be made for internal use.



Examples of good cause for refusal of a unit offer include, but are not limited to, the
following:

» Inaccessibility to source of employment, education, or job training,
children’s day care, or educational program for children with
disabilities, so that accepting the unit offer would require the adult
household member to quit a job, drop out of an educational institution
or job training program, or take a child out of day care or an
educational program for children with disabilities.

* The family demonstrates to the PCHA's satisfaction that accepting the
offer will place a family member’s life, health or safety in jeopardy.
The family should offer specific and compelling documentation such
as restraining orders, other court orders, or risk assessments related to
witness protection from a law enforcament agency. Reasons offered
must be specific to the family. Ref:sals due to location alone do not
qualify for this good cause exenr’ su .

* A health professional verifiettempora._»hospitalization or recovery
from iliness of the principd. household m< mber, other household
members (as listed on< al ap: ication) or live-in aide necessary to the
care of the principal hous< »¢.d member.

* The unitis inapp . uate for v yapplicant’s disabilities, or the family
does not need the acce. 2le features in the unit offered and does not
want to be_subject’ » 30-day notice to move.

In the case of a unit refi:"al for, ood ¢ use the applicant will not be removed from the
waiting list as describ{ ¢ later/ tkis se.idon. The applicant will remain at the top of the
waiting list until the fami._w Ceives aii offer for which they do not have good cause to

refuse.

The PHA wi¥® equire dou :meriation of good cause for unit refusals.

Unit Refusal Without Gooc @' wuse

PCHA Policy

When an applicant rejects the unit offer without good cause, the PCHA will remove the
applicant’s name from the waiting list and send notice to the family of such removal via
first- class mail or electronically by email if email address provided by applicant. The
notice will inform the family of their right to request an informal reveawd the process

for doing so.

Applicants who are removed from the waiting list because they refuse a unit without
good cause may not reapply for housing for 12 months.
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7-D. ACCESSIBLE UNITS

PCHA Policy

The PCHA must adopt suitable means to assure that information regarding the
availability of accessible units reaches eligible individuals with disabilities, and take
reasonable nondiscriminatory steps to maximize the utilization of such units by eligible
individuals whose disability requires the accessibility features of a particular unit.

When an accessible unit becomes vacant, before offering such units to a non-disabled
applicant the PCHA must offer such units:

» First, to a current resident of another unit of the same development, who has a
disability that requires the special features of the vacant unit and is occupying
a unit not having such features, or if no such occupant exists, then

* Second, to an eligible qualified applicant ox the waiting list having a disability
that requires the special features of the 2 .cant unit.

When offering an accessible unit to an applicari. not 1. wing a disability requiring the
accessibility features of the unit, the PCHA x ay require” »e applicant to agree (and may
incorporate this agreement in the lease) 14 move.to a non-c.ccessible unit when available.

When there are no resident or applicant 1c 2ili€ 5 requiring the accessible features of the
unit, the PCHA will offer the unit to.a non-dis_ 2led applicant.

When offering an accessible unit t¢ a nor =abled applicant, the PCHA will require the
applicant to agree to move t2.an ave 'a’.ie non-accessible unit within thirty days when
either a current resident 2= an" aplicc_t needs the features of the unit and there is another
unit available for the nd.i-disak =d fam. . This requirement will be a provision of the

lease agreement.

7-E. TRANSFER REC JESIC

The O/A is requirea . develop | ritten unit transfer policies in the TSP that include transfer
waiting lists, acceptab. wreason' for transfers, procedures for filling vacancies, and whether unit
transfers take priority ove »apt.cants from the property waiting list.

The O/A’s transfer policy must be reasonable, must ensure that families are not discriminated
against based on race, color, religion, sex, national origin, age, familial status, and disability, and
must be applied consistently.

PCHA Policy

Residents requesting a transfer to another unit will be required to submit a written or
electronic request for transfer.

In case of a reasonable accommodation transfer, the PCHA will encourage the resident to
make the request in writing using a reasonable accommodation request form. However,
the PCHA will consider the transfer request any time the resident indicates that an
accommodation is needed whether or not a formal written request is submitted. A verbal
request will be accepted by the PCHA.

The PCHA will respond by:
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» approving the transfer and putting the family on the transfer list; or
* by denying the transfer; or

* by requiring more information or documentation from the family, such as
documentation of domestic violence, dating violence, sexual assault, or stalking.

The PCHA will respond within 10 business days of the submission of the family’s
request.

The resident will be housed in the next available appropriately sized vacant unit, when
they reach the top of the transfer waiting list. The resident understands that this unit will
become their permanent residence.
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7-F. TYPES OF TRANSFERS

PCHA Policy

The following transfers are mandatory and are the only instances in which a transfer will
be approved:

Emergency Transfers

Maintenance conditions in the resident’s unit, building, or at the site that pose an
immediate, verifiable threat to the health or safety of the resident or family members that
cannot be repaired or abated within 24 hours. Unit is uninhabitable through no fault of the
resident (i.e., fire, flood, tornado, etc.), and emergency transfers under VAWA.

Uninhabitable Unit

If there is no vacant unit available in the case of an 12#.inhabitable unit, the resident will be
directed to the Red Cross or other appropriate ags’ cies for temporary housing, then re-
housed in their original unit after all repair work¢ as . »2n completed.

If more than one resident is displaced due t« a fire, flood, *ornado, etc., households will
be placed in appropriately sized vacant 1i<.s in exder of iniual move-in date. If no vacant
units are available, the same procedures il h¢ rollowed as described above.

Violence Against Women Act (VAWMA)

For a verified incident of domestic" ‘oler.. mdatii.g violence, sexual assault, stalking, or
human trafficking. For instances of « »na'_stic v.olence, dating violence, sexual assault,
stalking, or human trafficki.y," 2e thre it may be established through documentation
outlined in Chapter 8. ki order, » requ. st the emergency transfer, the requestor must
submit an emergency « ansfa’ .C" Tat-torm (HUD-5383), although, the PCHA may, on a
case-by-case basis_waiv. " nis requirement and accept a verbal request in order to
expedite the trat.ster o aces . If the PCHA accepts an individual's statement, the PCHA
will documenr’ acceptanc  of tive statement in the individual’s file in accordance with
Chapter 8 of i = TSP.

The PCHA will imi =dic .cly process requests for transfers due to domestic violence,
dating violence, sexu ul assault, stalking, or human trafficking. The PCHA will allow a
tenant to make an internal emergency transfer under VAWA when a safe unit is
immediately available. The PCHA defines immediately availablea vacant unit that is
ready for move-in within a reasonable period of time, not to exceed 10 calendar days.

The PCHA has adopted an emergency transfer plan, which is included as Exhibit 8-1 to
this plan.
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PCHA -Required Transfers

The types of transfers that may be required by the PCHA include, but are not limited to,
transfers to make an accessible unit available for a disabled family, transfers to comply
with occupancy standards, and transfers for demolition, disposition, revitalization, or
rehabilitation.

Transfersto Make an Accessible Unit Available

When a non-accessible unit becomes available, the PCHA will transfer a family
living in an accessible unit that does not require the accessible features to an
available unit that is not accessible. The PCHA may wait until a disabled resident
requires the accessible unit before transferring the family that does not require the
accessible features out of the accessible unit.

If a resident is required to transfer to make ansccessible unit available, the
resident has 30 days after they have been p¢ dfied that an appropriately sized unit
is available for them. If they do not moves iti. 3 that time frame, they are

required to pay full market rent in theirsurrent G it

Occupancy Standards Transfers

The PCHA will transfer a family wit x t+ . family size has changed and the family
is now too large (overcrowded) or toc. mall (over-housed) for the unit occupied.

The PCHA may also transfe : a.2milv whicwas initially placed in a unit in which
the family was over-housed |\ a ¢it'c xn appropriate size based on the PCHA'’s
occupancy standarg® then tf (°CHA determines there is a need for the transfer.

Families that res uest ar i are g :nted an exception to the occupancy standards (for
either a larger 0. sma' i .2 nit) will only be required to transfer if it is
necessary.ta.comp. with the approved exception.

If a res.ent is re ulirec 10 transfer due to a change in household composition, the
reside. s has 30 de s after they have been notified that an appropriately sized unit
is availar » for the n. If they do not move within that time frame, they are

required to", ay< il market rent in their current unit.

Transfersfor Medical Reasons
The PCHA will transfer a family to alleviate verified medical problems.
Transfersfor Demoalition, Disposition, Revitalization, or Rehabilitation

For households temporarily displaced due to a project involving demolition,
disposition, revitalization, or rehabilitation of their current unit, the PCHA will
comply with all requirements in the Uniform Relocation Assistance and Real
Property Acquisition Policies Act (URA).
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RAD Requirements

For households displaced as a direct result of the PCHA planning or
implementing resident moves due to a conversion of a public housing project
under RAD, the PCHA will comply with all requirements in the RAD Civil
Rights — Relocation Notice H 2016-17.

Transfers Requested by Residents

The types of requests for transfers from residents that the PCHA will consider are limited
to requests for transfers to alleviate verified medical problems of a serious or life-
threatening nature, VAWA transfers, and reasonable accommodation, including the need
for an accessible unit. No other transfer requests will be considered by the PCHA.

Should a resident request a unit transfer as a reasonable accommodation, the PCHA will
pay the cost of the physical move for the resident as !ong as doing so does not place an
undue financial and administrative burden upon tha' Z»CHA.

7-G. TRANSFER LIST

PCHA Policy

Emergency transfers will not automaticarn_ a0« 1 the transfer list. Instead emergency
transfers will be handled immediately, on a'« se-by-case basis. If the emergency cannot
be resolved by a temporary accor{ ...adation, <. d the resident requires a permanent
transfer, the family will be placed a the . waf the transfer list.

Transfers will be processef mthe fo .ving order:
1. Emergency tunsfers (hazal ous maintenance conditions, VAWA)

2. High-priority « yngtcrs (ver..ied medical condition, and
reasors’macce amodation)

3. Tra .sfers to @ =viai. verified medical problems of a serious or life-
thre tening nai re

4. Transfe 3 to4 .ake accessible units available
5. Demolition; renovation, etc.
6. Occupancy standards

7. Other O/A-required transfers

Within each category, transfers will be processed in order of the date a family was placed
on the transfer list, starting with the earliest date.

Transfers will take precedence over waiting list admissions. Existing residents approved
to receive Section 8 assistance will also be given priority over external applicants when
allocating available Section 8 assistance slots.
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Chapter 8
THE VIOLENCE AGAINST WOMEN ACT (VAWA)

8-A. OVERVIEW

The Violence against Women Reauthorization Act (VAWA) provides special protections for

victims of domestic violence, dating violence, sexual assault, stalking, and human trafficking
who are applying for or receiving assistance under the PBRA program. If state or local laws
provide greater protection for such victims, those apply in conjunction with VAWA.

» Although the VAWA 2022 statute does not specifically include human trafficking in the list
of victims protected under VAWA, in 2022 HUD began including human trafficking as part
of the list of victims protected under VAWA. In the absence of a final rule implementing
VAWA 2022 and to mirror HUD’s recent usage, this poli<, includes human trafficking in
addition to domestic violence, dating violence, sexua!’ ssault, and stalking anywhere such a
list appears.

In addition to definitions of key terms used in VAW, this chaptc »contains general VAWA
requirements and O/A policies in three areas: nd aricaticn, documentation, and confidentiality, as
well as the O/A’s Emergency Transfer Plan requ =d4 ider VAWA.

8-B. DEFINITIONS [24 CFR 5.2003]

As used in VAWA:
* The term affiliated individualm® aii swith ' :spect to a person:

A spouse, parent, bro# er or s/ .ter. or (1ild of that individual, or an individual to whom
that person stands in th natiuon ui place of a parent; or

Any individual, 2 iare e lave wl occupant living in the household of the victim of
domestic vio!t /ice, datiri \violcice, sexual assault, or stalking.

* The term bifurcata. »ans, wit respect to a public housing or Section 8 lease, to divide a
lease as a matter of i. v s« .n that certain tenants can be evicted or removed while the
remaining family memb< 3’ lease and occupancy rights are allowed to remain intact.

