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INTRODUCTION
REFERENCES CITED IN THE ADMINISTRATIVE PLAN

AUTHORITIES IN THE ADMINISTRATIVE PLAN

Authorities for PHA policies are derived from many sources. Primary among these sources are regulations
and guidance issued by HUD. State law also directs PHA policy. State law must be followed where such
law exists and does not conflict with federal rfegjons. In the absence of legal requirements or HUD
guidance, industry practice may lead to PHA policy.

HUD

HUD provides the primary source of PHA policy through federal regulations, HUD Notices and
handbooks. Compliance with federal regulations, entrrHUD Notices and HUD handbooks is
mandatoryKHA will comply with all mandatory provisions within the Federal Regulations and Notices.

HUD alsoprovides nommandatory guidance to the PHA through HUD published guidebbluexpired

and epired HUD Noties and handbooks alpoovide guidance for PHA policieg-ollowing this HUD
guidance is optional, as long as the PHA policies comply with federal law, fedgrdhtions and
mandatory policiesBecause HUD has already determined that the guidapo®vitles is consistent with
mandatory policies, the PHA reliance on HUD gui

State Law

Where there is no mandatory federal guidatitePHA must comply with state law, if it exists. Where
state law is more rasttive than federal law, but does not conflict wigderal lawthePHA should follow
the state law.

Industry Practice
Where no law or HUD authority exists on a particular subject, industry practice may support PHA policy.

RESOURCESCITED IN THE ADMINISTRATIVE PLAN

The AdministrativePlan cites several documents. Where a document or resource is cited frequently, it
may be abbreviated. Where it is cited only once or twiceAthministrativePlan may contain the entire
name of the document or resoe. Following is a key to abbreviations used for various sources that are
frequently cited in theAdministrative Plan and a list of references and document locations that are
referenced in thAdministrativePlan or that may be helpful to you.

Abbreviations
Throughout theAdministrativePlan, abbreviations are used to designate certain documents in citations.
The following is a table of abbreviations of documents cited i\timainistrativePlan.

Abbreviation Document
CFR Code of Federal Regations
HCV GB Housing Choice Voucher Guidebook (7420.10G) April 2001
HUD 50058 IB HUD 50058 Instruction Booklet
RHIIP FAQG Rental Housing Integrity Improvement Program (RHIIP) Freque
Asked Questions
VG PIH Notice 20041 Verification Guidanceylarch 9, 2004
HB 4350.3 Occupancy Requirements of Subsidized Multifamily Housing Progr

Resources and Where to Find Them
Following is a list of resources helpful to the PHA or referencédaAdministrativePlan, andthe online
location of each.
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Document and Location

Code of Federal Regulationshttp://www.gpoaccess.gov/cfr/index.html

Earned Income Disregard FAQyww.hud.gov/offices/pih/phr/about/ao_faqg_eid.cfm

Eligibility of Students for Assisted Housing Under Section 8 of the U.S. Housing Act of 1937;
Final Rule http://edocket.access.gpo.gov/2008/pdfER35.pdf

Enterprise Income Verification (EIV) System, Security Procedures for Upfront Income Verific;
data http://mwww.hud.gov/offices/pih/programs/ph/rhiip/docs/eivsecquidepha.pdf

Executive Order 11063 http://www.hud.qgov/offices/fheo/FHLaws/EX011063.cfm

Federal Register http://www.access.gpo.gov/su_docs/acesdint.html

General Income and Rent Determination FAQs
www.hud.qgov/offces/pih/programs/ph/rhiip/fag gird.cfm

Housing Choice Voucher Program Guidebook (7420.10G), April 2001
www.hud.qgov/offices/pih/programs/hcv/forms/guidebook.cfm

HUD-50058Instruction Booklet
http://portal.hud.gov/hudportal/documents/huddoc?id=50058i.pdf

Joint Statement of the Department of Housing and Urban Development and the Department
Justice, issued May 17, 2004ttp://www.hud.gov/offices/fheo/library/huddojstatement.pdf

Final Guidance td-ederal Financial Assistance Recipients Regarding Title VI prhibitgainst
National Origin Discrimination Affecting Limited English Proficient Persons, published Janian
2007 http://www.hud.gov/offices/fheo/promotingfréBeralRegistepublishedguidance.pdf

Notice PIH 201210, Verification of Social Security Number (SSNs) and Supplemental Securit
Il ncome (SSI) Benefits; and Effective Use
Identity Verification Report http://portal.hud.gov/huddoc/pih204®).pdf

Notice PIH 201619, Administrative Guidance for Effective and Mandated Use of the Enterprig
Income Verification (EIV) System
http://www.hud.gov/offices/pih/publications/notices/10/pih2aAB0pdf

Notice PIH 20126 (HA), Nondiscrimination and Accessibility Notice
http://www.hud.gov/offices/pih/publications/notices/10/pih2@Bpdf

OMB Circular A133
http://www.whitehouse.gov/omb/circulars/al33 compliance supplement 2010

PIH Notice 200201 (HA), Accessibility Notice
http://www.hud.gov/offices/pih/publications/notices/02/pih2d0gdf

PIH Notice 200418 (HA), Verification of Social Security (SS) and Supplemental
Security Income (SSI) Benefits
http://www.hud.gov/offices/pih/publications/notices/04/pih2a@pdf

PIH Notice 200501 (HA), Implementation of the Consolidated Appropriations Act (HR
48181 H Rept 108792), 2005 Funding Provisions for thetsing Choice Voucher
Program http://www.hud.gov/offices/pih/publications/notices/05/pih2a0pdf

PIH Notice 20057 (HA), Rental Integrity Monitoring (RIM) Disallowe@osts and
Sanctions Under the Rental Housing Integrity Improvement Project (RHIIP) Initiative
http://www.hud.gov/offices/pih/publications/notices/05/pih2d0pdf

PIH Natice 20059 (HA), Public Housing Agency (PHA) Flexibility to Manage the
Housing Choice Voucher Program in 2005
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http://edocket.access.gpo.gov/2008/pdf/E8-19435.pdf
http://www.hud.gov/offices/pih/programs/ph/rhiip/docs/eivsecguidepha.pdf
http://www.hud.gov/offices/fheo/FHLaws/EXO11063.cfm
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http://www.hud.gov/offices/pih/programs/ph/rhiip/faq_gird.cfm
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http://portal.hud.gov/huddoc/pih2012-10.pdf
http://www.hud.gov/offices/pih/publications/notices/10/pih2010-19.pdf
http://www.hud.gov/offices/pih/publications/notices/10/pih2010-26.pdf
http://www.whitehouse.gov/omb/circulars/a133_compliance_supplement_2010
http://www.hud.gov/offices/pih/publications/notices/02/pih2002-1.pdf
http://www.hud.gov/offices/pih/publications/notices/04/pih2004-18.pdf
http://www.hud.gov/offices/pih/publications/notices/05/pih2005-1.pdf
http://www.hud.gov/offices/pih/publications/notices/05/pih2005-7.pdf

http://www.hud.gov/offices/pih/publications/notices/05/piB3®. pdf

ProjectBased Voucher Program; Final Rule
http://www.gpo.gov/fdsys/pka/FHR00510-13/pdf/0520035.pdf

Rental Housing Integrity Improvement Program (RHIIP) Frequekgked Questions.
www.hud.gov/offices/pih/programs/ph/rhiip/fag.cfm

VAWA Final Rule http://www.gpo.ge/fdsys/pkg/FR201010-27/pdf/201026914.pdf
Verification FAQ www.hud.gov/offices/pih/programs/ph/rhiip/fag_verif.cfm

Verification Guidance, March 2004 (attachment to bl IH 20041)
http://www.hud.gov/offices/pih/publications/notices/04/verifguidance.pdf

The HUD Web site isittp:/portal.hud.gov/hudportal/HUD

Guidebooks, handbooks and other HUD resources may be found at the HUDCIlips Web site:
http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips
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CHAPTER 1
OVERVIEW OF THE PROGRAM AND PLAN

INTRODUCTION

The terms, Section 8 program or Housing Choice Voucher program are uséthafHA receives its
funding for the Housing Choice Voucher (HCV) program from the Department of Housing and Urban
Development. The PHA is not a federal department or agency. A public housing agency (PHA) is a
governmental or public body, created and auteal by state law to develop and operate housing and
housing programs for loamcome families. The PHA enters into an Annual Contributions Contract
(ACC) with HUD to administer the program requirements on behalf of HUD. The PHA must ensure
compliance wth federal laws, regulations and notices and must establish policy and procedures to clarify
federal requirements and to ensure consistency in program operation.

This chapter contains information about the PHA and its programs with emphasis on thedd@vhpr
It also contains information about the purpose, intent and use of the plan and guide.

There are three parts to this chapter:

Part I: The Public Housing Agency (PHAJhis part includes a description of the PHA, its
jurisdiction, its programs, anits mission and intent.

Part Il: The HCV ProgramThis part contains information about the Housing Choice Voucher
program operation, roles and responsibilities, and partnerships.

Part Ill: The HCV Administrative Plarirhis part discusses the purp@se organization of the
plan and its revision requirements.

PART I: PHA

1-I.A. OVERVIEW

The Section 8 Program was enacted as part of the Housing and Commuatypbeent Act of 1974,
which recodified the U.SHousing Act of 1937. The Act has been amended from time to time, and its
requirements, as they apply to the Section 8 TeBaséd Assistance Program, is described in and
implemented throughout this Administrative Plan. The Section 8 tdrzeseid assistae programs are
federally funded and administered for the city of Kennewick and Richland by the Housing Authority City
of Kennewick (KHA).

Administration of the Section 8 Program and the functions and responsibilities of the Housing Authority
City of Kennewick staff shall be in compliance with the KHA Personnel Policy and the Department of
Housing and Urban Developméi{HUD) Section 8 Housing Choice Voucher regulations as well as all
Federal, State, and local Fair Housing laws and regulations.

1-1.B. ORGANIZATION AND STRUCTURE OF THE KHA

Theterms, Section 8 program or Housing Choice Voucher program, are used interchangeably within this
Administrative Plan.The Housing Choice Voucher (HCV) assistance program is funded by the federal
government anddministered by the Housing Authority City of Kennewick (KHA) for the jurisdiction of
Kennewick Richland Benton City, West Richland, and Prossecated within Benton County, WA.
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The officials of the KHA are known as commissers or, collectively,sathe Board of @mmissioners.
Commissioners are appointed in accordance with state housing law and generally serve in the sams
capacity as the directors of a corporation, establishing policies under which the KHA conducts business,
ensuring that policiesra followed by the KHA staff and ensuring that the KHA is successful in its
mission. The board is responsible for preserving and expanding the @&esnurces and assuring the
agencys continued viability.

Formal actions of the KHA are taken throughtten resolutions, adopted by the Board ofdaissioners
and entered into the official records of the KHA.

The principal staff member of the KHA is the Executive Director (ED), hired and appointed by the board
of commissioners. The ED is directly respiile for carrying out the policies established by the
commissioners and is delegated the responsibility for hiring, training and supervising the remainder of the
KHAGs staff in order to manage the dayday operations of the KHA, to ensure compliancéederal

and state laws and directives for the programs managed. In addition, @ewEies include budgeting

and financial planning for the agency.

1-1.C. KHA MISSION

The purpose of a mission statement is to communicate the purpose of the ageecpl¢ inside and
outside of the agency. It provides guiding direction for developing strategy, defining critical success
factors, searching out key opportunities, making resource allocation choices, satisfying clients and
stakeholders, and making deoiss.

KHA Mission

KHAG6s mi s s ieeelop and maintaisafe, afidrdablequality housing that promotes
healthy neighborhoods and inspires communiti@&eate partnership opportunities that support
and encourage program participants to becomesg#itient. Manage all assets witfiscal
responsibilityand integrity.

1-1.D. KHA & PROGRAMS
The following programs are included under this administrative plan:

The KHAG administrative plan is applicable to the operation of the Housing Aut@itytpf Kennewick
(KHA) Housing Choice Voucher program(s) including:

Housing Choice Voucher ProjeBased Voucher Program

Non-Elderly Disabled Vouchers

Family Unification Vouchers

Moderate Rehabilitation Program; except as otherwise noted.

Housing Choicé&/oucher Homeownership Program

= =4 =4 -8 9

1 . E. THE PHAG6S COMMI TMENT TO ETHI CS AND SERVICC

As a public service agency, the PHA is committed to providing excellent service to HCV program
participants familiesandownersi n t he communi t vy .inclldeie PHAOGS st an
1 Administer applicable federal and state laws and regulations to achieve high ratings in compliance
measurement indicators while maintaining efficiency in program operation to ensure fair and
consistent treatment of clients served.
1 Provide decensafe, and sanitary housiingn compliance with program housing quality standards
1 for very low income families while ensuring that family rents are fair, reasonable, and affordable.
1 Encourage sel$ufficiency of participant familieandassist in the exansion of family opportunities
which address educational, sceiconomic, reci&ional and other human serviceeds.
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1 Promote fair housing and the opportunity &irvery low-income familiego experience freedom of
housing choice

1 Promote a housingrogram which maintains quality service and integrity while providing an
incentive to private property owners to rent to very-loaome families.

1 Promote a markedriven housing program that will help qualified lomcome families be
successful in obtaing affordable housing and increase the supply of housing choices for such

families.
1 Create positive public awareness and expand the level of family, owner, and community support
in accomplishing the PHAG6s mission.

1 Attain and maintain a high level of stamds and professionalism in d&y-day management of
all program components.

1 Administer an efficient, higip er f or mi ng agency through cont.i
support systems and commitment to our employees and their development.

KHA is dedicaed to the provision of quality customer service for all applicants, participants, and
community partners. All customers will be treated fairly and with respg€dti will make every effort

to keep program participants informed of HCV program rules andatgns and to advise participants

of how the program rules affect them.

PART II: THE HOUSING CHOICE VOUCHER (HCV) PROGRAM

1-IlLA. OVERVIEW AND HISTORY OF THE PROGRAM

The intent of this section is to provide the public and staff with information related to the overall operation
of the program. There have been many changes to the program since its inception in 1974 and a brie
history of the program will assist the auatte in understanding the program.

The United States Housing Act of 1937 (the MnAct
initiatives. The Act was intended to provide financial assistance to states and cities for public works
projects, slum clearance and the development of affordable housing developments fmcdome
residents.

The Housing and Community Development (HCD) Act of 1974 created a new federally assisted housing
programi the Section 8 Existing program (also known as tketisn 8 Certificate program). The HCD

Act represented a significant shift in federal housing strategy from locally owned public housing to
privately owned rental housing.

Under the Certificate program, federal housing assistance payments werdineettieto private owners

of rental housing, where this housing was made available to-ioa@me families. Eligible families were

able to select housing in the private rental market. Assuming that the housing met certain basic physica
standards of quiy (i husingquality standardg) and was within certain HUBstablished renirhitations

(A dir market rent®), the family would be able to receive rental assistance in the housing unit. Family
contribution to rent was generally set at 30 percentofahef | yés adj usted i ncome
the rent paid by the program.

Another unique feature of the Certificate program was that the rental assistance remained with the eligible
family, if the family chose to move to another privatelyned rentauinit that met program requirements

(in contrast to the public housing program where the rental assistance remains wiil, tieuld the

family decide to move Consequently, the Certificate program was characterizegrasitbased
assistance, rather than ubdsed
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The Housing and Community Development (HCD) Act of 1987 authorized a new version ofliaseatt
assistancé the Section 8 Voucher program. The Voucher program was very similar to the Certificate
program in that egjible families were able to select housing in the private rental market and receive
assistance in that housing unit.

However, the Voucher program permitted families more options in housing selection. Rental housing still
had to meet the basic housing lifyastandards, but there was no fair market rent limitation on rent. In
addition, family contribution to rent was not set at a limit of 30 percent of adjusted income. Consequently,
depending on the actual rental cost of the unit selected, a family naigim@re or less than 30 percent

of their adjusted income for rent.

From 1987 through 1999, public housing agencies managed both the Certificate and Vouchkaseant
assistance programs, with separate rules and requirements for each. From 1994 119@8,dtUD
published a series of new rules, known as fAconf
similar housing programs, to the extent permitted by the law.

In 1998, the Quality Housing and Work Responsibility Act (QHWRA)so knowras the Public Housing
Reform Acti was signed into law. QHWRA eliminated all statutory differences between the Certificate
and Voucher tenasiiased programs and required that the two programs be merged into a single tenant
based assistance program, nowwkn as the Housing Choice Voucher (HCV) program.

The HCV program was modeled closely on thempexger Voucher program. However, unlike the-pre
merger Voucher program, the HCV program requires an assisted family to pay at least 30 percent of
adjusted inome for rent.

The transition of assistance from the Certificate and Voucher programs to the new HCV program began
in October 1999. By October 2001, all families receiving tebased assistance were converted to the
HCV program.

1-11.B. HCV PROGRAM BA SICS

The purpose of the HCV program is to provide rental assistance to eligible families. The rules and
regulations of the HCV program are determined by the U.S. Department of Housing and Urban
Development. The PHA is afforded choices in the operatidheoprogram which are included in the
PHAG Administrative Ran, a document approved by the Board omthissioners of the PHA.

The HCV program offers mobility to eligible families because they may search for suitable housing
anywhere in PH#&s jurisdiction and may also be eligible to move under portability to other PHAs
jurisdictions.

When a family is determined to be eligible for the program and funding is available, the PHA issues the
family a housing voucher. When the family finds a sal@édousing unit and funding is available, the PHA

will enter into a contract with the owner and the family will enter into a lease with the owner. Each party
makes their respective payment to the owner so that the owner receives full rent.

Even thoughhe family is determined to be eligible for the program, the owner has the responsibility of

approving the family as a suitable renter. The PHA continues to make payments to the owner as long a:
the family is eligible and the housing unit continues to dualnder the program.
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1-1l.C. THE HCV PARTNERSHIPS

To administer the HCV program, the PHA enters into a contractual relationship witi{EtisiSolidated
Annual Contributions Contract)flhe PHA also enters into contractual relationships with the assisted
family and the owner or landlord of the housing unit.

For the HCV program to work and be successful, all parties invoNddD, the PHA, the owner, and

the family’ have important ries to play. The roles and responsibilities of all parties are defined in federal
regulations and in legal documents that parties execute to participate in the program.

The chart illustrates key aspects of these relationships.

The HCV Relationships:

Congress
Appropriates
Funding

J

HUD
Provides Funding
To PHA

pns and ACC
igations and
nding

Program Reg
specifiesPHA
Vouche
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Family’Obligations
Family LeasespecifiesTenant owner /
(Program and Landlord Landlord
Participant) Obligations
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What does HUD do?
HUD has the following major responsibilities:

l

T
T
T

Develop regulations, requirements, handbooks, notices and other guidance to implement HCV
housing program legislation passed by Congress;

Allocate HCV program funds to the PHA;

Provide technical assistance to the PHA on interpreting and applying HCkaprogguirements;
Monitor KHA compliance with HCV program requirements and the PHA performance in program
administration.

What does the PHA do?
The PHA administers the HCV program under contract with HUD and has the following major
responsibilities:

T
T

)l
T
1
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Establish local policieto administer the progragm

Review applications from interested applicatd determine whethethey are eligible for the
program;

Maintain waiting list and select families for admission;

Issue vouchexto eligible families and provide information on how to lease a unit;

Conduct outreach to owners, with special attention to owners outside areas of poverty or minority
concentration;

Approve the rental unit (including assuring compliance with housiradityy standards and rent
reasonableness), the owner, and the tenancy;

Make housing assistance payments to the owner in a timely manner;

Recertify families for continued eligibility under the program;

Ensure that owners and families comply witkir contractual obligations

Provide families and owners with prompt, professional service;

Comply with all fair housing and equal opportunity requirements, HUD regulations and
requirements, the Annual Contributions Contract, Hafiproved applications formaing, KHAG
administrative plan, and other applicable federal, state and local laws.

What does the Owner do?
The owner has the following major responsibilities:

T

E R

Screen families who apply for tenancy, to deternsmigability as renters

o0 The PHA carprovide some information to the owner, but the primary responsibility for tenant
screening rests with the owner.

o The owner should consider family background factors such as rent apeybiily history,
history of caring for property, respecting the riglaf others to peaceful enjoyment of the
property, compliance with essential conditions of tenancy, whether the family is engaging in
drugrelated criminal activity or other criminal activity that might threaten others.

Comply with the terms of the HougjiAssistance Payments contract, executed with the PHA;

Comply with all applicable fair housing laws and discriminate against no one;

Maintain the housing uniin accordance with Housing Quality Standard (HQS) and make

necessary repairs in a timely manner

Collect rent due from the assisted family and otherwise comply with and enforce provisions of the

dwelling lease.

What does the Family do?
The family has the following responsibilities:

T
T

Provide the PHA with complete and accurate informatsrdetemined by the PHA to be
necessary for administration of the program;
Make their best and most timely effortsldcate qualified and suitable hosuing;
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Attend all appointments scheduled by the PHA;

Allow the PHA to inspect the unit at reasonable times and after reasonable notice;

Take responsibility for care of the housing unit, including any violations of housing quality
standards caused by the family;

Comply with the terms of the lease with thener;

Comply with the family obligations of the voucher;

Not commit serious or repeated violations of the lease;

Not engage in drugelated or violent criminal activity;

Notify the PHA and the owner before moving or terminating the lease;

Use the assted unit only for residence and as the sole residence of the family. Not sublet the unit,
assign the lease, or have any interest in the unit;

Promptly notify the PHA of any changes in family composition;

Not commit fraud, bribery, or any other corruptasiminal act in connection with any housing
programs.
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1-11.D. APPLICABLE REGULATIONS

Applicable regulations inclugéut are not limited to

24 CFR Part 5: General Program Requirements

24 CFR Part 8: Nondiscrimination

24 CFR Part 35: LeaBasedPaint

24 CFR Part 982: Section 8 Tendddsed Assistance: Housing Choice Voucher Program
24 CFR Part 983: Proje@ased Vouchers

24 CFR Part 985: The Section 8 Management Assessment Program (SEMAP)

= =4 =4 -8 -8 9

PART Ill: THE HCV AD MINISTRATIVE PLAN

1-lllLA. OVERVIEW AND PURPOSE OF THE PLAN

The Administrative Rin is required by HUD. Theurpose of the Administrativeldh is to establish
policies for carrying out the programs in a manner consistent with HUD requirements and local goals and
objectives c ont ai n esdagency plan.hireis AdrhirAstrativéaR is a supporting document to the

PHA agency plan, and is available for public review as required by CFR 24 Part 903.

This Administrative Ran is set forth to define the PHA local policiesdperation of the housing programs

in the context of federal laws and regulations. All isseésted to HCV programot addressed in this
document are governed by such federal regulations, HUD handbooks and guidebooks, notices and othe
applicable law. Thepolicies in this Administrative IBn have been designed to ensure compliance with

the consolidated ACC and all HU&pproved applications for program funding.

The PHA is responsible for complying with all changes in HUD regulations pertaining to the HCV
program. If such changes conflict with this plan, HUD regulations will have precedence.

Administration of the HCV program and the functions and responsibilities of the PHA staff shall be in
compliance with the PHKHCYp Progsaaregnlaions as ovélliacall fedenald H
state and local fair housing laws and regulations.
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1-111.B. CONTENTS OF THE PLAN [24 CFR 982.54]

HUD regulations contain a list of what must be included irAtiministrativePlan. KHA Administrative
Plan must cover the PHA policies on these subjects:

T
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Selection and admission of applicants from the PHA waiting list, including any PHA admission
preferences, procedures for removing applicant names from the waiting list, and procedures for
closing and reagning the PHA waiting list (Chapter 4);

Issuing or denying vouchers, including the PHA policy governing the voucher term and any
extensionsof the voucher termif the PHA decides to allow extensions or suspensions of the
voucher term, the PHAdministratve Plan must describe how the PHA determines whether to
grant extensions or suspensions, and how the PHA determines the length of any extension or
suspension (Chapter 5);

Any special rules for use of available funds when HUD provides funding to the étH¥special
purpose (e.g., desegregation), including funding for specified families or a specified category of
families (Chapter 4);

Occupancy policies, including definition of what group of persons may qualify&sndyd
definition of when a familyis considered to bécontinuously assistédstandards for denying
admission or terminating assistance based on criminal activity or alcohol abuse in accordance with
982.553 (Chapters 3 and 12);

Encouraging participation by owners of suitable units latatetside areas of low income or
minority concentration (Chapter 13);

Assisting a family that claims that illegal discrimination has prevented the family from leasing a
suitable unit (Chapter 2);

Providing information about a family to prospective owr{@isapters 3 and 9);

Disapproval of owners (Chapter 13);

Subsidy standards (Chapter 5);

Family absence from the dwelling unit (Chapter 12) ;

How to determine who remains in the program if a family breaks up (Chapter 3);

Informal review procedures fapplicants (Chapter 16);

Informal hearing procedures for participants (Chapter 16);

The process for establishing and revising voucher payment standards (Chapter 16);

The method of determining that rent to owner is a reasonable rent (initially and during the term of
a HAP contract) (Chapter 8);

Special policies concerning special housing types in the program (e.g., use of shared housing)
(Chapter 15);

Policies conceling payment by a family to KHA of amounts the family owes KHA (Chapter 16);
Interim redeterminations of family income and composition (Chapter 11);

Restrictions, if any, on the number of moves by a participant family (Chapter 10);

Approval by the boardf commissioners or other authorized officials to charge the administrative
fee reserve (Chapter 16);

Procedural guidelines and performance standards for conducting required housing quality
standards inspections (Chapter 8); and

KHA screening of applicas for family behavior or suitability for tenancy (Chapter 3).

Mandatory vs. Discretionary Policy

HUD makes a distinction between:

T

Mandatory policiesthose driven by legislation, regulations, current handbooks, notices, and legal
opinions, and
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1 Optional, norbinding guidance including guidebooks, notices that have expired and
recommendations from individual HUD staff.

HUD expects the PHA to develop policies and procedures that are consistent with mandatory policies anc
to make clear the optiahpolicies the PHA has adopted. The PHA AdministratilenRs the foundation

of those policies and procedures. H8@irections require the PHA to make policy choices that provide
guidance to staff and consistency to program applicants and participants.

Following HUD guidancerovidesthe PHA with a safe harbor. HUD has already determined that the
recommendations and suggestions it makes are consistent with mandatory policies. If a PHA adopts ar
alternative strategy, it must make its own determindtian the alternative approach is consistent with
legislation, regulations, and other mandatory requirements. There may be very good reasons for adopting
a policy or procedure that is different than H&8Bafe harbor, but the PHA should carefully think digio

those decisions.

1-11l.C. ORGANIZATION OF THE PLAN

The Plan is organized to provide information to users in particular areas of operation.

1-111.D. UPDATING AND REVISING THE PLAN

The PHA will revisethis AdministrativePlan as needed to comphljth changes in HUD regulations. The
original plan and anyhanges must be approved by the Board om@issioners of the agency, the
pertinent sections included in the Agency Plan, and a copy provided to HUD.

KHA Policy
The KHA will review and upda the plan annuallyto reflect changes in regulations, KHA

operations, or when needed to ensure staff consistency in operédttiohangesare maden
regulationor HUD notice whiclrequires changes tthis plan in the interigbetween plan updates,

KHA wil |l issue Compliance Memorandums, dated with year and Memorandum number which
will update the Plan until the next Plan update is completed and approved by the Board of
Commissioners. Approval of this Plan approves the issuance of mandatory Compliance
Memorandums whenever necessary to update and revise thisnptader to beconsistent with

HUD guidelines and/oBtate or Federakgulatory changes.
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CHAPTER 2
FAIR HOUSING AND EQUAL OPPORTUNITY

INTRODUCTION

This chapter explains the laws and HUD regulaicequiring the PHA to affirmatively further civil rights
and fair housing in all federalgssisted housing programs. The letter and spirit of these laws are
implemented through consistent policy and processes. The responsibility to further nondisonmina
pertains to all areas of the PEApublic housing operations.

This chapter describes HUD regulations and the KHA policies related to these topics in three parts:

Part I: Nondiscrimination This part presents the body of laws and regulations governing the
responsibilities of the PHA regarding nondiscrimination.

Part 1I: Policies Related to Persons with Disabilitielsis part discusses the rules and policies of the
public housing programelated to reasonable accommodation for persons with disabilities. These rules
and policies are based on the Fair Housing Act (42.U.S.C.) and Section 504 of the Rehabilitation Act
of 1973, and incorporate guidance from the Joint Statement of The Depasfrientsing and Urban
Development and the Department of Justice (DOJ), issued May 17, 2004.

Part Ill: Prohibition of Discrimination Against Limited English Proficiency Pers@hss part details

the obligations of the PHA to ensure meaningful acce$etpublic housing program and its activities

by persons with limited English proficiency (LEP). This part incorpor#iiesFinal Guidance to
Federal Financial Assitance Recipients Regarding Title VI Prhibition against National Origina
Discrimination Affecing Limited English Proficient Persons published January 22, 2007, in the
Federal Register

The PHAS Section 504 Coordinator is responsible for monitoring the ®@H&mpliance with its
reasonable accommodation policy as outlined in this Chapter.idodls who have questions regarding
this policy, its interpretation, or implementation should contact the &H¥ection 504 Coordinator in
writing, by telephone, or by appointment as follows:

Angela Fragozo
AdministrativeAssistantbection 504 Coordinato
1915 W. &' Place
Kennewick, WA 99336
(509) 5868576
(509) 5864460 TTY
(509) 5827544 Fax

PART I: NONDISCRIMINATION

2-1.A. OVERVIEW

Federal laws require PHAs to treat all applicants and participants 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, religiogx,snational origin, age, familial status, and disability.
addition, HUD regulations provide for additional protections regarding sexual orientation, gender identity
and marital statug.he PHA will comply fully with all federal, state, and local nordiwination laws, and
with rules and regulations governing fair housing and equal opportunity in housing and employment,
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including:

1 Title VI of the Civil Rights Act of 1964

1 Title VIII of the Civil Rights Act of 1968 (as amended by the Community Developmenof
1974 and the Fair Housing Amendments Act of 1988)
Executive Order 11063
Section 504 of the Rehabilitation Act of 1973
The Age Discrimination Act of 1975
Title 1l of the Americans with Disabilities Act (to the extent that it applies, otherwidgo8ec
504 and the Fair Housing Amendments govern)
Violence Against Women Reauthorization Act ofL3QVAWA)
The Equal Access to Housing in HUD Programs Regardless of Sexual Orientation or Gender
Identity Final Rule, published in the Federal Regigtebruary 3, 2012nd further clarified in
Notice PIH 201410
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When more than one civil rights law applies to a situation, the laws will be read and applied together.

KHA will comply with any applicable state laws or local ordinances and lagigslation potecting
individual rights of tenants, applicants, or staff that may subsequently be enacted

2-1.B. NONDISCRIMINATION

Federal regulations prohibit discrimination against protected classesthegroups of peopleState and
local requirementandPHA policiesprohibit discrimination

The PHA shall not discriminate because of race, color, sex, religion, familial status, age, disability or
national ori gin ( cBikmMHAMWI ndtgisconinate beeadse af Leabsas, Say0B) .
sexual or Transgender (LGBEjatusor marital statusThe FHA will not discriminate againstaimilial
statuswvhichincludes children under the age of 18 living with parents or legal custodians, pnegnaaT

and people securing custody of children under the age offh® PHA will not discriminate against
victims of domestic violence as per the Violence Against Women Act and Department of Justice
Reauthorization Act of 2B (VAWA) and any additions orlanges to this Act.

The PHA will not discriminate on the basis of marital status, gender identity or sexual orientation [FR
Notice 02/03/12].

KHA Policy
KHA wi | | not di scri mi nat e under StakeeFederal ®rilosal lanf al

KHA will not use any of these factors to:

1 Deny to any family the opportunity to apply for housing, nor deny to any qualified applicant

the opportunity to participate in the housing choice voucher program

1 Provide housing that is different from that pided to others

1 Subject anyone to segregation or disparate treatment

T Restrict anyoneb6s access to any benefit
program
Treat a person differently in determining eligibility or other requirements for admission
Steer an applicant or participant towandaway from a particular ardemsedon any of
these factors
Deny anyone access to the same level of services
Deny anyone the opportunity to participate in a planning or advisory group that is an
integral part of tB housing program
9 Discriminate in the provision of residential real estate transactions

1
1

T
T
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91 Discriminate against someone because they are related to or associated with a member of
a protected class

1 Publish or cause to be published an advertisement or niotiicating the availability of
housing that prefers or excludes persons who are members of a protected class

Providing Information to Families

The PHA must take steps to ensure that families and owners are fully aware of all applicable civil rights
laws.As part of the briefing process, the PHA must provide information to HCV applicant families about
civil rights requirements and the opportunity to rent in a broad range of neighborhoods [24 CFR 982.301].
The Housing Assistance Payments (HAP) contractiméoowners of the requirement not to discriminate
against any person because of race, color, religion, sex, national origin, age, familial status, or disability
in connection with the contract.

Discrimination Complaints

If an applicant or participant beves that any family member has been discriminated against by the PHA
or an owner, the family shoustlvise the PHAHUD requiregshe PHA to make every reasonable attempt

to determine whether the applicéntor participar@s assertions have merit and takey warranted
corrective action. In addition, the PHA is required to provide the applicant or participant with information
about how to file a discrimination complaint [24 CFR 982.304].

Upon receipt of a housing discrimination complaint, the PHA isireduo:
1 Provide written notice of the complaint to those alleged and inform the complainant that such
notice was made
1 Investigate the allegations and provide the complainant and thos alleged with findings and either
a proposed corrective action or an exjaltion of why correctoive action is not warranted
1 Keep records of all complaints, investigations, notices,and cooretive actions [Notice P{R02014

KHA Policy
Applicants or tenant families who believe that they have been subject to unlawful distomina

may notify the KHA either orally or in writing.
KHA will investigate altliscrimination complaints made against the Kbi#d address promptly

KHA will refer all discrimination complaintants to HUD.KHA will provide a copy of a
discrimination complaint form ta complainant and provide them with information on how to
compl ete and submit the form to HUDOGs Offic
and the Washington State Human Rights CommisskKHA will assist voucher holders to resolve
complaints of discrimination through landlord education and/or intervention.

PART II: POLICIES RE LATED TO PERSON WITH DISABILITY

2-11.LA. OVERVIEW

One type of disability discrimination prohibited by trermHousing Act is the refusal to make reasonable
accommodation in rules, policies, practices, or services whenasgommodation may be necesstry

afford a person with a disability the equal opportunity to use and enjoy a program or dwelling under the
program.
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The PHA must ensure that persons with disabilities have full access to tlis ptadgrams and services.
This responsibility begins with the first inquiry of an interested family and continues through every
programmatic area of the HCV program.

KHA Policy
KHA will notify all applicants and participants of the right to request a reasonable accommodatior

in order to ensure that a person who experiences permanent disabilities has the ability to fully acce
KHA programs and services.

2-11.B. DEFINITION OF REASONABLE ACCOMMODATION

A person with a disability may require special accommodations in order to have equal access to the HCV
program. The types of reasonable accommodations the PHA can provide include changes, exceptions, C
adjustments to a rule, policy, practice, or service.

Federal regulations stipulate that requests for accommodations will be considered reasonable if they dc
not create an "undue financial and administrative burden" for the PHA, or result in a fundamental
alterationo i n t he nafferad Afundamentahakeraton is @modifinatiantthats e r
alters the essential nature of a provideperations.

If a household includes a person with disabilities and that person requires a specific accommodation in
order to fully utilize PHA programs drservices, the PHA will give appropriate consideration to an oral
request or request not on PHA form. If a disability is readily apparent and the individual expresses
difficulty and requires a specific accommodation to fully access and utilize theeseofithe PHA, the

PHA will consider this request a request for reasonable accommodation.

Types of Reasonable Accommodations

When needed, the PHA must modify normal procedures to accommodate the needs of a person witt

disabilities. Examples include:

1 Permtting applications and reexaminations to be completed byanaikeans other than in person

1 Conducting home visits;

1 Using higher payment standards (HUD approval of a payment standard outside the PHA range) if the
PHA determines this is necessary to enalgperson with disabilities to obtain a suitable housing unit;

1 Providing time extensions for locating a unit when necessary because of lack of availability of
accessible units or special challenges of the family in seeking a unit;

1 Permitting an authorizedesignee or advocate to participate in the application or certification process
and any other meetings with PHA staff;

1 Displaying posters and other housing information in locations throughout thé&Riffise in such a
manner as to be easily readable franvheelchair.

2-11.C. REQUEST FOR A REASONABLE ACCOMMODATION

If an applicant or participant indicates that an exception, change, or adjustment to a rule, policy, practice,
or service is needed because of a disability, HUD requires that the PHA treat the information as a reques
for a reasonable accommodation, eviemoi formal request is madéoint Statement of the Departments

of HUD and Justice: Reasonable Accommodations under the Fair Housing Act]

The family must explain what type of accommodation is needptbiode the person with the disability
full accesdo the PHAs programs and services.

If the need for the accommodation is not readily apparent or known to the PHA, the family must explain
the relationship between the requested accommodation and the disalikye must be an identifiable
relationshp, or nexus, between the requested accommodation and the individisability.
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KHA Policy
KHA will encourage the family to make its request in writing using a reasonable accommodation

request form. However, KHA will consider the accommodation anyttéamily indicates that
an accommodation is needed whether or not a formal written request is submitted.

KHA has a duty to affirmatively further fair housing and when an individual expresses a difficulty
with meeting a program requirement thatakated to their disability, KHA will inquire about or
offer a reasonable accommodation even in the absence of an explicit request.

2-11.D. VERIFICATION O F DISABILITY

The regulatory civil rights definition for persons with disabilities is provided imiltix2-1 at the end of

this chapter.The definition of a person with a disability for the purpose of obtaining a reasonable
accommodation is much broader than the HUD definition of disability which is used for waiting list
preferences and income allowasce

Before providing an accommodation, the PHA must determine that the person meets the definition of a
person with a disability, and that the accommodatiilh enhance the famié access to the PH#&
programs and serviceShere must be a nexigsonnection) between the requested accommodation and
the disability.

If a persols disability is obvious or otherwise known to the PHA, and if the need for the requested
accommodation is also readily apparent or known, no further verification wébjogred [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 PHA, the PHA muserify that the person meets the definitiof a person with a disability

and there is a nexus between the requested accommodation and the disability which will allow a persor
with disabilities to enjoy equal access or obtain equal benefits from a quiegram.

When verifying a disability, the PHA will follow the verification policies provided in Chapter 7. All
information related to a pers@ndisability will be treated in accordance with the confidentiality policies
provided in Chapter 16. In addit to the general requirements that govern all verification efforts, the
following requirements apply when verifying a disability:
9 Third-party verification must be obtained from an individual identified by the family who is
competent to make the determiion. A doctor or other medical professional, a peer support group,
a nonmedical service agency, or a reliable third party who is in a position to know about the
individual 6s disability may provide artmantsf i c ¢
of HUD and Justice: Reasonable Accommodations under the Fair Housing Act]
1 The PHA must request only information that is necessary to evaluate the digeliliégd need
for the accommodation. The PHA will not inquire about the nature or extanyalisability.
Medical records will not be accepted or retained in the participant file.
I n the event that the PHA does receive confi
treatment, or the nature or severity of the disability, tH& Rvill dispose of it. In place of the
information, the PHA will note in the file that the disability and other requested information have
been verified, the date the verification was received, and the name and address of the
knowledgeable professional wlkent the information [Notice PIH 201®].

= =

2-11.E. APPROVAL/DENIA L OF A REQUESTED ACCOMMODATION

[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under the Fair
Housing Act Notice PIH 201€26].
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KHA Policy
The KHA will grant requests for accommodation or modification that are shown with adequate

verification to satisfy all of the following four criteria.

Criteria 1: Request

KHA must receive a request for the accommodation or modification. The requesbtibase to

come from the disabled person in question. Another person may make the request on behalf of the
disabled person. The request does not have to be in any particular form. It may be verbal. The
person should use the KH#&pproved form however ihey are unable to do so a KHA staff person

will assist them.

Criteria 2: Disability
The accommodation or modification must be for a person who fits the definition of disability.

It is not necessary for KHA to know the details of a disability. KHA wit require a person to
grant it access to confidential medical records in order to verify a disability. It is enough to get
verification of the manifestation of the disability from someone who is in a position to know. That
person need not have a medidaigree or a particular expertise. However, KHA must have
adequate confidence in their judgment and competence aKstaff may also know enough about

a requester to assess whether the person is disabled.

Criteria 3: Necessity for Reasons SubstantiallglRted to the Disability

The requested accommodation or modification must be necessary for the disableG gelison

enjoyment of KHA programs, facilities, or employment, or premises, and the necessity must be

substantially related to the disability.

1. KHA s not obliged to provide an accommodation or modification that, although not necessary,
would be beneficial or convenient.

2. KHA is also not obliged to provide accommodations or modifications that may be necessary
to the tenant but for reasons that asenelated to the disability.

Criteria 4: Reasonableness
The requested accommodation or modification must be reasonable. A request is not reasonable i
any of the following are true:

(a) Undue Administrative Burden on KHA
The request would, if approved, impose an undue administrative burden on KHA.

KHA will determine on a casby-case basis whether a request would impose an undue
administrative burden. Relevant factors include: the administrative cost or burden otitstadq
accommodation in comparison with the administrative cost of regular operation; limits or
availability of KHAG overall resources; and the availability of other, less expensive alternative
accommodations that would effectively meet the requisstiisability-related needs.

(b) Undue Financial Burden on KHA

The request would, if approved, impose an undue financial burden on KHA. This may mean that
the request would cost money that KHA does not have.

KHA will determine on a casby-case basis wheth a request would impose an undue financial

burden. Relevant factors include: the financial cost of the requested accommodation compared
with the cost of the regular operation, availability and limit& ¢1 As@verall financial resources;
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whether KHA hasspecifically budgeted money for the purpose and whether any of that money
remains for the fiscal period; the benefits that the accommodation would provide to the requester,
and the availability of other, less expensive alternative accommodations that effecld/ely

meet the requesi@rdisabilityrelated needs.

(c) Fundamental Alteration in the Nature of KE&AProgram(s)

The request would, if approved, fundamentally alter Ksiprogram(s). In the case of a request
from an employee, the request is redsonable if it would not allow the employee to perform the
essential functions of his or her job.

If the requested accommodation/modification is not reasonable, KHA will explore other
accommodation/modifications that would address the péssmed ath that would be reasonable.
If these alternatives are available, KHA will offer them.

2.1l.F. BURDEN OF PROOF

The person making the request has the burden of showing that the first three of the four criteria in the
above section are satisfied. Under the foltHhA bears the burden of showing that the request is not
reasonable

Requests for accommodations must be assessadasdy-case basis, taking into account factors such

as the cost of the requested accommodation, the financial resources of the PHA at the time of the reques
the benefits that the accommodation would pievto the family, and the availability of alternative
accommodations that would effectively meet the faéeiljisabilityrelated needs.

Before making a determination whether to approve the request, the PHA may enter into discussion anc
negotiation withthe family, request more information from the family, or may require the family to sign
a consent form so that the PHA may verify the need for the requested accommodation.

KHA Policy
After a request for an accommodation is presented, the KHA will resiondiing, withintwelve

(12) businesgsiays.

If the KHA denies a request for an accommodation because it is not reasonabldditmpose

an undue financial and administrative burden or fundamentally alter the nature K thed s
operations)the KHA will discuss with the family whether an alternative accommodation could
effectively address the famiy disabilityrelated needs without a fundamental alteration to the
HCV program and without imposing an undue financial and administrative burden.

If the KHA believes that the family has failed to identify a reasonable alternative accommodation
after interactive discussion and negotiation, the KHA will notify the family, in writing, of its
determination withintwelve (12) businessdays from the date of éhmost recent discussion or
communication with the family.

KHA Policy on Specific Reasonable Accommodation(s)
Renting from a Relative

KHA Policy
Rentinga unit owned bya relative may be approved ifentingfrom the relative will provide

reasonable accommodation golamily member who is person with disabilities.

Whenrentingfrom arelative there must be an accompanying |ditem either the tenant or family
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member explaining how the specific unit owned by the téadammily member provides the
required reasonable accommodation or explaining how any special seegoied by the tenant
will be met by the family member owner.

There must be an identifiable relationship, or nexus, between the requested accomradation
the unit. (e.g. Home has wheelchair ramps, or other physical adaptations to meet the disabled
participants needs

Additional Bedrooms
Live In Aide:

KHA Policy
The KHA will provide an additional bedroom suthsfor Live-In Aide if needed as a reasable

accommodation for a disability.

The family and livein aidemustsubmit a certification stating that the lireaide is:

a) Not obligated for the support of the person(s) needing the care, and

b) Would not be living in the unit except to provide the necessary supportive semtes
c) The aide and the participant will maintain separate finances.

A Live-in Aide can be a relative provided th@he relative was not a household member within
the pastwelve (12) months

2-11.G. PROGRAM ACCESSIBILITY FOR PERSONS WITH HEARING OR VISION IMPAI RMENTS

HUD regulations require the PHA to ensure that persons with disabilities related to hearing and vision
have reasonable access to the B#Hfrograms and seces[24 CFR 8.6]

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

KHA Policy
To meet the needs of persons with heaimg@airments, TTDITY (text telephone display

teletype) communication will be available.

To meet the needs of persons with vision impairments, -fanige and audio versions of key
program documents will be made available upon reqiésen visual aidsre used in public
meetings or presentations, or in meetings with KHA staff;@mrene assistance will be provided
upon request.

Additional examples of alternative forms of communication are sign language interpretation;
having material explained orally staff; or having a third party representafiadriend, relative

or advocate, named by the applicant) to receive, interpret and explain housing materials and be
present at all meetings.

2-1l.LH . PHYSICAL ACCESSIBILITY

The PHA must comply with ariety of regulations pertaining to physical accessibility, including the
following:

1 Notice PIH 201er6

9 Section 504 of the Rehabilitation Act of 1973

1 The Americans with Disabilities Act of 1990

9 The Architectural Barriers Act of 1968
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1 The Fair HousingAct of 1988

The PHAS policies concerning physical accessibility must be readily available to applicants and

participants. They can be found in three key documents:

1 This plan describes the key policies that govern the @Hésponsibilities with regard physical
accessibility.

1 Notice PIH201026 (which must be posted in the HCV offices in a conspicuous place) summarizes
information about pertinent laws and implementing regulations related tdisenmination and
accessibilityin federallyfunded housig programs.

1 The PHA Plan provides information about selaluation, needs assessment, and transition plans.

The design, construction, or alteration of PHA facilities must conform to the Uniform Federal
Accessibility Standards (UFAS). Newbponstructedacilities must be designed to be readily accessible

to and usable by persons with disabilities. Alterations to existing facilities must be accessible to the
maximum extent feasible, defined as not imposing an undue financial and administrative buften on t
operations of the HCV program.

When issuing a voucher to a family that includes an individual with disabilities, the PHA will include a
current list of available accessible units known to the PHA and will assist the family in locating an
available acessible unit, if necessary.

In general, owners must permit the family to make reasonable modifications to the unit. However, the
owner is not required to pay for the modification and may require that the unit be restored to its original
state at théamily&s expense when the family moves.

2-11.1 . DENIAL OR TERMINAT ION OF ASSISTANCE

A PHAG decision to deny or terminate the assistance of a family that includes a person with disabilities
is subject to consideration of reasonable accommodation [2298ER52 (2)(iv)].

When applicants with disabilities are denied assistance, the notice of denial must inform them of the
PHAG informal review process and their right to request a hearing. In addition, the notice must inform
applicants with disabilities otheir right to request reasonable accommodations to participate in the
informal hearing process.

When a participant famifg assistance is terminated, the notice of termination must inform them of the
PHAGs informal hearing process and their right touesy a hearing and reasonable accommodation.

When reviewing reasonable accommodation requests, the PHA must consider whether any mitigating
circumstances can be verified to explain and overcome the problem that led to @sedekigion to deny

or terminde assistance. If a reasonable accommodation will allow the family to meet the requirements,
the PHA must make the accommodation.

PART Ill: IMPROVING ACCESS TO SERVICES FOR PERSONS WITH LIMI TED ENGLISH
PROFICIENCY (LEP)

2-11l.LA. OVERVIEW

Language foLimited English Proficiency Persons (LEP) can be a barrier to accessing important benefits
or services, understanding and exercising important rights, complying with applicable responsibilities, or
understanding other information provided by the HCV paiogrin certain circumstances, failure to ensure
that LEP persons can effectively participate in or benefit from fedexalisted programs and activities
may violate the prohibition under Title VI against discrimination on the basis of national originparh
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incorporates th&inal Guidance to Federal Assistance Recipients Regarding Title VI Prohibition against
National Origin Discrimination Affecting Limited English Proficient Persons, published January 22, 2007,
in theFederal Register

The PHA will take affirmative steps to communicate with people who need services or information in a
language other than English. These persons will be referred to as Persons with Limited English Proficiency
(LEP).

LEP is defined as persons who do naapEnglish as their primary language and who have a limited ability
to read, write, speak or understand English. For the purposes éfdimmistrativePlan, LEP personare
HCV applicants and participants, and parents and family members of applichpisacipants.

In order to determine the level of access needed by LEP persons, the PHA will balance the following four
factors:(1) the number or proportion of LEP persons eligible to be served or likely to be encountered by
the Housing Choice Voucher prografB) the frequency with which LEP persons come into contact with

the program(3) the nature and importance of the program, @gtior service provided by the program

to peoplés lives; and4) the resources available to the KHA and costs. Balancing these four factors will
ensure meaningful access by LEP persons to critical services while not imposing undue burdens on the
PHA.

2-111.B. ORAL INTERPRETATION

In a courtroom, a hearing, or situations in which health, safety, or access to important benefits and service:
are at stake, the PHA will generally offer, or ensure that the family is offered through other sources,
competentarvices free of charge to the LEP person.

KHA Policy
The KHA will train and hire bilingual staff to be available to act as interpreters and translators and

will standardize documents.

Where LEP persons desire, they will be permitted to use, at their own expense, an interpreter of
their own choosing, in place of or as a supplement to the free language services offered by KHA.
The interpreter may be a family member or friend.

2-111.C. W RITTEN TRANSLATION

Translation is the replacement of a written text from one language into an equivalent written text in another
language.

KHA Policy
In order to comply with writtertranslation obligations, KHA will take the following steps:

The KHA will provide written translations of vital documents for each eligible LEP language
group that constitutes five (5) percent or 1,000 persons, whichever is less, of the population of
persons eligible to be served or likely to be affected or encounteradsldtion of other
documents, if needed, can be provided orally; or

If there are fewer than 50 persons in a language group that reaches the five (5) percent trigger,
KHA does not translate vital written materials, but provides written notice in thergriamguage

of the LEP language group of the right to receive competent oral interpretation of those written
materials, free of cost.
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2-111.D. IMPLEMENTATION PLAN

After completing the foufactor analysis and deciding what language assistance services are appropriate,
the PHA shall determine whether it is necessary to develop a written implementation plan to address the
identified needs of the LEP populations itves.

If the PHA determines that it is not necessary to develop a written implementation plan, the absence of &
written plan does not obviate the underlying obligation to ensure meaningful access by LEP persons to
the PHAS Housing Choice Voucher progrand services.

KHA Policy
KHA will develop a written LEP planEntities having significant contact with LEP persons, such

as schools, grassroots and febtsed organizations, community groups, and groups working with
new immigrants will be contactedrfainput into the proces&KHA will utilize the language line
for translation services as well as other local interpretation and translation services.

The following five steps will béakento develop the LEP Plafl) Identify LEP individuals who

need language assistand@) identify language assistance measuil@; training staff; (4)
providing notice to LEP persons; aff) Monitoring and updating the LEP plan.
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EXHIBIT 2 -1: DEFINITION OF A PERSON WITH A DISAB ILITY UNDER FEDERAL CIVIL
RIGHTS LAW [24 CFR Parts 8.3 and 100.201]

A person with a disability, as defined under federal civil rights laws, is any person who:
1 Has a physical or mental impairmeinat substantially limits one or more of the major life\atiés
of an individual, or
1 Has arecord of such impairment, or
1 Is regarded as having such impairment
The phrase Aphysical or ment al i mpairmento i ncl
1 Any physiological disorder or condition, cosmetic or disfigurement, or anatomical loss affecting
one or more of the following body systems: neurological; musculoskeletal; special sense organs;
respiratory, including speech organs; cardiovascular; repigdudigestive; genitarinary;
hemic and lymphatic; skin; and endocrine; or
1 Any mental or psychological disorder, such as mental retardation, organic brain syndrome,
emotional or mental illness, and specific learning disabilities. The fiphygsical or nental
impairmend includes, but is not limited to: such diseases and conditions as orthopedic, visual,
speech and hearing impairments, cerebral palsy, autism, epilepsy, muscular dystrophy, multiple
sclerosis, cancer, heart disease, diabetes, mental tetay@aotional illness, drug addiction and
alcoholism.

iMaj or | i incdudes,dbutis not limiiedets caring for oneself, performing manual tasks, walking,
seeing, hearing, breathing, learning, and/or working.

AHas a r ec mpdi onEenshaxatistory of, or has been misclassified as having, a mental
or physical impairment that substantially limits one or more major live activities.

i 4 regarded as having impairmieds defined as having a physical or mental impairntieat does not
substantially limit one or more major life activities but is treated by a public entity (such as the PHA) as
constituting such a limitation; has none of the impairments defined in this section but is treated by a public
entity as having sucan impairment; or has a physical or mental impairment that substantially limits one
or more major life activities, only as a result of the attitudes of others toward that impairment.

The definition of a person with disabilities does not include:
1 Currentillegal drug users
1 People whose alcohol use interferes with the rights of others
1 Persons who objectively pose a direct threat or substantial risk of harm to others that cannot be
controlled with a reasonable accommodation under the public housingprogr

The above definition of disability determines whether an applicant or participant is entitled to any of the
protections of federal disability civil rights laws. Thus, a person who does not meet this definition of
disability is not entitled to a reasalnle accommodation under federal civil rights and fair housing laws
and regulations.

The HUD definition of a person with a disability is much narrower than the civil rights definition of
disability. The HUD definition of a person with a disability isdier purposes of receiving the disabled
family preference, the $400 elderly/disabled household deduction, the allowance for medical expenses, o
the allowance for disability assistance expenses.

The definition of a person with a disability for purposégranting a reasonable accommodation request
is much broader than the HUD definition of disability. Many people will not qualify as a disabled person
under the public housing program, yet an accommodation is needed to provide equal opportunity.
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CHAPTER 3
ELIGIBILITY

INTRODUCTION

The PHA is responsible for ensuring that every individual and family admitted to the HCV program meets
all program eligibility requirements. This includes any individual approved to join the family after the
family has beemdmitted to the program. The family must provide any information needed by the PHA
to confirm eligibility and determine the level of the fandiyassistance.

To be eligible for the HCV program:

1

The applicant family must:

Qualify as a family as defigeby HUD and the PHACA family can be one person.)

Have income at or below HUBpecified income limits.

Quialify on the basis of citizenship or the eligible immigrant status of family members.
Provide social security number information for family members as required.

Consent to the PH& collection and use of family information as provided for in the PHA
provided consent forms.

The PHA must determine that the current or past behavior of inaldsenembers does not include
activities that are prohibited by HUD or the PHAII applicants must pass a background check and
not owe monies to another housing authority before moving forward into the HCV program.

This chapter contains three (3) parts:

Part I. Definitions of Family and Household MembeéFkis part contains HUD and the PHA
definitions of family and household members and explains initial and ongoing eligibility issues
related to these members.

Pat II: Basic Eligibility Criteria. This part discusses income eligibility, and rules regarding
citizenship, social security numbers and family consent.

Part 11I: Denial of AssistanceThis part covers factors related to an appliGapast or current
conduct (e.g. criminal activity) that can cause KHA to deny assistance.

PART I: DEFINITIONS OF FAMILY AND HOUSEH OLD MEMBERS

3-I.LA. OVERVIEW

Some eligibility criteria and program rules vary depending upon the composition of the family requesting
assistane. In addition, some requirements apply to the family as a whole and others apply to individual
persons who will live in the assisted unit. This part provides information that is needed to correctly identify
family and household members, and to apply Hkdhgibility rules.

3-1.B. FAMILY AND HOUSEHOLD [24 CFR 982.201(C), HUD-50058 IB, P. 13 FR Notice 02/03/12
Notice PIH 201420]

The termdamily andhouseholdave different meanings in the HCV program.
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Family

To be eligible for assistance, an applicant must qualify as a fdraifgily as defined by HUDncludes,

but is not limited to the following, regardless actual or perceived sexual orienggiwer identity, or
marital status, a single person, who mawpbelderly person, disabled personearelderly person, or any
other single person; or a group of persons residing together.géugh includes, but is not limited to a
family with or without children (a child who is temporardyay from the home becsel of placement in
foster care is considered a member of the famdg)elderly family, a neaglderly family, a disabled
family, a displaced family, or the remainingember of a tenant family. The PHA has the discretion to
determine if any other group pérsons qualifies as a family

Gender Identitymeans actual or perceived gender characteristics.

Sexual orientatioomeans homosexuality, heterosexuality, or bisexuality.

KHA Policy
A family is defined as one person @efined agswo or more individuals who anelated omot

related by blood, marriage, adoption, or other operation of law, but who either can demonstrate
that they have lived together previously or certify that each indivasltralome and other resources
will be avalable to meet the needs of the family.

Each family must identify the individuals to be included in the family at the time of application,
and must update this information if the fandlycomposition change®fficial documentation of
legal custody or kgal guardianship must be provided for rmrefative children listed on an
application.

Household
Households a broader term that includes additional people who, with the@pk&mission, live in an
assisted unit, such as lre aides, foster childremnd foster adults.

3-1.C. FAMILY BREAK -UP AND REMAINING MEMBER OF TENANT FAMILY

Family Break-up [24 CFR 982.315]

Except under the following conditions, the PHA has discretion to determine which members of an

assisted family continue to receiassistance if the family breaks up:

1 If the family breakup results from an occurrence of domestic violence, dating violence, or stalking,
the PHA must ensure that the victim retains assistance. (For documentation requirements and
policies related to domestviolence, dating violence, and stalking, see sectieiX1B of this plan.)

1 If a court determines the disposition of property between members of the assisted family, the PHA is
bound by the courtds deter minat i eassistahcewhi ch f

KHA Policy
When a family on the waiting list breaks up into two otherwise eligible families, only one of the

new families may retain the original application date. Other former family members may make a
new application with a new applicatialate if the waiting list is open.

If a family breaks up into two otherwise eligible families whigeeiving assistancenly one of
the new families will continue to be assist@&tie families must advise the Housing Authority, in
writing, within twelve (12) business dayghich family member will retain the assistance.

If the two parties cannot agree, the KHA will utilize the following to determine which family
household will retain assistance:

Rev. 5/20/15 47



In the absence of a judicial decision, or an agreem®oing the original familjnembersKHA

will determine which family retains their placement on the walistgor will continue to receive
assistance taking into consideration the following factdrsthe interest of any minor children,
including custog arrangements, (2) the interestaofy ill, elderly, or disabled family members,

(3) the interest of any family member who is the victim of domestic violence, dating violence,
sexual assaulgr stalking, including a family member who was forced to leavassisted unit as

a result of such actual or threatened abuse; (4) any possible risks to family members as a result o
criminal activity; and (bthe recommendations of socgarvice professionals.

If none of the above applies, the assistance willaramwvith the original Head of Household
applicant.

Remaining Member of a Tenant Family [24 CFR 5.403]

The HUD definition of family includes theemaining member of a tenant familyhich is a member of

an assisted family who remains in the unit wherothembers of the family have left the unit. Household
members such as livia aides, foster children, and foster adults do not qualify as remaining members of
afamily.

| f dependents are the onl y Oé&ndthaereas nafamilgmemeendbleto s ¢
assume the responsibilities of the head of household, see Chapter 6, Sediofoi6the policy on
ACaretakers for a Chil do.

3-1.D. HEAD OF HOUSEHOLD [24 CFR 5.504(0)]

Head of householdtheans the adult membef the family who is considered the head for purposes of
determining income eligibility and rent. The head of household is responsible for ensuring that the family
fulfills all of its responsibilities under the program, alone or in conjunction withteeabor spouse.

KHA Policy
The family may designate any qualified family member as the head of household.

The head of household must have the legal capacity to enter into a lease under state and local law
A minor who is emancipated under state law maylésignated as head of household.

3-I.E. SPOUSE, COGHEAD, AND OTHER ADULT
A family may have a spouse or-bead, but not both [HU{30058 IB, p. 13].

Spousemeans the marriage partner of the head of household.

KHA Policy
The term fispoused does not apply to friends,

partners. A minor who is emancipated under state law may be designated as a spouse.

A co-headis an individual in the household who is equally responsgiliie the head of household for
ensuring that the family fulfills all of its responsibilities under the program, but who is not a spouse.
family can have only one doead.

KHA Policy
The KHA will only consider a person a-t®ad of the household if thdead of Household

designates them as such upon initial application.

A minor who is emancipated under state law may be designatetbdsead
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Other adultmeans a family member, other than the head, spouse;r@ach who is 18 years of age or
older. Foster adults and liven aides are not considered other adults.

3-I.F. DEPENDENT [24 CFR 5.603]

A dependenis a family member who is under 18 years of age or a person of any age who is a person with
a disability or a fulitime studentexcept the théollowing persons can never be dependents: the head of
household, spouse, twad, foster children/adults and liveaides. Identifying each dependent in the
family is important because each dependent qualifies the family for a deduction from annual @scom
described in Chapter 6.

Joint Custody of Dependents

KHA Policy
Dependents that are subject to a joint custody arrangement will be considered a member of the

family, if they live with the applicant or participant family 50 percent or more of the time.

When more than one applicant or participant family is claimings#ime dependents as family
members, the family with primary custody at the time of the initial examinatiorexamination

will be able to claim the dependents. If there is a dispute about which family should claim them,
KHA will make the determinationased on available documents such as court orders, or an IRS
return showing which family has claimed the child for income tax purposes.

3-1.G. FULL -TIME STUDENT [24 CFR 5.603; HCV GB, P. 529]

A full-time studen{FTS) is a person who is attending sdhmovocational training on a futime basis.
The time commitment or subject load that is needed to barhlis defined by the educational institution.

Identifying each FTS is important because: (1) each family member that is an FTS, other than the head
spouse, or ctiead, qualifies the family for a dependent deduction, and (2) the income of such an FTS is
treated differently from the income of other igmmembers.

3-1.H. ELDERLY AND NEAR -ELDERLY PERSONS, AND ELDERLY FAMILY [24 CFR 5.100
and 5.403 FR Notice 02/03/1P

Elderly Persons
An elderly persors a person who is at least 62 years of age

Near-Elderly Persons
A near-elderly persons a person who is 561 years of age.

Elderly Family

An elderly familyis one in which the head, spouse;h&ad, or sole member is an elderly person.
Identifying elderly families is important because these families qualify for special deductionsdoone

as described in Chapter 6.

3-1.1. PERSONS WITH DISABILITIES AND DISABLED FAMILY [24 CFR 5.403 , FR Notice 02/03/1P

Persons with Disabilities

Under the HCV program, special rules apply to persons with disabilities and to any family whose head,
spouse, or ctiead is a person with disabilities. The technical definitions of individual with handicaps and
persons with disabilities are provided in Exhibit &t the end of this chapter. These definitions are used
for a number of purposes including anag that persons with disabilities are not discriminated against
based upon disability.
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As discussed in Chapter 2, the PHA must make all aspects of the HCV program accessible to persons witl
disabilities and consider reasonable accommodations reqested upon a pers@disability.

Disabled Family

A disabled familyis one in which the head, spouse, othead is a person with disabilities. Identifying
disabled families is important because these families qualify for special deductions from @Eome
described in Chapter 6.

Even though persons with drug or alcohol dependencies are considered persons with djshisilitoes
not prevent the PHA from denying assistance for reasons related to alcohol and drug atcselance
with the policies found inPart Ill of this chapter, or from terminating assistaimcaccordance witthe
policies in Chapter 12.

3-1.J. GUESTS [24 CFR 5.100]

A guestis a person temporarily staying in the unit with the consent of a member of the household who
has express or implied authority to so consent.

KHA Policy
A guest can remain in the assisted unit no longer than fourteen (14) consecutive days or a total of

thirty (30) cumulative calendar days during any twelve (12) month period.

Children who are subject to a joint custody arrangement or for whom a family has visitation
privileges, that are not included as a family member because they live outside s$itteda
household more than fifty (50) percent of the time, are not subject to the time limitations of guests
as described above.

A family may request an exception to this policy for valid reasons (e.g., care of a relative
recovering from a medical prodere is expected to last 40 consecutive days). An exception will
not be made unless the family can identify and provide documentation of the residence to which
the guest will return.

3.1.K. FOSTER CHILDREN AND FOSTER ADULTS

Foster adultsare usually prsons with disabilities, unrelated to the tenant family, who are unable to live
alone [24 CFR 5.609].

The termfoster childis not specifically defined by the regulations.

Foster children and foster adultgho are living with an applicant or assistéamily are considered
household members but not family members. The income of foster children/adults is not counted in family
annual income, and foster children/adults do not qualify for a dependent deduction [24 CERIBBO3
50058 1B, p. 13].

KHA Policy
A foster childis a child that is in the legal guardianship or custody of a state, county, or private

adoption or foster care agency, yet is cared for by foster parents in their own homes, under some
kind of shortterm or longterm foster cararrangement with the custodial agency.

A foster child or foster adult may be allowed to reside in the unit if their presence would not result
in a violation of HQS space standards according to 24 CFR 982.401.

Children that are temporarily absent from the home as a result of placement in foster care are discussed i
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Section 3l.L.

3-1.L. ABSENT FAMILY MEMBERS

Individuals may be absent from the family, either temporarily or permanently, for a variety afgeaso
including educational activities, placement in foster care, employment, iliness, incarceration and court
order.

Definitions of Temporarily and Permanently Absent

KHA Policy
Generally an individual who is or is expected to be absent from the dsaisitefor 180

consecutive days or less is considered temporarily absent and continues to be considered a family
member. Generally an individual who is or is expected to be absent from the assisted unit for more
than 180 consecutive days is considered peently absent and no longer a family member.
Exceptions to this general policy are discussed below.

Absent Students

KHA Policy
When someone who has been considered a family member attends school away from home, the

person will continue to be considered a family member unless information becomes available to
KHA indicating that the student has established a separate househatdfamtly declares that
the student has established a separate household.

Absences Due to Placement in Foster Care [24 CFR 5.403
Children temporarily absent from the home as a result of placement in foster care are considered member
of the family.

KHA Policy
If a child has been placed in foster care, KHA will verify with the appropriate agency whether and

when the child is expected to be returned to the home. Unless the agency confirms that the child
has been permanently removed from the home, tiltwHl be counted as a family member.

Absent Head, Spouse, or Ghead

KHA Policy
An employed head, spouse, orleead absent from the unit more than 180 consecutive days due

to employment will continue to be considered a family member.

Family Members Permanently Confined for Medical Reasons [HCV GB, p.22]
If a family member is confined to a nursing home or hospital on a permanent basis, that person is no longe
considered a family member and the income of that person is not cod@¥d3B, p. 522].

KHA Policy
KHA will request verification from a responsible medical professional and will use this

determination. If the responsible medical professional cannot provide a determination, the person
will be considered temporarily abseite family may present evidence that the family member
is confined on a permanent basis and request that the person not be considered a family member

Return of Permanently Absent Family Members

KHA Policy
The family must request KHA approval for treturn of any adult family members that KHA has

determined to be permanently absent. The individual is subject to the eligibility and screening
requirements discussed elsewhere in this chapter.
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3-1.M. LIVE -IN AIDE

Live-in aidemeans a person who resgwith one or more elderly persons, relderly persons, or persons
with disabilities, and who: (1) is determined to be essential to the care araewngjlof the persons, (2)

is not obligated for the support of the persons, and (3) would not be iivihg unit except to provide

the necessary supportive services [24 CFR 5.403].

The PHA must approve a livia aide if needed as a reasonable accommodation in accordance with 24
CFR 8, to make the program accessible to and usable by the family mentbdisaiilities.

The income of a liveén aideis notcountedin the calculation of annual income for the fanjid CFR
5.609(b)]. Relatives may be approved as-livaides if they meet all of the criteria defining a fiveaide.
However, a relative wheerves as a livan aide is not considered a family member and would not be
considered a remaining member of a tenant faemly are ineligible for continued assistance through the
HCV program if they were the last remaining person in the household

KHA Policy
A familyé request for a livén aide must be made in writing. Written verification will be required

from a reliable, knowledgeable professional, such as a doctor, social worker, or caseworker, that
the livein aide is essential for the care anglivbeing of the elderly, near elderly or disabled family
memberAt KHAG6 s di o contiseued appnoval thedfamily miusubmit a new, written
requestsubject toKHA verification-at each annual yexamination.

Live-in aides are subject to certagligibility criteria and will be required to sign a Criminal
Background Check Release of Authorizatignlive-in aide must have an acceptable background
check and be approved by KHA prior to moving into the unit.

In addition, the family and livén aide will be required to submit a certification stating that the
live-in aide is (1) not obligated for the support of the person(s) needing the care, and (2) would not
be living in the unit except to provide the necegsaipportive services.

Occasional, intermi¢ént, multiple or rotating cagévers typically do not reside in the unit and
would not qualify as liven aides.

KHA will not approve a particular person as a{imeaide, and may withdraw such approval if

[24 CFR 982.316(b)]:

1 The person commits fraud, bribery or any other corrupt or criminal act in connection with any
federal housing program;

1 The person commits dg-related criminal activity or violent criminal activity; or

1 The person currently owes rent or other amounts to KHA or to anBkh&rin connection
with HCV or public housing assistance under the 1937 Act.