* The term dating violencemeans violence committed by a person who is or has been in a
social relationship of a romantic or intimate nature with the victim; and where the existence
of such a relationship shall be determined based on a consideration of the following factors:

The length of the relationship
The type of relationship
The frequency of interaction between the persons involved in the relationship
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* The term domestic violencancludes felony or misdemeanor crimes committed by a current
or former spouse or intimate partner of the victim under the family or domestic violence laws
of the jurisdiction receiving grant funding, and in the case of victim services, includes the use
or attempted use of physical abuse or sexual abuse, or a pattern of any other coercive
behavior committed, enabled, or solicited to gain or maintain power and control over a
victim, including verbal, psychological, economic, or technological abuse that may or may
not constitute criminal behavior, by a person who is:

- The current or former spouse or intimate partner of the victim, or person similarly
situated to a spouse or intimate partner of the victim

- A person who is cohabitating or has cohabitated with the victim as a spouse or intimate
partner

- A person with whom the victim shares a child in common

- A person who commits acts against a youth or adi:® victim who is protected from those
acts under the domestic or family violence laws« . ti. hiurisdiction

» The term economic abusemeans behavior that is« vercive, de 2ptive, or unreasonably
controls or restrains a person’s ability to aca: .e, use, or mairiciin economic resources to
which they are entitle, including using coerc. =, frat.d, and manipulation to:

- Restrict a person’s access to money, assets, sredit, or financial information

- Unfairly use a person’s personal e onu.=s,reso.ces, including money, assets, and credit,
for one’s own advantage

- Exert undue influence oy, a | rson’. financial and economic behavior or decisions,
including forcing defai’. on joir . or oth - financial obligations, exploiting powers of
attorney, guardianship,” x.ca iseive. 'Ship, or to whom one has a fiduciary duty.

e The term sexual ass? ..ui.. 2NS:

- Any noncon¢ nsual sext l act proscribed by federal, tribal, or state law, including when
the victim lack< the capa’ ty to consent

* The term stalkingmear. :

- To engage in a course of conduct directed at a specific person that would cause a
reasonable person to fear for their safety or the safety of others, or suffer substantial
emotional distress.
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* The term technological abusameans an act or pattern of behavior that occurs within
domestic violence, dating violence, sexual assault, or stalking and is intended to harm,
threaten, intimidate, control, stalk, harass, impersonate, exploit, extort, or monitor another
person, except as otherwise permitted by law, that occurs using any form of technology,
including but not limited to:

- Internet enabled devices

- Online spaces and platforms

- Computers

- Mobile devices

- Cameras and imaging programs

- Apps

- Location tracking devices

- Communication technologies

- Any other emerging technologies
8-C. NOTIFICATION [24 CFR 5.2005(a)]
Notification to Public

The O/A adopts the following policy to he » eric »a.thatall actual and potential beneficiaries of
its program are aware of their rights under: ‘AM/A.

PCHA Policy

The PCHA will post th follow “zimfarmiation regarding VAWA in its offices and on its
website. It will also make ¢ = information readily available to anyone who requests it.

A copy« . torm v HID-2 80, Notice of Occupancy Rights Under the Violence
Agairf. Women £t (Exhibit 8-1)

A copy 0. arm HI D-5382, Certification of Domestic Violence, Dating Violence,
Sexual Assc ultd or Stalking, and Alternate Documentation (Exhibit 8-2)

A copy of the PCHA'’s emergency transfer plan (Exhibit 8-3)

A copy of the PCHA’s Emergency Transfer Request for Certain Victims of
Domestic Violence, Dating Violence, Sexual Assault, or Stalking, Form HUD-
5383 (Exhibit 8-4)

The National Domestic Violence Hot Line: 1-800-799-SAFE (7233) or 1-800-
787-3224 (TTY)

Contact information for local victim advocacy groups or service providers
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Notification to Applicants and Tenants [24 CFR 5.2005(a)]

The O/A must provide the Notice of Occupancy Rights (HUD-5380) and certification form
(HUD-5382) at admission, along with any notice of denial or eviction.

PCHA Policy

The PCHA will provide all applicants with information about VAWA at the time they
request an application for housing assistance. The PCHA will also include such
information in all notices of denial of assistance.

The PCHA will provide all tenants with information about VAWA at the time of
admission and at annual reexamination. The PCHA will also include such information in
all termination of assistance and termination of tenancy (eviction) notices.

The O/A is not limited to providing VAWA information at the times specified in the above
policy.

PCHA Policy

Whenever the PCHA has reason to suspect :at provia. 2 information about VAWA to a
tenant or affiliated individual might place a2¢ ictim of domec. ‘c violence, dating violence,
sexual assault, stalking, or human traffi¢. ng at« sk, it will attempt to deliver the
information by hand directly to the victim, ¢ 2%, having the victim come to an office or
other space that may be safer for 22 individt ', making reasonable accommodations as
necessary. For example, the PCH. \ nic_adecide »ot to send mail regarding VAWA
protections to the victim’s unit if the ?CE 1l 2ves the perpetrator may have access to
the victim’s mail, unless reai sted b, “ne victim.

When discussing VAW« with t e victir., the PCHA will take reasonable precautions to
ensure that no one car. awer' o . sonversation, such as having conversations in a
private room.

The victim ma‘, but is it req ired to, designate an attorney, advocate, or other secure
contact for cc amunicatic s regarding VAWA protections.
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8-D. VAWA COMPLAINT PROCESSING [Notice FHEO 2023-01]

A complainant may, not later than one year after an alleged VAWA violation has occurred or
terminated, file a complaint with FHEO alleging such violation. If there is a violation that began
prior to a year before the complaint is filed, but it continues into the one-year time period, HUD
will accept the complaint. FHEO will investigate the complaint if it is timely and FHEO
otherwise has jurisdiction. If a complaint is filed more than one year after the alleged violation
occurred or terminated, FHEO may, but is not required to, investigate the allegations under the
additional authority and procedures described in FHEO 2023-01.

Complaints do not need to allege a violation of the Fair Housing Act for FHEO to accept and
investigate the complaint.

PCHA Policy

Applicants or tenant families who wish to file a VAW« ‘complaint against the PCHA
may notify the PCHA either orally or in writing.

The PCHA will advise the family of their right to'rile a v \WA complaint with HUD’s
Office of Fair Housing and Equal Opportuni’, (FHEO). Ti » PCHA will inform the
family that not later than one year after 2¢ alleges! VAWA violation has occurred or
terminated, applicants and tenants who b ‘iev< they have been injured by a VAWA
violation or will be injured by such a violatioi hat is about to occur may file a VAWA
complaint using FHEO's online c¢ ' =nint forni »ia mail, email, or telephone.

The PCHA will attempt to remedy ¢ mp!‘.rniic vade against the PCHA and will conduct
an investigation into all alla, “ans o. “.scrimination.

The PCHA will keep a4 _cord ¢ all col. »laints, investigations, notices, and corrective
actions.
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8-E. FAMILY BREAKUP AND REMAINING MEMBER OF TENANT FAMILY
Family Breakup

Except under the following conditions, the O/A has discretion to determine which members of an
assisted family continue to receive assistance if the family breaks up:

If the family breakup results from an occurrence of domestic violence, dating violence,

sexual assault, stalking, or human trafficking, the O/A must ensure that the victim retains
assistance. (For documentation requirements and policies related to domestic violence, dating
violence, sexual assault, stalking, and human trafficking, see Section 8-F of this plan.)

If a court determines the disposition of property between members of the assisted family, the
O/A is bound by the court’s determination of which family members continue to receive
assistance.

PCHA Policy

When a family on the waiting list breaks up inte{.wo ¢ »rerwise eligible families, only one
of the new families may retain the original agiication ac 2. Other former family
members may submit a new application w' .1 a new applicc ion date if the waiting list

is open.

If a family breaks up into two otherwise eligi. = families while living on the property,
only one of the new families will r¢ c.waccupai w of the unit.

If a court determines the dispositior of pfupc r between members of an applicant or
resident family, the PCHA«" abide" * the court’'s determination.

In the absence of a jud_ial des sion ol an agreement among the original family members,
the PCHA will determir: awhit /&l retain their placement on the waiting list or
continue in occupan<y. Iri taking its determination, the PCHA will take into
consideration t' = toll. ing i« ators: (1) the interest of any minor children, including
custody arral 1ements; () the'interest of any ill, elderly, or disabled family members; (3)
the interest ot < av family’ 1\ember who is or has been the victim of domestic violence,
dating violence, < xual« ssault, stalking, or human trafficking, including a family member
who was forced to i« *.e a HUD-assisted unit as a result of such actual or threatened
abuse, and provides documentation in accordance with section 8-F of this TSP; (4) any
possible risks to family members as a result of criminal activity; and (5) the
recommendations of social service professionals.
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8-F. DOCUMENTATION [24 CFR 5.2007]

An O/A presented with a claim for initial or continued assistance based on status as a victim or
threatened victim of domestic violence, dating violence, sexual assault, stalking, human
trafficking, or criminal activity related to any of these forms of abuse may—»but is not required
to—request that the individual making the claim document the abuse. Any request for
documentation must be in writing, and the individual must be allowed at least 14 business days
after receipt of the request to submit the documentation. The O/A may extend this time period at
its discretion. However, in the case of conflicting certifications, the O/A may require
documentation within 30 days from the date of the request [24 CFR 5.2007(a)].

The individual may satisfy the O/A’s request by providing any one of the following three forms
of documentation [24 CFR 5.2007(b)]:

1. A completed and signed HUD-approved certification form, (HUD-5382, Certification of
Domestic Violence, Dating Violence, Sexual Assault, o stalking, and Alternate
Documentation)

2. Afederal, state, tribal, territorial, or local police ranort or Cc wrt record, or an administrative
record

3. Documentation signed by a person who hat assistd J the victim in addressing domestic
violence, dating violence, sexual assault, stalk. ¢, or human trafficking or the effects of such
abuse. This person may be an empla®as. agent, = volunteer of a victim service provider, an
attorney, a mental health professionai or <. aedicar srofessional. The person signing the
documentation must attest under pena. v of yerjc y to the person’s belief that the incidents in
guestion are bona fide incidez’_" “abus_ The victim must also sign the documentation.
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The O/A may not require third-party documentation (forms 2 and 3) in addition to certification
(form 1), except as specified below under “Conflicting Documentation,” nor may it require
certification in addition to third-party documentation [24 CFR 5.2007(b)(2)].

PCHA Policy

Any request for documentation of domestic violence, dating violence, sexual assault,
stalking or human trafficking, will be in writing, will specify a deadline of 14 business
days following receipt of the request, will describe the three forms of acceptable
documentation, will provide explicit instructions on where and to whom the
documentation must be submitted, and will state the consequences for failure to submit
the documentation or request an extension in writing by the deadline.

The PCHA may, at its discretion, extend the deadline for 10 business days. In
determining whether to extend the deadline, the PCHA will consider factors that may
contribute to the victim’s inability to provide docume .ation in a timely manner,
including cognitive limitations, disabilities, limited< . alish proficiency, absence from the
unit, administrative delays, the danger of furthet viole. ze, and the victim’s need to
address health or safety issues. Any extensit 1 granted . the PCHA will be in writing.

Once the victim provides documentationt .ne PGCHIA will acknowledge receipt of the
documentation within 10 business days.

A hearing will be held by a third past2 with ex wrience in adjudicating domestic violence
cases, upon mutual agreement by e " 2'HA arinvolved parties, within 10 business
days of receipt of documentation. N_tifia’xt01. Jf the outcome of the hearing will be
provided in writing to the i#"."C »ad pa es within 10 business days of the meeting.
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Conflicting Documentation [24 CFR 5.2007(b)(2)]

In cases where the O/A receives conflicting certification documents from two or more members
of a household, each claiming to be a victim and naming one or more of the other petitioning
household members as the perpetrator, the O/A may determine which is the true victim by
requiring each to provide acceptable third-party documentation, as described above (forms 2 and
3). The O/A may also request third-party documentation when submitted documentation contains
information that conflicts with existing information already available to the O/A. The O/A must
honor any court orders issued to protect the victim or to address the distribution of property. In
cases of conflicting information, the O/A may require an applicant or tenant to submit third-party
documentation within 30 calendar days of the date of the request for the third-party
documentation.

PCHA Policy

If presented with conflicting certification documents< wo or more forms HUD-5382)

from members of the same household, the PCHA. !l attempt to determine which is the
true victim by requiring each of them to provide®.nird-y arty documentation in accordance
with 24 CFR 5.2007(b)(2) and by following 2°.y HUD gu: ance on how such
determinations should be made.