Within twelve (12) businesgays of receiving request for a livén aide, including all required
documentation related to the request, the PHA will notify the family of its decision in writing.
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PART II: BASIC ELIGIBILITY CRITERIA

3-11 .A. INCOME ELIGIBILITY AND TARGETING

Income Limits

HUD establishes income limits for all areas of the country and publishes them annually in the Federal
Register. They are based upon estimates of median family income with adjustments for family size. The
income limits are used to determine eligibility ftwetprogram and for income targeting purposes as
discussed in this section.

Types of LowIncome Families [24 CFR 5.603(b)]

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 fansige.

Extremely lowincome family A family whose annual income does not exceed 30 percent of the
median income for the area, adjusted for family size.

Area median income is determined by HUD, with adjustments for smaller and largers faftili2gnay
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.

Using Income Limits for Eligibility [24 CFR 982.201]
Income limits are used for eligibility only at admissibrcome dgibility is determinedy comparinghe
annual incomef an applicant to the applicable income limit for their family size. In order to be income
eligible, an applicant family must be ookthe following:
1 A very lowincome family
1 Alow-income family that has been "continuously assisted" under the 1937 Housing Act. A family
is considered to be continuously assisted if the family is already receiving assistance under any
1937 Housing Act program at the time the family is admittetdeéddCV program [24 CFR 982.4]

KHA Policy
The KHA will consider a family to be continuously assisted if the family was leasing a unit under

any 1937 Housing Act program at the time they were issued a voucher by KHA.

1 A low-income family that qualifiefor voucher assistance as a fmrchasing household living
in HOPE 1 (public housing homeownership), HOPE 2 (multifamily housing homeownership)
developments, or other HUBssisted multifamily homeownership programs covered by 24 CFR
248.173;

1 A low-incomeor moderatancome family that is displaced as a result of the prepayment of a
mortgage or voluntary termination of a mortgage insurance contract on eligibliedome
housing as defined in 24 CFR 248.101.

HUD permits the PHA to establish additionateggories of lowincome families that may be determined
eligible. The additional categories must be consistent with the PHA plan and the consolidated plans for
local governments within the PH#\jurisdiction.

KHA Policy
The KHA has not established anyd#tbnal categories of eligible loomcome families.
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Using Income Limits for Targeting [24 CFR 982.201]

At least 75 percent of the families admitted to the PHA program during the PHA fiscal year must be
extremely lowincome families. HUD may approve @eptions to this requirement if the PHA
demonstrates that it has made all required efforts, but has been unable to attract an adequate number
gualified extremely lowincome families.

Families continuously assisted under the 1937 Housing Act and families living in eligibladome
housing that are displaced as a result of prepayment of a mortgage or voluntary termination of a mortgage
insurance contract are not subject to the 75queen@striction.

KHA Policy
If KHA has met its income targeting requirement during its agency fiscal year and at the time of

its review, KHA may at its discretion in a nonbiased and nondiscriminatory manner issue an
equivalent number of vouchefadequate percentage) of the total voucherselkan the past
guarters to nomxtremely low income (ELI) families, previously pulled from the waiting list and

will be reviewed for eligibility and if approved, an offer for a briefing will be issued angsub
solely upon KHAG6s discretion and fundabil it

3-11.B. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5, SUBPART E]

Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein referred
to as citizens and niahals), or noncitizens that have eligible immigration status. At least one family
member must be a citizen, national, or noncitizen with eligible immigration status in order for the family
to qualify for any level of assistance.

All applicant families nast be notified of the requirement to submit evidence of their citizenship status
when they apply. Where feasible, and in accordance with thedPHmited English Proficiency Plan,

the notice must be in a language that is understood by the individbaliffdividual is not proficient in
English.

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 theyligéde Bnmigration 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, siheask, co

and any other farty member 18 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 forfiwaides, fostechildren or foster adults.

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 PHA to request additional documentation of &tes, stuch as a
passport.

KHA Policy
Family members who declare citizenship or national status will not be required to provide

additional documentation unless KHA receives information indicating that an indié&dual
declaration may not be accurate.

Eligible Noncitizens
In addition to providing a signed declaration, those declaring eligible noncitizen status must sign a
verification consent form and cooperate with the PHA efforts to verify their immigration status as
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described in Chapter 7. The docuraion required for establishing eligible noncitizen status varies
depending upon factors such as the date the person entered the U.S., the conditions under which eligibl
immigration status has been granted, the péssage, and the date on which the ifgrhegan receiving
HUD-funded assistance.

Lawful residents of the Marshall Islands, the Federated States of Micronesia, and Palau, together knowr
as the Freely Associated States, or FAS, are eligible for housing assistance under section 141 of the
Compats of Free Association between the U.S. Government and the Governments of the FAS [Public
Law 106504].

Ineligible Noncitizens

Those noncitizens who do not wish to contend their immigration status are required to have their names
listed on a noftontending family members listing, signed by the head, spouse;h@acb(regardless of
citizenship status), indicating their ineligibl@migration statusThe PHA is not required to verify a
family membegs ineligible status and is not required to report an individuatlawful presence in the

U.S. to the United States Citizenship and Immigration Services (USCIS).

Providing housing asstance 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 children who accompany or follow to
join the noncitizen student. Such prohibition does not extetitetoitizen 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

A family is eligible for assistance as long as at least meenber is a citizen, national, or eligible
noncitizen. Families that include eligible and ineligible individuals are considepemtl families Such

families will be given notice that their assistance will be prorated and that they may request a hearing if
they contest this determination. See Chapter 6 for a discussion of how rents are prorated, and Chapter 1
for a discussion of informal hearing procedures.

Ineligible Families [24 CFR 5.514(d), (e), and (f)]

A PHA may elect to provide assistance toraifg before the verification of the eligibility of the individual

or one family member [24 CFR 5.512(b)]. Otherwise, no individual or family may be assisted prior to the
affirmative establishment by the PHA that the individual or at least one family mamiedigible.
Verification of eligibility for this purpose occurs when the individual or family members have submitted
documentation to the PHA in accordance with program requirements [24 CFR 5.512(a)].

KHA Policy
The KHA will not provide assistance & family before the verification of at least one family

memberthas been determined

When KHA determines that an applicant family does not include any citizens, nationals, or eligible
noncitizens, following the verification process, the family will leatsa written noticevithin
twelve (12) businessaysof thedetermination.

The notice will explain the reasons for the denial of assistance, that the family may be eligible for
proration of assistance, and will advise the family of its right to request an appeal to the United
States Citizenship and Immigration Services (USCI8)oorequest an informal hearing with
KHA. The informal hearing with KHA may be requested in lieu of the USCIS appeal, or at the
conclusion of the USCIS appeal process. The notice must also inform the applicant family that
assistance may not be delayediluhe conclusion of the USCIS appeal process, but that it may
be delayed pending the completion of the informal hearing process. Informal hearing procedures
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are contained in Chapter 16.

Timeframe for Determination of Citizenship Status [24 CFR 5.508(g)]
For new occupants joining the assisted family, the PHA must verify status at the first interim or regular
re-examination following the pers@occupancy, whichever comes first.

If an individual qualifies for a time extension for the submission ofirequdocuments, the PHA must
grant such an extension for no more than 30 days [24 CFR 5.508(h)].

Each family member is required to submit evidence of eligible status only one time during continuous
occupancy.

KHA Policy
KHA will verify the status ofthe head of household at the time of application. KHA will verify

the status of other household members at the time other eligibilitydactodetermined.

3-11.C. SOCIAL SECURITY NUMBERS [24 CFR 5.216 AND 5.218, PIH NOTICE 2012-10]

The applicanand al | me mber s of nudt@sclase thd conplete and accutate u s e h
social security number (SSN) assigned to each household member, and the documentation necessary to
verify each SSN. A detailed discussion of acceptable documentatiavideu in Chapter.

Note: These requirements do not apply to noncitizens who do not contend eligible immigration status.

In addition, each participant who has not previously disclosed an SSN, has previously disclosed an SSN
that HUD or the SSA determidevas invalid, or has been issued a new SSN must submit their complete
and accurate SSN and the documentation required to verify the SSN at the time of the next interim or
annual reexamination or recertification. Participants age 62 or older as of Ja3ilia2®10, whose
determination of eligibility was begun before January 31, 2010, are exempt from this requirement and
remain exempt even if they move to a new assisted unit.

The PHA must deny assistance to an applicant family if they do not meet the iIS$d$ude and
documentation requirements contained in 24 CFR 5.216

3-11.D. FAMILY CONSENT TO RELEASE OF INFORMATION [24 CFR 5.230, HCV GB, P. 5 -13]

HUD requires each adult family member, and the head of household, spousdéieadcoegardless of
age, to sign form HUE886, Authorization for the Release of Information/Privacy Act Notice, and other
consent forms as needed to collect information relevant to the @arallgibility and level of assistance.
Chapter 7 provides detailed information cemang the consent forms and verification requirements.

The PHA must deny admission to the program if any member of the applicant family fails to sign and
submit the consent forms for obtaining information in accordance with 24 CFR 5, Subparts B and F [24
CFR 982.552(b)(3)].

3-1l.LE. STUDENTS ENROLLED IN INSTI TUTIONS OF HIGHER EDUCATION
[24 CFR 5.612 AND FR NOTICE 4/10/06]

Section 327 of Public Law 16815 and the implementing regulation at 24 CFR 5.612 established new
restrictions on the eligibility of certain students (both pand fulktime) who are emlled 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
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married, and does not have a dependent chid, is not a person with disabilities receiving HCV
assstance as of November 30, 20Q@be studerds eligibility must be examined along with the income
eligibility of the studerts parents. In these cases, both the student and the &upargnts must be
income eligible for the student to receive HCV assise. If, however, a student in these circumstances

is determined independent from his/her parents in accordance with PHA policy, the income of the
studends parents will not be considered in determining the staslehgibility.

The new law does not ply to students who reside with parents who are applying to receive HCV
assistance. It is limited to students who are seeking assistance on their own, separately from their parent:

Definitions
In determining whether and how the new eligibility resimics apply to a student, PHA will rely on the
following definitions [FR 4/10/06, p. 18148].

Dependent Child

In the context of the student eligibility restrictiodgpendent childheans a dependent child of a student
enrolled in an institution of higher education. The dependent child must also meet the definition of
dependenin 24 CFR 5.603, which states that the dependent must be a member of the assisted family,
other than the re&l of household or spouse, who is under 18 years of age, or is a person with a disability,
or is a fulitime student. Foster children and foster adults are not considered dependents.

Independent Student

KHA Policy
The KHA will condeipeenrdeat Dt ddeomt hiis &oimcome ail p

not be considered when determining the studegligibility if the following four criteria are all met:

1 The individual is of legal contract age under state law.

1 The individual hagstablished a household separate from his/her parents for at least one year
prior to application for occupancy or the individual meets the U.S. Department of Ed&cation
definition of independent student.

o To be considered an independent student accotditpe Department of Education, a
student must meet one or more of the following criteria:

A Be at least 24 years old by December 31 of the award year for which aid is sought;

Be an orphan or a ward of theurt through the age of 18;

Be a veteran of the.8. Armed Forces

Have one or more legal dependents other than a spouse (for example, dependent

children or an elderly dependent parent);

Be a graduate or professional student;

Be married.

1 The individual was not claimed as a dependent by his/her panasisant to IRS regulations,
as demonstrated on the pafBsnmhost recent tax forms.

1 The individual provides a certification of the amount of financial assistance that will be
provided by his/her parents. This certification must be signed by the indiypicweding the
support and must be submitted even if no assistance is being provided.

> > > >

A
A

The KHA will verify that a student meets the above criteria in accordance with the policies in Sdt&on 7

Institution of Higher Education
The PHA will use thestatutory definition under section 102 of the Higher Education Act of 1965
to determine whether a student is attending an institution of higher edusa#Exhibit 2).
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Parents

KHA Policy
For purposes of student eligibility restrictions, the definition of parents includes biological or

adoptive parents, stepparents (as long as they are currently married to the biological or adoptive
parent), and guardians (e.g., grandparents, aunt/undpagmts, etc).

Person with Disabilities

KHA Policy
The KHA will use the statutory definition under section 3(b) (3) (E) of the 1937 Act to determine

whether a student is a person with disabilities. (See exhibit 3

Veteran

KHA Policy
A veteranis a person who served in the active military, naval, or air service and who was

discharged or released from such service under conditions other than dishonorable.

Determining Student Eligibility

If a student is applying for assistance on his/her own, apart from his/her parents, the PHA must determine
whether the student is subject to the eligibility restrictiomstained in 24 CFR 5.61H.the student is

subject to those restrictions, the PHA shensure that{l) the student is individually eligible for the
program,2)d t her the student is independent from hi
eligible for the programand 3)the A f ami | yo wi t h wh i colectivelyeligisle u d e |
for the program.

KHA Policy
For any student who is subject to the 5.612 restrictions, KHA will:

1 Follow its usual policies in determining whether the student individually and the srident
Afamilyo collectively are eligible for t1l

91 Determine whether the student is independent from his/her parents in accordance with the
definition ofindependent studet this section

1 Follow the policies below, if applicable, in determining wiegtthe studeid parents are
income eligible for the program

If KHA determines that the student, the stu@eparents (if applicable), or the studisnt A f a mi |
is not eligible, the&KHA will send a notice of denial in accordance with the policies ini@e&-

lll.F, and the applicant family will have the right to request an informal review in accordance with
the policies in Section 1BI.B.

Determining Parental Income Eligibility

KHA Policy
For any student who is subject to the 5.612 restrictions and who does not satisfy the definition of

independent studeim this section, KHA will determine the income eligibility of the student

parents as follows:

1 If the studerds parents are married driving together, KHA will obtain a joint income
declaration and certification of joint income from the parents.

9 If the studerds parent is widowed or single, KHA will obtain an income declaration and
certification of income from that parent.

1 If the stwlents parents are divorced or separated, KHA will obtain an income declaration and
certification of income from each parent.
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1 If the student has been living with one of his/her parents and has not had contact with or does
not know where to contact his/her other parent, KHA will require the student to submit a
certification under penalty of perjury describing the circumstancestatidg that the student
does not receive financial assistance from the other parent. KHA will then obtain an income
declaration and certification of income from the parent with whom the student has been living
or had contact.

In determining the incomeligibility of the studeris parents, KHA will use the income limits for the
jurisdiction in which the parents live.

PART III: DENIAL OF ASSISTANCE

3-1Il.LA. OVERVIEW

A family that does not meet the eligibility criteria discussed in Parts | and $t, Ineudenied assistance.
In this section we will discuss other situations and circumstances in which denial of assistance is
mandatory for the PHA, and those in which denial is optional for the PHA.

Forms of Denial [24 CFR 982.552(a)(2); HCV GB, p.-85]
Denial of assistance includes any of the following:

1
1
1
1

Not placing the famil§s name on the waiting list.

Denying or withdrawing a voucher.

Not approving a request for tenancy or refusing to enter into a HAP contract.
Refusing to process a request fotmprovide assistance under portability procedures.

Prohibited Reasons for Denial of Program Assistance [24 CFR 982.202(BA CFR 52.005 (b))
HUD rules prohibit denial of program assistance to the program based on any of the following criteria:

T

il
il

= =4 =

Age, disability, race, color, religion, sex, or national origin. (See Chapter 2 for additional
information about fair housing and equal opportunity requirements.)

Where a family lives prior to admission to the program

Where the family will live with asstance under the program. Although eligibility is not affected
by where the family will live, there may be restrictions on the faimi#pility to move outside the
PHA jurisdiction (See Chapter 10, Portability.)

Whether members of the family are unwedgods, recipients of public assistance, or children born
out of wedlock

Whether the family includes children

Whether a family decides to participate in a family-selfficiency program.

Whether or not a qualified applicant has been a victim of domesiience, dating violence,
sexual assaulor stalkingf the applicant is otherwise qualified for assistance (See sectibG3

3-111.B. MANDATORY DENIAL OF ASSISTANCE [24 CFR 982.553]

HUD requires the PHA to dergssistance in the following cases:

1 Any member of the household has been evicted from federally assisted housing in the last three (3)
years for drug el at ed cr i mi nal activity. HUD per mits
otherwiseeligible family if the household member has congidea PHAapproved 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).
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KHA Policy
KHA will not admit any families who have beewrictedand/or terminatettom federallyassisted

housing within the paghree (3)yearsfor drugrelated criminal activityincluding medicalor
recreationamarijuanay)

1 The PHA determines that any household member is currently engaged in the use of illegal drugs.

KHA Policy
Currently engaged ims defined as any use of illegal drugs during the previoug6$imnonths.
Holders of medical marijuana cards will be considitte be current users.

M The PHA has reasonable cause to believe that

T

T

of illegal drugs, or current abuse or pattern of abuse of alcohol, may threaten the health, safety, or right
to peaceful enjoyment olie premises by other residents.

KHA Policy
In determining reasonable cause, KHA will consider all credible evidence, including but not

limited to, any record of convictions, arrests, or evictions of household members related to the use
of illegal druggincludingmedicalor recreationatarijuand or the abuse of alcohol. A conviction

will be given more weight than an arrest. KHA will also consider evidence from treatment
providers or communitppased organizations providing services to household members.

Any household member has ever been coadicf drugrelated criminal activity for the production
or manufacture of methamphetamine on the premises of federally assisted housing;

KHA Policy
The KHA will deny admission for any household member who has ever been convicted-of drug

relatedcriminal activityfor the production or manufacture of methamphetamine, regardless of the
location.

Any household member is subject to a lifetime registration requirement under a State sex offender
registration program.

KHA Policy
The KHA will deny adnission for any household member who is subjearngsex offender

registration requirement.

3-111.C. OTHER PERMITTED REASONS FOR DENIAL OF ASSISTANCE

HUD permits, but does not require, the PHA to deny assistance for the reasons discussed imthis secti

Criminal Activity [24 CFR 982.553]

HUD permits, but does not require, the PHA to deny assistance if the PHA determines that any householc
member is currently engaged in, or has engaged in during a reasonable time before the family would
receive asstance, certain types of criminal activity.

KHA Policy
If any household member is currently engaged in, or has engaged in any of the following criminal

activities, within the paghree (3)years, the family will be denied assistance.

1 Drug-relatedcriminal activity, defined by HUD as the illegal manufacture, sale, distribution,
or use of a drugncludingmedicalor recreationamarijuana) or the possession of a drug with
intent to manufacture, sell, distribute or use the drug [24 CFR 5.100].

1 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 t
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cause, or be reasonably likely to cause, serious bodily injury or projerigge [24 CFR
5.100].

1 Criminal activity that may threaten the health, safety, or right to peaceful enjoyment of the
premises by other residents or persons residing in the immediate vicinitgy

1 Criminal activity that may threaten the health or saféfyroperty ownersmanagement staff,
and persons performing contract administration functions or other responsibilities on behalf of
KHA (including a KHA employee or a KHA contractor, subcontractor, or agent).

Immediate vicinityneans within a threblock radius of the premises.

Evidence of such criminal activity includes, but is not limited to:

1 Any arrests orconviction for sexelated, drugelated (including medicalor recreational
marijuanause or violent criminal activity within the pagiiree (3 years.

1 Any arrestor conviction for sexrelated criminal activity for which any household member is
subject to police registration.

1 Any household member has ever been convicted ofdlaged criminal activityincluding
medicalmarijuanausé for theproduction or manufacture of methamphetamine.

1 Any record of evictiorand/or terminatiorirom public or privatelyowned housing as a result
of criminal activity within the paghree (3)years.

1 A conviction for drugrelated(including medicalor recreationaimarijuanause or violent
criminal activity will be given more weight than an arrest for such activity.

In making its decision to deny assistance, the PHA will consider the factors discussed in Section
3-1ll.LE. Upon consideration of sudhctors, the PHA may, on a calg-case basis, decide not to
deny assistance.If the household member responsible for the criminal activity is no longer a
member of the household, the family will be allowed to obtain or maintain program eligibility.

Previous Behavior in Assisted Housing [24 CFR 982.552(c)]
HUD authorizes the PHA to deny assistance based on the faipivious behavior in assisted housing:

KHA Policy
The KHA will not deny assistance to an otherwise eligible family because the fareijously

failed to meet its obligations under the Family Slfficiency (FSSprogram.

The KHA will deny assistance to an applicant family if:

1 The family does not provide information that KHA or HUD determines is necessary in the

administration oftie program.

The family does not provide complete and true information to KHA.

Any family member has been evictadd/or terminatettom federally assisted housing within

the pasthree (3)years.

Any PHA has ever terminated assistance under the prdgraany member of the family.

Any family member has committed fraud, bribery, or any other corrupt or criminal act in

connection with any federal housing program,

1 The family owesent or other amounts to any PHiAAconnection with the HCV, Certificate,
Moderate Rehabilitation d?ublic Housing programs, unless the family repays the full amount
of the debt prior to being selected from the waiting list.

1 The family owes rent or other amounts to any property owner/malagdtord has a judgment
against thedmily in a court of law)n connection with any federallysaisted housing, unless the
family repays the full amount of debt prior to being housed.

1 If the family has not reimbursed any PHA for amounts the PHA paid to an owner under a HAF
contract for rentJamages to the unit, or other amounts owed by the family under the lease, unles
the family repays the full amount of the debt prior to being selected from the waiting list.

il
il
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1 The family has breached the terms of a repayment agreement entered into withidéts

the family repays the full amount of the debt covered in the repayment agreement prior to being

selected from the waiting list.

1 A family member has engaged in or threatened violent or abusive behavior toward KHA
personnel.

o Abusive or violent betvior towards KHA personnéhcludes 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.

0 Threateningefers to orabr written threats or physical gestures that communicate intent
to abuse or commit violence.

In making its decision to deny assistance, KHA will consider the factors discussed in Sdttibn 3
Upon consideration of such factors, KHA may, on a-dpsease basis, decide not to deny assistance.

3-111.D. SCREENING

Screening for Eligibility

The PHA is authorized to obtain criminal conviction records from law enforcement agencies to screen
applicants for admission to the HCV program. This authority assists the PHA in complying with HUD
requirements and the PHA policies to deny assistance twapgl who are engaging in or have engaged

in certain criminal activities. In order to obtain access to the records the PHA must require every applicant
family to submit a consent form signed by each adult household member [24 CFR 5.903].

KHA Policy
KHA will perform a criminal background check throughNational Trace Report, Watch, alodal

law enforcement for every adult household member.

PHAs arerequired to perform criminal background checks necessary to determine whether any househ
member is subject to a lifetime registration requirement under a state sex offender program in the state w
the housing is located, as well as in any othee stdtere a household member is known to have resided [24
CFR 82.553(a)(2)(i)].

KHA Policy
KHA will use the DruSjodin National Sec Offeder database to screen applicants for admission.

Additionally, PHAs must aske whether the applicant, or any membethoé appl i cant s h«
to a lifetime registered sex offender registration requirement in any state [Notice PH28012

If the RHA proposes to deny assistance based on a criminal record or on lifetime sex offender registrat
information, KHA must notify the household of the proposed action and must provide the subject of the recc
and the applicant a copy of the record and an opportunity to dispute the accuracy and relevance of
information prior to a denial of admission. [24 CFR((f) and 5.905(d)].

Screening for Suitability as a Tenant [24 CFR 982.307]

The PHA has no liability or responsibility to the owner for the faéilyehavior or suitability for tenancy.
The PHA may opt to conduct additional screening to determine whether an applicant is likely to be a suite
tenant.

KHA Policy
The KHA will not conduct additional screening to determine an applicant f@silytability for tenancy.

The owner is responsible for screening and selection of the family to occupy thésowrierThe PHA must
inform the owner that screening and selection for tenancy is the responsibility of the owner. An owner
consider admily& history with respect to factors such as: payment of rent and utilities, caring for a unit ar
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premises, respecting the rights of other residents to the peaceful enjoyment of their housing, criminal acti
that is a threat to the health, safetypooperty of others, and compliance with other essential conditions of
tenancy.

HUD requires the PHA to provide prospective owners with the fé@ndyrrent and prior address (as shown
in the PHA records) and the name and address (if known) of the @awtiee familys current and prior
addresses. HUD permits the PHA to provide owners with additional information, as long as families &
notified that the information will be provided, and the same type of information is provided to all owners.

The PHA m& not disclose to the owner any confidential information provided in response to a PHA reque
for documentation of domestic violence, dating violerssxual assaulpr stalking except at the written
request or with the written consent of the individoaviding the documentatidi24 CFR 5.2007(a)(4)].

KHA Policy
The KHA will inform owners of their responsibility to screen prospective tenants, and will provide

owners with the required known name and address information, at the time of the initial HQ
inspection or beford&{HA will not provide any additional information to the owner, such as tenancy
history, criminal history, etc.

3-lll.LE. CRITERIA FOR DECIDING TO DENY ASSISTANCE
Evidence [24 CFR 982.553(c)]

KHA Policy
The KHA will use the concept of the preponderance of the evidence as the standard for making

admission decisions.

Preponderance of the evidensedefined as evidence which is of greater weight or more convincing
than the evidence which is offeredapposition to it; that is, evidence which as a whole shows that
the fact sought to be proved is more probable than not. Preponderance of the evidence may na
determined by the number of witnesses, but by the greater weight of all evidence.

Consideration of Circumstances [24 CFR 982.552(c)(2)]

HUD authorizes the PHA to consider all relevant circumstances when deciding whether to deny assistance
based on a famifg past history except in the situations for which denial of assistance is mandated (see
Section 3111.B).

KHA Policy
The KHA will consider the following factors prior to making its decision:

1 The seriousness of the case, especially with respect to how it would affect other residents;

1 The effects that denial of assistance may have on otbeetbers of the family who were not
involved in the action or failure;

1 The extent of participation or culpability of individual family members, including whether the
culpable family member is a minor or a person with disabilities, or (as discussed farther i
section 3l11.G) a victim of domestic violence, dating violensexual assaulgr stalking

1 The length of time since the violation occurred, the fafmihgcent history and the likelihood
of favorable conduct in the future;

1 Inthe case of drug or alcohol abuse, 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.

o The PHA will require the g@icant to submit evidence of the household mei@baurrent
participation in or successful completion of a supervised drug or alcohol rehabilitation
program, or evidence of otherwise having been rehabilitated successfully.
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Removal of a Family Membeis Name from the Application

Should the PHAOGOs screening process revealectt hat
to state lifetime registeresex offender registration, the PHA musdfer the family the opportunity to
remove the ineligibledmily member from the householt.the family is unwilling to remove that
individual from the household, the PHA must deny admission to the family [Notice PIHZ3)1Zor

other criminal actiwly, the PHA may permit the famly to exclude family members as a condition of
eligibility. [24 CFR 982.552(c)(2)(ii)].

KHA Policy
As a condition of receiving assistance, a family may agree to remove the culpable family member

from the application. In sidnstances, the head of household must certify that the family member
will not be permitted to visjtday as a guesbr residan the assisted unit.

After admission to the program, the family must present evidence of the former family riember
currentaddress upon KHA request.

Reasonable Accommodation [24 CFR 982.552(c)(2)(iv)]
If the family includes a person with disabilities, the RilAlecision concerning denial of admission is
subject to consideration of reasonable accommodation in accordance with 24 CFR Part 8.

KHA Policy
If the family indicates that the behavior of a family member with a disability is the reason for the

proposedienial of assistance, KHA will determine whether the behavior is related to the disability.

If so, upon the familgs request, KHA will determine whether alternative measures are appropriate
as a reasonable accommodation. KHA will only consider accommaddhat can reasonably be
expected to address the behavior that is the basis of the proposed denial of assistance. See Chapit
2 for a discussion of reasonable accommodation.

3-1ll.F. NOTICE OF ELIGIBILITY OR DENIAL

If the family is eligible for assiance, the PHA will notify the family when it extends the invitation to
attend the voucher briefing appointment, as discussed in Chapter 5.

If the PHA determines that a family is not eligible for the program for any reason, the family must be
notified pramptly. The notice must describ@.) the reasons for which assistance has been denied, (2) the

familydés right to an infor mal review, and (3)
982.554 (a)]. See Chapter 16, for informal review policies@ocedures.
KHA Policy

The family will be notified of a decision to deny assistance in writing withelve (12) business
days of the determination.

If the PHA uses a criminal record or sex offender registration information obtained under 24 CFR 5,
Subpart J, as the basis of a denial, a copy of the record must precede the notice to deny, with an opportuni
for the applicant to dispute the accuracy and relevance of the information before the PHA can move to
deny the application. In addition, a copiytiee record must be provided to the subject of the record [24
CFR 5.903(f) and 5.905(d)]. The PHA must give the family an opportunity to dispute the accuracy and
relevance of that record, in the informal review process in accordance with program regusiri2fie

CFR 982.553(d)].

KHA Policy
KHA will notify the family in writing of the proposed denial and provide a copy of the record to

the applicant and to the subject of the recéedmination isbased on a criminal record or sex
offender registration informatiomndan applicant family appears to be ineligiblae family will
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be giventwelve (12) busniesgays to dispute the accuracy and relevance of the information. If the
family does not comtct KHA to dispute the information within thawvelve (12) businesday
period, KHA will proceed with issuing the notice of denial of admission. A family that does not
exercise their right to dispute the accuracy of the information prior to issuancetiidiaédenial

letter will still be given the opportunity to do so as part of the informal review process.

Notice requirements related to denying assistance to noncitizens are contained in Sé&ion 3

Notice policies related to denying admisstonapplicants who may be victims of domestic violence,
dating violencesexual assaulgr stalking are contained in SectioflBG.

3-111.G. PROHIBITION AGAINST DENIAL OF ASSISTANCE TO VICTIMS OF DOMESTIC
VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT, AND STALKING

The Violence against Women Act of B&(VAWA) and the HUD regulation at 24 CFR 5.2005(b) prohibit
PHAs from denying an applicant admission to t he
been a victim of domestic violence, dating violence, or stalking, if the applicant otheueaitsies for
assistance or admission. 0

Definitions of key terms used in VAWA are provided in sectiofiX 6f this plan, where general VAWA
requirements and policies pertaining to notification, documentation, and confidentiality are also located.

Notification
VAWA 2013 expanded notification requirements to include the obligation for PHAs to provide applciants
who are denied assistance with a notice of rights and the form-%00bB6 at the time the applicant is

denied.

KHA Policy
KHA acknowledges that a victim of domestic violence, dating violeseoajal assaulgr stalking

may have an unfavorable history (e.g., a poor credit history, a record of previous damage to an
apartment, a prior arrest record) that would warrant den@d¢rukHAG policies. Therefore, if

KHA makes a determination to deny admission to an applicant fatniiijl include in its notice

of denialthe VAWA information described in section-D&.C of this planas well as including a

copy of the form HUE50066. The KHA will request that an applicant wishing to claim protection
under VAWA notifyKHA within twelve (12)business daysKHA will admit families if they are

victims of domestic violence and the perpetrator is no longer a household member.

Documentation
Victim Documentation [24 CFR 5.2007]

KHA Policy
If an applicant claims the protection against denial of assistance that VAWA provides to victims

of domestic violence, dating violen@axual assaulgr stalking, KHA will request in writingthat
the applicant provide documentation supporting the claim in accordance with seetki 1§
this plan

Perpetrator Documentation

KHA Policy
If the perpetrator of the abuse is a member of the applicant family, the applicant must provide

additionaldocumentation consisting of one of the following:

1 A signed statement (1) requesting that the perpetrator be removed from the application and (2)
certifying that the perpetrator will not be permitted to visit or to stay as a guest in the assisted
unit
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1 Docaumentation that the perpetrator has successfully completed, or is successfully undergoing
rehabilitation treatment. The documentation must be signed by an employee or agent of a
domestic violence service provider or by a medical or other knowledgeabdsgovfal from
whom the perpetrator has sought or is receiving assistance in addressing the abuse. The signe
must attest under penalty of perjury to his or her belief that the rehabilitation was successfully
completed or is progressing successfully. Tlo&imi and perpetrator must also sign or attest to
the documentation.
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EXHIBIT 3 -1: DETAILED DEFINITIONS RELATED TO DISABILITIES

Person with Disabilities [24 CFR 5.403]
The termperson with disabilitiesneans a person who has any of the following types of conditions:
1 Has a disability, as defined in 42 U.S.C. Section 423(d)(1)(A), which reads:

o Inability to engage in any substantial gainful activity by reason of any medically determinable
physical or metal impairment which can be expected to result in death or which has lasted or can
be expected to last for a continuous period of not less than 12 months;

o In the case of an individual who has attained the age of 55 and is blind (within the meaning of
fbl i ndnesso as defined in section 416(i) (1)
engage in substantial gainful activity, requiring skills or ability comparable to those of any gainful
activity in which he has previously engaged with seaglarity and over a substantial period of
time.

1 Has a developmental disability as defined in the Developmental Disabilities Assistance and Bill of

Rights Act of 2000 [42 U.S.C.15002(8)], which defines developmental disability in functional terms

as follows:

(A) In General

The term Adebel opménmakhndi sasevere, chronic d
- is attributable to a mental or physical impairment or combination of mental and physical
impairments;

- is manifested before the individual attains age 22;

- is likely to continue indefinitsf;

- results in substantial functional limitations in 3 or more of the following areas of major life activity:
(1) Seltcare, (2) Receptive and expressive language, (3) Learning, (4) Mobili8el¢direction,
(6) Capacity for independent living7 Economic seksufficiency; and

- reflects the individual ds need for a combi:
generic services, individualized supports, or other forms of assistance that are of lifelong or
extended duration and are iaiually planned and coordinated.

(B) Infants and Young Children

An individual from birth to age nine (9), inclusive, who has a substantial developmental delay or
specific congenital or acquired condition, may be considered to have a developmenibiydisab
without meeting three (3) or more of the criteria described in clauses (i) through (v) of subparagraph
(A) if the individual, without services and supports, has a high probability of meeting those criteria
later in life.

1 Has a physical, mental, emotional impairment that is expected to be of fongtinued and indefinite
duration; substantially impedes his or her ability to live independently, and is of such a nature that the
ability to live independently could be improved by more suitable housingitions.

People with the acquired immunodeficiency syndrome (AIDS) or any conditions arising from the etiologic
agent for AIDS are not excluded from this definition.

A person whose disability is based solely on any drug or alcohol dependence does not qualify as a perso
with disabilities for the purposes of this program.

For purposes of reasonable accommodation and program accessibility for persons with disthlalities,
term person with disabilities refers to an individual with handicaps.
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Individual with Handicaps [24 CFR 8.3]

Individual with handicapsneans any person who has a physical or mental impairment that substantially
limits one or more major life actitves; has a record of such impairment; or is regarded as having such
impairment. The term does not include any individual who is an alcoholic or drug abuser whose current
use of alcohol or drugs prevents the individual from participating in the prograntivty in question,

or whose patrticipation, by reason of such current alcohol or drug abuse, would constitute a direct threat tc
property or the safety of others. As used in this definition, the phrase:

(1) Physical or mental impairment includes:

(a) Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss affecting one
or more of the following body systems: neurological; musculoskeletal;, special sense organs;
respiratory, including speech organs; cardiovascular; reprodudfigestive; genitarinary;
hemic and lymphatic; skin; and endocrine; or

(b) Any mental or psychological disorder, such as mental retardation, organic brain syndrome,
emotional or mental illness, and specific learning disabilities. The term physicakemial
impairment includes, but is not limited to, such diseases and conditions as orthopedic, visual,
speech and hearing impairments, cerebral palsy, autism, epilepsy, muscular dystrophy, multiple
sclerosis, cancer, heart disease, diabetes, mental tetay@aotional illness, drug addiction and
alcoholism.

(2) Major life activitiesmeans functions such as caring for @neelf, performing manual tasks, walking,
seeing, hearing, speaking, breathing, learning and working.

(3) Has a record of such anpairment means has a history of, or has been misclassified as having, a
mental or physical impairment that substantially limits one or more major life activities.

(4) Is regarded as having an impairmeneans:

(a) Has a physical or mental impairmentttdaes not substantially limit one or more major life
activities but that is treated by a recipient as constituting such a limitation;

(b) Has a physical or mental impairment that substantially limits one or more major life activities
only as a result ahe attitudes of others toward such impairment; or

(c) Has none of the impairments defined in paragraph (1) of this section but is treated by a recipient
as having such an impairment.
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EXHIBIT 3 -2: DEFINITION OF INSTITUTION OF HIGHER EDUCATION
[20 U.S.C. 1001 and 1002]

Eligibility of Students for Assisted Housing Under Section 8 of the U.S. Housing Act of 1937;
Supplementary Guidance; Notice [Federal Register, April 10, 2006]

Institution of Higher Education shall have the meargihgen this term in the Higher Education Act of
1965 in 20 U.S.C. 1001 and 1002.

Definition of 6 ldstitution of Higher Educationd Brom 20 U.S.C. 100
(a) Institution of higher education. For purposes of this chapter, other than subchapter IV andfpart C
subchapter | of chapter 34 of Title 42, the term institution of higher education means an educational
institution in any State that
(1) Admits as regular students only persons having a certificate of graduation from a school providing
secondary edudan, or the recognized equivalent of such a certificate;
(2) Is legally authorized within such State to provide a program of education beyond secondary
education;
(3) Provides an educational program for which the institution awards a bastagree oprovides
not less than a-gear program that is acceptable for full credit toward such a degree;
(4) Is a public or other nonprofit institution; and
(5) Is accredited by a nationally recognized accrediting agency or association, or if not so accredited,
is an institution that has been grantedacereditation status by such an agency or association that
has been recognized by the Secretary for the grpafipreaccreditation status, and the Secretary
has determined that there is satisfactory assurance that the institution will meet the accreditation
standards of such an agency or association within a reasonable time.
(b) Additional institutions includedrFor purposes of this chapter, other than subchapter IV and part C of
subchapter | of chapter 34 of Title 42, the téfnstitution of higher edul a t ialsonnoluded
(1) Any school that provides not less thanyear program of training to preparedéents for
gainful employment in a recognized occupation and that meets the provision of paragraphs (1),
(2), (4), and (5) of subsection (a) of this section; and
(2) A public or nonprofit private educational institution in any State that, in lieu oktingrement
in subsection (a)(1) of this section, admits as regular students persons who are beyond the age of
compulsory school attendance in the State in which the institution is located.
(c) List of accrediting agencies. For purposes of this sectidrsaction 1002 of this title, the Secretary
shall publish a list of nationally recognized accrediting agencies or associations that the Secretary
determines, pursuant to subpart 2 of part G of subchapter IV of this chapter, to be reliable authority
as to he quality of the education or training offered.

Definition of 6 Institution of Higher Educationd Brom 20 U.S.C. 1002
(a) Definition of institution of higher education for purposes of student assistance programs
(1) Inclusion of additionainstitutions. Subject to paragraphs (2) through (4) of this subsection, the
term Ainstitution of higher educationo for |
subchapter | of chapter 34 of title 42 includes, in addition to the institutonsred by the
definition in section 1001 of this tide
(A) A proprietary institution of higher education (as defined in subsection (b) of this section);
(B) A postsecondary vocational institution (as defined in subsection (c) of this section); and
(C)Only for the purposes of part B of subchapter IV of this chapter, an institution outside the
United States that is comparable to an institution of higher education as defined in section 1001
of this title and that has been approved by the Secretary fputhese of part B of subchapter
IV of this chapter.
(2) Institutions outside the United States
(A) In general. For the purpose of qualifying as an institution under paragraph (1)(C), the Secretary
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shall establish criteria by regulation for the apprafahstitutions outside the United States

and for the determination that such institutions are comparable to an institution of higher

education as defined in section 1001 of this title (except that a graduate medical school, or a

veterinary school, locatedutside the United States shall not be required to meet the

requirements of section 1001 (a)(4) of this title). Such criteria shall include a requirement that

a student attending such school outside the United States is ineligible for loans made, insured,

or guaranteed under part B of subchapter IV of this chapter dnless
() Inthe case of a graduate medical school located outside the Unite® States
1 At least 60 percent of those enrolled in, and at least 60 percent of the graduates of, the
graduate medal school outside the United States were not persons described in section
1091(a)(5) of this title in the year preceding the year for which a student is seeking a
loan under part B of subchapter IV of this chapter; and

1 At least 60 percent of the individigavho were students or graduates of the graduate
medical school outside the United States or Canada (both nationals of the United States
and others) taking the examinations administered by the Educational Commission for
Foreign Medical Graduates receiv@gassing score in the year preceding the year for
which a student is seeking a loan under part B of subchapter IV of this chapter; or

i The institution has a clinical training program that was approved by a
State as of January 1, 1992; or

1 In the case o& veterinary school located outside the United States that does not meet
the requirements of section 1001(a)(4)
their clinical training at an approved veterinary school located in the United States.

(B) Advisory panel
() In general. For the purpose of qualifying as an institution under paragraph (1)(C) of this

subsection, the Secretary shall establish an advisory panel of medical experts that shall

1 Evaluate the standards of accreditation applied to applicant foreign medical sahdols;

1 Determine the comparability of those standards to standards for accreditation applied
to United States medical schools.

(i) Special rule if the accreditation stamds described in clause (i) are determined not to be
comparable, the foreign medical school shall be required to meet the requirements of
section 1001 of this title.

(C) Failure to release information. The failure of an institution outside the Unitess Steprovide,
release, or authorize release to the Secretary of such information as may be required by
subparagraph (A) shall render such institution ineligible for the purpose of part B of subchapter
IV of this chapter.

(D)Special rule. If, pursuant this paragraph, an institution loses eligibility to participate in the
programs under subchapter IV of this chapter and part C of subchapter | of chapter 34 of title
42, then a student enrolled at such institution may, notwithstanding such loss ofitgligibi
continue to be eligible to receive a loan under part B while attending such institution for the
academic year succeeding the academic year in which such loss of eligibility occurred.

(3) Limitations based on course of study or enrollment. An irtgiitishall not be considered to meet

the definition of an institution of higher education in paragraph (1) if such instidution

(A) Offers more than 50 percent of such instituiolcourses by correspondence, unless the
institution is an institution that meets the definition in section 2471 (4)(C) of this title;

(B) Enrolls 50 percent or more of the institutierstudents in correspondence courses, unless the
institution is an instution that meets the definition in such section, except that the Secretary,
at the request of such institution, may waive the applicability of this subparagraph to such
institution for good cause, as determined by the Secretary in the case of amanstfthigher
education that provides ad 4-year program of instruction (or both) for which the institution
awards an associate or baccalaureate degree, respectively;

(C)Has a student enrollment in which more than 25 percent of the students ameratedr@xcept
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that the Secretary may waive the limitation contained in this subparagraph for a nonprofit
institution that provides a@r 4-year program of instruction (or both) for which the institution
awards a bachel@ degree, or an associ@eegre or a postsecondary diploma, respectively;
or

(D) Has a student enroliment in which more than 50 percent of the students do not have a secondan
school diploma or its recognized equivalent, and does not providar &gear program of
instruction (or bith) for which the institution awards a bachéodegree or an associé&e
degree, respectively, except that the Secretary may waive the limitation contained in this
subparagraph if a nonprofit institution demonstrates to the satisfaction of the Sebittrg
institution exceeds such limitation because the institution serves, through contracts with
Federal, State, or local government agencies, significant numbers of students who do not have
a secondary school diploma or its recognized equivalent.
(4)Limitations based on management. An institution shall not be considered to meet the definition of
an institution of higher education in paragraph (&) if
(A) The institution, or an affiliate of the institution that has the power, by contract or ownership
interest, to direct or cause the direction of the management or policies of the institution, has
filed for bankruptcy, except that this paragraph shall not apply to a nonprofit institution, the
primary function of which is to provide health care educaitiservices (or an affiliate of such
an institution that has the power, by contract or ownership interest, to direct or cause the
direction of the institutiods management or policies) that files for bankruptcy under chapter
11 of title 11 between July 1998, and December 1, 1998; or

(B) The institution, the institutia owner, or the institutide chief executive officer has been
convicted of, or has pled no contest or guilty to, a crime involving the acquisition, use, or
expenditure of funds under sthapter IV of this chapter and part C of subchapter | of chapter
34 of title 42, or has been judicially determined to have committed fraud involving funds under
subchapter IV of this chapter and part C of subchapter | of chapter 34 of title 42.

(5) Certification. The Secretary shall certify an institu@®ualification as an institution of higher
education in accordance with the requirements of subpart 3 of part G of subchapter IV of this
chapter.

(6) Loss of eligibility. An institution of higheeducation shall not be considered to meet the definition
of an institution of higher education in paragraph (1) if such institution is removed from eligibility
for funds under subchapter IV of this chapter and part C of subchapter | of chapter 344af title
as a result of an action pursuant to part G of subchapter IV of this chapter.

(b) Proprietary institution of higher education
@Principal criteria. For the purpose of t hi
educatio means a schdthatd
(A) Provides an eligible program of training to prepare students for gainful employment in a
recognized occupation;

(B) Meets the requirements of paragraphs (1) and (2) of section 1001 (a) of this title;

(C)Does not meet the requirement of aegph (4) of section 1001 (a) of this title;

(D)Is accredited by a nationally recognized accrediting agency or association recognized by the
Secretary pursuant to part G of subchapter IV of this chapter;

(E) Has been in existence for at least 2 yeard; a

(F) Has at least 10 percent of the scl@®oevenues from sources that are not derived from funds
provided under subchapter IV of this chapter and part C of subchapter | of chapter 34 of title
42, as determined in accordance with regulations presdryodte Secretary.

2)Addi ti onal i nstitutions. The t erbralsoiinzludespa i et
proprietary educational institution in any State that, in lieu of the requirement in paragraph (1) of
section 1001 (a) of this title,deits as regular students persons who are beyond the age of
compulsory school attendance in the State in which the institution is located.

(c) Postsecondary vocational institution.
@QAaPrincipfar ¢hiet puirpose of edondary vecatioraliinstitutién t h e
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means a school tréat

(A) Provides an eligible program of training to prepare students for gainful employment in a
recognized occupation;

(B) Meets the requirements of paragraphs (1), (2), (4), and (5) of section 1@dihja)title; and

(C)Has been in existence for at least 2 years.

(2) Additional institutions. T h é @ldoeinclodesiiap o0 s t
educational institution in any State that, in lieu of the requirement in paragraph (1) of section 1001
(a) of this title, admits as regular students persons who are beyond the age of compulsory school
attendance in the State in which thstitution is located.
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CHAPTER 4
APPLICATIONS, WAITING LIST AND TENANT SELECTION

INTRODUCTION

When a family wishes to receive Section 8 HCV assistance, the family must submit an application that
provides the PHA with the information neededd&termine the famili eligibility. HUD requires the

PHA to place all families that apply for assistance on a waiting list. When HCV assistance becomes
available, the PHA must select families from the waiting list in accordance with HUD requirements and
PHA policies as stated in the administrative plan and the annual plan.

The PHA is required to adopt a clear approach to accepting applications, placing families on the waiting
list, selecting families from the waiting list and must follow this approackistamtly. The actual order

in which families are selected from the waiting list can be affected if a family has certain characteristics
designated by HUD or the PHAat justify their selectianExamples of this are the selection of families

for income &rgeting and the selection of famiies that qualify for targeted funding

HUD regulations require that all families have an equal opportunity to apply for and receive housing
assistance, and that the PHA affirmatively further fair housing goals in theiattation of the program

[24 CFR 982.53, HCV GB p.-4]. Adherence to the selection policies described in this chapter ensures
that KHA will be in compliance with all relevant fair housing requirements, as described in Chapter 2.

This chapter describddUD and PHA policies for taking applications, managing the waiting list and
selecting families for HCV assistance. The policies outlined in this chapter are organized into three
sections, as follows:

Part I: The Application Proces$his part provides an overview of the application process, and
discusses how applicants can obtain and submit applications. It also specifies how KHA will
handle the applications it receives.

Part II: Managing the Waiting LisThis part presents thelies that govern how KH& waiting
list is structured, when it is opened and closed, and how the public is notified of the opportunity to
apply for assistance. It also discusses the process KHA will use to keep the waiting list current.

Part 1ll: Seletion for HCV AssistanceThis part describes the policies that guide the PHA in
selecting families for HCV assistance as such assistance becomes available. It also specifies how
in-person interviews will be used to ensure that KHA has the informatioredéednake a final
eligibility determination.

PART I: THE APPLICAT ION PROCESS

4-1.A. OVERVIEW

This part describes the policies that guide the Bifforts to distribute and accept applications, and to
make preliminary determinations of applicant figneligibility that affect placement of the family on the
waiting list. This part also describes the RidAbligation to ensure the accessibility of the application
process to elderly persons, people with disabilities, and people with limited Englisiepif (LEP).

4-1.B. APPLYING FOR ASSISTANCE [HCV GB, PP. 4-117 4-16, Notice PIH 200936]

Any family that wishes to receive HCV assistance must apply for admission to the applicable program.
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HUD permits the PHA to determine the format and content of HCV applications, as well as how such
applications will be made available to interested famaied how applications will be accepted by the
PHA. The PHA must include Form HUDB2006, Supplement to Application for Federally Assisted
Housing, as part .of the PHAOGs application

KHA Policy
Depending upon the length of time that applicants may needitdaweceive assistance, KHA

may use a onstepor two-step application process.

A onestep processonsists of: At application the family must provide all of the information
necessary to establish family eligibility and level of assistance

A two-step procesonsists of:At applicationthe families must provide only the information
needed to make an initial assessment of the f@néligibility, and to determine the famdy
placement on the waiting list. The family will be required to provideotlthe information
necessary to establish family eligibility and level of assistance when the family is selected from
the waiting list.

Completed applications must be returned to KHAA will implement an orline application
system in SFY 186. Applications must be complete in order to be accepted by KHA for
processing. If an application is incomplete, the KIWM reject the applicatiomwithout further
notification to family Families may obtain application forms from K&Aoffice during normal
businesshours r KHA 6 s wwe.kesnewickha.argand will be able to apply elne.

4-1.C. ACCESSIBILITY OF THE APPLICATION PROCESS

Elderly and Disabled Populations [24 CFR 8 and HCV GB, pp.4.17 4-13]

The PHA must take steps to ensure that the application process is accessible to those people who migl
have difficulty complying with the normal, standard PHA application process.cbhild include people

with disabilities, certain elderly individuals, as well as persons with limited English proficiency (LEP).
The PHA must provide reasonable accommodationdetthe needs of individuals with disabilities. The
application process muke fully accessible, or the PHA must provide an alternate approach that provides
full access to the application process. Chapter 2 provides a full discussion of tie ftiiéies related

to providing reasonable accommodations for people with disabilitie

Limited English Proficiency

The PHA is required to take reasonable steps to ensure meaningful access to their programs and activitie
by persons with limited English proficiency [24 CFR 1]. Chapter 2 provides a full discussion on tée PHA
policies elated to ensuring access to people with limited English proficiency (LEP).

4-1.D. PLACEMENT ON THE WAITING LIST

The PHA must review each complete application received and make a preliminary assessment of the
familyGs eligibility. The PHA must acceppplications from families for whom the list is open unless there

is good cause for not accepting the application (such as denial of assistance) for the grounds stated in th
regulations [24 CFR 982.206(b)(2)]. Where the family is determined to be inelitiel PHA must notify

the family in writing [24 CFR 982.201(f)Eligible familieswill be placed on a waiting list of applicants.

No applicant has a right or entitlement to be listed on the waiting list, or to any particular position on the
waiting list [24 CFR 982.202(c)].
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Ineligible for Placement on the Waiting List

KHA Policy
An ineligible family will not be placed on the waiting liswhere a family is determined to be

ineligible, KHA will send written notification of the ineligibility determinatianthin twelve (12)
businessdays of receiving a complete application. The notice will specify the reasons for
ineligibility, and will inform the family of its right to request an informal review and explain the
reviewprocess(see Chapter 16).

Eligible for Placement on the Waiting List

KHA Policy
KHA will send written notification of the preliminary eligibility determination withelve (12)

businesslays of receiving a complete application.

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

Applicants will be placed on the waiting list according to any preference(s) for which they qualify,
and the date and time their complete application is received by KHA.

PART II: MANAGING TH E WAITING LIST

4-11.A. OVERVIEW

The PHA must Ave policies regarding 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, dpdawaiting list information, purging the

list of families that are no longer interested in or eligible for assistance, as well as conducting outreach to
ensure a sufficient number of applicants.

In addition, HUD imposes requirements on how the PHA stacture its waiting list and how families
must be treated if they apply for assistance from a PHA that administers more than one assisted housin
program.

4-11.B. ORGANIZATION OF THE WAITING LIST [24 CFR 982.204 AND 205]

The PHA® HCV waiting list must be organized in such a manner to allow the PHA to accurately identify
and select families for assistance in the proper order, according to the admissions policies described ir
this plan.

The waiting list must contain the followingformation for each applicant listed:
Applicant name;

Family unit size;

Date and time of application;

Qualification for any local preference;

1 Racial or ethnic designation of the head of household.

1
1
1
1

HUD requires the PHA to maintain a single waiting list for the HCV program unless it serves more than
one county or municipality. The PHA is permitted, but not required, to maintain a separate waiting list for
each county or municipality served.
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KHA Policy
The Housing Authority City of Kennewick (KHA) is muifirisdictional. The KHA will maintain

one single HCV program waiting list for the Benton County jurisdiction.

KHA will monitor occupancy by zip code to ensure that@ty of Richland continueto receive
the same level of assistance as previously received under its separate Annual Contributions
Contract (ACC).

A separate wait list will also be maintained for each prdpased waiting list.

HUD directs that a family that applies for asgsis&@ from the HCV program must be offered the
opportunity to be placed on the waiting list for any public housing, prbgsetd voucher or moderate
rehabilitation pogram the PHA operates (1) the other prograni@swvaiting lists are open, an@) the
family is qualified for the other programs.

HUD permits, but does not require, that the PHA maintain a single merged waiting list for our public
housing, Section 8, and other subsidized housing programs.

A family&s decision to apply for, receive, or refudber housing assistance must not affect the family
placement on the HCV waiting list, or any preferences for which the family may qualify.

KHA Policy
KHA will not merge the HCV waiting list with the waiting list for any other program KHA

operates.

4-11.C. OPENING AND CLOSING THE WAITING LIST [24 CFR 982.206]

Closing the Waiting List

A PHA is permitted to close the waiting list if it has an adequate pool of families to use its available HCV
assistance. Alternatively, the PHA may elect to continue to accept applications only from certain
categories of families that meet particular prefees or funding criteria.

KHA Policy
The KHA will close its waiting list when the number of applicants on thewgdist exceed$00

families post purge.

When the Housing Choice Voucher waiting list is closed, the KHA will continue to accept
applications from the following programnd sol ely at KHAG6s discre
availability:

1 Site based applications for Project Based Vouchers;

1 Non-Elderly Disabled (NEDYoucher

1 Family Unification (FUP) Voucher

1 Moderate Rehabilitation Program

The KHA will advertise the closure through:

1 Posting in KHA offices

1 Mailing of informational posters to the following organizations:
o Benton County Continuum of Care

Reopening the Waiting List

If a waiting list has been closed, it cannot be reopened until the PHA publishes a notice in local newspaper:
of general circulation, minority media, and other suitable media outlets. The notice must comply with
HUD fair housing requirements and must sfyeaiho may apply, and where and when applications will
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be received.

KHA Policy
KHA will announce the reopening of a waitihigt at leasten (10) businessays prior to the date

applications will first be accepted. If the list is only bemegpened for certain categories of
families, this information will be contained in the notice.

KHA will give public notice by publishing the relevant information in suitatmedia outlets
including, but not limited toLocal newspapers of general ciratibn. Reopening will also be
posted on KHAO6s website and mailed to the Cq

4-11.D. FAMILY OUTREACH [HCV GB, PP. 4 -2 TO 4-4]

The PHA must conduct outreach as necessary to ensure that the PHA has a sufficient number of applican
on the waiting list to use the HCV resources it has been allotted.

Because HUD requires the PHA to serve a specified percentage of extremely low facoifies (see
Chapter 4, Part 1ll), the PHA may need to conduct special outreach to ensure that an adequate number ¢
such families apply for assistance [HCV GB, {2@to 421].

PHA outreach efforts must comply with fair housing requirements. Ttlisdas:

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

1 Ensuring that outreach efforts are targeted to media outlets that reach eligible populations that are
underrepresented in the progra

1 Avoiding outreach efforts that prefer or exclude people who are members of a protected class.

PHA outreach efforts must be designed to inform qualified families about the availability of assistance

under the program. These efforts may include, adatteany of the following activities:

1 Submitting press releases to local newspapers, including minority newspapers;

1 Developing informational materials and flyers to distribute to other agencies;

1 Providing application forms to other public and privaterages that serve the low income population;

1 Developing partnerships with other organizations that serve similar populations, including agencies
that provide services for persons with disabilities.

KHA Policy
KHA will monitor the characteristics of thmopulation being served and the characteristics of the

population as a whole in KH& jurisdiction. Targeted outreach efforts will be undertaken if a
comparison suggests that certain populations are being underserved.

4-11.E. REPORTING CHANGES IN FAMILY CIRCUMSTANCES

KHA Policy
While the family is on a waiting list, the family must immediately inform KHA of changes in

contact information, includinigut not limited togurrent residence, mailing address, phone number
and preferencelhe changes must be submitted in writing. Immediately for reporting purgoses i
classified aswelve (12) businesdays

4-11.F. UPDATING THE WAITING LIST [24 CFR 982.204]

HUD requires the PHA to establish policies to use when remoyiplgcant names from the waiting list.
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Purging the Waiting List

The decision to withdraw an applicant family that includes a person with disabilities from the waiting list
is subject to reasonable accommodation. If the applicant did not respond toradrigst for information
orupdates and the PHA determines that the family
disability, the PHA must reinstate the applicant family to their former position on the waiting list [24 CFR
982.204(c)(2)].

KHA Pdlicy
All waiting lists will be updated annually to ensure that all applicants and applicant information is

current and timely.

To update the waiting list, KHA will send an update request via first class mail to each family on its
waiting lists todetermine whether the family continues to be interested in, and to qualify for, the
program. This update request will be sent to the last address that KHA has on record for the family
The update request will provide a deadline by which the family mugbmesand will state that
failure to respond will result in the applicéhame being removed from the waiting list.

The familys response must be in writing and may be delivered in person, by mail, or by fax.
Responses should be postmarked or receiyédHA no later thariwelve (12) businessays from
the date of KHA letter.

If the family fails to respond withitwelve (12) businesdays, the family will be removed from
the waiting list without further notice.

If the notice is returnedby the post office, the applicant famityaybe removed from the waiting
list without notification to the applicant family.

If a family is removed from the waiting list for failure to respond, the Executive Director may
reinstate the family if s/he detmines the lack of response was due to KHA error, or to
circumstances b ey psactastpdoremaif sarvide,lingoérect addoesst or change
of address, due to an unanticipated move. KHA will continue to maintain families on the waiting
listwho continue to be interested in KHAG6s pro

Removal from the Waiting List

KHA Policy
If KHA sends written correspondence to an applicant family and correspondence is returned by

the US Post Office for any reasoKHA will accept a request frorthe applicant to be reinstated
if family indicates continued interest in KHA programs.

If at any time an applicant family is on the waiting list, KHA determines that the family is not
eligible for assistance (see Chapter 3) the family will be removedtfreiwaiting list.

If a family is removed from the waiting list because KHA has determined the family is not eligible
for assistance, a notice will be sent to the faéilgddress of record as well as to any alternate
address provided on the initiapplication. The notice will state the reasons the family was
removed from the waiting list and will inform the family how to request an informal review
regarding KHAs decision (see Chapter 16) [24 CFR 982.201(f)].
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PART Ill: SELECTION FOR HCV ASSISTANCE

4-111.A. OVERVIEW

As vouchers become available, families on the waiting list must be selected for assistance in accordance
with the policies described in this part.

The order in which families receive assistance from the waiting list depends on the selection method
chosen by the PHA and is impacted in partdoyily preferencesThe source of HCV funding also may
affect the order in which families are selected fromwlaiting list.

The PHA must maintain a clear record of all information required to verify that the family is selected from
the waiting list according to the PHig\selection policies [24 CFR 982.204(b) and 982.207(e)].

4-111.B. SELECTION AND HCV FUNDI NG SOURCES

Special Admissions [24 CFR 982.203]

HUD may award funding for specificaltyamed families living in specified types of units (e.g., a family
that is displaced by demolition of public housing; a-ponchasing family residing in a HOPE 1 or 2
projects). In these cases, KHA may admit families that are not on the waiting list, or without considering
the family® position on the waiting list. KHA must maintain records showing that such families were
admitted with special program funding.

Targeted Funding [24 CFR 982.204(e)]

HUD may award a PHA funding for a specified category of families on the waiting list. KHA must use this
funding only to assist the families within the specified categorprder to assist families with a targeted
finding caegory, the PHA may skip families that do not qualify within the targeted funding catéy@hin

this category of families, the order in which such families are assisted is determined according to the polic
provided in Section4l1.C.

KHA Policy
KHA administers NotElderly Disabled (NED) and Family Unification Vouchers. These waiting

lists categories may remain open when the HCV waiting list is closed.

Regular HCV Funding
Regular HCV funding may be used to assist any eligible family on theng/éigt. Families are selected
from the waiting list according to the policies provided in Sectibih@.

4-111.C. SELECTION METHOD

PHAsmust describe the method for selecting applicant families from the waiting list, including the system
of admission preferences thiae PHA will use [24 CFR 982.202(d)].

Local Preferences [24 CFR 982.207; HCV p.-46]

PHAs arepermitted to establish ¢al preferences, and to give priority to serving families that meet those
criteria. HUD specifically authorizes and places restrictions on certain types of local preferences. HUD
also permitPHA to establish other local preferences, at its discretion.léegl preferences established

must be consistent with the PHA plan and the consolidated plan, and must be based on local housing neec
and priorities that can be documented by generally accepted data sources.

KHA Policy
KHA HCV wait list, serving théBenton County jurisdiction, includes the following preferences in

the following ordeffor all applications submitted prior to July,@D14
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(1) Rent Burden;
Paying more than fifty (50) percent of gross monthly household income for rent and utilities
for atleast ninety (90) days prior and tgoapplication submission date. Applicant must be the
lease holder to qualify for the preferenCGertification/documentation ofent burdenstatus
is required
(2) Worker;
Head of Householdr spouse is and has been emplbyart time (at least 32 hours in a work
week) for at least 180 consecutive days prior to application submission and at the time of
admission to the prograr@ertification/documentation ofvorker status is required.
(3) Elderly orDisabed
An applicant shalalso be given the preference if the head, spouse, or sole member is age 62
or older, or is a person with disabilitigSertification/documentation ofdisability status is
required.
(4) Domestic Violence Victims whom are Homeless
Households who are victims Blomestic Violencend are Homeless.
Certification/documentation of victimization and homelessness status are required
(5) Homeless Households
Households who are currently homeld@Sertification/documentation of homeless status is require:
For purposes of this chapter, the tefihomelesé or fhomeless individual or fihomeless
persom includes an individual who lacks a fixed, regular, and adequate nighttime residence;
and an individual who has a primary nighttime residence thiat is
1 a supervised publicly or privately operated shelter designed to provide temporary living
accommodations (including welfare hotels, congregate shelters, and transitional housing
for the mentally ill);
1 an institution that provides a temporary residence ifalividuals intended to be
institutionalized; or
1 a public or private place not designed for, or ordinarily used as, a regular sleeping
accommodation for human beings.
(6) Date and Time

For applications submitted on or after July 1, 2014 the following redes apply:

(1) Domestic Violence Victims;
Households who are victims of domestic violence. Certification/documentation of
victimization status are required

(2) Elderly or Disabled;
Elderly families 62 years of age or older, or families who head of housebdidad, or spouse
is a person who experiences permanent disability(ies) as per HUD definition.

(3) Veteran Household;
A household whose head of householdhead, or spouse is a veteran with other a than a
dishonorable discharge status.

Income Targeting Requirement [24 CFR 982.201(b)(2)]

HUD requires that extremely leimcome (ELI) families make up at least 75% of the families admitted to
the HCV pr ogr amfisdabyear. ikld farillessareRhids& &ith annual incomes at or below
the federal povertievel or30% of the area median incoymehichever number is high€Fo ensure this
requirement is met, a PHA may skip rbhl families on the waiting list in order to select an ELI family.

Low income families admitted to the program th
Act [24 CFR 982.4(b)], as well as leiwcome or moderatencome families admitted to the program that
are displaced as a result of the prepayment of thegage or voluntary termination of an insurance
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contract on eligible lowncome housing, are not counted for income targeting purposes [24 CFR
982.201(b)(2)(V)].

KHA Policy
KHA will monitor progress in meeting the ELI requirement throughout the fiscal yedremely

low-income families will be selected ahead of other eligible families on sreeded basis to
ensure the income targeting requirement is met

Order of Selection

The PHA system of preferences may select families either according to the date and time of application,
by a random selection process [24 CFR 982.207c@] PHA does not have enough funding to assist the
family at the top of the waiting list, it isoh permitted to skip down the waiting list to a family that it can
afford to subsidize when there are not sufficient funds to subsidize the family at the top of the waiting lis
[24 CFR 982.204(d) and (e)]

KHA Policy
Families will be selected from ¢hwaiting list based on the targeted funding or selection

preference(s) for which they qualify, and in accordance with &H#erarchy opreferences, if
applicable. Within each targeted funding or preference category, families will be selected on a
first-come, firstserved basis according to the date and time their complete application is received
by KHA. Documentation will be maintained by KHA as to whether families on the list qualify for
and are interested in targeted funding. If a higher placed famitize waiting list is not qualified

or not interested in targeted funding, there will be a notation maintained so that KHA does not
have to ask higher placed families each time targeted selections are made.

4-111.D. NOTIFICATION OF SELECTION

When afamily has been selected from the waiting list, the PHA must notify the f2AIZFR
982.554(a)]

KHA Policy
The KHA will notify the family by first class mail when it is selected from the waiting list. The

notice will inform the family of the followng:

1 Date and time of Eligibility Appointmerdr due date of documents

1 Who is required to attend the interviévapplicable

1 Documents that must be provided to document the legal identity of household members,
including information about what constitistacceptable documentation

9 Other documents and information tisabuld be provided

If a notification letter is returned ®HA with no forwarding address, the family will be removed

from the waiting list without further notice. The returned mail Wwél retained in the closed file.

The Executive Director has discretion to determine whether a file can be reopened in the case of
returned mail.

4-11l.E. THE APPLICATION INTERVIEW

HUD recommends that the PHA obtain the information and documentation needed to make an eligibility
determination though a private interview [HCV GB, p¢l6]. Being invited to attend an intervieaw
being pulled from the waiting listoes not constitutedanission to the program.

Assistance cannot be provided to the family until all SSN documentation requirements &tewaser,

if the PHA determines that an applicant family is otherwise eligible to participate in the program, the
family may retain itplace on the waiting list for a period of time determined by the ¥ice PIH
201210]
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Reasonable accommodation must be made for persons with disabilities who are unable to attend ar
interview due to their disability.

KHA Policy
Families selecteddm the waiting list will not be required to attend an initial eligibility interview.

However eligibility interviews may be required on an as resgtolasis or if the family desires an
in person interview.

The head of household and the spousk&ad willbe strongly encouraged to attend any scheduled
interview together. However, either the head of household or the spehsattanay attend the
interview on behalf of the family. Verification of information pertaining to adult members of the
household not igsent at the interview will not begin until signed release forms are returned to
KHA.

The family must provide the information necessary to establish the tanaligibility and
determine the appropriate level of assistance, as well as completingedetprms, providing
required signatures, and submitting required documentation. If any materials are missing, KHA
will provide the family with a written list of items that must be submitted.

Any required documents or information that the family is uneblerovide during the application
process or at the interview must pevidedwithin twelve (12) businesdays of the interview
(Chapter 7 provides details about longer submission deadlines for parttenta:, including
documentation of Social Securityymbers and eligible netitizen status). 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 requieed ti
frame, (plus any extensions) the family will be sent a notice of denial (See Chapter 3).

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

Interviews will be conducted in English. FHimited English proficient (LEP) applicantg§HA
will provide translation services in accordance vitishLEP plan.

If the family is unable to attend a scheduled interview, the family should cétts#cin advance
of the interview to schedule a new appointment. All families are subject to the Appointment Policy
outlined in Chapter 12.

4-11l.F. COMPLETING THE APPLICATION PROCESS

The PHA must verify all information provided by the family (see Chapter 7). Based on verified
information, the PHA must make a final determination of eligibility (see Chapter 3) and must confirm that
the family qualified for any special admission, targetéohission or selection preference that affected the
order in which the family was selected from the waiting list.

KHA Policy
If KHA determines that the family is ineligible, KHA will send written notification of the

ineligibility determination withintwelve (12) businesdays of the determination. The notice will
specify the reasons for ineligibility and will inform the family of its right to request an informal
review (Chapter 16).

If a family fails to qualify for any criteria that affected the argewhich it was selected from the
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waiting list (e.g. targeted funding, extremely lawecome), the family will be returned to its
original position on the waiting list. KHA will notify the family in writing that it has been returned
to the waiting list, ad will specify the reasons for it.

If KHA determines that the family is eligible to receive assistance, KHA will invite the family to
attend a briefing in accordance with the policies in Chapter 5.
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CHAPTER 5
BRIEFINGS AND VOUCHER ISSUANCE

INTROD UCTION

This chapter explains the briefing and voucher issuance process. When a family is determined to be
eligible for the Housing Choice Voucher (HCV) program, the PHA must ensure that the family fully
understands the way the program operates andathdyG obligations under the program. This is
accomplished through both an oral briefing and provision of a briefing packet containing written
documentation of information the family needs to know. Once the family is fully informed of the
progrands requirements, the PHA issues the family a voucher. The voucher includes the unit size the
family qualifies for based on the Pl#\subsidy standards, as well as the dates of issuance and expiration
of the voucher. The voucher is the document that pernetsatinily to begin its search for a unit, and

limits the amount of time the family has to successfully locate an acceptable unit.

This chapter describes HUD regulations and PHA policies related to these topics in two parts:
Part I: Briefings and Famil@bligations This part details the progré@srequirements for briefing

families orally, and for providing written materials describing the program and its requirements. It
includes a particular focus on the fan@ybligations under the program.