If the PCHA does not receive third-party ¢ sus .entation within the required timeframe
(and any extensions), the PCHA will deny V.. AV/A protections and will notify the
applicant or tenant in writing of the ucial,

The individuals requesting relief unv 2r M aw- . will have 30 calendar days to submit
third-party documentation« ... »PCH. nay, at its discretion, extend the deadline for 10
business days. Any exi< ision | ranteC 2y the PCHA will be in writing.

When requesting third-g artv.ocun. . its, the PCHA will provide contact information for
local domestic vie'ance ai. legal aid offices. In such cases, applicants or tenants will be
given 30 calert ar day. fron 2e date of the request to provide such documentation.

Discretion to Requirc "No Forma Documentation [24 CFR 5.2007(b)(1)(iv)]

The O/A has the discrew. 1 tos ovide benefits to an individual based solely on the individual’s
statement or other corrobc. .ing evidence—i.e., without requiring formal documentation of
abuse in accordance with 24 CFR 5.2007(b). HUD recommends documentation in a confidential
manner when a verbal statement or other evidence is accepted.

PCHA Policy

If the PCHA accepts an individual's statement or other corroborating evidence (as
determined by the victim) of domestic violence, dating violence, sexual assault, stalking,
or human trafficking, the PCHA will document acceptance of the statement or evidence
in a separate file, away from the resident’s file, in a secure place.
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Failure to Provide Documentation [24 CFR 5.2007(a)(2)]

In order to deny relief for protection under VAWA, the O/A must provide the individual
requesting relief with a written request for documentation of abuse. If the individual fails to
provide the documentation within 14 business days from the date of receipt, or such longer time
as the O/A may allow, the O/A may deny relief for protection under VAWA.

8-G. CONFIDENTIALITY [24 CFR 5.2007(c)]

All information provided to the O/A regarding domestic violence, dating violence, sexual

assault, stalking, or human trafficking, including the fact that an individual is a victim of

domestic violence, dating violence, sexual assault, stalking, or human trafficking, must be

retained in confidence. This means that the O/A (1) may not enter the information into any

shared database, (2) may not allow employees or others to access the information unless they are
explicitly authorized to do so and have a need to know the iz“ormation for purposes of their

work, and (3) may not provide the information to any othes cntity or individual, except to the

extent that the disclosure is (a) requested or consentes” .0 the individual in writing, (b)

required for use in an eviction proceeding, or (c) otharwise re ired by applicable law.

PCHA Policy

If disclosure is required for use in an evic. »n 1 oceeding or is otherwise required by
applicable law, the PCHA will inform the vic. 2 before disclosure occurs so that safety
risks can be identified and addres =&
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EXHIBIT 8-1: PINELLAS COUNTY HOUSING AUTHORITY EMERGENCY
TRANSFER PLAN, FORM HUD - 5381

PINELLAS COUNTY HOUSING AUTHORITY
Emergency Transfer Plan for Victims of Domestic Violence, Dating Violence,
Sexual Assault, or Stalking

Section 8 Project-Based Rental Assistance Program

Emergency Transfers

The Pinellas County Housing Authority (PCHA) is concerned about the safety of its tenants, and
such concern extends to tenants who are victims of domeg’ ¢ violence, dating violence, sexual
assault, or stalking. In accordance with the Violence A¢ains.»*omen Act (VAW®)PCHA

allows tenants who are victims of domestic violeng', dating vioic ace, sexual assault, or stalking
to request an emergency transfer from the tené t’s cu: ent unit to another unit. The ability to
request a transfer is available regardless of sex, g der identity, or sexual oriéftiagion.

ability of the PCHA to honor such reques: for . aants Crsrently receiving assistance, however,
may depend upon a preliminary determina. 27 (nat the tenant is or has been a victim of domestic
violence, dating violence, sexu. asse |It, or . alking, and on whether the PCHA has another
dwelling unit that is available ¢ d igfsaic .- Viter the tenantfaporary or more permanent

occupancy.

This plan identifies"c nants who re eligible for an emergency transfer, the documentation
needed to request an €. 2rgepr’ y transfer, confidentiality protections, how an emergency transfer
may occur, and guidance tc «enants on safety and security. This plan is based on a model

emergency transfer plan published by the U.S. Department of Housing and Urban Development

(HUD), the federal agency that oversees that the Section 8 Project-Based Rental Assistance

program is in compliance with VAWA.

! Despite the name of this law, VAWA protection is available to all victims of domestic violence, dating violence,
sexual assault, stalking, and human trafficking regardless of sex, gender identity, or sexual orientation.

2 Housing providers cannot discriminate on the basis of any protefeéedcteristic, including race, color, national

origin, religion, sex, familial status, disability, or age. HUD-assisted and HUD-insured housing must be made
available to all otherwise eligible individuals regardless of actual or perceived sexual orientation, gender identity, or
marital status.
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Eligibility for Emergency Transfers

A tenant who is a victim of domestic violence, dating violence, sexual assault, or stalking, as
provided in HUD’s regulations at 24 CFR part 5, subpart L, is eligible for an emergency transfer,
if the tenant reasonably believes that there is a threat of imminent harm from further violence if
the tenant remains within the same unit. If the tenant is a victim of sexual assault, the tenant may
also be eligible to transfer if the sexual assault occurred on the premises within the 90-calendar-

day period preceding a request for an emergency transfer.

A tenant requesting an emergency transfer must expressly request the transfer in accordance

with the procedures described in this plan.

Tenants who are not in good standing may still request< i xmergency transfer if they meet the

eligibility requirements in this section.

Emergency Transfer Request Documentation

To request an emergency transfer, the tefant shall it tify the PCHA’'s management office and
submit awritten request for a transfer to el er tb " 3=HA central office or Norton Apartments
leasing office, Attention: Asset M. =r. Tk, AAwill provide reasonablaccommodations

to this policy for individuals w¢ n disak iities. 1. e tenant’s written request for an emergency

transfer should include either:

1. A statement g pressing that'. 2 tenant reasonably believes that there is a threat of
imminent harri. rom furth r violence if the tenant were to remain in the same

dwelling unit assis. 4 ider the PCHA'’s program; OR

2. A statement that the tenant was a sexual assault victim and that the sexual assault
occurred on the premises during the 90-calendar-day period preceding the

tenant’s request for an emergency transfer.

The PCHA may allow for a verbal statement/self-certification in certain circumstances. While the
PCHA may request in writing that the victim provide documentation of an occurrence of
domestic violence, dating violence, sexual assault, or stalking, third-party documentation may not

be required to qualify the tenant for an emergency transfer.
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Confidentiality

The PCHA will keep confidential any information that the tenant submits in requesting an
emergency transfer, and information about the emergency transfer, unless the tenant gives the
PCHA written permission to release the information on a time-limited basis, or disclosure of the
information is required by law or required for use in an eviction proceeding or hearing regarding
termination of assistance from the covered program. This includes keeping confidential the new
location of the dwelling unit of the tenant, if one is provided, from the person or persons that
committed an act of domestic violence, dating violence, sexual assault, or stalking against the
tenant. Any request for protection under VAWA will be kept in a file separate from the
resident/unit file, and any requests made under VAWA v not be noted in the resident/unit file.
Requests made under VAWA will not be notated in any share ‘\database systems. See the Notice
of Occupancy Rights under the Violence against< vomen Act for’, | Tenants for more
information about the PCHA'’s responsibility to n. int< 1 the confidentiality of information

related to incidents of domestic violence'ating vioic yce, sexual assault, or stalking.

Emergency Transfer Timing and Availabilit,

The PCHA cannot guarantee #* at a tr. nsfer i quest will be approved or how long it will take to
process a transfer request. Tho 2@ 1A win, ..Oowever, act as quickly as possible to move a tenant
who is a victim of dom¢ suc . alenc , dating violence, sexual assault, or stalking to another unit,
subject to availabilic. and safety »f a unit. If a tenant reasonably believes a proposed transfer
would not be safe, the « mant p 1y request a transfer to a different unit. If a unit is available, the
transferred tenant must agi ¢ to abide by the terms and conditions that govern occupancy in the
unit to which the tenant has been transferred. The PCHA may be unable to transfer a tenant to a
particular unit if the tenant has not or cannot establish eligibility for that unit.

If the PCHA has no safe and available units for which a tenant who needs an emergency transfer
is eligible, the PCHA will assist the tenant in identifying other housing providers who may have
safe and available units to which the tenant could move. At the tenant’s request, the PCHA will
also assist tenants in contacting the local organizations offering assistance to victims of domestic
violence, dating violence, sexual assault, or stalking that are attached to this plan.
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Emergency Transfers: PBRA Program

If you are a resident and request an emergency transfer as described in this plan, the PCHA will
attempt to assist you in moving to a safe unit quickly. The PCHA will make exceptions as

required to policies restricting moves.

At your request, the PCHA will refer you to organizations that may be able to further assist you.
You may also request an emergency transfer to the following programs for which you are
required to apply for assistance:

* Public housing program

* HCV tenant-based program

* HCV project-based assistance

» Other programs administered by the PCHA

Emergency transfers will not take priority over wa'.ng list admiss ins for these types of
assistance. At your request, the PCHA will refer” »au #¢ organizations that may be able to further

assist you.

Internal and External Transfer Requests

The tenant may request an inta nal trc 1sfer { ithin the same single or scattered site property in
which the tenant resides or mu sred scsc o Jexternal move to move out of the property in which
they reside. The victim« .o, mque both an internal transfer and an external move concurrently
if an internal safe u ©is not imi_=2diately available. The PCHA will make all reasonable efforts

to assist tenants with r« wuesting both internal transfers and external .

The PCHA will allow the tei unt to make an internal transfer when a safe unit is not immediately
available. The owner defines immediately available as a vacant unit, ready for move-in within a
reasonable period of time based on local factors. The PCHA will ensure that requests for internal
emergency transfers under VAWA are given the same priority already provided to other types of
emergency transfer requests. The tenant will be offered the first available vacant unit ready for
move-in in the same property or in another building that is part of the same scattered-site
property in accordance with this plan. The victim will be allowed to assess the availability of the
units and the suitability according to the induvial circumstances of the household. If the first unit
offered is not suitable due to these circumstances, the PCHA will continue to make every effort

to provide an alternative unit as soon as one is available that meets the criteria for the household.
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If an internal transfer is not viable, the PCHA will discuss transfer options for external moves

with the victim in accordance with this plan.

An external move may be requested when a unit that meets the victim’s safety standard is not
available at the current property or is not immediately available. If an external move is required,
the PCHA will, at a minimum, provide the victim with contact information for relevant local

service providers, government agencies, and other affordable housing developments in the area.

Note that qualifying for an emergency transfer does not guarantee either continued assistance
under the current program or an external move to another covered housing program. Emergency
transfer requirements do not supersede any eligibility or occupancy requirements that may apply
under a covered housing program. Tenants must still mee* .ne eligibility criteria for the property

to which they are moving.

Safety and Security of Tenants

Pending processing of the transfer and the actuar ¢ isfer, if it is approved and occurs, the tenant
is urged to take all reasonable precautiol > phe safe.

Tenants who are or have been victims of ¢ \me“uc . wience are encouraged to contact the
National Domestic Violence Hot'\ie & 1-80C 799-7233, or a local domestic violence shelter, for
assistance in creating a safe._olan< am=2rscns with hearing impairments, that hotline can be
accessed by calling 1-802,787-5. %4 (TTY).

Tenants who have k en victini of st tal assault may call the Rape, Abuse, and Incest National
Network’s National St wial Asse It Hotline at 1-800-656-HOPE, or visit the online hotline at

https://ohl.rainn.org/online

Tenants who are or have been victims of stalking seeking help may visit the National Center for

Victims of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-

programs/stalking-resource-center
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Additional Local Organizations:

The following localorganizations offer assistance to victims of domestic violesiatng

violence, sexual assault, stalking.

For help regarding sexual assault, you may contact 24 Hour Rape Crisis Hot Line at (727) 530-
RAPE (7273) or the Abuse Hotline at (800) 962-2873.