Part Ik Subsidy Standards and Voucher Issuaridés part discusses KHA standards for
determining how many bedrooms a family of a given composition qualifies for, which in turn
affects the amount of subsidy the family can receive. It also discusses thespbhtigictate how
vouchers are issued, and how long families have to locate a unit.

PART I: BRIEFINGS AN D FAMILY OBLIGATIONS

5-1.LA. OVERVIEW

HUD regulations require the PHA to conduct mandatory briefings for applicant families. The briefing
providesa broad description of owner and family responsibilities, explaihse  $prosedlures, and
includes instructions on how to lease a unit. This part describes how oral briefings will be conducted,
specifies what written information will be provided to flies, and lists the famifig obligations under

the program.

5-1.B. BRIEFING [24 CFR 982.301]

The PHA must give the family and oral briefing and provide éimailiyy with a briefing packet containing
written information about the program. Families mayhefed individually or in groups. At the briefing,

the PHA must ensure effective communication in accordance with Section 504 requirements (Section 504
of the Rehabilitation Act of 1973), and ensure that the briefing site is accessible to individhals wit
disabilities. For a more thorough discussion of accessibility requirements, refer to Chapter 2.

KHA Policy
Briefings will be conducted in group meetirsd individually

Generally, the head of household is required to attend the briefing. If the head of household is
unable to attend, KHA may approve another adult family member to attend the briefing.

Families that attend group briefings and still need individual assistance will be referred to an
appropriate KHA staff person.
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Briefings will be conducted in English, For LEP applicants, KHA will provide translations services
in accordance with its LEP&h. (See Chapter 2)

Notification and Attendance

KHA Policy
Families will be notified of their eligibility for assistance at the time they are invited to attend a

briefing. The notice will identify who is required to attend the briefing, as welleeddte and time
of the scheduled briefing.

If the notice is returned by the post office with no forwarding address, the family will be removed
from thewaiting list with no further notification.

Applicants who fail to attend a scheduled briefing willdubject to KHA Appointment Policy
outlined in Chapter 12.

Oral Briefing [24 CFR 982.301(a)]

Each briefing must provide information on the following subjects:

1 How the Housing Choice Voucher program works;

1 Family and owner responsibilities;

1 Wherethd ami 'y can | ease a unit, including rentir

1 An explanation ohow portability works The PHAmay notdiscouragehe family from choosing to
live anywhere in the PHA jurisdiction or outside the PHA jurisdictunder portability, unless
expressly authorized by statute, regulation, PIH Notice, or court;order

T The PHA must inform the family of how port al
screening, subsidy standards, payments standards, amdha&nyelements of the portability process
which may affect the familyds assistance;

= =4

The advantages of aredmt do not have a high concentration ofdmwome families;
For families receiving welfareo-work vouchers, a description of any local obligasiaf a welfare

to-work family and an explanation that failure to meet the obligations is grounds for denial of
admission or termination of assistance.

Briefing Packet [24 CFR 982.301(b)]
Documents and information provided in the briefing packet must include the following:

1.

2.

oo

© o~

The term of the vouchevpucher suspensiorand KHAG policies on any extensions of the term.

If KHA allows extensions, the packet must explain how the family carest@un extension.

A description of the method used to calculate the housing assistance payment for a family, includ
how KHA determines the payment standard for a family, how KHA determines total tenant payme
for a family, and information on the payniestandard and utility allowance schedule.

An explanation of how KHA determines the maximum allowable rent for an assisted unit.

Where the family may lease a urhd an explanation of how portability workscluding
information on how portability mayfaf ect t he familyds assistan
standards, payment standards, and any other elements of the portability process that may affect th
familyds. assistance

The HUDrequired tenancy addendum, which must be included in the lease.

Theform the family must use to request approval of tenancy, and a description of the procedure
for requesting approval for a tenancy.

A statement of KHA policy on providing information about families to prospective owners.

The KHA subsidy standards incluginvhen and how exceptions are made.

Materials (e.g., brochures) on how to select a unit and any additional information on selecting a
unit that HUD provides.
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10.The HUD pamphlet on leaoased paint entitledrotect Your Family from Lead in Your Home

11.Information on federal, state and local equal opportunity laws and a copy of the housing
discrimination complaint form.

12.A list of landlordsknown to the PHA who may be willing to lease a unit to the family or other
resources (e.g., newspapers, organizationige search tools) known to the PHA that may assist
the family in locating a unit. PHAs must ensure that the list of landlords or other resources covers
areas outside of poverty or minority concentration.

13. Notice that if the family includes a personhwtisabilities, the family may request a list of available
accessible units known to the PHA.

14.The family obligations under the program, including any obligations of a wetamerk family.

15.The grounds on which KHA may terminate assistance for a participant family because of family
action or failure to act.

16.KHA informal hearing procedures including when KHA is required to offer a participant family
the opportunity for an informal hearing,cehow to request the hearing.

If the PHA is located in a metropolitan FMR area, the following additional information must be included
in the briefing packet in order to receive full points under SEMAP Indicator 7, Expanding Housing
Opportunities [24 CFR85.3(g)].
1 Maps showing areas with housing opportunities outside areas of poverty or minority concentration,
both within its jurisdiction and its neighboring jurisdiction.
1 Information about the characteristics of these areas including job opportusitiesols,
transportation and other services.
1 An explanation of how portability works, including a list of portability contact persons for
neighboring PHA&s including names, addresses, and telephone numbers.

Additional Items to be Included in the Briefing Packet
In addition to items required by the regulations, the PHA may wish to include supplemental materials to
help explain the program to both participants and owners [HCV GE/pN8tice PIH 201a19].

KHA Policy
KHA will provide the following additional materials in the briefing packet.

1 Information on how to fill out and file a housing discrimination complaint form

1 Information about the protections afforded by the Violence against Women Act of
2013 (VAWA) to victims of domestic violence, dating violence, sexual assault, and
stalking (see section 1&.C)

T Als Fraud Wor t18410I16)?which(ekptainsithe typePof actions a
family must avoid and the penalties for program abuse

T AWhat YouKn®wo ud dou't EI V, o a gui de t
Verification (EIV) system published by HUD as an attachment to Notice PIH 2010
19

5-1.C. FAMILY OBLIGATIONS

Obligations of the family are described in the housing choice voucher (HCV) regulatioms dahe
voucher itself. These obligations include responsibilities the family is required to fulfill, as well as
prohibited actions. The PHA must inform families of these obligations during the oral briefing, and the
same information must be included in thwefing packet. When the famdy unit is approved and the

HAP contract is executed, the family must meet those obligations in order to continue participating in the
program. Violation of any family obligation may result in termination of assistancéessibed in
Chapter 12.
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Time Frames for Reporting Changes Required By Family Obligations

KHA Policy
Unless otherwise noted below, when family obligations require the family to respond to a request

or notify KHA of a change, notifying KHA of the regsteor change withitwelve (12) business
days is considered prompt notice.

When a family is required to provide notice to KHA, the notice must be in writing.

Family Obligations [24 CFR 982.551]
The family obligations of the voucher are listed@®ws:

T
T
)l

= =

= =

The family must supply any information that the PHA or HUD determines to be necessary,
including submission of required evidence of citizenship or eligible immigration status.

The family must supply any information requested by the PHA or HUIuge in a regularly
scheduled re@xamination or interim rexamination of family income armbmposition.

The family must disclose and verify social security numbers and sign and submit consent forms
for obtaining information.

Any information supplied byhe family must be true and complete.

The family is responsible for any Housing Quality Standards (HQS) breach by the family caused
by failure to pay tenarprovided utilities or appliances, or damages to the dwelling unit or
premises beyond normal weardatear caused by any member of the household or guest.

KHA Policy
Damages beyond normal wear and tear will be considered to be damages which could be

assessed against the security deposit.

The family must allow the PHA to inspect the unit at reasonable times and after reasonable notice,
as described in Chapter 8 of this plan.
The family must not commit any serious or repeated violation of the lease.

KHA Policy
The KHA will determine if alamily has committed serious or repeated violations of the

lease based on available evidence, including but not limited to, aardered eviction, or
an ownes notice to evigtpolice reports, affidavits from the owner, neighbors, or other
credible paties with direct knowledge

Serious and repeated lease violatiom#l include, but not be limited to, nonpayment of

rent, disturbance of neighbors, destruction of property, or living or housekeeping habits
that cause damage to the unit or premisescananal activity. Generally, the criterion to

be used is whether the reason for the eviction was through no fault of the tenant or guests.
Any incidents of, or criminal activity related to, domestic violence, dating viojeeceal
assault, or stalkingwill not be construed as serious or repeated lease violations by the
victim [24 CFR 5.2005(c)(1)].

The family must notify the PHA and the owner before moving out of the unit or terminating the
lease.

KHA Policy
The family must comply with lease requirements regarding written notice to the owner.

The family must provide written notice to the KHA at the same time the owner is notified.

The family must promptly give the PHA a copy of any owner eviction notice.
The family must use the assisted unit for residence by the family. The unit must be thésfamily
only residence.
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The composition of the assisted family residing in the unit must be approved by KHA. The family
must promptly notify the PHA in writing of theirth, adoption, or courawarded custody of a
child. The family must request PHA approval to add any other family member as an occupant of
the unit.

KHA Policy
The request to add a family member must be submitted in writing and approved prior to

the person moving into the unit. KHA will determine eligibility of the new member in
accordance with the policies in Chapter 3.

The family must promptly notify the PH#x writing if any family member no longer lives in the unit.

If the PHA has given approval, a foster child or a-livaide may reside in the unit. The PHA has

the discretion to adopt reasonable policies concerning residency by a foster child -on aildes

and to define when the PHA consent may be given or denied. For policies related to the request
and approval/disapproval of foster children, foster adults, andhiailes, see Chapter 3 (Sections

I.K and 1.M), and Chapter 11 (Section II.B).

Thefamily must not sublease the unit, assign the lease, or transfer the unit.

KHA Policy
Subleasing includes receiving payment to cover rent and utility costs by a person living in

the unit who is not listed as a family member.

The family must supply anyformation requested by the PHA to verify that the family is living
in the unit or information related to family absence from the unit.
The family must promptly notify the PHA when the family is absent from the unit.

KHA Policy
Notice is required uret this provision only when all family members will be absent from

the unit for an extended period. An extended period is defined as any period greater than
30 calendar days. Written notice must be provided to KHA at the start of the extended
absence.

The family must pay utility bills and provide and maintain any appliances that the owner is not
required to provide under the lease [Form HB2Z546, Voucher].

The family must not own or have any interest in the unit, (other than in a cooperative ansl owner
of a manufactured home leasing a manufactured home space).

Family members must not commit fraud, bribery, or any other corrupt or criminal act in connection
with the program. (See Chapter 14, Program Integrity for additional information).

Family membes must not engage in druglated criminal activity (including medicabr
recreationamarijuana use) or violent criminal activity or other criminal activity that threatens the
health, safety or right to peaceful enjoyment of other residents and persons residing in the
immediate vicinity of the premises. See Chapter 12 for HUD and the PHA policies related to drug
related and violent criminal activity.

Members of the householdust not engage in abuse of alcohol in a way that threatens the health,
safety or right to peaceful enjoyment of the other residents and persons residing in the immediate
vicinity of the premises. See Chapter 12 for a discussion of HUD and the PHA pdlates! to
alcohol abuse.

An assisted family or member of the family must not receive HCV program assistance while
receiving another housing subsidy, for the same unit or a different unit under any other federal,
state or local housing assistance program.

A family must not receive HCV program assistance while residing in a unit owned by a parent,
child, grandparent, grandchild, sister or brother of any member of the family, unless the PHA has
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determined (and has notified the owner and the family of seterdination) that approving rental
of the unit, notwithstanding such relationship, would provide reasonable accommodation for a
family member who is a person with disabilities. [Form HBZ646, Voucher]

PART II: SUBSIDY STANDARDS AND VOUCHER ISSUANCE

5-1l.LA. OVERVIEW

The PHA must establish subsidy standards that determine the number of bedrooms needed for families ©
different sizes and compositions. This part presents the policies that will be used to determine the family
unit size (also known asdhvoucher size) a particular family should receive, and the policies that govern
making exceptions to those standards. The PHA also must establish policies related to the issuance of th
voucher, to the voucher term, and to any extensions of that term.

5-11.B. DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

For each family, the PHA determines the appropriate number of bedrooms under PHA subsidy standards
and enters the family unit size on the voucher that is issued to the family. The fam#izerdbes not

dictate the size of unit the family must actually lease, nor does it determine who within a household will
share a bedroom/sleeping room.

The following requirements apply when the PHA determines family unit size:

1 The subsidy standards niysovide for the smallest number of bedrooms needed to house a family
without overcrowding.

1 The subsidy standards must be consistent with space requirements under the housing quality standard

1 The subsidy standards must be applied consistently for all families of like size and composition.

1 A child who is temporarily away from the home because of placement in foster care is considered a
member of the family in determining the family unit size.

1 A family that consists of a pregnant woman (with no other persons) must be treated geeestwo
family.

1 Any live-in aide (approved by KHA to reside in the unit to care for a family member who is disabled
or is at least 50 years of age) must be coumteldtermining the family unit sizeODne bedroom will
be allocated to the livan aide. No additional bedrooms will be provided for the attendafamily.

1 Unless a livan aide resides with a family, the family unit size for any family consistingsingle
person must be eitherzarc or onebedroom unit, as determined under KHA subsidy standards.

KHA Policy
The KHA will assign one bedroom for each two persons within the household, except in the

following circumstances:

o A single pregnant womamjith no other family members will be treated as a-pweoson
family:

0 Live-in aides will be allocated a separate bedroom,;

o No additional bedrooms will be provided fortheliven ai deds f amil y.

Single person families will be allocatesdae(1) bedroom.

KHA will reference the following chart in determining the appropriate voucher size for a family:
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Voucher Size Persons in the Household
(Minimum -Maximum)

1 Bedroom 1-4

2 Bedroom 3-6

3 Bedroom 5-8

4 Bedroom 7-10

5 Bedroom 9-12

5-11.C. EXCEPTIONS TO SUBSIDY STANDARDS

In determining family unit size for a particular family, the PHA may grant an exception to its established

subsidy standards if it determines that the exception is justified by the age, sex, health, handicap, or

relationship of family members or other pmmal circumstances [24 CFR 982.402(b)(8)]. Reasons may

include, but are not limited to:

1 A need for an additional bedroom fdurablemedical equipmentia a reasonable accommodation
request.

T A need for a separate bedroom for reasons r el
conditionvia a reasonable accommodation request.

For a single person who is not elderly, disabled, or a remaining family member, an exception cannot
overide the regulatory limit of a zero or one bedroom [24 CFR 982.402(b)(8)].

KHA Policy
KHA will not consider any exceptions to its occupancy standards other than for reasonable

accommodation for a person with disabilities.

5-11.D. VOUCHER ISSUANCE [24 CFR 982.302]

When a family is selected from the waiting list (or as a special admission as described in Chapter 4), or
when a participant family wants to move to another unit, the PHA issues a Housing Choice Voucher, form
HUD-52646. This chapter deals lpnwith voucher issuance for applicants. For voucher issuance
associated with moves of program participants, please refer to Chapter 10.

The voucher is the famifg authorization to search for housing. It specifies the unit size for which the
family qualfies, and includes both the date of voucher issuance and date of expiration. It contains a brief
description of how the program works and explains the family obligations under the program. The voucher
is evidence that the PHA has determined the famibgeteligible for the program, and that KHA expects

to have money available to subsidize the family if the family finds an approvable unit. However, KHA
does not have any liability to any party by the issuance of the voucher, and the voucher does rot give th
family any right to participate in the PH#&housing choice voucher program [Voucher, form H&AB46]

A voucher can be issued to an applicant family only after the PHA has determined that the family is
eligible for the program based on information reed within the 60 days prior to issuance [24 CFR
982.201(e)] and after the family has attended an oral briefing [HT)V 8

KHA Policy
Vouchers will be issued to eligible applicants immediately following the mandatory briefing.

The PHA should have sufficient funds to house an applicant before issuing a voucher. If funds are

insufficient to house the family at the top of the waiting list, the PHA must wait until it has adequate funds
before it calls another family from the list@V GB p. 810].
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KHA Policy
Prior to issuing any vouchers, KHA will determine whether it has sufficient funding in accordance

with the policies in Part VIII of Chapter 16.

If thePHA determines that there is insufficient funding after a voucher has been issued, KHA may rescind
the voucher and place the affected family back on the waiting list.

5-1l.E. VOUCHER TERM, EXTENSIONS

Voucher Term [24 CFR 982.303]
The initial term of avoucher must be at least 60 calendar days. The initial term must be stated on the
voucher [24 CFR 982.303(a)].

KHA Policy
The initial voucher term will be 60 calendar days.

The family must submit a Request for Tenancy Approval and proposed lease thél60day
period unless KHA grants an extension.

Extensions of Voucher Term [24 CFR 982.303(b)]

The PHA has the authority to grant extensions of search time, to specify the length of an extension, anc
to determine the circumstances under which ei@esswill be granted. There is no limit on the number

of extensions that a PHA can approve. Discretionary policies related to extension and expiration of searct
time must be described in the P&fadministrative plan [24 CFR 982.54].

The PHA must approve additional search time if needed as a reasonable accommodation to make the
program accessible to and usable by a person with disabilities. The extension period must be reasonable
for the purpose.

The family must be notified in writopof the PHAs decision to approve or deny an extension. A BHA
decision to deny a request for an extension of the voucher term is not subject to informal review [24 CFR
982.554(c)(4)].

KHA Policy
KHA will approve one thirty (3Gpay extension upowritten request from the applicant as long

as the following are met:
1 The request is received, in writing, before the expiration date on the voucher;
1 The request is accompanied by a search log.

KHA will approve additional thirty (3G3ay extensiosonly in the following circumstances:

1 Itis necessary as a reasonable accommodation for a person with disabilities.

1 Itis necessary due to reasons beyond the féniigntrol, as determined BHA6 s Ex ec ut |
Director or HCV Supervisor/Compliance Director

Following is a list of extenuating circumstances that KHA may consider in making its decision.
The presence of these circumstances does not guarantee that an extension will be granted:
Serious iliness or death in the family;

Other family emergency;

Obstcles due to employment;

Whether family size or other special requirements make finding a unit difficult

Lack of affordable units due to low vacancy rate in our area.

= =4 =4 -4 -9

Any request for an additional extension must include the reason(s) an additiomasicexie
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necessary. KHA will require the family to provide documentation to support the request.

All requests for extensions to the voucher term must be made in writing and submitted to KHA
prior to the expiration date of the voucher (or extended tettmeofoucher).

KHA will decide whether to approve or deny an extension request wikldlve (12) business
days of the date the request is received, and will immediately provide the family waties of
its decision.

Suspensions of Voucher Term [2€FR 982.303(c)]

The PHA must provide for suspension of the initial or any extended term of the voucher from the date the
family submits a request for PHA approval of the tenancy until the date the PHA notifies the family in
writing whether the requebts been approved or denied.

Expiration of Voucher Term

Once a familgs housing choice voucher term (including any extensions) expires, the family is no longer
eligible to search for housing under the program. If the family still wishes to receivarssjshe PHA

may require that the family reapply, or may place the family on the waiting list with a new application
date but without requiring reapplication. Such a family does not become ineligible for the program on the
grounds that it was unable tackie a unit before the voucher expired [HCV GB-.38

KHA Policy
If an applicant familgs voucher term or extension expires beforeRHA family has submitted a

Request for Tenancy Approval (RFTA), KHA wilbtrequire the family to reapply for assistance.

If an RFTA that was submitted prior to the expiration date of the voucher is subsequently
disapproved by KHAafter the voucher term has expirett)e family will continue to shop until

an RFTA is submitted oroucher expires and family neglects to submit a request for extension.

Within twelve (12) businesdays after the expiration of the voucher term or any extension, KHA

will notify the family in writing that the voucher term has expired and that the fanuisg reapply
in order to be placed on the waiting list.
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CHAPTER 6
INCOME AND SUBSIDY DETERMINATIONS
[24 CFR Part 5, Subparts E and F; 24 CFR 982]

INTRODUCTION

A family® income determines eligibility for assistance and is also used to calculaetlyésfpayment

and the PH#&s subsidy. The PHA will use the policies and methods described in this chapter to ensure
that only eligible families receive assistance and that no family pays more or less than its obligation under
the regulations. This chapter describes HUD regulatiodsttae PHA policies related to these topics in
three parts as follows:

Part I: Annual IncomeHUD regulations specify the sources of income to include and exclude to

arrive at a familgs annual income. These requirements and KHA policies for calcukatimggl
income are found in Part I.

Part 1l: Adjusted IncomeOnce annual income has been established, HUD regulations require
KHA to subtract from annual income any of five mandatory deductions for which a family
gualifies. These requirements and KHAip@s for calculating adjusted income are found in Part
Il.

Part Ill: Calculating Family Share and KHA Subsidis part describes the statutory formula for
calculating total tenant payment (TTP), the use of utility allowances, and the methodology for
determining KHA subsidy and required family payment.

PART I: ANNUAL INCOME

6-1.A. OVERVIEW

The general regatory definition of annual income shown below is from 24 CFR 5.609.

(a) Annual income means all amounts, monetary or not, which:
(1) Go to, or on behalf of, the family head or spouse (even if temporarily absent) or to any other fa

(2) Are anticipated to be received from a source outside the family during-tmertd period following

(3) Which are not specifically excluded in paragraph [5.609(c)].
(4) Annual income also means amounts derived (during thadrh period) from assets to which any

5.609 Annual income.

member; or

admission or annual {xamination effective date; and

member of the family has access

In addition to this general definition, HUD regulations establish policies for treating specific types of
income and assets. The full texts of those portions of the regulations are provided in exhibits at the end o
this chapter as follows:

E I

Annual Incomédnclusions (Exhibit 61)

Annual Income Exclusions (Exhibit®)

Treatment of Family Assets (Exhibit3)

Earned Income Disallowance for Persons with Disabilities (ExhiBjt 6
The Effect of Welfare Benefit Reduction (Exhibitd
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Sections 6.B and6-1.C discuss general requirements and methods for calculating annual income. The
rest of this section describes how each source of income is treated for the purposes of determining annuz
income. HUD regulations present income inclusions and exclusipasasely [24 CFR 5.609(b) and 24

CFR 5.609(c)]. In this plan however, the discussions of income inclusions and exclusions are integrated
by topic (e.g., all policies affecting earned income are discussed together in sdddpn\@rification
requiremerd for annual income are discussed in Chapter 7.

6-1.B. HOUSEHOLD COMPOSITION AND INCOME

Income received by all family members must be counted unless specifically excluded by the regulations.
It is the responsibility of the head of household to reploainges in family composition. The rules on
which sources of income are counted vary somewhat by family member. The chart below summarizes
how family composition affects income determinations.

Summary of Income Included and Excluded by Person

Live-in aides Income from all sources is excluded [24 CFR 5.609(c)(5)].
Foster child or foster adult | Income from all sources is excluded [24 CFR 5.609(c)(2)].
Head, spouse, or dwead All sources of income not specifically excludedthg regulations

Other adult family members | are included.
Children under 18 years of | Employment income is excluded [24 CFR 5.609(c)(1)].
age

All other sources of income, except those specifically excluded
the regulations, are included.

Full-time students 18 years g Employment income above $480/year is excluded [24 CFR
age orolder (not head, spous( 5.609(c)(11)].

or cohead)

All other sources of income, except those specifically excluded
the regulations, are included.

Temporarily Absent Family Members
The income ofamily members approved to live in the unit will be counted, even if the family member is
temporarily absent from the unit [HCV GB, p18].

KHA Policy
An individual who is or is expected to be absent from the assisted unit for 180 consecutive days

or less is considered temporarily absent and continues to be considered a family mamber.
individual who is or is expected to be absent from the assistetbumbre than 180 consecutive

days is considered permanently absent and no longer a family member. Exceptions to this genera
policy are discussed below.

Absent Students

KHA Policy
A full-time student who attends schaway from home, the person igbntinue to be considered

a family member unless information becomes available to KHA indicating that the student has
established a separate household or the family declares that the student has established a separ:
household.

Absences Due to Placenm¢ in Foster Care

Children temporarily absent from the home as a result of placement in foster care are considered member
of the family [24 CFR 5.403].
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KHA Policy
If a child has been placed in foster care, KHA will verify with the appropriate agenether and

when the child is expected to be returned to the home. Unless the agency confirms that the child
been permanently removed from the home, the child will be counted as a family member.

Absent Head, Spouse, or Ghead

KHA Policy
An employed head, spouse, orleead absent from the unit more than 180 consecutive days due tt

employment will continue to be considered a family member.

Family Members Permanently Confined for Medical Reasons
If a family member is confined to a nurgihome or hospital on a permanent basis, that person is no longe
considered a family member and the income of that person is not counted [HCV GRB]p. 5

KHA Policy
KHA will request verification from a responsible medical professional and will issdebtermination.

If the responsible medical professional cannot provide a determination, the person will be conside
temporarily absent. The family may present evidence that the family member is confined on
permanent basis and request that the persbhe considered a family member.

When an individual who has been counted as a family member is determined permanently absent,
family is eligible for the medical expense deduction only if the remaining head, spousehaadco
qualify as an elderlperson or a person with disabilities.

Joint Custody of Dependents

KHA Policy
Dependents that are subject to a joint custody arrangement will be considered a member of the fan

if they live with the applicant or participant family 50 percent or nodrde time.

When more than one applicant or participant family is claiming the same dependents as fam
members, the family with primary custody at the time of the initial examinati@examinatiorwill

be able to claim the dependents. If ther dsspute about which family should claim them, KHA will
make the determination based on available documents such as court orders, or an IRS return sho
which family has claimed the child for income tax purposes.

Caretakers for a Child

KHA Policy
The approval of a caretaker i s at the owner

screening criterialf neither a parent nor a designated guardian remains in a household receiving HC

assistance, KHA will take the following actions.

(1) If a responsible agency has determined that another adult is to be brought into the assisted un
care for a child for an indefinite period, the designated caretaker will not be considered a fam
member until a determination of custody or legal guarship is made.

(2) It a caretaker has assumed responsibility for a child without the involvement of a responsib
agency or formal assignment of custody or legal guardianship, the caretaker will be treated a
visitor for 90 days. After the 90 days has sk, the caretaker will be considered a family member
unl ess information is provided that woul d
cases, KHA will extend the caretakerodés sta

(3) At any time that custody or guaatiship legally has been awarded to a caretaker, the housing
choice voucher will be transferred to the caretaker.

(4) During any period that a caretaker is considered a visitor, the income of the caretaker is not cour
in annual income and the caretakersloet qualify the family for any deductions from income.
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6-1.C. ANTICIPATING ANNUAL INCOME

The PHA is required to count all inconfianticipated to be received from a source outside the family
during the 12month period following admission or annuatexamination effective dabe [24 CFR
5.609(a)(2)]. Policies related to anticipating annual income are provided below.

Basis of Annual Income Projection

ThePHA will use current circumstances to determine anticipated income for the commgrit@ perial.

HUD authorizes KHA to use other than current circumstances to anticipate income when:

1 Animminent change in circumstances is expected [HCV GB,17]5

1 Itis notfeasible to anticipate a level of income over-antizith period (e.g., seasonal or cyaticome)
[24 CFR 5.609(d)]

1 The KHA believes that past income is the best available indicator of expected future income [24 CFR
5.609(d)]

PHAs are required to use HUDG6s Enterprise Inco
party sourced verify employment and income information, and to reduce administrative subsidy payment
errors in accordance with HUD administrative guidance [24 CFR 5.233(a)(2)].

HUD allows PHAS to use pagtubs to project income once EIV data has been received lincases
where the family does not dispute the EIV employer data and where the PHA does not determine it is
necessary to obtain additional thipdrty data.

KHA Policy

Whenever possible, the KHA will use HGDEIV system. When EIV is obtained and the family
does not dispute the EIV employer ddf&A will use sixty (60)d a y s 6 ofwuwrent tbnant
provided documents to project annual income. When the tenant provided documentsaregay
the KHA will require the familyto provide their last sixty (60) days consecutive pay stubs. The

documents must bedated within the last 60 day&.minimum of two pay stubs will be required.

If the client is unable to provide current, acceptable pay stubs, dated wehast sixty (60) days,
the KHA will go the next, lower level verification technique and will document the file as to why
the pay stubs were unavailable.

KHA will obtain written and/or oral thirgharty verification in accordance with the verification
requirements and policy in Chapter 7 in the following cases:

1 If EIV or other UIV data is not available,

1 If the family disputes the accuracy of the EIV employer data, and/or

1 If the PHA determines additional information is needed.

In such cases, KHA Wireview and analyze current data to anticipate annual income. In all cases,
the family file will be documented with a clear record of the reason for the decision, and a clear
audit trail will be left as to how the KHA annualized projected income.

WhenKHA cannot readily anticipate income based upon current circumstances (e.g., in the case
of seasonal employment, unstable working hours, or suspected fraud), KHA will review and
analyze historical data for patterns of employment, paid benefits, and i&foeiper income and

use the results of this analysis to establish annual income.

Any time current circumstances are not used to project annual income, a clear rationale for the
decision will be documented in the file. In all such cases the family nesempirinformation and
documentation to the KHA to show why the historic pattern does not represent thexamily
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anticipated income.

Known Changes in Income
If the PHA verifies an upcoming increase or decrease in income, annual income will be calzylated
applying each income amount to the appropriate part of timeat2h period.

Example: An employer reports that a ftithe employee who has been receivi
$8/hour will begin to receive $8.25/hour in the eighth week after the effective
of the reexamination. In such a case the PHA would calculate annual incoj
follows: ($8/hour x 40 hours x 7 weeks) + ($8.25 x 40 hours x 45 weeks).

The family may present information that demonstrates that implementing a change before its effective
datewould create a hardship for the family. In such cases the PHA will calculate annual income using
current circumstances and then require an integiexaminationwhen the change actually occurs. This
requirement will be imposed even if the P&Aoolicy onre-examinationsloes not require interim +e
examinations for other types of changes.

When tenanprovided documents are used to anticipate annual income, they will be dated within the last
60 days of the rexamination interview date.

Projecting Income
In HUDG EIV webcast of January 2008, HUD made clear thatd@tdfe not to use EIV quarterly wages
to project annual income.

6-1.D. EARNED INCOME

Types of Earned Income Included in Annual Income

Wages and Related Compensation

The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, fees
tips and bonuses, and other compensation for personal services is included in annual income [24 CFF
5.609(b)(2)].

KHA Policy

All wages will be calculated by converting periodic wages to annual income using the following
method:

Multiply hourly overtime wage by the number of hours worked per pay period.

Multiply weekly wages by 52.

Multiply bi-weekly wages (paid every other &g by 26.

Multiply semimonthly wages (paid twice each month) by 24.

Multiply monthly wages by 12.

= =4 =4 -8 -9

For persons who regularly receive bonuses or commissions, KHA will verify and then average
amounts received for the two years preceding admissionexarsination. If only a ongear
history is available, KHA will use the prior year amounts. In either case, the family may provide,
and KHA will consider, a credible justification for not using this history to anticipate future
bonuses or commissions. Ifn@w employee has not yet received any bonuses or commissions,
KHA will count only the amount estimated by the employer.

Some Types of Military Pay

All regular pay, special pay and allowances of a member of the Armed Forces are counted [24 CFR
5.609(b)B)] except for the special pay to a family member serving in the Armed Forces who is exposed
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to hostile fire [24 CFR 5.609(c)(7)].

Types of Earned IncomeNot Counted in Annual Income

Temporary, Nonrecurring, or Sporadic Income [24 CFR 5.609(c)(9)]

This type of income (including gifts) is not included in annual incoporadic income includes
temporary payments from the U.S. Census Bureau for employment lasting no longer than 180 days [Notice
PIH 200919].

KHA Policy
Sporadic income is income that is not received periodically and cannot be reliably predicted. For

example, the income of an individual who works occasionally as a handyman would be considered
sporadic if future work could not be anticipated and no histetable pattern of income existed.
KHA will not count sporadic income in annual income.

Childrenés Earnings

Employment income earned by children (including foster children) under the age of 18 years is not
included in annual income [24 CFR 5.609(c)(1)]. (See Eligibility chapter for a definition of foster
children.)

Certain Earned Income of FulTime Students

Earnings in excess of $480 for each-tithe student 18 years old or older (except for the head, spouse, or cc
head) are not counted [24 CFR 5.609(c)(11)]. To be considarkeime"”. A student must be considered
fifull -timed by an educational institutiowith a degree or certificate program [HCV GB, {£9%.

Income of a Livein Aide
Income earned by a livi@ aide, as defined in [24 CFR 5.403], is not included in annual income [24 CFR
5.609(c)(5)]. (See Eligibility chapter for a full discussion wélin aides.)

Income Earned under Certain Federal Programs

Income from some federal programs is specifically excluded from consideration as income [24 CFR

5.609(c)(17)], including:
1 Payments to volunteers under the Domestic Volunteer Services Act®f{4®3T.S.C. 5044(g),

5058)

Awards under the federal wesdtudy program (20 U.S.C. 1087 uu)

Payments received from programs funded under Title V of the Older Americans Act of 1985 (42

U.S.C. 3054f]),

1 Allowances, earnings, and payments to AmeriCopasticipants under the National and
Community Service Act of 1990 (42 U.S.C. 1287,

1 Allowances, earnings, and payments to participants in programs funded under the Workforce
Investmet Act of 1998 (29 U.S.C. 2931).

il
1

Resident Service Stipend

Amounts reeived under a resident service stipend are not included in annual income. A resident service
stipend is a modest amount (not to exceed $200 per individual per month) received by a resident for
performing a service for KHA or owner, on a ptame basis, at enhances the quality of life in the
development. Such services may include, but are not limited to, fire patrol, hall monitoring, lawn
maintenance, resident initiatives coordination, and serving as a member @ igbMerning board. No
resident may resive more than one such stipend during the same period of time [24 CRREHOIV)].

State and Local Employment Training Programs
Incremental earnings and benefits to any family member resulting from participation in qualifying state
or local employnent training programs (including training programs not affiliated with a local
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government) and training of a family member as resident management staff are excluded from annual
income. Amounts excluded by this provision must be received under employaningt programs with

clearly defined goals and objectives and are excluded only for the period during which the family member
participates in the training program [24 CFR 5.609(c)(8)(V)].

KHA Policy
KHA definestrainingprogramas a Al earni ng processo with go

a variety of components, and taking place in a series of sessions over a period to time. It is designec
to lead to a higher level of proficiency, and it enhances the indivglwdility to obtain
employment. It may have performance standards to measure proficiency. Training may include,
but is not limited to: (1) classroom training in a specific occupational skill, (ejob training

with wages subsidized by the program, or (3) bediecation [expired Notice PIH 9&, p. 3].

KHA definesincremental earnings and benefés the difference between: (1) the total amount of
welfare assistance and earnings of a family member prior to enrollment in a training program, and
(2) the totalamount of welfare assistance and earnings of the family member after enrollment in
the program [expired Notice PIH 28 pp. 3 4].