Victims of stalking seeking help may contact Community Action Stops Abuse (CASA) 24/7
Hotline: (727) 895-4912, TTY/TDD: (727) 828-1269, 24/7 2 iine chat:
www.CASAPInellas.org/chat Website: www.casapinella’.¢. ax: (727) 821-7101, or Hope
Villages of America — The Haven 24/7 Hotline: (727 442-4125, TTY/TTD: (727) 446-2148,
Fax: (727) 461-4702, Website: hopevillagesofai .erica.ag
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EXHIBIT 8-2: PINELLAS COUNTY HOUSING AUTHORITY NOTICE OF
OCCUPANCY RIGHTS UNDER THE VIOLENCE AGAINST WOMEN ACT, FORM
HUD-5380

PINELAS COUNTY HOUSING AUTHORITY

Notice of Occupancy Rights under the Violence Against Women Att

To all Tenants and Applicants

The Violence Against Women Act (VAWA) provides protections for victims of domestic

violence, dating violence, sexual assault, or stalking. VAWA protections are not only available
to women, but are available equally to all individuals regaré’ _ss of sex, gender identity, or sexual
orientation* The U.S. Department of Housing and Urba¢ Dt »=2lopment (HUD) is the Federal
agency that oversees that the project-based rentald ssistance  'BRA) program is in compliance
with VAWA. This notice explains your rights ug’ er VAXA. A HUD-approved certification

form is attached to this notice. You can fill out this™ «rm to show that you are or have been a
victim of domestic violence, dating violeri e, Zal as ault, or stalking, and that you wish to

use your rights under VAWA.”

Protections for Applicants

If you otherwise qualify for,assisc 1ce under the project-based rental assistance (PBRA)
program, you canno! se denie. »adn. sion or denied assistance because you are or have been a

victim of domestic vic »nce, dati g violence, sexual assault, or stalking.

Protections for Tenants

If you are receiving assistance under the project-based rental assistance (PBRA) program, you

may not be denied assistance, terminated from participation, or be evicted from your rental

3 Housing providers cannot discriminate on the basis of any protefeéedcteristic, including race, color, national

origin, religion, sex, familial status, disability, or age. HUD-assisted and HUD-insured housing must be made
available to all otherwise eligible individuals regardless of actual or perceived sexual orientation, gender identity, or
marital status.

4 Housing providers cannot discriminate on the basis of any protected characteristic, including race, color, national
origin, religion, sex, familial status, disability, or age. HUD-assisted and HUD-insured housing must be made
available to all otherwise eligible individuals regardless of actual or perceived sexual orientation, gender identity, or
marital status.
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housing because you are or have been a victim of domestic violence, dating violence, sexual

assault, or stalking.

Also, if you or an affiliated individual of yours is or has been the victim of domestic violence,
dating violence, sexual assault, or stalking by a member of your household or any guest, you
may not be denied rental assistance or occupancy rights under the project-based rental
assistance (PBRA) program solely on the basis of criminal activity directly relating to that

domestic violence, dating violence, sexual assault, or stalking.

Affiliated individual means your spouse, parent, brother, sister, or child, or a person to whom
you stand in the place of a parent or guardian (for example, the affiliated individual is in your
care, custody, or control); or any individual, tenant, or lawf<. occupant living in your household.

Removing the Abuser or Perpetrator from the Househs u

The PCHA may divide (bifurcate) your lease in ef.er to evict the . dividual or terminate the
assistance of the individual who has engaged in* xina* ial activity (the abuser or perpetrator)

directly relating to domestic violence, dat w=.violence 'sexual assault, or stalking.

If the PCHA chooses to remove the abuse or # .1 rator, the PCHA may not take away the
rights of eligible tenants to the u«.c v »therv. se punish the remaining tenants. If the evicted
abuser or perpetrator was th¢ sole te" .2nt to I ave established eligibility for assistance under the
program, the PCHA must.allow v« tenant who is or has been a victim and other household
members to remain ¢ the unit ar a', »riod of time, in order to establish eligibility under the
program or under anc ner HUD/ ousing program covered by VAWA, or, find alternative
housing.

In removing the abuser or perpetrator from the household, the PCHA must follow Federal,
State, and local eviction procedures. In order to divide a lease, the PCHA may, but is not
required to, ask you for documentation or certification of the incidences of domestic violence,

dating violence, sexual assault, or stalking.

Moving to Another Unit

Upon your request, the PCHA may permit you to move to another unit, subject to the
availability of other units, and still keep your assistance. In order to approve a request, the
PCHA may ask you to provide documentation that you are requesting to move because of an
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incidence of domestic violence, dating violence, sexual assault, or stalking. If the requestis a
request for emergency transfer, the housing provider may ask you to submit a written request or
fill out a form where you certify that you meet the criteria for an emergency transfer under
VAWA. The criteria are:

1. You are a victim of domestic violence, dating violence, sexual assault, or stalking.
If your housing provider does not already have documentation that you are a victim of
domestic violence, dating violence, sexual assault, or stalking, your housing provider
may ask you for such documentation, as described in the documentation section

below.

2. You expressly request the emergency transfer. Ya'.r housing provider may
choose to require that you submit a form, or ma® acc 0t another written or oral

request.

3. You reasonably believe you are threatei. d wit" imminent harm from
further violence if you remain in your currenc_ait. This means you have a
reason to fear that if you do not re( 2ive #ranstc.” you would suffer violence in

the very near future.
OR

You are a victim of sexuec « ssault and the assault occurred on the premises

during the 90-« uendai ‘'ay | riod before you request a transferlf you are a

victim of sexu assault, i en in addition to qualifying for an emergency transfer

because you reas nab'' believe you are threatened with imminent harm from

further violence if you remain in your unit, you may qualify for an emergency

transfer if the sexual assault occurred on the premises of the property from which

you are seeking your transfer, and that assault happened within the 90-calendar-

day period before you expressly request the transfer.
the PCHA will keep confidential requests for emergency transfers by victims of domestic
violence, dating violence, sexual assault, or stalking, and the location of any move by such
victims and their families.
The PCHA'’s emergency transfer plan provides further information on emergency transfers, and
the PCHA must make a copy of its emergency transfer plan available to you if you ask to see it.
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Documenting You Are or Have Been a Victim of Domestic Violence, Dating Violence,

Sexual Assault or Stalking

The PCHA can, but is not required to, ask you to provide documentation to “certify” that you

are or have been a victim of domestic violence, dating violence, sexual assault, or stalking.

Such request from the PCHA must be in writing, and the PCHA must give you at least 14
business days (Saturdays, Sundays, and Federal holidays do not count) from the day you receive
the request to provide the documentation. The PCHA may, but does not have to, extend the

deadline for the submission of documentation upon your regaest.

You can provide one of the following to the PCHA as def . aentation. It is your choice which
of the following to submit if the PCHA asks you to pz»vide doc mentation that you are or have
been a victim of domestic violence, dating violen' e, sexual assau.., or stalking.

* A complete HUD-approved certification for 34 ven to you by the PCHA with this
notice, that documents an incide{ . wf,domesu. wiolence, dating violence, sexual
assault, or stalking. The form will ¢ =k fo© yc sname, the date, time, and location of
the incident of domestic4".uic =e, de ng violence, sexual assault, or stalking, and a
description of the inc’ ent. T a.certifi_ation form provides for including the name of
the abuser or pernetratc..  the name of the abuser or perpetrator is known and is safe
to provide.

* Arecord of a v deral, St' e, tribal, territorial, or local law enforcement agency, court,
or administrative « xex Uy that documents the incident of domestic violence, dating
violence, sexual assault, or stalking. Examples of such records include police reports,
protective orders, and restraining orders, among others.

» A statement, which you must sign, along with the signature of an employee, agent, or
volunteer of a victim service provider, an attorney, a medical professional or a mental
health professional (collectively, “professional”) from whom you sought assistance in
addressing domestic violence, dating violence, sexual assault, or stalking, or the
effects of abuse, and with the professional selected by you attesting under penalty of
perjury that they believe that the incident or incidents of domestic violence, dating

violence, sexual assault, or stalking are grounds for protection.
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* Any other statement or evidence that the PCHA has agreed to accept.

If you fail or refuse to provide one of these documents within the 14 business days, the PCHA
does not have to provide you with the protections contained in this notice.

If the PCHA receives conflicting evidence that an incident of domestic violence, dating

violence, sexual assault, or stalking has been committed (such as certification forms from two or
more members of a household each claiming to be a victim and naming one or more of the other
petitioning household members as the abuser or perpetrator), the PCHA has the right to request
that you provide third-party documentation within thirty 30 calendar days in order to resolve the
conflict. If you fail or refuse to provide third-party documentation where there is conflicting

evidence, the PCHA does not have to provide you with tha® protections contained in this notice.

Confidentiality

The PCHA must keep confidential any informati n yousrovide related to the exercise of your

rights under VAWA, including the fact that you arc 7 «ercising your rights under VAWA.

The PCHA must not allow any individual® a:.“aistering assistance or other services on behalf of
the PCHA (for example, employees and cc trs_tors, (0 have access to confidential information
unless for reasons that specifietay ca for th se individuals to have access to this information

under applicable Federal, Sta. », or/ CC.

The PCHA must not e’ _, wr inv smation into any shared database or disclose your
information to any ¢ er entity ¢ \individual. The PCHA, however, may disclose the
information provided it.

* You give written pel._.ssion to the PCHA to release the information on a time limited
basis.

» The PCHA needs to use the information in an eviction or termination proceeding, such
as to evict your abuser or perpetrator or terminate your abuser or perpetrator from
assistance under this program.

* A law requires the PCHA or your landlord to release the information.

VAWA does not limit the PCHA duty to honor court orders about access to or control of the

property. This includes orders issued to protect a victim and orders dividing property among

household members in cases where a family breaks up.
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Reasons a Tenant Eligible for Occupancy Rights under VAWA May Be Evicted or

Assistance May Be Terminated

You can be evicted and your assistance can be terminated for serious or repeated lease
violations that are not related to domestic violence, dating violence, sexual assault, or stalking
committed against you. However, the PCHA cannot hold tenants who have been victims of
domestic violence, dating violence, sexual assault, or stalking to a more demanding set of rules
than it applies to tenants who have not been victims of domestic violence, dating violence,

sexual assault, or stalking.

The protections described in this notice might not apply, and you could be evicted and your
assistance terminated, if the PCHA can demonstrate that # .t evicting you or terminating your

assistance would present a real physical danger that:
1. Would occur within an immediate time frap<., and

2. Could result in death or serious bodily he. m ted.ther tenants or those who work on
the property.
If the PCHA can demonstrate the above, | \e PU »should only terminate your assistance or

evict you if there are no other act".. that ¢, «1d be taken to reduce or eliminate the threat.

Other Laws

VAWA does not replag’ aiy Sede. . State, or local law that provides greater protection for
victims of domestic' ‘olence, de ng violence, sexual assault, or stalking. You may be entitled
to additional housing pi tectior . for victims of domestic violence, dating violence, sexual

assault, or stalking under G. .er Federal laws, as well as under State and local laws.

Non-Compliance with The Requirements of This Notice

You may report a covered housing provider’s violations of these rights and seek additional
assistance, if needed, by contacting or filing a complaint with HUD Miami Field Office.
Address Brickell Plaza Federal Building, 909 SE First Avenue, Room 500, Miami, Florida
33131-3028; Phong305) 536-5678; Fax305) 536-5765; TTD(305) 536-4743; Email
FL_Webmanager@hud.gov
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For Additional Information

You may view a copy of HUD’s final VAWA rule at
https://portal.hud.gov/hudportal/documents/huddoc?id=5720-F-03VAWAFinRule.pdf.

Additionally, the PCHA must make a copy of HUD’s VAWA regulations available to you if

you ask to see them.

For questions regarding VAWA, please contact Asset Manager at (727) 441-9010.

For help regarding an abusive relationship, you may ca' a. »National Domestic Violence
Hotline at 1-800-799-7233 or, for persons with hear g impairi. ants, 1-800-787-3224 (TTY).

You may also contact Suncoast Center, Inc. at/ 27) 32%-122@wrsuncoastcenter.org

For tenants who are or have been victime o cin'king sc »king help may visit the National Center
for Victims of Crime’s Stalking Resaurce C_ 0ty at hups://www.victimsofcrime.org/our-

programs/stalking-resource-ces er.

For help regarding sex aal aschult,”, »u may contact 24 Hour Rape Crisis Hot Line at (727) 530-
RAPE (7273) or the' thuse Hotli e at (800) 962-2873.

Victims of stalking seeking help may contact Community Action Stops Abuse (CASA) 24/7
Hotline: (727) 895-4912, TTY/TDD: (727) 828-1269, 24/7 online chat:
www.CASAPInellas.org/chat Fax: (727) 821-7101, or Hope Villages of Americahe Haven
24/7 Hotline: (727) 442-4128, TTY/TTD: (727) 446-2148, Fax: (727) 461-4702, Website:

hopevillagesofamerica.org

Attachments: Certification form HUD-5382
Emergency Transfer Plan HUD-5381
Emergency Transfer Request HUD-5383
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EXHIBIT 8-3: CERTIFICATION OF DOMESTIC VIOLENCE, DATING VIOLENCE,
SEXUAL ASSAULT, OR STALKING AND ALTERNATE DOCUMENTATION,
FORM HUD-5382

CERTIFICATION OF U.S. Department of Housing OMB Approval No. 2577-0286
DOMESTIC VIOLENCE, and Urban Development Exp. 06/30/2017
DATING VIOLENCE,

SEXUAL ASSAULT, OR STALKING,

AND ALTERNATE DOCUMENTATION

Purpose of Form: The Violence Against Women Act (“VAWA”") protects applicants, tenants, and

program participants in certain HUD programs from being evicted, denied housing assistance, or
terminated from housing assistance based on acts of domestic violence, dating violence, sexual assault, or
stalking against them. Despite the name of this law, VAWA protection is available to victims of domestic
violence, dating violence, sexual assault, and stalking, regardless of sex, gender identity, or sexual
orientation.

Use of This Optional Form: If you are seeking VAWA protecti< = from your housing provider, your
housing provider may give you a written request that asks 3 ~u to* ytbmit documentation about the incident
or incidents of domestic violence, dating violence, sexua’ assault, 0. atalking.

In response to this request, you or someone on youy  .ehalf may compice this optional form and submit it
to your housing provider, or you may submit one o1« =2 foll< .ving types of third-party documentation:

(1) A document signed by you and an employee, age:. ,or volunteer of a victim service provider, an
attorney, or medical professional, or a mei. «.»2alth pro. ssional (collectively, “professional”) from

whom you have sought assistance relating" » dori, i< vioience, dating violence, sexual assault, or
stalking, or the effects of abuse. The documi nt« ust specify, under penalty of perjury, that the
professional believes the incident« .. idents. 1 domestic violence, dating violence, sexual assault, or

” ou ” ou

stalking occurred and meet thed .efinitic | of “dC_aestic violence, sexual assault,” or

“stalking” in HUD's regulatioric_at 24 24 7:5:2000.

dating violence,

(2) A record of a Federal.State, v al, territorial or local law enforcement agency, court, or
administrative agencys ur

(3) At the discretioi. f the housiy 1 provider, a statement or other evidence provided by the applicant or
tenant.

Submission of Documentat: 2.7 e time period to submit documentation is 14 business days from the
date that you receive a writteri request from your housing provider asking that you provide documentation
of the occurrence of domestic violence, dating violence, sexual assault, or stalking. Your housing
provider may, but is not required to, extend the time period to submit the documentation, if you request an
extension of the time period. If the requested information is not received within 14 business days of when
you received the request for the documentation, or any extension of the date provided by your housing
provider, your housing provider does not need to grant you any of the VAWA protections. Distribution or
issuance of this form does not serve as a written request for certification.

Confidentiality: All information provided to your housing provider concerning the incident(s) of

domestic violence, dating violence, sexual assault, or stalking shall be kept confidential and such details
shall not be entered into any shared database. Employees of your housing provider are not to have access
to these details unless to grant or deny VAWA protections to you, and such employees may not disclose
this information to any other entity or individual, except to the extent that disclosure is: (i) consented to

by you in writing in a time-limited release; (ii) required for use in an eviction proceeding or hearing
regarding termination of assistance; or (iii) otherwise required by applicable law.
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TO BE COMPLETED BY OR ON BEHALF OF THE VICTIM OF DOMESTIC VIOLENCE,
DATING VIOLENCE, SEXUAL ASSAULT, OR STALKING

1. Date the written request is received by victim:

2. Name of victim:

3. Your name (if different from victim’s):

4. Name(s) of other family member(s) listed on the lease:

5. Residence of victim:

6. Name of the accused perpetrator (if known and can be safely fisclosed):

7. Relationship of the accused perpetrator to the victim

8. Date(s) and times(s) of incident(s) (if known):__ <

10. Location of incident(s):

In your own words, briefly describe # = incic nt(s):

This is to certify that the iri_ .mation provided on this form is true and correct to the best of my
knowledge and recollection, and that the individual named above in Item 2 is or has been a victim of
domestic violence, dating violence, sexual assault, or stalking. | acknowledge that submission of false
information could jeopardize program eligibility and could be the basis for denial of admission,
termination of assistance, or eviction.

Signature Signed on (Date)

Public Reporting Burden: The public reporting burden for this collection of information is estimated to
average 1 hour per response. This includes the time for collecting, reviewing, and reporting the data. The
information provided is to be used by the housing provider to request certification that the applicant or
tenant is a victim of domestic violence, dating violence, sexual assault, or stalking. The information is
subject to the confidentiality requirements of VAWA. This agency may not collect this information, and

you are not required to complete this form, unless it displays a currently valid Office of Management and
Budget control number.
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EXHIBIT 8-4: EMERGENCY TRANSFER REQUEST FOR CERTAIN VICTIMS OF
DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT, OR STALKING,
FORM HUD-5383

EMERGENCY TRANSFER U.S. Department of Housing OMB Approval No. 2577-0286
REQUEST FOR CERTAIN and Urban Development Exp. 06/30/2017
VICTIMS OF DOMESTIC

VIOLENCE, DATING VIOLENCE,

SEXUAL ASSAULT, OR STALKING

Purpose of Form: If you are a victim of domestic violence, dating violence, sexual assault, or stalking,

and you are seeking an emergency transfer, you may use this form to request an emergency transfer and
certify that you meet the requirements of eligibility for an emergency transfer under the Violence Against
Women Act (VAWA). Although the statutory name references women, VAWA rights and protections
apply to all victims of domestic violence, dating violence, sexual assault or stalking. Using this form does
not necessarily mean that you will receive an emergency transfe:’ "See your housing provider’s
emergency transfer plan for more information about the availa® ity of emergency transfers.

The requirements you must meet are:

(1) You are a victim of domestic violence, datip{ violence, sex 2l assault, or stalking.

If your housing provider does not already k¢ ve docamentation that you are a victim of
domestic violence, dating violence, sexual™ =sa) ., or stalking, your housing provider
may ask you for such documentation. In respc. e, you may submit Form HUD-5382, or
any one of the other types of docum¢ Tation listec. »a that Form.

(2) You expressly request the emerge 'cy tr: = arSubmission of this form confirms

that you have expressly reauested a' xa‘.sfer. Your housing provider may choose to
require that you submit thist.orni or ma_accept another written or oral request. Please
see your housing provida® s emer ency tr_asfer plan for more details.

(3) You reasonably believ w4 are uwcatened with imminent harm from further
violence if you remanin you. surrent unit. This means you have a reason to fear that
if you do not reg® .ve a trc_sfer, »u would suffer violence in the very near future.

OR

You are a victim ¢ sexuz’ assault and the assault occurred on the premises during

the 90-calendar-day ¢ .0d before you request a transfer.If you are a victim of
sexual assault, then I addition to qualifying for an emergency transfer because you
reasonably believe you are threatened with imminent harm from further violence if you
remain in your unit, you may qualify for an emergency transfer if the sexual assault
occurred on the premises of the property from which you are seeking your transfer, and
that assault happened within the 90-calendar-day period before you submit this form or
otherwise expressly request the transfer.

Submission of Documentation: If you have third-party documentation that demonstrates why you are
eligible for an emergency transfer, you should submit that documentation to your housing provider if it is
safe for you to do so. Examples of third party documentation include, but are not limited to: a letter or
other documentation from a victim service provider, social worker, legal assistance provider, pastoral
counselor, mental health provider, or other professional from whom you have sought assistance; a current
restraining order; a recent court order or other court records; a law enforcement report or records;
communication records from the perpetrator of the violence or family members or friends of the
perpetrator of the violence, including emails, voicemails, text messages, and social media posts.
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Confidentiality: All information provided to your housing provider concerning the incident(s) of

domestic violence, dating violence, sexual assault, or stalking, and concerning your request for an
emergency transfer shall be kept confidential. Such details shall not be entered into any shared database.
Employees of your housing provider are not to have access to these details unless to grant or deny VAWA
protections or an emergency transfer to you. Such employees may not disclose this information to any
other entity or individual, except to the extent that disclosure is: (i) consented to by you in writing in a
time-limited release; (ii) required for use in an eviction proceeding or hearing regarding termination of
assistance; or (iii) otherwise required by applicable law.

TO BE COMPLETED BY OR ON BEHALF OF THE PERSON REQUESTING A TRANSFER
1. Name of victim requesting an emergency transfer:

2. Your name (if different from victim’s)

3. Name(s) of other family member(s) listed on the lease:

4. Name(s) of other family member(s) who would transfer we i« » victim:

Address of location from which the victim seeks( : transf .

Address or phone number for contacting the victim:

Name of the accused perpetrator (if know \anc 9 be sdlely disclosed):

Relationship of the accused perpefator to ti >¢ ictim:

© ©® N o O

Date(s), Time(s) and location/ . of in¢ lent(s):

10. Is the person requa’ dang thic rans. x a victim of a sexual assault that occurred in the past 90
days on the premiseq f the prope vy from which the victim is seeking a transfer? If yes, skip
guestion 11. If no, fill 6. yquestion | L.

11. Describe why the vict. »belig es they are threatened with imminent harm from further
violence if they remain in the.  arrent unit.

12. If voluntarily provided, list any third-party documentation you are providing along with this
notice:

This is to certify that the information provided on this form is true and correct to the best of my
knowledge, and that the individual named above in Item 1 meets the requirement laid out on this form for
an emergency transfer. | acknowledge that submission of false information could jeopardize program
eligibility and could be the basis for denial of admission, termination of assistance, or eviction.

Signature Signed on (Date)
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Chapter 9
PROVISIONS REQUIRED UNDER HOTMA

9-A. OVERVIEW

On July 29, 2016, the Housing Opportunity Through Modernization Act of 2016 (HOTMA) was
signed into law. HOTMA made numerous changes to statutes governing HUD programs,
including sections of the United States Housing Act of 1937. Title | of HOTMA contains 14
different sections that impact the public housing and Section 8 programs. The final rule
implementing broad changes to income and assets in Sections 102 and 104 of HOTMA was
officially published in the Federal Registeon February 14, 2023. HUD issued notice H 2023-

10, to provide guidance to O/As on the implementation of the program changes described in the
final rule. The notice required that for certain topic areas, O/As establish policies in the Tenant
Selection Plan. This chapter details the O/A’s policies in th.se areas.

9-B. DE MINIMIS ERRORS [24 CFR 5.609(c)(4); Notite H 2023-10]

O/As will not be considered out of compliance so'‘.y due to de ri aimis errors in calculating
family income. De minimis errors occur when af O/A’s¢ .etermination of a family’s income
deviates from the correct income determination t_»2¢ more than $30 per month in monthly
adjusted income (or $360 in annual adjusted incomic », O/As will not be issued a finding by HUD
or the Contract Administrator for de minir_s'csars in 1w home calculation. As O/As become
aware of the existence of an income calcu atioz e they are obligated to correct the error(s)
retroactive to the effective date of¢ s actioi # e error was made, regardless of the dollar amount
associated with the error. O/As¢ aust | ke cc ective action to credit or repay a family if the
family was overcharged tena < rent,/ .cluding when O/As make de minimis errors in the income
determination. Families will noc »ef equireu 0 repay the O/A in instances where the O/A
miscalculated income ra7 _ g in wfamily being undercharged for rent. O/As must state in the
TSP how they will ref ay or cre it a v mily the amount they were overcharged as a result of the
O/A’s de minimis er. . in incom, determination.
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When the resident overpaid because the resident failed to report in a timely manner, a retroactive
rent decrease may not be applied by the grantee prior to the later of the first of the month
following:

* The date of the change leading to the interim recertification of family income; or

» The effective date of the family’s most recent previous interim or annual recertification (or
initial certification if that was the family’s last certification).

PCHA Policy

The PCHA will repay any family the amount that the family was overcharged retroactive
to the effective date of the action the error was made, regardless of the dollar amount
associated with the error, because of the PCHA's error, including de minimis errors in
income determination.