In calculating the incremental difference, KHA will use as thegm®liment income the total
annualized amount of the fagn membeGs welfare assistance and earnings reported on the
family& most recently completed HURDO058.

End of participation in a training program must be reported in accordance witlgsKikt&rim
reporting requirements.

HUD-Funded Training Programs

Amounts received under training programs funded in whole or in part by HUD [24 CFR 5.609(c)(8)(i)]
are excluded from annual income. Eligible sources of funding for the training include operating subsidy,
Section 8 administrative fees, and modernizationm@anity Development Block Grant (CDBG),
HOME program, and other grant funds received from HUD.

KHA Policy
To qualify as a training program, the program must meet the definitidraioing program

provided above for state and local employment trainnograms.

Earned Income Tax Credit

Earned income tax credit (EITC) refund payments received on or after January 1, 1991 (26 U.S.C. 32())),
are excluded from annual income [24 CFR 5.609(c)(17)]. Although many families receive the EITC
annually when theyile taxes, an EITC can also be received throughout the year. The prorated share of
the annual EITC is included in the emplo§epayroll check.

Earned Income Disallowance
The earned income disallowance for persons with disabilities is discussedan $ddf below.

6-1.E. EARNED INCOME DISALLOWANCE FOR PERSONS WITH DISABILITIES [24 CFR 5.617]

The earned income disallowance (EID) encourages people with disabilities to enter the work force by not
including the full value of increases in earned income for a period of time. The full text of 24 CFR 5.617
is included as Exhibit-@ at the end of thishapter. Eligibility criteria and limitations on the disallowance

are summarized below.

Eligibility
This disallowance applies only to individuals in families already participating in the HCV program (not
at initial examination). To qualify, the family must experience an increase in annual income that is the
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result of one of the following events:

1 Employment of a family member who is a person with disabilities and who was previously
unemployed for one or more years prior to employment. Previously unemployed includes a person
who annually has earned not more than the minimum wage applicable to the commuitigglied
by 500 hours. The applicable minimum wage is the federal minimum wage unless there is a higher
state or local minimum wage.

1 Increased earnings by a family member who is a person with disabilities and whose earnings increase
during participabn in an economic seHufficiency or jobtraining program. A sel$ufficiency
program includes a program designed to encourage, assist, train, or facilitate the economic
independence of HWUassisted families or to provide work to such families [24 CFERED)].

1 New employment or increased earnings by a family member who is a person with disabilities and who
has received benefits or services under Temporary Assistance for Needy Families (TANF) or any other
state program funded under Part A of Title Itlee Social Security Act within the past six months.

If the benefits are received in the form of monthly maintenance, there is no minimum amount. If the
benefits or services are received in a form other than monthly maintenance, suchtiase one
paymentswage subsidies, or transportation assistance, the total amount received oventbetlix
period must be at least $500.

Calculation of the Disallowance
Calculation of the earned income disallowance for an eligible member of a qualified family biégias w
comparison of the memidBsrcurrent income with his or hgprior income.

KHA Policy
The KHA definesprior income or prequalifying incomgas the family membés last certified

income prior to qualifying for the EID.

The family members prior, @requalifying, income remains constéas a baselinghroughout the period
that he or she igarticipating in he&ID.

Initial 12 -Month Exclusion

During the initial 12month exclusion period, the full amount (100 percent) of any increase in income
attributable to new employment or increased earnings is excluded. The 12 months are cumulative anc
need not be consecutive.

KHA Policy
The initial EID exclusion period will begin on the first of the month following the date an eligible

member of a qualified family is first employed or first experiences an increase in earnings.

Second 12Month Exclusion and Phaseln

During the second Xghonth exclusia period, the exclusion is reduced to half (50 percent) of any increase

in income attributable to employment or increased earnings. The 12 months are cumulative and need no
be consecutive.

Lifetime Limitation

The EID has a fouyear (48month) lifetimemaximum. The fowyear eligibility period begins at the same
time that the initial exclusion period begins and ends 48 months later. Hieneraigibility for the EID
applies even if the eligible individual begins to receive assistance from anotlsandhagency, if the
individual moves between public housing and Section 8 assistance, or if there are breaks in assistance.

Rev. 5/20/15 100



KHA Policy
During the 48month eligibility period, KHA will schedule and conduct an interirerk@amination

each time there is@ange in the family memb@rannual income that affects or is affected by the
EID (e.g., when the family memhisrincome falls to a level at or below his/her prequalifying
income, when one of the exclusion periods ends, and at the end of the lifetimeumaxigibility
period).

6-.F. BUSINESS INCOME [24 CFR 5.609(B)(2)]

Annual income include@the net income from the operation of a business or profession. Expenditures for
business expansion or amortization of capital indebtedness shall not lzes algetlictions in determining

net income. An allowance for depreciation of assets used in a business or profession may be deductec
based on straigHine depreciation, as provided in Internal Revenue Service regulations. Any withdrawal
of cash or assetsdim the operation of a business or profession will be included in income, except to the
extent the withdrawal is reimbursement of cash or assets invested in the operation by théXaGiRR
5.609(b)(2)].

Business Expenses
Net income igigross incoméess business experdeiCV GB, p. 519].

KHA Policy
KHA will use current applicable Internal Revenue Service (IRS) rules for detiegrallowable

business expenses that may be deducted from gross in¢seeelRS Publication 535], unless a
topic is addressed by HUD regulations or guidance as described below.

Business Expansion
HUD regulations do not permit KHA to deduct from gross income expenses for business expansion.

KHA Policy
Business expansiaa defined as any capital expenditures made to add new business activities, to

expand current facilities, or to operate the business in additional locations. For example, purchase
of a street sweeper by a construction business for the purpose of adédeigckgtaning to the
services offered by the business would be considered a business expansion. Similarly, the purchas
of a property by a hair care business to open at a second location would be considered a busines
expansion.

Capital Indebtedness
HUD regulations do not permit KHA to deduct from gross income the amortization of capital
indebtedness.

KHA Policy
Capital indebtedness defined as the principal portion of the payment on a capital asset such as

land, buildings, and machinery. KHA willlew interest paidas a business expense, but not
principal, paid on capital indebtedness.

Negative Business Income
If the net income from a business is negative, no business income will be included in annual income; a
negative amount will not be useddfiset other family income.

Withdrawal of Cash or Assets from a Business

HUD regulations require a PHA to include in annual income the withdrawal of cash or assets from the
operation of a business or profession unless the withdrawal reimburses a family member for cash or asset
invested in the business by the family.
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KHA Policy
Acceptable investments in a business include cash loans and contributions of assets or equipment

For example, if a member of an assisted family provided aftomp loan of $2,000 to help a
business get started, KHA will not count as income any wathdls from the business up to the
amount of this loan until the loan has been repaid. Investments do not include the value of labor
contributed to the business without compensation.

Co-owned Businesses

KHA Policy
If a business is cowned withsomeone outside the family, the family must document the share of

the business it owns. If the famibyshare of the income is lower than its share of ownership, the
family must document the reasons for the difference.

6-1.G. ASSETS [24 CFR 5.609(b)(3)rad 24 CFR 5.603(b)]

Overview
There is no asset limitation for participation in the HCV program. However, HUD requires that KHA
include in annual income tleen t i c inferast, divddenids, and other net income of any kind from real
or personal proper[24 CFR 5.609(b)(3)]. This section discusses how the income from various types of
assets is determined. For most types of assets, KHA must determine the value of the asset in order t
compute income from the asset. Therefore, for each asset typecthina siscusses:

1 How the value of the asset will be determined

1 How income from the asset will be calculated

Exhibit 6-1 provides the regulatory requirements for calculating income from assets [24 CFR 5.609(b)(3)],
and Exhibit 63 provides the regulatprdefinition of net family assets. This section begins with a
discussion of general policies related to assets and then provides HUD rules and KHA policies related to
each type of asset.

General Policies

Income from Assets

The PHA generally will use arrent circumstances to determine both the value of an asset and the
anticipated income from the asset. As is true for all sources of income, HUD autliosiZ&R to use

other than current circumstances to anticipate income when (1) an imminent chaimgenistances is
expected (2) it is not feasible to anticipate a level of income over 12 monthsloe @B)A believes that

past income is the best indicator of anticipated income. For example, if a family member owns real
property that typically receigerental income but the property is currently vacte,FHA can take into
consideration past rental income along with the prospects of obtaining a new tenant.

KHA Policy
Anytime current circumstances are not used to determine asset income, ratceate for the

decision will be documented in the file. In such cases, the family may present information and
documentation to KHA to show why the asset income determination does not represent the
family& anticipated asset income.

The KHA will verify and anticipate income for all accounts held in the name of the family and
their payee.

In circumstances where an account is held in the names of a payee, the family, and other

individuals residing outside the household who receivaeEs from the payee, no asset income
will be assessed to the resident family.
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Valuing Assets

The calculation of asset income sometimes requires KHA to make a distinction betweendamasket

value and its cash value.

1 The market value of an assstits worth (e.g., the amount a buyer would pay for real estate or the
balance in an investment account).

9 The cash value of an asset is its market value less all reasonable amounts that would be incurred whe
converting the asset to cash.

KHA Policy
Reasonable costs that would be incurred when disposing of an asset include, but are not limited to,

penalties for premature withdrawal, broker and legal fees, and settlement costs incurred in real
estate transactions [HCV GB, p28].

Lump-Sum Receipts

Payments that are received in a single lump sum, such as inheritances, capital gains, lottery winnings
insurance settlements, and proceeds from the sale of property, are generally considered assets, not incorn
However, such lumysum receipts are counted assets only if they are retained by a family in a form
recognizable as an asset (e.g., deposited in a savings or checking account) [RHIIP FAQs]. (For a
discussion of lumysum payments that represent the delayed start of a periodic payment, most of which
are counted as income, see sectichsiGand 61.1.)

Imputing Income from Assets [24 CFR 5.609(b)(3)Notice PIH 201229

When net family assets are $5,000 or lglss, HA will include in annual income the actual income
anticipated to be derived firothe assets. When the family has net family assets in excess of $6¢000,
PHA will include in annual income the greater of (1) the actual income derived from the assets or (2) the
imputed income. Imputed income from assets is calculated by multiphegrtgtal cash value of all family
assets by the current HUEstablished passbook savings rate.

1 ]Notﬁml]; The HUD field office no longer provides an interest rate for imputed asset income. The
Asafe harboro is now for twithn 0.FH&cent of a pafona b | i
average.

1 The PHA must review its passbook rate annually to ensure that it remains within 0.75 percent of
the national average.

KHA Policy
The PHA will initially set the imputed asset passbook rate at the nationastatdished by the

Federal Deposit Insurance Corporation (FDIC).

The PHA will review the passbook rate annually, in November of each Yearrate will not be
adjusted nless the current rate is no longer within 0.75 percent of the national ratds tioit

longer within 0.75 percent of the national rate, the passbook rate will be set at the current national
rate.

Determining Actual Anticipated Income from Assets

It may or may not be necessary tbe PHAto use the value of an asset to compute theaaanticipated

income from the asset. When the value is required to compute the anticipated income from an asset, th
market value of the asset is used. For example, if the asset is a property for which a family receives renta
income, the anticipatech¢come is determined by annualizing the actual monthly rental amount received
for the property; it is not based on the prop@&rtyarket value. However, if the asset is a savings account,
the anticipated income is determined by multiplying the market \afltiee account by the interest rate

on the account.
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Withdrawal of Cash or Liquidation of Investments

Any withdrawal of cash or assets from an investment will be included in income except to the extent that
the withdrawal reimburses amounts investedhgyfamily. For example, when a family member retires,

the amount received by the family from a retirement plan is not counted as income until the family has
received payments equal to the amount the family member deposited into the retirement fund.

Jointly Owned Assets
The regulation at 24 CFR 5.609(a)(4) specifies that annual income includes amounts derived (during the
12-month period) from assets to which any member of the family has access.

KHA Policy
If an asset is owned by more than one person and any family member has unrestricted access tt

the asset, KHA will count the full value of the asset. A family member has unrestricted access to
an asset when he or she can legally dispose of the asset whtbautnsent of any of the other
owners.

If an asset is owned by more than one person, including a family member, but the family member
does not have unrestricted access to the asset, KHA will prorate the asset according to the
percentage of ownershig.no percentage is specified or provided for by state or local law, KHA

will prorate the asset evenly among all owners.

Assets Disposed Of for Less than Fair Market Value [24 CFR 5.603(b)]

HUD regulations requirthe PHAto count as a current asset &uoginess or family asset that was disposed

of for less than fair market value during the two years prior to the effective date of the examination/re
examination, except as noted below.

Minimum Threshold
TheHCV Guideboolpermitsthe PHAto set a threshd below which assets disposed of for less than fair
market value will not be counted [HCV GB, p23].

KHA Policy
KHA will not include the value of assets disposed of for less than fair market value unless the

cumulative fair market value of all asselisposed of during the past two years exceeds the gross
amount received for the assets by more than $1,000.

When the tweyear period expires, the income assigned to the disposed asset(s) also expires. If the
two-year period ends between annualceetifications, the family may request an interim
recertification to eliminate consideration of the asset(s).

Assets placed by the family in noavocable trusts are considered assets disposed of for less than
fair market value except when the assets planetlusst were received through settlements or
judgments.

Separation or Divorce

The regulation also specifies that assets are not considered disposed of for less than fair market value |
they are disposed of as part of a separation or divorce settlement and the applicant or tenant receive
important consideration not measurable iHadderms.

KHA Policy
All assets disposed of as part of a separation or divorce settlement will be considered assets for

which important consideration not measurable in monetary terms has been received. In order to
qualify for this exemption, a familpnember must be subject to a formal separation or divorce
settlement agreement established through arbitration, mediation, or court order.
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Foreclosure or Bankruptcy
Assets are not considered disposed of for less than fair market value when the disposition is the result o
a foreclosure or bankruptcy sale.

Family Declaration

KHA Policy
The head of household, t®ad,spouse, or other adult member over 18 yeaeggemust sign a

declaration form at initial certification and each annual recertification identifying all assets that
have been disposed of for less than fair market value or declaring that no assets have been dispose
of for less than fair market valuEHA may verify the value of the assets disposed of if other
information available to KHA does not appear to agree with the information reported by the family.

Types of Assets

Checking and Savings Accounts

For regular checking accounts and savings auspgash value has the same meaning as market value. If
a checking account does not bear interest, the anticipated income from the account is zero.

KHA Policy
In determining the value of a checking account, KHA will use the average monthly balatiee for

last six months. If a six month average balance is not available, KHAseillhe average monthly
balance provided. If no average is provided, the current balance will be used.

In determining the value of a savings account, KHA will use the current balance.

In determining the anticipated income from an interest bearing checking or savings account, KHA
will multiply the value of the account by the current rate of interest paid on the account.

Investment Accounts Such as Stocks, Bonds, Saving Certificatesd Money Market Funds

Interest or dividends earned by investment accounts are counted as actual income from assets even wh
the earnings are reinvested. The cash value of such an asset is determined by deducting from the mark
value any broker fees, pdtes for early withdrawal, or other costs of converting the asset to cash.

KHA Policy
In determining the market value of an investment account, KHA will use the value of the account

on the most recent investment report.

How anticipated income from anvestment account will be calculated depends on whether the
rate of return is known. For assets that are held in an investment account with a known rate of
return (e.g., savings certificates), asset income will be calculated based on that known kate (mar
value multiplied by rate of earnings). When the anticipated rate of return is not known (e.g.,
stocks), KHA will calculate asset income based on the earnings for the most recent reporting
period.

Equity in Real Property or Other Capital Investments
Equity (cash value) in a property or other capital asset is the estimated current market value of the asse
less the unpaid balance on all loans secured by the asset and reasonable costs (such as broker fees) t
would be incurred in selling the asset YAGB, p. 525].

KHA Policy
KHA will determine market value by examining recent sales of at least three properties in the

surrounding or similar neighborhood that possess comparable factors that affect markiet value
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determine equity

KHA will first use the payoff amount for the loan (mortgage) as the unpaid balance to calculate
equity. If the payoff amount is not availablHA will use the basic loan balance information to
deduct from the market value in the equity calculation.

Equityin real property and other capital investments is considered in the calculation of asset income except
for the following types of assets:
1 Equity accounts in HUD homeownership programs [24 CFR5.603(b)]
1 The value of a home currently being purchased wasglistance under the HCV program
Homeownership Option for the first 10 years after the purchase date of the home [24 CFR,5.603(b)
Notice PIH 20123]
1 Equity in owneroccupied cooperatives and manufactured homes in which the family lives [HCV
GB, p. 525].
1 Equity in real property when a family mem@&@main occupation is real estate [HCV GB, 25.
This real estate is considered a business asset, and income related to this asset will be calculatec
described in section-BF.
Interests in Indian Tradands [24 CFR 5.603(b)]
Real property and capital assets that are part of an active business or farming operation [HCV GB,
p. 525]

E

The PHA must also deduct from the equity the reasonable costs for converting the asset to cash. Using th
formula for @lculating equity specified above, the net cash value of real property is the market value of
the loan (mortgage) minus the expenses to convert to cash [Notice PI3]2012

KHA Policy
For the purposes of calculating expenses to convert to cash for opaltgrKHA will use ten

percent of the market value of the home.

A family may have real property as an asset in two ways: (1) owning the property itself and (2) holding a
mortgage or deed of trust on the property. In the case of a property owned biyanriamber, the
anticipated asset income generally will be in the form of rent or other payment for the use of the property.
If the property generates no income, actual anticipated income from the asset will be zero.

In the case of a mortgage or deedrokt held by a family member, the outstanding balance (unpaid
principal) is the cash value of the asset. The interest portion only of payments made to the family in
accordance with the terms of the mortgage or deed of trust is counted as anticipatedasset

KHA Policy
In the case of capital investments owned jointly with others not living in a f@nityt, a prorated

share of the properdy cash value will be counted as an asset unless KHA determines that the
family receives no income from the property and is unable to sell or otherwise convert the asset to
cash.

Trusts

A trustis a legal arrangement generally regulated by state laviichvone party (the creator or grantor)
transfers property to a second party (the trustee) who holds the property for the benefit of one or more
third parties (the beneficiaries).

Revocable Trusts

If any member of a family has the right to withdrawfilneds in a trust, the value of the trust is considered
an asset [HCV GB, p.-85]. Any income earned as a result of investment of trust funds is counted as
actual asset income, whether the income is paid to the family or deposited in the trust.
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Non-revo@ble Trusts

In cases where a trust is not revocable by, or under the control of, any member of a family, the value of
the trust fund is not considered an asset. However, any income distributed to the family from such a trust
is counted as a periodic paymieor a lumpsum receipt, as appropriate [24 CBR03(b)]. (Periodic
payments are covered in sectichi8. Lump-sum receipts are discussed earlier in this section.)

Retirement Accounts

Company Retirement/Pension Accounts

In order to correctly includer exclude as an asset any amount held in a company retirement or pension
account by an employed perstime PHAmust know whether the money is accessible before retirement
[HCV GB, p. 526].

While a family member is employed, only the amount the famiynber can withdraw without retiring
or terminating employment is counted as an asset [HCV GB26].5

After a family member retires or terminates employment, any amount distributed to the family member is
counted as a periodic payment or a lusan eceipt, as appropriate [HCV GB, p-26], except to the

extent that it represents funds invested in the account by the family member. (For more on periodic
payments, see sectiof.61.) The balance in the account is counted as an asset only if it reroe@ssiale

to the family member.

IRA, Keogh, and Similar Retirement Savings Accounts
IRA, Keogh, and similar retirement savings accounts are counted as assets even though early withdrawe
would result in a penalty [HCV GB, p-Z5].

Personal Property
Personal property held as an investment, such as gems, jewelry, coin collections, antique cars, etc., i
considered an asset [HCV GB, p25].

KHA Policy
In determining the value of personal property held as an investment, KHA will use thedamily

estimate of the value. KHA also may obtain an appraisal if appropriate to confirm the value of the
asset. The family must cooperate with the appraiser, but cannot be charged any costs related to th
appraisal.

Personal property held as an investmeniggates no income untilisposal If regular income is
generated (e.g., income from renting the personal property), the amount that is expected to be
earned in the coming year is counted as actual income from the asset.

Necessary items of personal pragere not considered assets [24 CFR 5.603(b)].

KHA Policy
Necessary personal property consists of items such as clothing, furniture, household furnishings,

jewelry that is not held as an investment, and vehicles, including those specially equipped for
persons with disabilities.

Life Insurance

The cash value of a life insurance policy available to a family member before death, such as a whole life
or universal life policy, is included in the calculation of the value of the famégsets [HCV GB-325].

The cash value is the surrender value. If such a policy earns dividends or interest that the family could
elect to receive, the anticipated amount of dividends or interest is counted as income from the asse
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whether or not the family actually receives

6-1.H. PERIODIC PAYMENTS

Periodic payments are forms of income received on a regular basis. HUD regulations specify periodic
payments that are and are not included in annual income.

Periodic Paymentsincluded in Annual Income

1 Periodic payments from sources suchsasial security, unemployment and welfare assistance,
annuities, insurance policies, retirement funds, and penskdmsever, periodic payments from
retirement accounts, annuities, and similar forms of investmentoangéed only after they exceed
the amount contributed by the family [24 CFR 5.609(b)(4) and (b)(3)].

1 Disability or death benefits and lottery receipésd periodically, rather than in a single lump sum [24
CFR 5.609(b)(4) and HCV, p-®]

Lump-Sum Payments for the Delayed Start of a Periodic Payment

Most lump sums received as a result of delays in processing periodic payments, such as unemployment ¢
welfare assistance, are counted as income. However, lump sum receipts for the delagedesiadic

social security or supplemental security income (SSI) payments are not counted as income [CFR
5.609(b)(4)]. Additionally, any deferred disability benefits that are received in a dsump or in
prospective monthly amounts from the Departmédn{eterans Affairs are to be excluded from annual
income R4 CFR 5.609(c)(14)

KHA Policy
KHA will adjust the family share and KHA subsidy retroactively for the period the payment was

intended to coverhen a delayedtart payment is received and repdrtiuring the period in which
KHA is processing an annual-examination. The family may pay in full any amount due or
request to enter into a repayment agreement with KHA.

Treatment of Overpayment Deductions from Social Security Benefits

The PHA must rake a special calculation of annual income when the Social Security Administration
(SSA) overpays an individual, resulting in a withholding or deduction from his or her benefit amount until
the overpayment is paid in full. The amount and duration of tighelding will vary depending on the
amount of the overpayment and the percent of the benefit rate withheld. Regardless of the amount withhelc
or the length of the withholding period, the PHA must use the reduced benefit amount after deducting
only the amant of the overpayment withholding from the gross benefit amount [Notice PIH1A112

Periodic PaymentsExcluded from Annual Income

1 Payments received for tleare of foster children or foster adu(tssually persons with disabilities,
unrelated to the assisted family, who are unable to live alone) [24 CFR 5.609(K)(®fip
guardianship assistance payments {&iAP) and other similar guardianship payments are treated the
same as foster care payrteand are likewise excluded from annual income [Notice PIH-2012

KHA Policy
The KHA will exclude payments for the care of foster children and foster adults only if the care is

provided through an official arrangement with a local welfare agency [B8)\p. 518].

1 Amounts paid by a state agency to a family withember who has a developmental disability and
is living at hometo offset the cost of services and equipment needed to keep the developmentally
disabled family member at home [24 CFR 5.609(c)(16)]

1 Amounts received under thew-Income Home Energy Assistance Progi@@U.S.C. 1626(c)) [24
CFR 5.609(c)(17)]

1 Amounts eceived under théhild Care and Development Block Grant Act of 198DU.S.C. 9858q)

Rev. 5/20/15 108



[24 CFR 5.609(c)(17)]

1 Earned Income Tax Credit (EIT@fund payments (26 U.S.C. 32(j)) [24 CFR 5.609(c)(1Nyjte
EITC may be paid periodically if the family elects to receive the amount due as part of payroll
payments from an employer.

1 Lump sums received as a resultlefays in processing Social Security and SSI paynfse¢ssection
6-1.J.) [24 CFR 5.609(b)(4)].

1 Lump-sums or prospective monthly amounts received as defelisability benefits from the
Department of Veterans Affairs (VAFR Notice 11/24/08].

6-1.1. PAYMENTS IN LIEU OF EARNINGS

Payments in lieu of earnings, such as unemployment and disabiiifyensation, worké& compensation,

and severance pay, are counted as income [24 CFR 5.609(b)(5)] if they are received either in the form c
periodic payments or in the form of a lumpm amount or prospective monthly amounts for the delayed
start of a pgodic payment. If they are received in a @mae lump sum (as a settlement, for instance), they
are treated as lumgum receipts [24 CFR 5.609(c)(3)]. (See also the discussion of periodic payments in
section 6l.H and the discussion of lurrgum receiptén section 61.G.)

6-1.J. WELFARE ASSISTANCE

Overview

Welfare assistance is counted in annual income. Welfare assistance includes Temporary Assistance fo
Needy Families (TANF) and any payments to individuals or families based on need that are aeade un
programs funded separately or jointly by federal, state, or local governments [24 CFR 5.603(b)].

Sanctions Resulting in the Reduction of Welfare Benefits [24 CFR 5.615]

The PHA must make a special calculation of annual income when the welfareyaiggmuses certain
sanctions on certain families. The full text of the regulation at 24 CFR 5.615 is provided as E&hibit 6
The requirements are summarized below. This rule applies only if a family was receiving HCV assistance
at the time the sanction wasposed.

Covered Families

The families covered by 24 CFR 5.615 are thod® receive welfare assistance or other public assistance
benefits from a State or other public agen@ye{fare agenday under a program for which Federal, State
or local lawrequires that a member of the family must participate in an economgustiency program

as a condition for such assistad{®4 CFR 5.615(b)]

Imputed Income

When a welfare agency imposes a sanction that reduces ataméifare income becausiee family
commits fraud or fails to comply with the age&gconomic sel$ufficiency program or work activities
requirementthe FHA must include in annual inconiimputed welfare incomeThe FHA must request
that the welfare agency inforthe FHA whenthe benefits of an HCV participant family are reduced. The
imputed income is the amount the family would have received if the family had not been sanctioned.

This requirement does not apply to reductions in welfare benefits: (1) at the expiratiorifetithe or

other time limit on the payment of welfare benefits, (2) if a family member is unable to find employment
even though the family member has complied with the welfare agency econorsiafSeiéncy or work
activities requirements, or (3) besagua family member has not complied with other welfare agency
requirements [24 CFR 5.615(b)(2)].

Offsets
The amount of the imputed income is offset by the amount of additional income the family begins to
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receive after the sanction is imposed. When tlt@nal income equals or exceeds the imputed welfare
income, the imputed income is reduced to zero [24 CFR 5.615(c)(4)].

6-1.K. PERIODIC AND DETERMINABLE ALLOWANCES [24 CFR 5.609( b)(7)]

Annual income includes periodic and determinable allowances, such as alimony and child support
payments, and regular contributions or gifts received from organizations or from persons not residing with
an assisted family.

Alimony and Child Support
The PHA must count alimony or child support amounts awarded as part of a divorce or separation
agreement.

KHA Policy
KHA will count courtawarded amounts for alimony and child support unless KHA verifies that:

(1) the payments are not being made, and (2fahely has made reasonable efforts to collect
amounts due, including filing with courts or agencies responsible for enforcing payments [HCV
GB, pp. 523 and 547].

Families who do not have cowatvarded alimony and child support awards are not reqtored
seek a court award and are not required to take independent legal action to obtain collection.

If regular payments are made through a state or local entity, KHA will request a record of payments
for the past 12 months and request that the entityadischny known information about the
likelihood of future payments.

If the verifying agency cannot provide a projected monthly amount and the household has been
receiving payments for over one year KHA will use the average amount paid over the last 12
morths.

If the verifying agency cannot provide a projected monthly payment amount and the household
has been receiving payments for less than one year KHA will use the average amount paid
calculated using the total amount paid divided by the number of sitimthhousehold has been
receiving payments.

When completing an annued-examination if the family has not received any payments during
the three months prior to the reporting date then child support will not be counted in the annual
income calculatiomnd the household will be responsible for reporting any future payments.

Regular Contributions or Gifts

The PHA must count as income regular monetary and nonmonetary contributions or gifts from persons
not residing with an assisted family [24 CFR 5.609(b)(7)]. Temporary, nonrecurring, or sporadic income
and gifts are not counted [24 CFR 5.609(c)(9)].

KHA Policy
Examples of regular contributions include: (1) regular payment of a fa&ilifs (e.g., utilities,

telephone, rent, credit cards, and car payments), (2) cash or other liquid assets provided to any
family member on a regular basis, andf{@)}kindo cortributions such as groceries and clothing
provided to a family on a regular basis.

Nonmonetary contributions will be valued at the cost of purchasing the items, as determined by
KHA. For contributions that may vary fromonthto-month (e.g., utility paynents),KHA will
include an average amount based upon past history.
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6-1.L. STUDENT FINANCIAL ASSISTANCE [24 CFR 5.609(b)(9) and FR 5/20/14

In 2005, Congress passed a law (for section 8 programs only) requiring that certain student financial
assistanceée included in annual income. Prior to that, the full amount of student financial assistance was
excluded. For some students, the full exclusion still applies.

Student Financial Assistancéncluded in Annual Income [24 CFR 5.609(b)(9) and FR 4/10/06]
The regulation requiring the inclusion of certain student financial assistance applies only to students who
satisfy all of the following conditions:
1 They are enrolled in an institution of higher education, as defined under the Higher Education Act
(HEA) of 1965.
1 They are seeking or receiving Section 8 assistance on thedr thais, apart from their paredts
through the HCV program, the projdzdsed voucher program, or the moderate rehabilitation
program.
1 They are under 24 years of age OR they have peraent children.

For students who satisfy these three conditions, any financial assistance in excess ahuliioy other
required fees and chargesceived: (1) under the 1965 HEA, (2) from a private source, or (3) from an
institution of higher education, as defined under the 1965 HEA, must be included in annual income.

To determine annual income in accordance with the above requiretherdA will use the definitions

of dependent child, institution of higher education, and parents in Sedtidn) 8long with the following

definitions [FR 4/10/06, pp. 181483150]:

1 Assistance under the Higher Education Act of 18%&8udes Pell Grants, Fedal Supplement
Educational Opportunity Grants, Academic Achievement Incentive Scholarships, State Assistance
under the Leveraging Educational Assistance Partnership Program, the Robert G. Byrd Honors
Scholarship Program, and Federal Work Study programs.

1 Assistance from private source®ans assistance from nongovernmental sources, including parents,
guardians, and other persons not residing with the student in an HCV assisted unit.

1 Tuition will have the meaning given this term by the institution of higkg#ucation in which the
student is enrolled.

Student Financial Assistancéxcluded from Annual Income [24 CFR 5.609(c)(6)]

Any student financial assistance not subject to inclusion under 24 CFR 5.609(b)(9) is fully excluded from
annual income under 2aFR 5.609(c)(6), whether it is paid directly to the student or to the educational
institution the student is attending. This includes any financial assistance received by:

1 Students residing with parents who are seeking or receiving Section 8 assistance

1 Students who are enrolled in an educational institution that does not meet the 1965 HEA definition of
institution of higher education

Students who are over ZND have at least one dependent child, as definsddation 3I1.E

Students who are receivingnéincial assistance through a governmental program not authorized under
the 1965 HEA.

)l
T

6-1.M. ADDITIONAL EXCLUSIONS FROM ANNUAL INCOME

Other exclusions contained in 24 CFR 5.60%(a)l updated by FR Notice 5/20/14 that have not been
discussed earlier ithis chapter includéhe following:
1 Reimbursement omedical expensd24 CFR 5.609(c)(4)]
1 Amounts received by participants in other publicly assisted programs which are specifically for or in
reimbursement of otdf-pocket expenses incurred and wharle made solely to allow participation
in a specific program [24 CFR 5.609(c)(8)(iii)];
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Amounts received bg person with a disability that are disregarded for a limited time for purposes of

Supplemental Security Income eligibility and benefits becaugedteeset aside for use unddelan

to Attain SeltSufficiency (PASS])24 CFR 5.609(c)(8)(ii)];

Reparation paymentzaid by a foreign government pursuant to claims filed under the laws of that

government by persons who were persecuted during the Ng24e€&R 5.609(c)(10)]

Adoption assistanggayments in excess of $480 per adopted child [24 CFR 5.609(¢)(12)]

Refunds or rebates on property taxes maidhe dwelling unit [24 CFR 5.609(c)(15)]

Amounts paid by a state agency to a family with a member who degtopmentadlisability and is

living at hometo offset the cost of services and equipment needed to keep the developmentally

disabled family member at home [24 CFR 5.609(c)(16)]

Amounts specifically excluded by any other federal staty® CFR 5.609(c)(17) FR Notice

05/20/14. HUD publishes an updated list of these exclusions periodically. It includes:

(a) The value of the allotment provided to an eligible household under the Food Stamp Act of 1977
(7.S.C. 2017 (b))

(b) Benefits under Section 1780 of the School Lunch Act and Child Nutrition Act of 1966, including
WIC

(c) Payments to Volunteers under the Domestitu¥teer Services Act of 1973 (42 U.S.C. 5044(g), 5058

(d) Payments received under the Alaska Native Claims Settlement Act (43 U.S.C. 1626(c))

(e) Income derived from certain soarginal land of the United States that is held in trust for certain
Indian tribes 25 U.S.C. 459¢)

fH Payments or all owances made under t héncobepar:t
Home Energy Assistance Program (42 U.S.C. 8624(f))

(g) Payments received under programs funded in whole or in part under the Workforce Investment
Act 0of 1998 (29 U.S.C. 2931)

(h) Deferred disability benefitsfrom the Department of Veterans Affairs, whether received as a lump
sum or in montly prospective amounts

() Income derived from the disposition of funds to the Grand River Band of Ottawa Indians (Pub. L.
94-540, 90 Stat. 25084)

() Payments, funds, or distriburions authorized, established, or directed by the Seneca Nation
Settlement Act of 1990 (25 U.S.C. 1774f(b))

(k) A lump sum or periodic payment received by an individual Indian pursuant to the Class Action
Setlement Agreement in the United States District Court case eriikietse Cobell et ab. Ken
Salazar et al.for a period of one year from the time of receipt of that payment oas provided in the
Claims Resolution Act of 2010

() The first $2,000 of per c#p shares received from judgment funds awarded by the Indian Claims
Commission or the U. S. Claims Court, the interests of individual Indians in trust or restricted
lands, including the first $2,000 per year of income received by individual Indians tdiras f
derived from interests held in such trust or restricted lands (25 U.S.G1208y

(m)Benefits under the Indian Veterans Housing Opportunity Act of 2010 (only applies to Native
America housing programs)

(n) Payments received from programs funded undee Mtbf the Older Americans Act of 1985 (42
U.S.C. 3056(f))

(o) Payments received on or after January 1, 1989, from the Agent Orange Settlement Fund or any
other fund established pursuant to the settlemdntie AgenOrangeproduct liability litigation,

M.D.L. No. 381 (E.D.N.Y.)