When the resident overpaid because the resident fail< d to report in a timely manner, a
retroactive rent decrease will not be applied prior 1 (nhe effective date of the family’s
most recent previous certification.
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9-C. HARDSHIP EXEMPTIONS FOR HEALTH AND MEDICAL CARE AND
REASONABLE ATTENDENT CARE AND AUXILLIARY APPARATUS EXPENSES
[24 CFR 5.611(c); Notice H 2023-10]

The regulations provide for two types of hardship exemption categories for families that qualify
for unreimbursed health and medical care expenses and/or disability assistance expenses. A
family will benefit from this hardship exemption only if the family has eligible expenses that can
be deducted in excess of five percent of annual income. In order to claim unreimbursed health
and medical care expenses, the family must have a head, cohead, or spouse that is elderly or a
person with a disability. In order to claim unreimbursed reasonable attendant care and auxiliary
apparatus expenses, the family must include a person with a disability, and the expenses must
enable any member of the family (including the member who is a person with a disability) to be
employed.

Families may be eligible for relief under one of two categor .s; phased-in relief or general relief,
as defined below.

Phased-In Relief

The first category is applicable to all families wha'.eceived a dea ztion for unreimbursed health
and medical care and/or reasonable attendant® xre or uxiliary apparatus expenses based on their
most recent income review. The family must rece: i phased-in relief if they are determined to be
eligible. These families will begin receivigima 24-moi. 2 phased-in relief at their next annual or
interim recertification, whichever occurs 1. st a. athe Gote on which the O/A implements

phased-in relief.

For these families, the thresholg®amc nt is | hased-in as follows:

* The family is eligible for & 'educt a#atalir,g the sum of expenses that exceeds 5 percent of
annual income for the first 1. .onths.

» At the conclusions .12 mc aths,” 2e family is eligible for a deduction totaling the sum of their
expenses that € “eed 7.5 p. :cent of annual income for another 12 months.

» At the conclusion 0. 4 mor s, the standard threshold amount of 10 percent would be used,
unless the family quai. 2g".0r relief under the general hardship relief category.

- When an eligible family’s phased-in relief begins at an interim recertification, the O/A
must process another transaction one year later to move the family along to the next
phase. The transaction can be either an interim recertification if triggered, or a non-
interim recertification transaction.

Prior to the end of the 24-month period, the family may request a hardship exemption under the
second category as described below. If the family is found eligible under the second category,
the hardship exemption under the first category ends, and the family’s hardship is administered
in accordance with the requirements listed below. Once a family requests general relief, the
family may no longer receive phased-in relief.
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O/As must track the 24-month phase-period for each eligible family, even if a family’s expenses
go below the appropriate phase-in percentage, during the first or second 12-month phase-in
period. The phase-in must continue for families who move to another unit at the same property.
When the family is treated as a new admission under a different property/program (e.g., the
family moves from one multifamily property to another), unless the O/A has a written policy to
continue the phased-in relief upon admission, the family’s expense deduction will be calculated
using the 10-percent threshold unless request for general relief is approved by the O/A.

PCHA Policy

The PCHA will not continue the phased-in relief for families who move and are treated

as a new admission at the property. These families will be treated as new admissions and
the sum of expenses that exceeds 10 percent of annual income will be used to calculate
their adjusted income.

General Relief
The second category is for families that can demonstra’ _:

» Their health and medical and/or disability assist( .ice expel. =2s increased (other than the
transition to the higher threshold); or

» The family’s financial hardship is a result of a “hat ge in circumstances (as defined in O/A
policy) that would not otherwise trigger an interi._yrecertification.

The family may request a hardship exem, tioriader th *second category regardless of whether
the family previously received the health a_d p7dicc"and/or disability assistance deductions or
are currently or were previously ¥ _C xing re._ 2f under the phased-in relief category above. HUD
requires that O/As develop po' .ies d¢ ining \ hat constitutes a hardship for purposes of this
exemption.

The O/A must obtain thire's=2arty « rification of the hardship or must document in the file the
reason third-party ver .catior xas i. 't available. O/As must attempt to obtain third-party
verification prior to< e end of ti \ 90-day hardship exemption period.

PCHA Policy

To qualify for a harc. “.ip exemption, a family must submit a request in writing. The
request must show that the family’s health and medical and/or disability assistance
expenses have increased (other than the transition to the higher threshold) and that the
family’s financial hardship is a result of a change in circumstances. The PCHA defines a
change in circumstances as a decrease in income or increase in other expenses that has
resulted in the family’s financial hardship but does not, on its own, trigger an interim
recert in accordance with PCHA policies.

Examples of circumstances constituting a financial hardship may include the following
situations:

The family is awaiting an eligibility determination for a federal, state, or local
assistance program, such as a determination for unemployment compensation or
disability benefits;

© Copyright 2024 Nan McKay & Associates, Inc. Page %4 Tenant Selection Plan 2/1/24
Unlimited copies may be made for internal use.



The family’s income decreased because of a loss of employment, death of a
family member, or due to a natural or federal/state declared disaster; or

Other circumstances as determined by the PCHA.

The family must provide third-party verification of the hardship with the request. If third-
party verification is not available, the PCHA will document the file with the reason and
will attempt to obtain third-party verification prior to the end of the 90-day hardship
exemption period.

The O/A must promptly notify the family in writing of the change in the determination of
adjusted income and the family’s rent resulting from hardship exemptions. The notice must
inform the family of when the hardship exemption will begin and expire [24 CFR 5.611(e)(2)].

PCHA Policy

The PCHA will make a determination of whether the fomily qualifies within 30 calendar
days and will notify the family in writing of the resu! within 10 business days of the
determination.

If the family qualifies for an exemption, the PCCHA will iri wide the date the hardship
exemption will begin and the date it will ex’ire as well as 1i"ormation on how to request
a 90-day extension based on family circc astaps cs.

The PCHA will notify the family in writing if t. v are denied either an initial hardship
exemption or an additional 90-day, =.»asion 0. ‘he exemption. The notification will
specifically state the reason for the lenia

The PCHA will notify the fasif the. “ardship exemption is no longer necessary and
will be terminated beca!(.e the ircuni tances that made the family eligible for the
exemption is no long€ applicd 22y The notice will state the termination date and provide

30 days’ notice of rent iri_ ¢ use, if applicable.

If the family qualifies,4 e fari. » wii. 2ceive a deduction for the sum of eligible expenses that
exceed five percens of annual Ii ome.

The family’s hardship v 'ief end’ when the circumstances that made the family eligible for the
relief are no longer applic lator after 90 days, whichever is earlier. However, the O/A may, at
its discretion, extend the rei.cf for one or more additional 90-day periods while the family’s
hardship condition continues. O/As are not limited to a maximum number of 90-day extensions.

O/As must establish written policies regarding the types of circumstances that will allow a family
to qualify for a financial hardship and when such deductions may be eligible for additional 90-
day extensions. O/As must develop policies requiring families to report if the circumstances that
made the family eligible for the hardship exemption are no longer applicable.

PCHA Policy

The family may request an extension in writing prior to the end of the hardship
exemption period. The PCHA will extend relief for an additional 90 days if the family
demonstrates to the PCHA's satisfaction that the family continues to qualify for the
hardship exemption based on circumstances described above. The PCHA will require
updated verification based on the family’s current circumstances. Additional extensions
may be granted on a case-by-case basis provided the family continues to request
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extensions prior to the end of each hardship exemption period. Families must report if the
circumstances that made the family eligible for the hardship exemption are no longer
applicable. At any time, the PCHA may terminate the hardship exemption if the PCHA
determines that the family no longer qualifies for the exemption.
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9-D. CHILD CARE EXPENSE HARDSHIP EXEMPTION [24 CFR 5.611(d) and
Notice H 2023-10]

A family whose eligibility for the child care expense deduction is ending may request a financial
hardship exemption to continue receiving the deduction. If the family demonstrates to the O/A’s
satisfaction that the family is unable to pay their rent because of the loss of the child care
expense deduction, and that the child care expense is still necessary even though the family
member is not working, looking for work, or seeking to further their education, the O/A must
recalculate the family’s adjusted income and continue the child care deduction.

The O/A must develop a policy to define what constitutes a hardship, which includes the
family’s inability to pay rent. The O/A must obtain third-party verification of the hardship or
must document in the file the reason third-party verification was not available. O/As must
attempt to obtain third-party verification prior to the end of the 90-day hardship exemption
period.

PCHA Policy

For a family to qualify, they must demonstra#’ "that theii” »ability to pay rent would be as

a result of the loss of this deduction. The = CHA defines th. »hardship as a loss of
employment, a potential decrease in incc ne (ed,. child support, social security benefits),
or increase in other expenses that would re .« from the loss of the child care expense and
such loss would impact the family’#p2bility to | w their rent.

Some factors to consider when dev rmin: _vfthe family is unable to pay rent may

include determining that the.rent, uti v sayment, and applicable expenses (child care
expenses or health and rfedic, | expe ses) are more than 40 percent of the family’s
adjusted income, or va'.rying v hether e family has experienced unanticipated expenses,
such as large medical = ''s, 4" .at 1. Jaffected their ability to pay their rent.

The family must@.oc 'amc. strate that the child care expense is still necessary even
though the fa«.ily memi. v is'v » longer employed or furthering their education. The
PCHA will co. sider quali’ ation under this criterion on a case-by case basis (for
example, if the i mily me nber who was employed has left their job in order to provide
uncompensated cc 240 an elderly friend or family member who is severely ill and lives
across town).

The family must provide third-party verification of the hardship with the request. If third-
party verification is not available, the PCHA will document the file with the reason and
will attempt to obtain third-party verification prior to the end of the 90-day hardship
exemption period.

The O/A must promptly notify the family in writing of the change in the determination of
adjusted income and the family’s rent resulting from hardship exemptions.

If the O/A denies the request, the notice must specifically state the reason for the denial. O/As
must provide families 30 days’ notice of any increase in rent.
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If the O/A approves the request, the notice must inform the family of when the hardship
exemption will begin and expire [24 CFR 5.611(e)(2)]. The notice must also state the
requirement for the family to report to the O/A if the circumstances that made the family eligible
for relief are no longer applicable and that the family’s adjusted income and tenant rent will be
recalculated upon expiration of the hardship exemption.

PCHA Policy

The PCHA will make a determination of whether the family qualifies within 30 calendar
days and will notify the family in writing of the result within 10 business days of the
determination.

If the family qualifies for an exemption, the PCHA will include all required information
listed above as well as information on how to request a 90-day extension based on family
circumstances.

If the family qualifies, the hardship exemption and the< zsulv. a alternative adjusted income
calculation must remain in place for a period of up #* 90 days.

The O/A may, at its discretion, extend the hards .ip exemptions for additional 90-day periods
based on family circumstances and as stated in“ YA« Jlicies. O/As are not limited to a maximum
number of 90-day extensions. O/As must develop | licies requiring families to report if the
circumstances that made the family eligii ‘e at.the ha 'ship exemption are no longer applicable.

O/As must promptly notify families in writir 1 if # ey C 2 denied either an initial hardship
exemption or an additional 90-dax™ *ensio.uf the exemption. If the O/A denies the request, the
notice must specifically state th"_ reas n for v e denial.

O/As must notify the family it = hat &sii. . “isemption is no longer necessary and the hardship
exemption will be terminatad bec :se the circumstances that made the family eligible for the
exemption are no lona’_r app. »able The notice must state the termination date and provide 30
days’ notice of rent{ «crease, it' nplicable.

PCHA Policy

The family may req. 2.« an extension in writing prior to the end of the hardship
exemption period. The PCHA will extend relief for an additional 90 days if the family
demonstrates to the PCHA'’s satisfaction that the family continues to qualify for the
hardship exemption. The PCHA will require updated verification based on the family’s
current circumstances. Additional extensions may be granted on a case-by-case basis
provided the family continues to request extensions prior to the end of each hardship
exemption period. Families must report if the circumstances that made the family eligible
for the hardship exemption are no longer applicable. At any time, the PCHA may
terminate the hardship exemption if the PCHA determines that the family no longer
qualifies for the exemption.
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9-E. SELF-CERTIFICATION OF CERTAIN ASSETS
Net Family Assets [24 CFR 5.603]

For families with net assets totaling $50,000 or less (adjusted annually for inflation), the O/A
may, but is not required to, accept the family’s self-certification that the family’s assets do not
exceed $50,000 without taking any additional steps to verify the accuracy of the declaration. The
declaration must include the amount of income the family expects to receive from assets which
must be included in the family’s income, regardless of the total value of net family assets or
whether the asset itself is included or excluded from net family assets, unless that income is
specifically excluded by 24 CFR 5.609(b). This includes declaring income from checking and
savings accounts which, although excluded from the calculation of net family assets (because the
combined value of non-necessary personal property does not exceed $50,000), may generate
asset income. The O/A may not calculate or include any imputed income from assets when net
family assets total $50,000 or less (adjusted annually for in® ation). O/As must clarify during the
self-certification process which assets are included or ext" :ded from net family assets.

For O/As that choose to accept self-certification, the«O/A is re wired to obtain third-party
verification of all assets, regardless of the amounit( at least once wery three years.

O/As who choose not to accept self-certificatior ,of ag’ cts must verify all families’ assets on an
annual basis.

When net family assets have a total valu  <ar $50,0¢ 2 (adjusted annually for inflation), the O/A
may not rely on the family’s self-certificatic 2. Tr» “warty verification of assets is required
Income from assets in this situatior,is calct 27.d using the following methods:

« If actual returns can be cals.iated or an' sset, the O/A must include actual income from the
asset.

» If actual returns canrathe ca. llated, the O/A must calculate imputed returns using the
HUD-determined s ussboc rate, which is subject to change annually for inflation. Imputed
income is calcui. ed by mul »lying the net cash value of the asset, after deducting
reasonable costs « at would’ e incurred in disposing of the asset, by the HUD-published
passbook rate.

* If the O/A can compute actual income from some but not all assets, the O/A must compute
actual returns where possible and use the HUD-determined passbook rate where actual
income cannot be calculated.

When verification of assets is required, O/As are required to obtain a minimum of one statement
that reflects the current balance of banking/financial accounts.

PCHA Policy

For families with net assets totaling $50,000 or less, the PCHA will accept the family’s
self-certification of the value of family assets and anticipated asset income. The family’s
declaration must show each asset and the amount of income expected from that asset. All
family members 18 years of age and older must sign the family’s declaration. The PCHA
reserves the right to require additional verification in situations where the accuracy of the
declaration is in question. Any income the family expects to receive from assets will be
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included in the family’s annual income. The family will be required to provide third-party
verification of net family assets every three years.

When verification is required, in determining the value of checking or savings accounts,
the PCHA will use the current balance as reflected on the most recent bank statement.

In determining the anticipated income from an interest-bearing checking or savings
account when verification is required and the rate of return is known, the PCHA will
multiply the current balance of the account by the current rate of interest paid on the
account. If a checking account does not bear interest, the anticipated income from the
account is zero.

Self-Certification of Real Property Ownership [24 CFR 5.618(b)(2)]

The O/A must determine whether a family has present ownership in real property that is suitable
for occupancy for purposes of determining whether the familv is compliant with the asset
limitation. The O/A may accept a self-certification from thes .mily stating that the family does

not have any present ownership in any real property. If ** family certifies that they do not have
any present ownership interest in real property, the Oii\ may ake that as sufficient to determine
the family is not out of compliance with the real pro¢ erty restric_an. If the family declares they
have present ownership in real property, the O/A¢ nust abtain thirc*party verification of the
family’s legal right to reside in the property, the™ ‘fectis = legal authority to sell the property, and
whether the property is suitable for occupancy by : family as a residence.

PCHA Policy

The PCHA will accept se' ‘Cer. ‘catio. from the family that the family does not have any
present ownership in 2ty real/ roperty The certification will state that the family does
not have any present 0. 2er up ... Zst in any real property and must be signed by all
family members 18s2ars* age and older. The PCHA reserves the right to require
additional verif _ation . situc. \ans where the accuracy of the declaration is in question.

If the family G slares the| have a present ownership in real property, the PCHA will
obtain third-pary, werifica .on of the following factors: whether the family has the legal
right to reside in thi w0 perty; whether the family has effective legal authority to sell the
property; and whether the property is suitable for occupancy by the family as a residence.
However, in cases where a family member is a victim of domestic violence, dating
violence, sexual assault, or stalking, the PCHA will comply with confidentiality
requirements under 24 CFR 5.2007 and will accept a self-certification.
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9-F. INTERIM RECERTIFICATIONS
Interim Decreases [24 CFR 982.516(c)(2) and Notice H 2023-10]

A family may request an interim determination of family income for any change since the last
determination. However, the O/A may decline to conduct an interim recertification if the O/A
estimates the family’s adjusted income will decrease by an amount that is less than 10 percent of
the family’s adjusted income. The O/A may set a lower threshold in the O/A’s policy such as
performing an interim for any decreases in adjusted income, although HUD prohibits the O/A
from setting a dollar-figure threshold.

PCHA Policy

The PCHA will only conduct an interim when the family’s adjusted income has
decreased by an amount that is 10 percent or more of the family’s adjusted income.

When determining the 10 percent threshold, the P@ A will round calculated percentages
up or down to the next nearest unit as applicable’.c. ». a calculated decrease of 9.5
percent will be rounded to 10 percent).

However, the PCHA will perform an interin® iecertification™ »r a decrease in adjusted
income of any amount in two circumstait_=s:

* When there is a decrease . family size attributed to the death of a
family member; ¢

* When a family mei \berser. nently moves out of the assisted unit
during the®, wiod si. “ e the family’s last recertification.

If the net effect of the change« in adjv ;ted inc \me due to a decrease in family size results in no
change or an increase in annc !l ad’.s.copome, then the O/A must process the removal of the
household members as_2.20on-iri. am recertification transaction without making changes to the
family’s annual adjustd a Iinco. .

Interim Increases [24 C. R 982 ,16(c)(3) and Notice H 2023-10]

O/As must not process inte..«n recertifications for income increases that result in less than a 10
percent increase in annual adjusted income. O/As must conduct an interim recertification of
family income when the O/A becomes aware that the family’s adjusted income has changed by
an amount that the O/A estimates will result in an increase of 10 percent or more in adjusted
income, with the following exceptions:

* O/As may not consider any increases in earned income when estimating or calculating
whether the family’s adjusted income has increased, unless the family has previously
received an interim reduction during the same recertification cycle; and

» O/As may choose not to conduct an interim recertification during the last three months of a
certification period if a family reports an increase in income within three months of the next
annual recertification effective date.
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When the family previously received an interim recertification for a decrease to adjusted income
during the same annual recertification cycle, an O/A has the discretion whether to consider a
subsequent increase in earned income.

PCHA Policy

Provided a family’s increase meets the 10 percent threshold, the PCHA will conduct an
interim recertification when the family experiences an increase in earned income and the
family previously had an interim recertification performed for a decrease in adjusted
income (whether for earned income, unearned income, or a combination of the two) since
their last annual recertification.

The PCHA will not process an interim recertification for increases in earned income
when an interim recertification was previously performed since the family’s last annual
and the interim recertification resulted in an increase in the family’s rent, nor will the
PCHA process an interim recertification for an increa« : in earned income when the
family has not had a previous interim recertificatios” since their last annual recertification.

The PCHA will also process an interim recertifi€ation™ w any other increases in income
that meet the 10 percent threshold.

The PCHA will not perform an interim re _rtificat an when a family reports an increase
in income (whether earned or unearned ii. ap:_) within three months of their annual
recertification effective date. However, famiii. = who delay reporting income increases
until the last three months of their e, “cation ¢ iod may be subject to retroactive rent
increases.

A series of smaller reported incref.c.nin aa. sted income may cumulatively meet or exceed the
10 percent increase threshold< it whic 1 poin. the O/A must conduct an interim recertification in
accordance with O/A policy.

When the family reports.amsincre. e in both earned and unearned income at the same time, the
O/A must look at the« arned « »d ui. »arned income changes independently of each other to
determine if an inte’_m recertific_tion is performed. The O/A will only conduct an interim
recertification when tiv yincreas¢ independently meets the 10 percent threshold and all other
requirements for perforri 2g in’ 2rim recertifications. For example, if a family reported increases
in both earned and unearn. . income that overall resulted in a 12 percent increase in their
adjusted income, but the change in earned income represented a 7 percent increase and the
change in unearned income represented a 5 percent increase, the O/A may not perform an interim
for either change since neither change meets the 10 percent threshold amount independently. If
the change in unearned income met the 10 percent threshold in this case, the O/A would be
required to perform an interim. If the change in earned income met the 10 percent threshold in
this case, the O/A would refer to O/A policy to determine whether an interim was required.
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Family Reporting

The O/A must adopt policies consistent with HUD regulations prescribing when and under what
conditions the family must report a change in family income or composition, or other
circumstances that may affect the family’s subsidy amount or rent portion. Other circumstances
may include, but are not limited to, changes in eligible deductions or citizenship status.

O/A policy may require families to report only changes that the family estimates meet the
threshold for an interim recertification or the O/A may establish policies requiring that families
report all changes in income, household composition, and any other change that may affect the
family’s adjusted income, and the O/A will subsequently determine if the change requires an
interim recertification.

When the O/A determines that an interim recertification is necessary, they must ask the family to
report changes in all aspects of adjusted income. For example, if the family is reporting a
decrease in adjusted income that is more than 10 percent< Jt the family also had a change in
assets or other changes in circumstances that would reg’. »in a change in the family’s adjusted
income, the change in assets must also be reviewed.

PCHA Policy

The family will be required to report all ¢._ anges® 1 income regardless of the amount of

the change, whether the change is to earnc ' ur unearned income, or if the change
occurred during the last three mortas of the ¢ rtification period. Families must report all
changes in income within 10 busiri 'ss < s of ti. > date the change takes effect. The family
may notify the PCHA either electror cal't ori'."e PCHA website or in writing.

Within 10 business days<  the ‘amily_eporting the change, the PCHA will determine
whether the change wi’ requir/ an inte_‘m recertification.

If the change will". 27 esult In an interim recertification, the PCHA will note the
informatia™."./. e te. ant file but will not conduct an interim recertification. The
PCHA< Il send ¢ = fari ly a written and/or electronic notification within 10
busine = days of I aking this determination informing the family that the PCHA
will not cc aduct a2 Interim recertification.

If the change .l result in an interim recertification, the PCHA will determine the
documentation the family will be required to submit based on the type of change
reported. The PCHA will ask the family to report changes in all aspects of
adjusted income at this time. The family must submit any required information or
documents within 10 business days of receiving a request from the PCHA. This
time frame may be extended for good cause with PCHA approval. The PCHA will
accept required documentation by mail, email, fax, the PCHA website, or in
person. The PCHA will conduct the interim within a reasonable time period based
on the amount of time it takes to verify the information.

Generally, the family will not be required to attend an interview for an interim
recertification. However, if the O/A determines that an interview is warranted, the family
may be required to attend.
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Changes Reported Timely

If the family reports a change in family income, composition, or other circumstances affecting
adjusted income timely in accordance with O/A policies:

* For rent increases, the O/A must provide the family with 30 days advance written notice. The
rent increase is effective the first of the month after the end of that 30-day notice period.

* Rent decreases are effective on the first of the month after the date of the actual change
leading to the interim recertification of family income. This means the decrease will be
applied retroactively.

Changes Not Reported Timely

If the family failed to report a change in family income, composition, or other circumstances
affecting adjusted income timely in accordance with O/A policies:

* For rentincreases, the O/A must implement any resul*’ g rent increases retroactively to the
first of the month following the date of the change |a*.dii . to the interim recertification of
family income.

» For rent decreases, the O/A must implements ie change no la er than the first rent period
following completion of the interim recertificc an.

However, the O/A may choose to adopt a policy the would make the effective date of the rent
decrease retroactive to the first of the mc 1. “allowing »ompletion of the recertification. O/As
may choose to establish conditions or req irem .. »far when such a retroactive application
would apply. O/As that choose to_ad'apt suc 2 .olicies must ensure the earliest date that the
retroactive decrease is applied/ " the' iter o

* The first of the month folic «ing t'¢ =a.at'the change that led to the interim recertification;
or

» The first of the ma.th follG ing . » most recent previous income examination.

In applying a retroac e change n rent as the result of an interim recertification, the O/A must
clearly communicate tti »effect/ 1 the retroactive adjustment to the family so that there is no
confusion over the amour. 2 .ne rent that is the family’s responsibility.