(p) Payments received under 38 U.S.C. 1833 (c) to children of Vietham veterans born with spinal
bifida, children of women Vietnam veternas born with certain birth defects, and children of certain
Korean service veterans born with spibdida

(q) Payments received under the Maine Indian Claims Settlement Act of 1980 (25 U.S.C. 1721)

() The value of any child care provided or arranged (or any amount received as payment for such
care or reimbursement for costs incurred for such care) undéhile Care and Development
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Block Grant Act of 1990 (42 U.S.C. 9858()

(s) Earned income tax credit (EITC) refund payments received on or after January 1, 1991 (26 U.S.C.
32(j)

(t) Payments by the Indian Claims Commission to the Confederated Tribes and Bands of Yakima
Indian Nation or the Apache Tribe of Mescalero Reservation (Pub-433p

(u) Amounts of scholarships funded under Title IV of the Higher Education Act of 1965j, ingludi
awards under federal woskudy programs or under the Bureau of Indian Affairs student assistance
programs (20 U.S.C. 1087u8u). For Section 8 programs, the exception found in § 237 of Public
Law 109249 applies and requires tha the amount of finanssibnce in excess of tuition and
mandatory fees shall be considered income in accordance with the provisions codified at 24 CFR
5.609(b)(9), except for those persons with disabilities as defined by 42 U.S.C. 1437
a(b)(3)(EYPub. L. 109249) (See Sectiod-I.L. for exceptions.)

(v) Allowances, earnings and payments to AmeriCorps participants under the National and
Community Service Act of 1990 (42 U.S.C. 12637(d))

(w) Any amount of crime victim compensation (under the Victims of Crime Act) received through
crime victim assistance (or payment or reimbursement of the cost of such assistance) as determine
under the Victims of Crime Act because of the commission of a crime against the applicant under
the Victims of Crime Act (42 U.S.C. 10602)

X)Any amountdbsviduah dewmel opment accounto as pr
Act, as amended in 2002

(y) Payments made from the proceeds of Indian tribal trust cases as described in Notice F6{ 2013
AExcl usions from I ncome Paytmeenmesn tusnod e(r2 5Relt.eS

(z) Major disaster and emergency assistance received under the Robert T. Stafford Disaster Relief anc
Emergency Assistance Act comparable disaster assistance provided by states, local governments
and disaster assistance organadi

PART II: ADJUSTED IN COME

6-11LA. INTRODUCTION

Overview

HUD regulations require the PHA to deduct from annual income any of five mandatory deductions for
which a family qualifies. The resulting amount is the fa@ilgdjusted iname. Mandatory deductions are
found in 24 CFR 5.611.

5.611(a) Mandatory deductions. In determining adjusted income, the responsible entity [the PHA] must ded
following amounts from annual income:

1) $480 for each dependent;

2 $400 for any elderly family or disabled family;

3 The sum of the following, to the extent the sum exceeds three percent of annual income:

(0 Unreimbursed medical expenses of any elderly family or disabled family;

(i) Unreimbursed reasonable attendant care and auxiliary apparatus expenses for each member of the
who is a person with disabilities, to the extent necessary to enable any member of the family (including the
who is a person with disabilities) b employed. This deduction may not exceed the earned income received
family members who are 18 years of age or older and who are able to work because of such attendant carg
auxiliary apparatus; and

4) Any reasonable childcare expenses necessanydable a member of the family to be employed or to furf
his or her education.

This part covers policies related to these mandatory deductions. Verification requirements related to these
deductions are found in Chapter 7.
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Anticipating Expenses

KHA Policy
KHA will use currentcircumstances to anticipate expenses. KHA will estimate costs based on

historic data and known future costhen costs fluctuate

If a family has an accumulated debt for medical or disability assistance expenses, KHA will include
as an eligible expensbe portion of the debt that the family expects to pay during the period for
which the income determination is being made. However, amounts previously deducted will not
be allowed even if the amounts were not paid as expected in a preceding period. Kkbguiray

the family to provide documentation of payments made in the preceding year.

6-11.B. DEPENDENT DEDUCTION

A deduction of $48 isdeducted from annual incomarfeach dependerz4 CFR 5.611(a)(1)]. Dependent
is defined as any family member other than the head, spouseheadonho is under the age of 18 or
who is 18 or older and is a person with disabilities or atiimé student. Foster children, foster adults,
and livein aides are never considered dependents [24 CFR 5.603(b)].

6-11.C. ELDERLY OR DISABLED FAMILY DEDUCTION

A single deduction of $400 is taken for any elderly or disabled family [24 CFR 5.611(a)(3ld&ay
familyis a family whose head, spouse;leeador sole member is 62 years of age or older, asidabled
family is a family whose head, spouse;lead, or sole member is a person with disabilities [24 CFR
5.403].

6-11.D. MEDICAL EXPENSES DEDUCTION [24 CFR 5.611(a)(3)()]

Unreimbursed medical expses may be deducted to the extent that, in combination with any disability
assistance expensespensegxceed three percent of annual income.

The medical expense deduction is permitted only for families in which the head, spouskead ¢® at
leag 62 or is a person with disabilities. If a family is eligible for a medical expense deduction, the medical
expenses of all family members are counted [VG, p. 28].

Definition of Medical Expenses

HUD regulations definenedical expenseat 24 CFR 5.603(b) to medimedical expenses, including
medical insurance premiums, that are anticipated during the period for which annual income is computed,
and that are not covered by insurance.

KHA Policy
The most current IRS Publication 50@edical and Dental Expenses, will be used as a guide to
determine the costs that qualify as medical expenses

Nonprescription medicines, even if fAprescribe
expense. (Herbal medicineuuitritional sup@ments, etg.

Insulin is an allowed medical expense even if not prescribed by a doctor.
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Summary of Allowable Medical Expenses from IRS Publication 502

1 Services of medical professionals 1 Substance abuse treatment programs

91 Surgery and medical procedures thatare | Psychiatric treatment
necessary, legal, nasosmetic 1 Ambulance services and some costs of

9 Services of medical facilities transportation related to medical expenses

1 Hospitalization, longerm care, and sthome | Thecost and care of necessary equipment relate
nursing services a medical condition (e.g., eyeglasses/lenses,

1 Prescription medicines and insulin, imatt hearing aids, crutches, and artificial teeth)
nonprescription medicines even if 1 Cost and continuing care of necessary service
recommendedy a doctor animals

1 Improvements to housing directly related to |f Medical insurance premiums or the cost of a heg
medical needs (e.g., ramps for a wheel chaif  maintenancerganization (HMO)
handrails)

Note: This chart provides a summary of eligible medical expenses only. Detailed information is provided in IRS Pub
502. Medical expenses are considered only to the extent they are not reimbursed by insurance or someether sourg

Families That Qualify for Both Medical and Disability Assistance Expenses

KHA Policy
This policy applies only to families in which the head, spouse, dreeal is 62 or older or is a

person with disabilities.

When expenses anticipated by a family could be defined as either medical or disability assistance
expenses, KHA will consider them medical expenses unless it is clear that the expenses are
incurred exclusively to enable a person with disabilities to work.

6-11.E. DISABILITY ASSISTANCE EXPENSES DEDUCTION [24 CFR 5.603(b) and
24 CFR .611(a)(3)(ii)]

Reasonable expenses for attendant care and auxiliary apparatus for a disabled family member may b
deducted if they: (1) are necessary to enable a familybeed8 years or older to work, (2) are not paid

to a family member or reimbursed by an outside source, (3) in combination with any medical expenses,
exceed three percent of annual income, and (4) do not exceed the earned income received by the famil
membe who is enabled to work.

Earned Income Limit on the Disability Assistance Expense Deduction
A family can qualify for the disability assistance expense deduction only if at least one family member
(who may be the person with disabilities) is enableadk [24 CFR 5.603(b)].

The disability expense deduction is capped by the amount of earned income received by family members
who are 18 years of age or older and who are able to work because of the expense [24 CFR 5.611(a)(3)(ii)]
The earned income usdor this purpose is the amount verified before any earned income disallowances
or income exclusions are applied.

KHA Policy
The family must identify the family members enabled to work as a result of the disability assistance

expenses. In evaluatingetHamilyés request, KHA will consider factors such as how the work
schedule of the relevant family members relates to the hours of care provided, the time required
for transportation, the relationship of the family members to the person with disalaliteany

special needs of the person with disabilities that might determine which family members are
enabled to work.

When KHA determines that the disability assistance expenses enable more than one family
member to work, the expenses will be capped bysthm of the family memb@&rincomes.
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Eligible Disability Expenses

Examples of auxiliary apparatus are provided in the HCV Guidebook as foiltdwsliary apparatus are

items such as wheelchairs, ramps, adaptations to vehicles, or special equipgnabtda blind person

to read or type, but only if these items are directly related to permitting the disabled person or other family
member to work[HCV GB, p. 530].

Eligible Auxiliary Apparatus

KHA Policy
Expenses incurred for maintaining or repairing an auxiliary apparaaungligjible expenseln the

case of an apparatus that is specially adapted to accommodate a person with disabilities (e.g.,
vehicle or computer), the cost to maintain the speciapt@tions (but not maintenance of the
apparatus itself) is an eligible expense. The cost of service animals trained to give assistance tc
persons with disabilities, including the cost of acquiring the animal, veterinary care, food,
grooming, and other canuing costs of cates an eligible expense.

Eligible Attendant Care
The family determines the type of attendant care that is appropriate for the person with disabilities.

KHA Policy
Attendant care includes, but is not limited to, reasonable émstsome medical care, nursing

services, ifhome or centebased care services, interpreters for persons with hearing impairments,
and readers for persons with visual disabilities.

Attendant care expenses will be included for the period that the persdsled to work is
employed plus reasonable transportation time. The cost of general housekeeping and persona
services is not an eligible attendant care expense. However, if the person enabled to work is the
person with disabilities, personal servicesassary to enable the person with disabilities to work

are eligible.

If the care attendant also provides other services to the family, KHA will prorate the cost and allow
only that portion of the expenses attributable to attendant care that enableby anfamiber to

work. For example, if the care provider also cares for a child who is not the person with disabilities,
the cost of care must be prorated. Unless otherwise specified by the care provider, the calculation
will be based upon the number of hospent in each activity and/or the number of persons under
care.

Payments to Family Members

No disability assistance expenses may be deducted for payments to a member of an assisted family [2
CFR 5.603(b)]. However, expenses paid to a relative who is not a member of the assisted family may be
deducted if they are not reimbursed by an outsidecsou

Necessary and Reasonable Expenses

The family determines the type of care or auxiliary apparatus to be provided and must describe how the
expenses enable a family member to work. The family must certify that the disability assistance expenses
are necessary and are not paid or reimbursexhipyther source.

KHA Policy
KHA determines the reasonableness of the expenses based on typical costs of care or apparatus |

the locality. To establish typical costs, KHA will collect information from organizations that
provide services and support pgersons with disabilities. A family may present, and KHA will
consider, the famil§g justification for costs that exceed typical costs in the area.
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Families That Qualify for Both Medical and Disability Assistance Expenses

KHA Policy
This policy appkes only to families in which the head or spouse is 62 or older or is a person with

disabilities.

When expenses anticipated by a family could be defined as either medical or disability assistance
expenses, KHA will consider them medical expenses untesssdlear that the expenses are
incurred exclusively to enable a person with disabilities to work.

6-11.F. CHILD CARE EXPENSE DEDUCTION

HUD defineschild care expensest 24 CFR 5.603(b) d®&mounts anticipated to be paid by the family for

the care othildren under 13 years of age during the period for which annual income is computed, but
only where such care is necessary to enable a family member to actively seek employment, be gainfully
employed, or to further his or her education and only to thenesuch amounts are not reimbursed. The
amount deducted shall reflect reasonable charges for childcare. In the case of child care necessary t
permit employment, the amount deducted shall not exceed the amount of employment income that is
included in anoal incomen

Clarifying the Meaning of Child for This Deduction

Child care expenses do not include child support payments made to another on behalf of a minor who is
not living in an assisted family household [VG, p. 26]. However, childcare expeffisetster children

that are living in the assisted fan@yhousehold, are included when determining the famihildcare
expenses [HCV GB, p-39].

Qualifying for the Deduction
Determining Who Is Enabled to Pursue an Eligible Activity

KHA Policy
The family must identify the family member(s) enabled to pursue an eligible activity. The term

eligible activity in this section means any of the activities that may make the family eligible for a
childcare deduction (seeking work, pursuing an educatiobeing gainfully employed).

In evaluating the familgs request, KHA will consider factors such as how the schedule for the
claimed activity relates to the hours of care provided, the time required for transportation, the
relationship of the family nmaber(s) to the child, and any special needs of the child that might
help determine which family member is enabled to pursue an eligible activity.

Seeking Work

KHA Policy
The family must provide evidence ofentaheachf a mi

re-examinationif the childcare expense being claimed is to enable a family member to seek
employment The deduction may be reduced or deni
are not commensurate with the childcare expense bdmged by KHA.

Furthering Education

KHA Policy
A family member must be enrolled in a school academic or modtor participating in a formal

training programf the childcare expense being claimedo further his or her educatiormhe
family member is not required to be a faiine student, but the time spent in educational activities
must be commensurate with the childcare claimed.
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Being Gainfully Employed

KHA Policy
The family must provide evidence of the family menibezmployment during the time that

childcare is beingrovidedif the childcare expense being claimed is to enable a family member to
be gainfully employedGainful employment is any legal work activity (fubr parttime) for
which a family member is conepsated

Earned Income Limit on Child Care Expense Deduction

When a family member looks for work or furthers his or her education, there is no cap on the amount that
may be deducted for childcaralthough the care must still be necessary and reasonddavever, when
childcare enables a family member to work, the deduction is cappéthéyamount of employment
income that is included in annual incam24 CFR 5.603(b)].

The earned income used for this purpose is the amount of earned income &iéefiady earned income
disallowances or income exclusions are applied.

When the person who is enabled to work is a person with disabilities who receives the earned income
disallowance (EID) or a fullime student whose earned income above $480 isaeat)ichildcare costs
related to enabling a family member to work may not exceed the portion of the@pexaamed income

that actually is included in annual income. For example, if a family member who qualifies for the EID
makes $15,000 but because of BB only $5,000 is included in annual income, childcare expenses are
limited to $5,000.

ThePHA must not limit the deduction to the least expensive type of childcare. If the care allows the family
to pursue more than one eligible activity, including kytine cap is calculated in proportion to the amount
of time spent working [HCV GB, p.-80].

KHA Policy
When the childcare expense being claimed is to enable a family member to work, only one family

membe&s income will be considered for a given pdriof time. When more than one family
member works during a given period, KHA generally will limit allowable childcare expenses to
the earned income of the lowgstid member. The familyill be required tgrovide information

that supports a request to igmte another family member as the person enabled to work.

Eligible Child Care Expenses

The type of care to be provided is determined by the assisted family. KHA may not refuse to give a family
the childcare expense deduction because there is an adult family member in the household that may b
available to provide childcare [VG, p. 26].

Allowable Child Care Activities

KHA Policy
For schoolage children, costs attributable to public or private school activities during standard

school hours are not considered. Expenses incurred for supervised activities after school or during
school holidag (e.g., summer day camp, afsshool sports league) are allowable forms of
childcare.

The costs of general housekeeping and personal services afigibte. Childcareexpenses paid
to a family member who lives in the famibyunit are not eligible; however, payments for childcare
to relatives who do not live in the unit are eligible.

If a childcare provider also renders other services to a family or childcare is used to enable a family

Rev. 5/20/15 118



member to conduct activities that aret eligible for consideration, KHA will prorate the costs

and allow only that portion of the expenses that is attributable to childcare for eligible activities.
For example, if the care provider also cares for a child with disabilities who is 13 ottloddenst

of care will be prorated. Unless otherwise specified by the childcare provider, the calculation will
be based upon the number of hours spent in each activity and/or the number of persons under care

Necessary and Reasonable Costs

Child care epenses will be considered necessary if: (1) a family adequately explains how the care enables
a family member to work, actively seek employment, or further his or her education, and (2) the family
certifies, and the child care provider verifies, that tkgeases are not paid or reimbursed by any other
source.

KHA Policy
Childcare expenses will be considered for the time required for the eligible activity plus reasonable

transportation time. For childcare that enables a family member to go to schaohettaiowed
may include not more than one study hour for each hour spent in class.

To establish the reasonableness of childcare costs, KHA will use the schedule of childcare costs
from the local welfare agency. Families may present, and KHA will dengustification for costs
that exceed typical costs in the area.

PART Ill: CALCULATIN G FAMILY SHARE AND K HA SUBSIDY
6-111.LA. OVERVIEW OF RENT AND SUBSIDY CALCULATIONS

TTP Formula [24 CFR 5.628]

HUD regulations specify the formula for calculating the total tenant payment (TTP) for an assisted family.

TTP is the highest of the following amounts, rounded to the nearest dollar:

T 30 percent of the familybds monthly adjusted i

T 10 percent of the familyds monthly gross inco
1 The welfare rent (in agaid states only);

1 A minimum rentbetween $0 and $50 that is established by KHA.

The PHA has authority to suspend and exempt families from minimum rent when a financial hardship
exists, as defined in sectionlf.B.

The amount that a family pays for rent and utilities (the familyeshaill never be less than the fanigy
TTP but may be greater than the TTP depending on the rent charged for the unit the family selects.

Welfare Rent [24 CFR 5.628]

KHA Policy
Welfare rent does not apply in this locality.

Minimum Rent [24 CFR 5.630]

KHA Policy
The minimum rent for this locality is $50.00

Family Share [24 CFR 982.305(a)(5)]
If a family chooses a unit with a gross rent (rent to owner plus an allowance for tenant paed)utilit
e X c e eds shpleable papnterstandard: (1) the family will pay more than the TTP, and (2) at
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initial occupancy KHA may not approve the tenancy if it would require the family share to exceed 40
percent of the familgg monthly adjusted income. The income used for this determinatiorhanesbeen
verified no earlier than 60 days before the fadsilyoucher was issued. (For a discussion of the application
of payment standards, see sectial.€.)

PHA Subsidy [24 CFR 982.505(b)]

The PHA will pay a monthly housing assistance paymeAR) for a family that is equal to the lower of

(1) the applicable payment standard for the family minus the fé&anllyP or (2) the gross rent for the
family& unit minus the TTP. (For a discussion of the application of payment standards, see section 6
I1.C.)

Utility Reimbursement [24 CFR 982.514(b)]
When the PHA subsidy for a family exceeds the rent to owner, the family is due a utility reimbursement.
HUD permits the PHA to pay the reimbursement to the family or directly to the utility provider.

KHA Policy
KHA will make utility reimbursements directly to the utility provider.

6-111.B. FINANCIAL HARDSHIPS AFFECTING MINIMUM RENT [24 CFR 5.630]

KHA Policy
KHA will grant an exemption from the minimum rent if a family is unable to pay the mmimu

rent because of financial hardship as defined below:

Overview
If the PHA establishes a minimum rent greater than zero, the PHA must grant an exemption from the
minimum rent if a family is unable to pay the minimum rent because of financial hardship.

The financial hardship exemption applies only to families required to pay the minimum rent. If @&family
TTP is higher than the minimum rent, the family is not eligible for a hardship exemption. If the PHA
determines that a hardship exists, the familyrshs the highest of the remaining components of the
familyé calculated TTP.

HUD-Defined Financial Hardship

Financial hardship includes the following situations:

(1) The family has lost eligibility for or is awaiting an eligibility determination for afat] state, or local
assistance program. This includes a family member who is aitioen lawfully admitted for
permanent residence under the Immigration and Nationality Act who would be entitled to public
benefits but for Title IV of the Personal Respibility and Work Opportunity Act of 1996;

KHA Policy
A hardship wildl be considered to exist only

ability to pay the minimum rent.

For a family waiting for a determination of eligibility, the hardship period will end as of the first
of the month following: (1) implementation of assistance, if approved, or (2) the decision to deny
assistance. A family whose request for assistanceniedienay request a hardship exemption
based upon one of the other allowable hardship circumstances.

(2) The family would be evicted because it is unable to pay the minimum rent;

KHA Policy
For a family to qualify under this provision, the cause of therg@l eviction must be the famday

failure to pay rent to the owner or tenguaiid utilities.
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(3) Family income has decreased because of changed family circumstances, including the loss of
employment;

(4) A death has occurred in the family;

KHA Policy
In order to qualify under this provision, a family must describe how the death has created a

financial hardship (e.g., because of funesdhted expenses or the loss of the family meisber
income).

(5) The family has experienced other circumstaradtectingtheir ability to pay their rent

KHA Policy
The KHA has not established any additional hardship crjtbtibon a casby-case basis, will

review all request for a hardship exemption

Implementation of Hardship Exemption

Determination of Hardship
When a family requests a financial hardship exemption, KHA must suspend the minimum rent
requirement beginning the first of the month f

ThePHA then determines whether the financial hardship exists and whether the herdsimporary or
long-term.

KHA Policy
KHA defines temporary hardship as a hardship expected to last 90 days or leserirohgrdship

is defined as a hardship expected to last more than 90 days.

When the minimum rent is suspended, the family share reverts to the highest of the remaining component:
of the calculated TTP. The example below demonstrates the effect of the minimum rent exemption.

Example: Impact of Minimum Rent Exemption
Assume thé®HA has established a minimum rent of $35.
Family Sharé No Hardship Family Sharég With Hardship
$0 30% of monthly adjusted incomeé $0 30% of monthly adjusted income
$15 10% of monthly gross income $15 10% ofmonthly gross income
N/A  Welfare rent N/A  Welfare rent
$35 Minimum rent $35 Minimum rent
Minimum rent applies. Hardship exemption granted.
TTP = $35 TTP = $15
KHA Policy

To qualify for a hardship exemption, a family must submit a request for a hardship exemption in
writing. The request musixplain the nature of the hardship and how the hardship has affected the
family& ability to pay the minimum rent.

KHA will make the determination of hardshigthin twelve (12) business days
No Financial Hardship

If the PHA determines there is nadincial hardship, the PHA will reinstate the minimum rent and require
the family to repay the amounts suspended.
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KHA Policy
KHA will require the family to repay the suspended amount within 30 calendar days alsKHA

notice that a hardship exemption Ima$ been granted.

Temporary Hardship

If the PHA determines that a qualifying financial hardship is temporary, the PHA must suspend the
minimum rent for the 9@ay period beginning the first of the month following the date of the family
request for dardship exemption.

At the end of the 9@ay suspension period, the family must resume payment of the minimum rent and
must repay KHA the amounts suspended. HUD requires the PHA to offer a reasonable repayment
agreement, on terms and conditions estabtisby the PHA. The PHA may also determine that
circumstances have changed and the hardship is now a long term hardship.

KHA Policy
The KHA will enter into a repayment agreement in accordance with the procedures found in

Chapter 16 of this plan.

Long-Term Hardship

If the PHA determines that the financial hardship is terg, the PHA must exempt the family from the
minimum rent requirement for so long as the hardship continues. The exemption will apply from the first
of the month following théamily& request until the end of the qualifying hardship. When the financial
hardship has been determined to be {terqn, the family is not required to repay the minimum rent.

KHA Policy
The hardship period ends when any of the following circumstapy:
(1) At an interim or annual re x ami nati on, the familyds cal c

minimum rent.

(2) For hardship conditions based on loss of income, the hardship condition will continue to be
recognized until new sources of income are received that are at least equal to the amount lost.
For example, if a hardship is approved because a family no lorgéves a $60/month child
support payment, the hardship will continue to exist until the family receives at least $60/month
in income from another source or once again begins to receive the child support.

(3) For hardship conditions based upon hardsalptel expenses, the minimum rent exemption
will continue to be recognized until the cumulative amount exempted in equal to the expense
incurred.

6-111.C. APPLYING PAYMENT STANDARDS [24 CFR 982.505]

Overview

The bchedlule of payment standards is usedalculate housing assistance payments for HCV
families. This section covers the application of the BHpayment standards. The establishment and
revision of the PH@ payment standard schedule are covered in Chapter 16.

Payment standaré defined agithe maximum monthly assistance payment for a family assisted in the
voucher program (before deducting theltotat e nant pay md2d CFR®D82.4fo)he f ami |

The payment standard for a family is the lower of (1) the payment standard for theuiaitrgige, which
is defined as the appropriate number of bear®dor the family under the PH# subsidy standards [24
CFR 982.4(b)], or (2) the payment standard for the size of the dwelling unit rented by the family.

If the PHA has established an exttep payment standard for a designated part of an FMR area and a
family® unit is located in the exception area, the PHA must use the appropriate payment standard for the
exception area.
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The PHA is required to pay a monthly housing assistance paymeRY) fidAa family that is the lower of
(1) the payment standard for the family minus the fa@milyTP or (2) the gross rent for the fand@ynit
minus the TTP.

If during the term of the HAP contract for a fan@dyunit, the owner lowers the rent, the PHA will
recalculate the HAP using the lower of the initial payment standard or the gross rent for the unit [HCV
GB, p. #8].

Changes in Payment Standards
When the PHA revises its payment standards during thedakthe HAP contract for a fami@g unit, it
will apply the new payment standards in accordance with HUD regulations.

Decreases

If the amount on the payment standard schedule is decreased during the term of the HAP contract, th
lower payment standargenerally will be used beginning at the effective date of the fé&ndgcond

regular reexamination following the effective date of the decrease in the payment standard. The PHA will
determine the payment standard for the family as follows:

Step 1 At the first regular reexamination following the decrease in the payment standard, the PHA will
determine the payment standard for the family using the lower of the payment standard for the family unit
size or the size of the dwelling unit rented by the famil

Step 2 The PHA will compare the payment standard from step 1 to the payment standard last used to
calculate the monthly housing assistance payment for the family. The payment standard used by the PH/
at the first regular rexamination following thelecrease in the payment standard will be the higher of
these two payment standards. The PHA will advise the family that the application of the lower payment
standard will be deferred until the second regulaex@mination following the effective date tfe
decrease in the payment standard.

Step 3:At the second regular #&xamination following the decrease in the payment standard, the lower
payment standard will be used to calculate the monthly housing assistance payment for the family unles:s
the PHAhas subsequently increased the payment standard, in which case the payment standard will be
determined in accordance with procedures for increases in payment standards described below.

Increases

If the payment standard is increased during the term d¢d&tke contract, the increased payment standard

will be used to calculate the monthly housing assistance payment for the family beginning on the effective
date of the familgs first regular reexamination on or after the effective date of the increase payraent
standard.

Families requiring or requesting interimegaminations will not have their HAP payments calculated
using the higher payment standard until their next anneataeination [HCV GB, p.-B].

Changes in Family Unit Size

Irrespectiveof any increase or decrease in the payment standard, if the family unit size increases or
decreases during the HAP contract term, the new family unit size must be used to determine the paymen
standard for the family beginning at the fardlyfirst regula re-examination following the change in

family unit size.

Reasonable Accommodation
If a family requires a higher payment standard as a reasonable accommodation for a family member whc
is a person with disabilitieshe FHA is allowed to establish aidgher payment standard for the family
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within the basic range.

6-111.D. APPLYING UTILITY ALLOWANCES [24 CFR 982.517]

Overview
A PHA-established utility allowance schedule is used in determining family share and the PHA subsidy.
A familyds utility allowance is determined by t

unit size for which the family qualifies for using the PHA subsidy stnadards, whichever is thedbwest
the two [FR Notice 06/25/14]See Chapte5 for information on the PH& subsidy standards.

For policies on establishing and updating utility allowances, see Chapter 16.

Reasonable Accommodation

HCV program regulations require a PHA to approve a utility allowance amount higher than shiben o
PHAG schedule if a higher allowance is needed as a reasonable accommodation for a family member with
a disability.For example, if a family member with a disability requires such an accommodation, the PHA
will approve an allowance for agonditionng, even if the PHA has determined that an allowance for air
conditioning is not needed.

The family must request the higher allowance and provide the PHA with an explanation of the need for
the reasonable accommodation and information about the amaaditbnal allowance required [HCV
GB, p. 188].

Utility Allowance Revisions
At re-examination, the PHA must use the PHA current utility allowance schedule [24 CFR 982.517(d)(2)].

KHA Policy
Revised utility allowances will be applied to a fandlyent and subsidy calculations at the first

annual reexamination that is effective after the allowance is adopted.

6-11l.E. PRORATED ASSISTANCE FOR MIXED FAMILIES [24 CFR 5.520]

HUD regulations prohibit assistance to ineligible family members. A nfexady is one that includes at

least one U.S. citizen or eligible immigrant and any number of ineligible family members the PHA must
prorate the assistance provided to a mixed family the PHA will first determine assistance as if all family
members were gible and then prorate the assistance based upon the percentage of family members thai
actually are eligible. For example, if the PHA subsidy for a family is calculated at $500 and two of four
family members are ineligible, the PHA subsidy would be redte&250.
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EXHIBIT 6 -1: ANNUAL INCOME INCLUSIONS

24 CFR 5.609
(a) Annual income means all anmds, monetary
or not, which:

(1) Go to, or on behalf of, the family head or
spouse (even if temporarily absent) or to an
other family member; or

(2) Are anticipated to be received from a sourc
outside the family during the a®onth period
following admssion or annual rexamination
effective date; and

(3) Which are not specifically excluded in
paragraph (c) of this section.

(4) Annual income also means amounts derive|
(during the 12month period) from assets to
which any member of the family has ass.

(b) Annual income includes, but is not limited to

(1) The full amount, before any payroll
deductions, of wages and salaries, overtime pal
commissions, fees, tips and bonuses, and oth
compensation for personal services;

(2) The net income fronthe operation of a
business or profession. Expenditures for busine
expansion or amortization of capital

indebtedness shall not be used as deductions|i

determining net income. An allowance for
depreciation of assets used in a business
profession may & deducted, based on straight
line depreciation, as provided in Internal
Revenue Service regulations. Any withdrawal o
cash or assets from the operation of a business
profession will be included in income, except td
the extent the withdrawal is reimis@ment of
cash or assets invested in the operation by tf
family;

(3) Interest, dividends, and other net income of &
kind from real or personal property. Expenditun
for amortization of capital indebtedness shall 1
be used as deductions in determgniret income.
An allowance for depreciation is permitted only
authorized in paragraph (b)(2) of this section. A
withdrawal of cash or assets from an investm

will be included in income, except to the extent the
withdrawal is reimbursement of cash assets
invested by the family. Where the family has net
family assets in excess of $5,000, annual income
Y shall include the greater of the actual income
derived from all net family assets or a percentage
of the value of such assets based on the current
pasbook savings rate, as determined by HUD;

112

(4) The full amount of periodic amounts received
from Social Security, annuities, insurance policies,
retirement funds, pensions, disability or death
benefits, and other similar types of periodic
receipts, includig a Ilumpsum amount or
prospective monthly amounts for the delayed start
of a periodic amount (except as provided in
paragraph (c)(14) of this section);

(5) Payments in lieu of earnings, such as
unemployment and disability compensation,
worker's compensi@an and severance pay (except

y, as provided in paragraph (c)(3) of this section);

e (6) Welfare assistance payments.

() Welfare assistance payments made under the
Temporary Assistance for Needy Families (TANF)
program are included in annual income onlyhe
extent such payments:

(A) Qualify as assistance under the TANF program
O definition at 45 CFR 260.31and

(B) Are not otherwise excluded under paragraph

[ (c) of this section.
or

(ii) If the welfare assistance payment includes an
amount specifically desmated for shelter and
e utilities that is subject to adjustment by the welfare
assistance agency in accordance with the actual
cost of shelter and utilities, the amount of welfare
ANY assistance income to be included as income shall

€S consist of;
1ot

(A) The amountof the allowance or grant
as exclusive of the amount specifically designated
ny for shelter or utilities; plus

ent

! Text of 45 CFR 260.31 follows.
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(B) The maximum amount that the welfare
assistance agency could in fact allow the family
for shelter and utilities. If the family's welfare
assistane is ratably reduced from the standard o
need by applying a percentage, the amount
calculated under this paragraph shall be the
amount resulting from one application of the
percentage.

5

(7) Periodic and determinable allowances, such
as alimony and child upport payments, and
regular contributions or gifts received from
organizations or from persons not residing in th
dwelling;

D

(8) All regular pay, special pay and allowances
of a member of the Armed Forces (except a
provided in paragraph (c)(7) of thisction)

(2]

[®X

(9) For section 8 programs only and as provide
in 24 CFR 5.612, any financial assistance, i
excess of amounts received for tuition, that a
individual receives under the Higher Educatior
Act of 1965 (20 U.S.C. 1001 et seq.), from
private sourcesor from an institution of higher

education (as defined under the Higher
Education Act of 1965 (20 U.S.C. 1002)), shal
be considered income to that individual, except
that financial assistance described in this
paragraph is not considered annual incowre f
persons over the age of 23 with dependent
children. For purposes of this paragraphj

-

nfinanci al assistanceo

proceeds for the purpose of determining income.
HHS DEFINITION OF "ASSISTANCE "

45 CFR: GENERAL TEMPORARY
ASSISTANCE FOR NEEDY FAMILIES

(i) Provided in the form of payments by a TANF
agency, or other agency on its behalf, to
individual recipients; and

(i) Conditioned on participation in work
experience or community service (or any other
work activity under 261.30 of this chapter).

(3) Except where excluded under paragraph (b)
of this section, it also includes supportive
services such as transportation and child care
provided to families who are not employed.

(b) [The definition of i
(1) Nonrecurrent, shoterm benefits that:

(i) Are designed to deal with a specific crisis
situation or episode of need;

(if) Are not intended to meet recurrentargoing
needs; and

(iif) Will not extend beyond four months.

(2) Work subsidies (i.e., payments to employers
or third parties to help cover the costs of
employee wages, benefits, supervision, and
training);

(3) Supportive services such as child care and
transportation provided to families who are
employed,;

does not i nclude | oan
(4) Refundable earned income tax credits;

(5) Contributions to, and distributions from,
Individual Development Accounts;

(6) Services such as counseling, case
management, peer support, child care

260. 31 What does t he [ einfoomatioa ansl irefetrad riransitionalmsersices,

job retention, job advancement, and other

(a) (1) The term fAassi ghpipiherrdated sthficksUrdt®s not frévidie! »

payments, vouchers, and other forms of benefi
(i.e., for food, clothing, shelter, utilities,
houselbld goods, personal care items, and
general incidental expenses).