PCHA Policy

When the family fails to report a change in income, family composition, or other
circumstances affecting adjusted income timely, and the change would lead to a rent
decrease, the PCHA will apply the decrease the first of the month following completion
of the interim recertification.
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9-G. USE OF OTHER PROGRAMS’ INCOME DETERMINATIONS [24 CFR 5.609(c)(3)
and Notice H 2023-10]

O/As may, but are not required to, determine a family’s annual income, including income from
assets, prior to the application of any deductions, based on income determinations made within
the previous 12-month period, using income determinations from means-tested federal public
assistance programs (Safe Harbor). O/As are not required to accept or use determinations of
income from other federal means-tested forms of assistance. If the O/A adopts a policy to accept
this type of verification, the O/A must establish in policy when they will accept Safe Harbor
income determinations and from which programs. O/As must also create policies that outline the
course of action when families present multiple verifications from the same or different
acceptable Safe Harbor programs.

Means-tested federal public assistance programs include:

» Temporary Assistance for Needy Families (TANF) (42¢,.S.C. 601, et seq.);

* Medicaid (42 U.S.C. 1396 et seq.);

» Supplemental Nutrition Assistance Program (S «AP) (42 U.S. 7, 2011 et seq.);
» Earned Income Tax Credit (EITC) (26 U.S.C 32);

* Low-Income Housing Credit (LIHTC) nrogram (~ ,U.S.C. 42);

* Special Supplemental Nutrition Progre n 16 Yamai., Infants, and Children (WIC)
(42 U.S.C. 1786);

* Supplemental Security Inco.e (S. 1) (42" .S.C. 1381 et seq.);
* Other programs administe ad by = !'D'Secretary;

* Other means-tested<=mas of'. deral public assistance for which HUD has established a
memorandum of 2 idersta, ing,  nd

» Other federal ber. fit determ jations made in other forms of means-tested federal public
assistance that the < acreta’, determines to have comparable reliability and announces
through the Federal Reg 7 1.
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If the O/A elects to use the annual income determination from one of the above-listed forms of
means-tested federal public assistance, then they must obtain the income information by means
of a third-party verification. The third-party verification must state the family size, must be for

the entire family, and must state the amount of the family’s annual income. The annual income
need not be broken down by family member or income type. Annual income includes income
earned from assets, therefore when using Safe Harbor to verify a family’s income, O/As will
neither further inquire about a family’s net family assets, nor about the income earned from those
assets, except with respect to whether or not the family owns assets that exceed the asset
limitation in 24 CFR 5.618. The Safe Harbor documentation will be considered acceptable if any
of the following dates fall into the 12-month period prior to the receipt of the documentation by
the O/A:

* Income determination effective date;

* Program administrator’'s signature date;

* Family’s signature date;

* Report effective date; or

» Other report-specific dates that verify the ina®.ne determinatio.1 date.

The only information that O/As are permitted to L. 24 . determine income under this method is
the total income determination made by the federal” »eans-tested program administrator. Other
federal programs may provide additional’ aic.aation a. »ut income inclusions and exclusions in
their award letters; however, these detern' aatia s s any other information must not be
considered by the O/A. O/As are amaermii 1. to mix and match Safe Harbor income
determinations and other incop<: veri :atiori

If the O/A is unable to obtain'« afe K . “'acumentation or if the family disputes the other
program’s income determinatior. " .1e O/A must calculate the family’s annual income using
traditional methods ast_utlinie \in " atice H 2023-10.

If the O/A uses a Sc 2 Harbor a termination to determine the family’s income, the family is
obligated to report chc aes in ir .ome that meet the O/A’s reporting requirement and occur after
the effective date of the v ans< _tion.
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The amounts of unreimbursed reasonable attendant care expenses and child-care expenses
deducted from a family’s annual income, except for when a family is approved for a child-care
expense hardship exemption, must still be capped by the amount earned by any family member
who is enabled to work as a result of the expense. O/As are therefore required to obtain third-
party verification of the applicable employment income and cap the respective expense
deductions accordingly.

PCHA Policy

The PCHA will not accept verification from other federal assistance programs. All
income will be verified in accordance with the requirements of HUD’s verification
hierarchy and PCHA policies in this chapter.
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9-H. STREAMLINED INCOME DETERMINATIONS [24 CFR 960.257(c);
Notice H 2023-10]

HUD permits O/As to streamline the income determination process for family members with
fixed sources of income. While third-party verification of all income sources must be obtained at
move-in and every three years thereafter, in the intervening years, the O/A may determine
income from fixed sources by applying a verified cost of living adjustment (COLA) or other
inflationary adjustment factor. Streamlining policies are optional. The O/A may, however, obtain
third-party verification of all income, regardless of the source. Further, upon request of the
family, the O/A must perform third-party verification of all income sources.

Fixed sources of income include Social Security and SSI benefits, pensions, annuities, disability
or death benefits, and other sources of income subject to a COLA or rate of interest. The
determination of fixed income may be streamlined even if the family also receives income from
other non-fixed sources.

Two streamlining options are available, depending upon 4" ¢ percentage of the family’s income
that is received from fixed sources.

When 90 percent or more of a family’s unadjusted..come is frc = fixed sources, the O/A may
apply the inflationary adjustment factor to the far .y’s fixed inconi. sources, provided that the
family certifies both that 90 percent or more of « 2ir ur .djusted income is fixed and that their
sources of fixed income have not changed from tr. * srevious year. Sources of non-fixed income
are not required to be adjusted and mus* at be adju ed by a COLA, but O/As may choose to
adjust sources of non-fixed income basect 9n u. w'.nart, verification. O/As have the discretion to
either adjust the non-fixed income or carry 2we' the calculation of non-fixed income from the
first year to years two and three

When less than 90 percent ¢ 4 famil® s unaa, :sted income consists of fixed income, O/As may
apply a COLA to each of the tc 2il¢ 5 souiccs of fixed income. O/As must determine all other
income using standard e “catiG. requirements.

PCHA Policv

The PCHA doe ynot use,  Safe Harbor income determination from a federal assistance
program to deteri. ne ' = family’s annual income as outlined above, therefore, the PCHA
will use streamlinea” .come determinations where applicable.

If 90 percent or more of a family’s unadjusted income is from fixed income sources:

The PCHA will streamline the annual recertification process by applying the
verified COLA/inflationary adjustment factor to fixed-income sources.

The family will be required to sign a self-certification stating that 90 percent or
more of their unadjusted income is fixed income and that their sources of fixed
income have not changed from the previous year.

The PCHA will document in the file how the determination that a source of
income was fixed was made.

If the family’s sources of fixed income have changed from the previous year, the
PCHA will obtain third-party verification of any new sources of fixed income.
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If the family has other non-fixed income, the PCHA will carry over the
calculation of non-fixed income from the first year to years two and three.

If the family’s sources of non-fixed income have changed from the previous year,
the PCHA will obtain third-party verification of any new sources of non-fixed
income.

When less than 90 percent of a family’s unadjusted income consist of fixed income:

The PCHA will apply the verified COLA/inflationary adjustment factor to fixed
income sources.

All other non-fixed income will be verified using third-party verification as
outlined in Notice H 2023-10.

In the following circumstances, regardless of the percentage of income received
from fixed sources, the PCHA will obtain third-party verification, as applicable:

Of all assets when net family assets exceed °50,000;

Of all deductions and allowances from.arnnual 1 home;

If a family member with a fixed sous ¢ of income is" dded;

If verification of the COLA or rate ¢ »intef =st is not available;
During move-in and at least,ance eve: three years thereafter.
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9-1. ZERO INCOME REVIEWS [Notice H 2023-10]

A zero incomereview is an assessment, sometimes periodic, performed by the O/A of the income
of a family who claims that they do not receive income from any source, including from assets.
During such reviews, it is common for O/A’s to request that families complete and sign a
worksheet explaining how they pay for the household’s expenses. HUD does not require O/A’s
to conduct periodic zero income reviews. In calculating annual income, O/A’s must not assign
monetary value to nonmonetary in-kind donations from a food bank or similar organization
received by the family [24 CFR 5.609(b)(24)(vi)]. PHAs that perform zero income reviews must
update local discretionary policies, procedures, and forms. Families who begin receiving income
which does not trigger an interim reexamination should no longer be considered zero income
even though the family’s income is not reflected on the Form HUD-50059.

PCHA Policy

The PCHA will generate from HUD’s Enterprise !¢ ¢ me Verification (EIV) System the
No Income Reported on Form HUD-50059 and‘the Nt mcome Reported by Health and
Human Services (HHS) or Social Security A.ministratior. ‘SSA) reports quarterly.

The PCHA will re-verify the status of ter’ ats rex rting zero rent quarterly. All zero rent
households will be notified of this requiren. 2 0y sending a notice of the household’s
obligation to complete a zero income form ar. ymay require the resident to attend an
interview. The resident will be requ rec i fill our » zero income questionnaire to identify
current and potential future sources of inCor. »at least quarterly.

Based on the information<.iov 'ed by ‘he family and in EIV, staff may require that
family members provid< verific tions ¢ \sign release forms in order to obtain additional
verification.

If any sources« incor. 2 are dentified on the form, the PCHA will verify the income in
accordanced th the req. rements of HUD’s verification hierarchy and PCHA policies in
this Tenant Se ction Pla  prior to including the income in the family’s annual income.

If unreported incomi. . discovered, staff will correct certifications and follow procedures
for repayment agreements as outlined in HUD Handbook 4350.3, REV-1, CHG 4,
Chapter 8 Terminations here:
https://www.hud.gov/program_offices/administratiardblips/handbooks/hsgh/4350.3

The PCHA will only conduct interims in accordance with the policies outlined in this
chapter.
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9-J. INCOME FROM EXCLUDED SOURCES [Notice H 2023-10]

HUD guidance on verification of excluded income draws a distinction between income which is
fully excluded and income which is only partially excluded.

For fully excluded income, the O/A et required to verify the income using third-party
verification, document why third-party verification is not available, or report the income on the
Form HUD-50059. Fully excluded incomas defined as income where the entire amount
gualifies to be excluded from the annual income determination in accordance with 24 CFR
5.609(b) and anfrederal Register notice on mandatory exclusions issued by HUD (for example,
food stamps, earned income of a minor, or foster care funds).

O/A’s may accept a family’s signed application or reexamination form as self-certification of
fully excluded income. They do not have to require additiona’,documentation. However, if there
is any doubt that a source of income qualifies for full excluc.on, O/A’s have the option of
requiring additional verification.

For partially excluded income, the O/Arequired to f ilow the ver. =sation hierarchy and all
applicable regulations, and to report the income‘,n the -orm HUL-50059. Partially excluded
income is defined as income where only a certa. »no:.on of what is reported by the family
gualifies to be excluded and the remainder is incluc_d in annual income (for example, the
income of an adult full-time student).

PCHA Policy

The PCHA will accepts e fami /'s selt' ertification as verification of fully excluded
income and not report v 2 it sine < ihe Form HUD-50059. The PCHA may request
additional docume=tation'. aecessary to document the income source.

The PCHA v t verify the ource and amount of partially excluded income in accordance
with the requirc nents of / UD’s verification hierarchy and PCHA policies in this Tenant
Selection Plan.
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9-K. STUDENT FINANCIAL ASSISTANCE [24 CFR 5.609(b)(9)]

The regulations under HOTMA distinguish between two categories of student financial
assistance paid to both full-time and part-time students. Any assistance to students under section
479B of the Higher Education Act of 1965 (Tile IV of the HEA) must be excluded from the
family’s annual income [24 CFR 5.609(b)(9)(#ny other grant-in-aid, scholarship, or other
assistance amounts an individual receives for the actual covered costs charged by the institute of
higher education not otherwise excluded by the federally mandated income exclusions are
excluded [24 CFR 5.609(b)(9)(ii)].

PCHA Policy

The PCHA will request written third-party verification of both the source and the amount
of student financial assistance. Family-provided documents from the educational
institution attended by the student will be requesteg as well as documents generated by
any other person or entity providing such assista¢ ¢« »as reported by the student.

In addition, unless the student’s only sourca’ of assistanc is assistance under Title IV of
the HEA, the PCHA will request written v /ificatian of the cust of the student’s tuition,
books, supplies, room and board, and oti. . ref,dired fees and charges to the student from
the educational institution.

If the PCHA is unable to obtain thir -parc witter verification of the requested
information, the PCHA will puirsue o e 1orms of verification following the HUD’s
verification hierarchy.
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