(2) It includes such benefits even when they are:
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; S basic income support; and
designed to meet a f ami

'yos ongoing basic need:

(7) Transportation benefits provided under a Job
Access or Reverse Commute project, purst@nt
section 404(k) of [the Social Security] Act, to an
individual who is not otherwise receiving
assistance.
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EXHIBIT 6 -2: ANNUAL INCOME EXCLUSIONS 2

24 CFR 5.609

(¢) Annual income does not include thsg
following:

(1) Income from employment of children

(including foster children) under the age of 1§
years;

(2) Payments received for the care of foster
children or foster adults (usually persons with
disabilities, urelated to the tenant family, who
are unable to live alone);

(3) Lump-sum additions to family assets, such a
inheritances, insurance payments (including

U7

payments under health and accident insurang¢e

and workefs compensation), capital gains and
settlemat for personal or property losses (except
as provided in paragraph (b)(5) of this section);

(4) Amounts received by the family that are
specifically for, or in reimbursement of, the cost
of medical expenses for any family member;

(5) Income of a liven aide, as defined in Sec.
5.403;

(6) Subject to paragraph (b)(9) of this section, th
full amount of student financial assistance pai
directly to the student or to the educational
institution;

i )

(7) The special pay to a family member serving
in the Amed Forces who is exposed to hostile
fire;

14

(8)(1) Amounts received under training programg
funded by HUD;

(i) Amounts received by a person with a

disability that are disregarded for a limited time
for purposes of Supplemental Security Income
eligibility and benefits because they are set aside
for use under a Plan to Attain S&8tfficiency
(PASS);

(i) Amounts received by a participant in other
publicly assisted programs which are specifically
for or in reimbursement of ouwf-pocket
expenses incurred (special equipment, clothing,
transportation, childcare, etc.) and which are
made solely to allow participian in a specific
program;

(iv) Amounts received under a resident service
stipend. A resident service stipend is a modest
amount (not to exceed $200 peonth) received

by a resident for performing a service RbA or
owner, on a patime basis, thaenhances the
guality of life in the development. Such services
may include, but are not limited to, fire patrol,
hall monitoring, lawn maintenance, resident
initiatives coordination, and serving as a member
of PHAGS governing board.
receivemore than one such stipend during the
same period of time;

(v) Incremental earnings and benefits resulting to
any family member from participation in
gualifying State or local employment training
programs (including training programs not
affiliated with a local government) and training
of a family member as resident management
staff. Amounts excluded by this provision must
be received under employment training programs
with clearly defined goals and objectives, and are
excluded only for the period duringhich the
family member participates in the employment
training program;

2 FR Notice 11/24/08 makes note of pending revisions to this regulation, namely the exclusion of meg defability
benefits received in lumpum or prospective monthly amounts from the Department of Veterans Affairs (VA). At the time of

publication, 24 CFR 5.609 had yet to be updated.
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(9) Temporary, nonrecurring or sporadic income
(including gifts);

(10) Reparation payments paid by a foreign
government pursuant to claims filed under the
laws of that government by persons who were
persecuted during the Nazi era;

(11) Earnings in excess of $480 for each-fufie
student 18 years old or older (excluding the head
of household and spouse);

(12) Adoption assistance payments in excess of
$480 per adopted child;

(13) [Reserved]

(14) Deferred periodic amounts from
supplemental security income and social
security benefits that are received in a lump sum
amount olin prospective monthly amounts, or
any deferred Department of Veterans Affairs
disability benefits athat are received in a lump
sum or prospective montly amnt.

(15) Amounts received by the family in the form

of refunds or rebates under State or local law for
property taxes paid on the dwelling unit;

Rev. 5/20/15

(16) Amounts paid by a State agency to a family
with a member who has a developmental
disability and is living at home to offset the cost
of services and equipment needed to keep the
developmentally disabled family member at
home; or

(17) Amounts specifially excluded by any other
Federal statute from consideration as income for
purposes of determining eligibility or benefits
under a category of assistance programs that
includes assistance under any program to which
the exclusions set forth in 24 CFR 59§€) apply.

A notice will be published in the Federal Register
and distributed toPHA and housing owners
identifying the benefits that qualify for this
exclusion. Updates will be published and
distributed when necessary. [See the following
chart for a list of benefits that qualify for this
exclusion.]
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EXHIBIT 6 -3: TREATMENT OF FA MILY ASSETS

24 CFR 5.603(b) Net Family Assets

(1) Net cash value after deducting reasonable
costs that would be incurred in disposing of rea
property, savings, stocks, bonds, and other
forms of capital investment, excluding interests
in Indian trust land and excluding equity
accounts in HUD homeowrsdip programs.

The value of necessary items of personal
property such as furniture and automobiles shall
be excluded.

(2) In cases where a trust fund has been
established and the trust is not revocable by, or
under the control of, any member of the famil
or household, the value of the trust fund will not
be considered an asset so long as the fund
continues to be held in trust. Any income
distributed from the trust fund shall be counted
when determining annual income under Sec.
5.609.
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(3) In determinmng net family assets, the PHA

or owners, as applicable, shall include the value
of any business or family assets disposed of by
an applicant or tenant for less than fair market
value (including a disposition in trust, but not in
a foreclosure or bankruptcy sale) during the two
years peceding the date of application for the
program or reexamination, as applicable, in
excess of the consideration received therefore.
In the case of a disposition as part of a
separation or divorce settlement, the disposition
will not be considered to be ftess than fair
market value if the applicant or tenant receives
important consideration not measurable in dollar
terms.

(4) For purposes of determining annual income
under Sec. 5.609, the term "net family assdis
does not includéhe value of a home currently
being purchased with assistance under part 982,
subpart M of this title. This exclusion is limited
to the first 10 years after the purchase date of
thehome.
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EXHIBIT 6 -4: EARNED INCOME DISALLOWANCE FOR PERSONS WITH DIS ABILITIES

24 CFR 5.617 Sefsufficiency incentives for persons with disabilities Disallowance of increase in

annual income.

(a) Applicable programs. The disallowance ot

increase in annual income provided by this

section is applicdb only to the following

programs: HOME Investment Partnershipg
Program (24 CFR part 92); Housing
Opportunities for Persons with AIDS (24 CFR
part 574); Supportive Housing Program (24 CFH

part 583); and the Housing Choice Vouchef

Program (24 CFR part 982).

(b) Definitions. The following definitions apply
for purposes of this section.

Disallowance Exclusion from annual income.

Previously unemployedhcludes a person with
disabilities who has earned, in the twelve month
previous to employment, no more than would b
received for 10 hours of work per week for 50
weeks at the established minimum wage.

Qualified family. A family residing in housing
asisted under one of the programs listed i
paragraph (a) of this section or receiving tenant
based rental assistance under one of the progra
listed in paragraph (a) of this section.

(1) Whose annual income increases as a result
employment of a famyl member who is a person
with disabilites and who was previously
unemployed for one or more years prior td
employment;

(2) Whose annual income increases as a result
increased earnings by a family member who is
person with disabilities during par@tion in
any economic seféufficiency or other job
training program; or

(3) Whose annual income increases, as a resul
new employment or increased earnings of a fam

]

rad

[72)

11%

s

of

of
a

i of

ly

member who is a person with disabilities, duri
or within six months after resgng assistance,

g

as determined by the responsible entity in
consultation with the local agencies admirmisig
temporary assistance for needy families (TANF)
and Welfareto-Work (WTW) programs. The
TANF program is not limited to monthly income
maintenance, but also includes such benefits and
services as oneme payments, wage subsidies
and transportation assance- provided that the
total amount over a simonth period is at least
$500.

(c) Disallowance of increase in annual inconde

(1) Initial twelvemonth exclusion. During the
cumulative twelve month period beginning on
the date a member who is a person with
disabilities of a qualified family is first employed
or the family first experiences an increase in
annual income attributabl® employment, the
responsible entity must exclude from annual
income (as defined in the regulations governing
the applicable program listed in paragraph (a) of
this section) of a qualified family any increase in
income of the family member who is a parso
with disabilities as a result of employment over
prior income of that family member.

(2) Second twelvenonth exclusion and Phase
in. During the second cumulative twelve month
period after the date a member who is a person
with disabilities of a qualiéd family is first
employed or the family first experiences an
increase in annual income attributable to
employment, the responsible entity must exclude
from annual income of a qualified family fifty
percent of any increase in income of such family
memberas a result of employment over income
of that family member prior to the beginning of
such employment.

(3) Maximum four year disallowance. The
disallowance of increased income of an
individual family member who is a person with

benefits or services under any state program for disabilities as providedn paragraph (c)(1) or
temporary assistance for needy families funded (c)(2) is limited to a lifetime 48nonth period.

under Part A of Title IV of the Social Security Act
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The disallowance only applies for a maximum of
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twelve months for disallowance under paragrap
(c)(1) and a maximum of twelve months for
disallowance under paragraph (c)(2), during th
48 month period starting from the initial
exclusion under paragraph (c)(1) of this section

=

[1°)

(d) Inapplicability to admission. The

Rev. 5/20/15

disallowance of increases in income as a result of
employment of persons with disabilities under
this section does not apply for purposes of
admission to the program (including the
determination of income eligibility or any
income targeting that may be applicable).
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EXHIBIT 6 -5: THE EFFECT OF WELFARE BENEFIT REDUCTION

24 CFR 5.615

Public housng program and Section 8 tenanbased assistance program: How welfare benefit

reduction affects family income.

(a) Applicability. This section applies to covered
families who reside in public housing (part 960
of this title) or receie Section 8 tenasiiased
assistance (part 982 of this title).

(b) Definitions. The following definitions apply
for purposes of this section:

Covered familiesFamilies who receive welfare

assistance or other public assistance benefits

("welfare benefit® )drom a State or other public
agency ("welfare agendyaunder a program for
which Federal, State, or local law requires that
member of the family must participate in an
economic selkufficiency program as a condition
for such assistance.
Economic  selsufficiency program See
definition at Sec. 5.603.

Imputed welfare incomeThe amount of annual
income not actually received by a family, as ¢
result of a specified welfare benefit reduction
that is nonetheless included in the fargsly

anrual income for purposes of determining rent.

Specified welfare benefits reduction.

(1) A reduction of welfare benefits by the welfare
agency, in whole or in part, for a family member
as determined by the welfare agency, because
fraud by a family meber in connection with the

welfare program; or because of welfare agenc
sanction against a family member for
noncompliance with a welfare agency,
requirement to participate in an economic self
sufficiency program.

(2) "Specified welfare benefit reductid does
not include a reduction or termination of welfare
benefits by the welfare agency:

(i) at expiration of a lifetime or other time limit
on the payment of welfare benefits;

=

of
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(ii) because a family member is not able to obtain
employment, even thotaghe family member has
complied with welfare agency economic self
sufficiency or work activities requirements; or

(iif) because a family member has not complied
with other welfare agency requirements.

(c) Imputed welfare income.

(1) A familyss annub income includes the
amount of imputed welfare income (because of a
specified welfare benefits reduction, as specified
in notice to the PHA by the welfare agency), plus
the total amount of other annual income as
determined in accordance with Sec. 5.609.

(2) At the request of the PHA, the welfare agency
will inform the PHA in writing of the amount and
term of any specified welfare benefit reduction
for a family member, and the reason for such
reduction, and will also inform the PHA of any
subsequent chagrg in the term or amount of such
specified welfare benefit reduction. The PHA
will use this information to determine the amount
of imputed welfare income for a family.

(3) A familyé annual income includes imputed
welfare income in family annual incomes

determined at the PHA interim or regular
reexamination of family income and
composition, during the term of the welfare
benefits reduction (as specified in information
provided to the PHA by the welfare agency).

(4) The amount of the imputed welfare income is
offset by the amount of additional income a
family receives that commences after the time the
sanction was imposed. When such additional
income from other sources is at least equal to the
imputed welfare incene, the imputed welfare
income is reduced to zero.

(5) The PHA may not include imputed welfare
income in annual income if the family was not an
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assisted resident at the time of sanction.
(d) Review of PHA decision.

(1) Public housing. If a public houng tenant
claims that the PHA has not correctly calculated
the amount of imputed welfare income in
accordance with HUD requirements, and if the
PHA denies the famifg request to modify such
amount, the PHA shall give the tenant writter
notice of such deal, with a brief explanation of
the basis for the PHA determination of the
amount of imputed welfare incom&he PHA
notice shall also state that if the tenant does npt
agree with the PHA determination, the tenant
may request a grievance hearing in acano
with part 966, subpart B of this title to review the
PHA determination. The tenant is not required t¢
pay an escrow deposit pursuant to Sec. 966.55
for the portion of tenant rent attributable to the
imputed welfare income in order to obtain &
grievance hearing on the PHA determination.

7

e)

(2) Section 8 participant. A participant in the
Section 8 tenarbased assistance program may
request an informal hearing, in accordance with
Sec. 982.555 of this title, to review the PHA|
determination of the amounf imputed welfare

income that must be included in the farnsly

annual income in accordance with this section. If
the family claims that such amount is not
correctly calculated in accordance with HUD
requirements, and if the PHA denies the fasily
reques to modify such amount, the PHA shall
give the family written notice of such denial, with
a brief explanation of the basis for the PHA
determination of the Amount of imputed welfare)
income. Such notice shall also state that if the
family does not agree Wi the PHA

determination, the family may request an
informal hearing on the determination under th¢

A\1%4
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PHA hearing procedure.
(e) PHA relation with welfare agency.

(1) The PHA must ask welfare agencies to inform
the PHA of any specified welfare benefits
reduction for a family member, the reason for
such reduction, the term of any such reduction,
and any subsequent welfare agency
determination affecting the amount or term of a
specified welfare benefits reduction. If the
welfare agency determines a spedfieelfare
benefits reduction for a family member, and
gives the PHA written notice of such reduction,
the familyas annual incomes shall include the
imputed welfare income because of the specified
welfare benefits reduction.

(2) The PHA is responsible fatetermining the
amount of imputed welfare income that is
included in the famil§s annual income as a result
of a specified welfare benefits reduction as
determined by the welfare agency, and specified
in the notice by the welfare agency to the PHA.
Howeve, the PHA is not responsible for
determining whether a reduction of welfare
benefits by the welfare agency was correctly
determined by the welfare agency in accordance
with welfare program requirements and
procedures, nor for providing the opportunity for
review or hearing on such welfare agency
determinations.

(3) Such welfare agency determinations are the
responsibility of the welfare agency, and the
family may seek appeal of such determinations
through the welfare agen@ynormal due process
procedures. The PHA shall be entitled to rely on
the welfare agency notice to the PHA of the
welfare agenois determination of a specified
welfare benefits reduction.
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CHAPTER 7
VERIFICATION
[24 CFR 982.516, 24 CFR 982.551, 24 CFH=23Q Notice PIH 2010619

INTRODUCTION

The PHA must verify all information that is used to establish the fa@rglygibility and level of assistance

and is required to obtain the famiyconsent to collect the information. Applicants and program
patticipants must cooperate with the verification process as a condition of receiving assistance. The PHA
must not pass on the cost of verification to the family. The PHA will follow the verification guidance
provided by HUD in PIH Notice 2D-19 and any sulequent guidance issued by HUD. This chapter
summarizes those requirements and provides supplementary the PHA policies.

Part | describes the general verification process. More detailed requirements related to individual factors
are provided in subsequgparts including family information (Part Il), income and assets (Part 1), and
mandatory deductions (Part 1V).

Verification policies, rules and procedures will be modified as needed to accommodate persons with
disabilities. All information obtained thugh the verification process will be handled in accordance with
the records management policies of the PHA.

Part I: GENERAL VERIFICATION REQUIREMENTS

7-.A. FAMILY CONSENT TO RELEASE OF INFORMATION [24 CFR 982.516 AND 982.551,
24 CFR 5.230]

The famiy must supply any information that the PHA or HUD determines is necessary to the
administration of the program and must consent to the PHA verification of that information [24 CFR
982.551].

Consent Forms

It is required that all adult applicants andtm#pants sign form HUBB886, Authorization for Release of
Information. The purpose of form HUBB86 is to facilitate automated data collection and computer
matching from specific sources and provides the famidpnsent only for the specific purposasdd on

the form. HUD and the PHA may collect information from State Wage Information Collection Agencies
(SWICAs) and current and former employers of adult family members. Only HUD is authorized to collect
information directly from the Internal Revenuer8ee (IRS) and the Social Security Administration
(SSA). Adult family members must sign other consent forms as needed to collect information relevant to
the familyas eligibility and level of assistance.

Penalties for Failing to Consent [24 CFR 5.232]

If any family member who is required to sign a consent form fails to do so, the PHA will deny admission
to applicants and terminate assistance of participants. The family may request an informal review
(applicants) or informal hearing (participants) in@dance with the PHA procedures.

7-1.B. OVERVIEW OF VERIFICATION REQUIREMENTS

HUDG& Verification Hierarchy [Notice PIH 2010-19]

HUD mandates the use of the EIV system and offers administrative guidance on the use of other method:
to verify familyinformation and specifies the circumstances in which each method will be used. In general,
HUD requiresPHA to use the most reliable form of verification that is available and to document the
reasons wheRHA uses a lesser form of verification.
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KHA Policy
In order of priority, the forms of verification that KHA will use are:

Upfront Income VerificationYlV)usi ng HUDG6s Enterprise |l ncort
Upfront Income VerificationJIV) usingnonHUD system

Written Third Party Verificatiorfmay be provided by applicant or participant)

Written Third Party Verification Form

Oral Third Party Verification

Tenant Declaration

E B

Level Verification Technique Ranking

Upfront Income Verification Highest (Optional)
(UIV) using norr HUD system
4 Written third Party Verification | High (Mandatory to supplement ETV-reported
income sources and when EIV has no data;
Mandatory for norrEIV reported income
sources; Mandatory when tenant disputes ETV-
reported employment and income information
and is unable to provide acceptable
documentation to support dispute)

3 Written Third Party Verification | Medium-Low (Mandatory if written third party
Form verification documents are not available or
rejected by the PHA; and when the applicant or
tenant is unable to provide acceptable
documentation)

2 Oral Third Party Verification Low (Mandatory if written third party
verification is not available)

Each of the verification methods is discussed in subsequent sections below.

Requirements for Acceptable Documents

KHA Policy
Any documents used for verification must be dated within 60 calendar days of the date they are

provided to KHA. The documents must not be damaged, altered or in any way illegible.

The KHA will accept documents dated up to 6 months beforeftbetive date of the famifg re
examination if the document represents the most recent scheduled report from a source. For
example, if the holder of a pension annuity provides semual reports, KHA would accept the

most recent report.

Print-outs fran web pages are considered original documents.

Any family selfcertifications must be made in a format acceptable to KHA and must be signed in
the presence of a KHA representative or KHA notary public.

File Documentation

The PHA must document in tfiee how the figures used in income and rent calculations were determined.
All verification attempts, information obtained and decisions reached during the verification process will
be recorded in the family file in sufficient detail to demonstrate tiae PHA has followed all of the
verification policies set forth in this plan. The record should be sufficient to enable a staff member or
HUD reviewer to understand the process followed and conclusions reached.
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KHA Policy
TheKHA will document, in thdamily file, the following:

1 Reported family annual income

1 Value of assets

1 Expenses related to deductions from annual income

1 Other factors influencing the adjusted income or inctwaged rent determination

When the PHA is unable to obtain 3rd pargyrification, the PHA will document in the family file the
reason that thirgbarty verification was not available [24 CFR 960.259(c)(1); Notice PIH-2®10

7-1.C. UP-FRONT INCOME VERIFICATION (UIV)

Up-front income verification (UIV) refers to the PH#&\ use of the verification tools available from
independent sources that maintain computerized information about earnings and hdivefisl be
used to the extent that these systems are available to the PHA.

There may be legitimate differences betwége information provided by the family and Uténerated
information.If the family disputes the accuracy of UIV data,adverse action can be taken uthitd PHA
has independently verified the UIV information and the family has been granted an opytwtoontest
any adverse findings through the informal review/hearing process of the PHA.

See Chapter 6 for KHA policy on the use of UIV/EIV to project annual income.

Upfront Income Verification Using HUDG Enterprise Income Verification (EIV) System(Mandatory)
HUDG EIV system contains data showing earned income, unemployment besoefassecurity and
SSI benefits for participant families. HUD requires the PHA to use the EIV systémentirety The
following policies applyto the use oHUDGs EIV system.

EIV Income Reports

The data shown oimcomereports is updated quarterly. Data may be between 3 and 6 months old at the

time reports are generated.

KHA Policy
KHA will obtain incomereports for all adult household members as part efrédgular re

examination process.

Incomereports may be used in the calculation of annual income, as descriGadpter 6.1.C.

Incomereports may also be used to meet the regulatory requirement for third party verification, as

described above. Policies for resolving discrepancies beiweamereports and familprovided
information will be resolved as described in Chapter 6.1.C. s chapter.

Incomereports will be used in interim&xaminations when it is necessary to verify and calculate

earned income, unemployment benefits, Social Security and/or SSI benefits, and to verify that

families claiming zero income are not re¢etyincome from any of these sources.

Income reports will be retained in participant files with the applicable annual or inteim re
examination documents.

When KHA determines througimcomereports and third party verification that a family has

conceéded or undetreported income, corrective action will be taken pursuant to the policies in

Chapter 14, Program Integrity.
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If the income report does not contain any employment and income information for the family,
KHA will attempt the next lower level viication techniques as described in this chapter.

EIV Identity Verification
The EIV system verifies tenant identities against SSA records. These records are compared to PIC data
for a match on Social Security number, name, and date of birth.

PHAsara equi r ed Idemtityweriéicatibri Ré@osn a monthly basis to improve the
availability of income information in EIV [Notice PIH 2041D].

When identity verification for a participant fails, a message will be displayed within the EIV system and
no income information will be displayed.

KHA Policy
KHA will identify participants whose identity verification has failed as part of the annual re

examination process.

KHA will attempt to resolve PIC/SSA discrepancies by reviewing file documents. When KHA
determines that discrepancies exist due to KHA errors such as spelling errors or incorrect birth
dates, the errors will be corrected promptly.

Upfront Income Verification Using NonHUD Systems
In addition to mandatory use of the EIV system, HUD encourages PHAs to utilize other upfront
verification sources:

KHA Policy
The KHA will inform all applicants and participants of it use offilleowing UIV resourcs during

the admission and f@xamination process:
HUDG6s EIV system, The Work Number, Depart men
of Support Enforement (Child Support), Employment Security

7-1.D. THIRD -PARTY WRITTEN AND ORAL VERIFICATION

HUDGs <current veri ficati on hi epadyrverificagtiond Bhé moree st
preferabl e f epram,t yd wreirtitfeinc atthiiorndf 6 consi sts-of a
party source, wich may be received directly from a thiparty source or provided to the PHA by the

family. If writtenthirdpar ty veri fication is not availabl e,
party verification f or m. collctinfosmatiorsfrom athitdpantyd ar di z «

Written Third -Party Verification [Notice PIH 2010-19]
Written thirdparty verificationdocuments must be authentic and may be supplied by the family or
received from a thirgbarty source.

Examples of acceptablen@ntprovided documents include, but are not limited to: pay stubs, payroll
summary reports, employer notice or letters of hire and termination, SSA benefit verification letters, bank
statements, child support payment stubs, welfare benefit letters gmhtmuts, and unemployment
monetary benefit notices.

The PHA is required to obtain, at minimum, two current and consecutive pay stubs for determining annual
income from wages.

The PHA may reject documentation provided by the family if the docuapg®ars to be forged, or if the
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document is altered, mutilated, or illegible.

KHA Policy
Third-party documents provided by the family must be withird&9 period preceding the-re

examination or PHA request date.

KHA will use current, acceptableenantprovided documentation (generated by a third party
source) formcome and rent determination.

KHA will require sixty (60) consecutived a y s 6 ofwoopet Verification to verify income
history. KHA may, at its discretion, reject any tenprdvided document and follow up directly
with the source to obtain necessary verification of information.

Written Third -Party Verification Form

When upfront verification is not available and the family is unable to provide writtenpirty
documents, the PHAnust request a written thiplar t y veri fication f or m.
traditional thirdparty verification method presents administrative burdens and risks which may be
reduced through the use of fampyovided thirdparty documents.

PHAs maymail, fax, or email third-party written verification form requests to thiparty sources.

KHA Policy
KHA will diligently seek thirdparty verification using the HUD approved hierarchy.

KHA may mail, fax, email, or hand deliver thirgharty writtenverification requests and will accept
third-party responses using any of these methods. KHA will send a written request for verification
to each required source within five (5) calendar days of securing a @milyhorization for the
release of the infonation and give the sourteelve (12) businessays to respond in writing.

If a response has not been receivedhiey 3" day, KHA will request thireparty oral verification.

The KHA will make a minimum of two attempts, one of which may be oraibtain thirdparty
verification. A record of each attempt to contact the thady source (including ranswer calls)

and all contacts with the source will be documented in the file. Regardingptrind oral
verification, KHA staff will record in thedmilyés file the name and title of the person contacted,

the date and time of the conversation (or attempt), the telephone number used, and the facts
provided.

When any source responds verbally to the initial written request for verification KHA wélptacc
the verbal response as oral verification but will also request that the source complete and return
any verification forms that were provided.

If a third party agrees to confirm in writing the information provided orally, KHA will wait no
more than Zalendar days for the information to be provided. If the information is not provided
by the 6th day, KHA will use any information provided orally in combination with reviewing
family-provided documents.

Oral Third -Party Verification [Notice PIH 2010-19]
For thirdparty oral verification, PHAs contact sources, identified by UIV techniques or by the family, by
telephone or in person.

Oral third-party verification is mandatory if neither form of written thpdrty verification is available.
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Third-party aal verification may be used when requests for written tpady verification forms have
not been returned within a reasonable tneeg, twelve (12)business days.

PHAs should document in the file the date and time of the telephone call or visit, the name of the person
contacted, the telephone number, as well as the information confirmed.

KHA Policy
In collecting thirdparty oral verificationKHA staff willrecordi n t he fami |l ybés fi

title of the person contacted, the date and time of the conversation (or attempt), the telephone
number used, and the facts provided.

When any source responds verbally to the initial written request for verifid@ki@dnwill accept
the verbal response as oral verification but will also request that the source complete and return
any verification forms that were provided.

When Third -Party Verification is Not Required [Notice PIH 201019]

Third-party verification may ndbe available in all situations. HUD has acknowledged that it may not be
costeffective or reasonable to obtain thjpdrty verification of income, assets, or expenses when these
items would have a minimal i mpact on the famil)\

KHA Policy
If the family cannot provide original documents, KHA will pay the service charge required to

obtain thirdparty verification, unless it is not cost effective in which case acsedification will
be acceptable as the only means of verification.chiseé of verification will not be passed on to
the family.

The cost of postage and envelopes to obtain-fhartly verification of income, assets, and expenses
is not an unreasonable cost [VG, p. 18].

Primary Documents
Third-party verification is not required when legal documents are the primary source, such as a birth
certificate or other legal documentation of birth.

Imputed Assets
HUD permits PHAs to accept a sekrtification from a family as verification of asselisposed of for
less than fair market value [HCV GB, p28B].

KHA Policy
KHA will accept a sekcertification from a family as verification of assets disposed of for less than

fair market value.

7-1.E. SELF-CERTIFICATION

Self-certification,ofit enant decl aration, 0 i s used as a | as
party verification.

When the PHA relies on a tenant decl aration fo
file must be documented to explain why thparty verification was not available.
KHA Policy

When information cannot be verified by a third party or by review of documents, family members
will be required to submit seftfertifications attesting to the accuracy of the information they have
provided to KHA.
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KHA will require a family to certify that a family member does not receive a particular type of
income or benefit.

The selfcertification must be made in a format acceptable to KHA and must be signed by the
family member whose information or status is being verified. Altsgififications must be signed
in the presence of a KHA representative or KHA notary public.

PART II: VERIFYING F AMILY INFORMATION

7-11LA. VERIFICATION OF LEGAL IDENTITY

KHA Policy
The KHA will require families to furnish verification of legal identity for each household member.

Verification of Legal Identity for Adults Verification of Legal Identity for
Children

Certificate of birth, naturalization papers | Certificate of birth

Church issued baptismal certificate Adoption papers

Current, valid driver's license or Departm¢ Custody agreement

of Motor Vehicles identification card Health and Human Services ID

U.S. military discharge (DD 214) Certified School records

CurrentU.S. passport

CurrentEmployer identification card

If a document submitted by a family is illegible or otherwise questionable, more than one of these
documents may be required.

If none of these documents can be provided and at thédPdigcretion, a third party who knows
the person may attest to the gmGs identity. The certification must be provided in a format
acceptable to the PHA and be signed in the presencekeffarepresentative or KHA notary
public.

KHA will only accept the documents described above to verify legal identity. Legal ideritity
be verified on an as needed basis.

7-11.B. SOCIAL SECURITY NUMBERS [24 CFR 5.216, Notice PIH 201210

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 program participants whoevatr least 62 years of age as of January 31, 2010, and
had not previously disclosed an SSN.

Note that an individual who previously declared to have eligible immigration status may not change his
or her declaration for the purpose of avoiding complianitk the SSN disclosure and documentation
requirements or penalties associated with noncompliance with these requirements. Nor may the head o
household opt to remove a household member from the family composition for this purpose.

The PHA must accept thellowing documentation as acceptable evidence of the social security number:
1 An original SSN card issued by the Social Security Administration (SSA)
1 An original SSAissued document, which contains the name and SSN of the individual
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1 An original documenissued by a federal, state, or local government agency, which contains the
name and SSN of the individual

The PHA may only reject documentation of an SSN provided by an applicant or participant if the
document is not an original document, if the origidatument has been altered, mutilated, or is not
legible, or if the document appears to be forged.

KHA Policy
KHA will explain to the applicant or participant the reasons the document is not acceptable and

request that the individual obtain and submiegtable documentation of the SSNKHA within
90 days.

In the case of Moderate Rehabilitation Single Room Occupancy (SRO) individuals, the required
documentation must be provided within-@@lednar days from the date of adminssion in the program.
The HHA must grant one additional90ay extension i f it determines
was due to circumstances that were beyond the
foreseen.

KHA Policy
The KHA will grant one additioal 9Gday extension if needed for reasons beyond the

participantsés controls such as delayed pro
disaster, fire, death in the family, or other emergency. If the individual fails to comly with the
SSN distosure and documentation requirements upon expiration of the prdintdegeriod, the

KHA will terminate the individual 6s assistart

When the participant requests to add a new household member who is at least 6 years of age, or is undk
the age of 6 anldas arSSN the participant must provide themplete and accurate SSN assigned to each
new member at the time of-examination or re&ertification, in addition to the documentation required

to verify it. The PHA may not add the new household membel suth documentation is provided.

When a participant requests to add a new household member who is under the age of 6 and has not be
assigned aSSN the participant shall be required to provide #&Nassigned to each new child athe
requireddocumentation within 90 calendar days of the child being added to the householdias 90
extension will be granted I f the PHA deter min.
unf oreseen circumstances an drol.Warieg the périsdi tre PHAoIS t T
awaiting documentation of the SSN, the child will be counted as part of the assisted household

KHA Policy
The KHA shall grant an extension of one additionaldy period ifatits discretion, determines

that theparticipanés failure to comply was due to circumstances that could not have reasonably
been foreseen and were outside the control of the partigpahtas delayed processing of the
SSN application by the SSA, natural disaster, fire, death in the famibgher emergency

Socialsecurity numbers must be verified only once during continueas$ysted occupancy.

KHA Policy
The PHA will verify each disclosed SSN by:

1 Obtaining documentation from applicants and participants that is acceptable as evidence
of social security numbers

1 Making a copy of the original documentation submitted, returning it to the individual,
and retaining a copy in the file folder
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Once the individual 6s verification status 1is cl
remove and destroy copies of documentation accepted as evidence of social security numbers. The

retention of the EIV Summary Report or | ncome |
SSN.
KHA Policy

Once an individuakogsgvertafusdodsiol &JPosi €V
copy of the SSN in file.

7-11.C. DOCUMENTATION OF AGE

A birth certificate or other official record of birth is the preferred form of age verification for all family
members. For elderly family members an original document that provides evidence of the receipt of social
security retirement benefits is accepéab

KHA Policy
If an official record of birth or evidence of social security retirement benefits cannot be provided,

KHA will require the family to submit other documents that support the reported age of the family
member (e.g., school records, dridgicense if birth year is recordednd to provide a self
certification

Age must be verified only once during continuously assisted occupancy.

7-11.D. FAMILY RELATIONSHIPS

Applicants and program participants are required to identify the relatpo§leiach household member
to the head of household. Definitions of the primary household relationships are provided in the Eligibility
chapters.

PHA Policy
Family relationships are verified onlyyto t

and level of assistance. Certification by the head of household normally is sufficient verification
of family relationships.

Marriage

KHA Policy
Certification by the head of household is normally sufficient verification. If KHA has reasonable

doubts about a marital relationship, KHA will require the family to document the marriage.
A marriage certificate generally is required to verify that gp®is married.

In the case of a common law marriage, the couple must demonstrate that they hold themselves tc
be married (e.g., by telling the community they are married, calling each other husband and wife,
using the same last name, filing joint income tax returns).

Separation or Divorce

KHA Policy
Certification by the head of household is normally sufficient verification. If KHA has reasonable

doubts about a separation or divorce, KHA will require the family to document the divorce, or

separation. Such documentaticould include:

1 A certified copy of a divorce decree, signed by a court officer, is required to document that a
couple is divorced.

1 A copy of a courbrdered maintenance or other court record is required to document a
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separation.
1 If no court documenis available, documentation from a commusbgsed agency will be
accepted.

Absence of Adult Member

KHA Policy
If an adult member who was formerly a member of the household is reported to be permanently

absent, the family must provide evidence topsurpthat the person is no longer a member of the
family. KHA will consider any of the following as verification
1 Order of protection/restraining order is obtained by one family member against another;
1 Proof of another home address is provided, sudltibty bills, canceled checks for
rent, driveds licensdat least two of the listed items) aleése or rental agreement. No
per sonal or Ajunko mail wil/l be accepta
1 If the adult family member is incarcerated, a document from the court or correctional

Foster Children and Foster Adults

KHA Policy
Third-party verification from the state or local government agency responsible for the placement

of the individual withthe family is required.

Non-Relative Children

KHA Policy
The KHA will require official documentation to add children to the home other than by birth,

marriage or court awarded custody

Official documentation will include, but is not limited to:

9 Official correspondence from social service agencies (CPS, DSHS, etc.) showing placement
of children.

1 Hand written letters from biological parents or other guardagsnotacceptabldorms of
documentatiomnless officially notarized

7-1I.E. VERIFICATION OF STUDENT STATUS
General Requirements

KHA Policy
KHA requires families to provide information about the student status of all students who are 18

years of age or older. This information will be verified only if:

1 The family reports futtime student status for an adult other than the head, spouseheado

1 The family reports childcare expenses to enable a family member to further his or her educatio
1 The family includes a student enrolled in an institutiohigher education.

Restrictions on Assistance to Students Enrolled in Institutions of Higher Education
This section applies only to students who are seeking assistance on their own, separately from theil
parents. It does not apply to students residiitg parents who are seeking or receiving HCV assistance.

KHA Policy
In accordance with the verification hierarchy described in SectibiB,7KHA will determine

whether the student is exempt from the restrictions in 24 CFR 5.612 by verifying anytbee of
following exemption criteria:
1 The student is enrolled at an educational institution that does not meet the definition of institutic
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of higher education in the Higher Education Act of 1965 (see Section Ex{#hit 3

The student is at least 24 yeald.o

The student is a veteran, as defined in SecttriE3

The student is married.

The student has at least one dependent child, as defined in Selitibn 3

The student is a person with disabilities, as defined in sectibiic,3and was receiving
assistance prior to November 30, 2005.

= =4 =4 -8 2

If KHA cannot verify at least one of these exemption critériajll conclude that the student is
subject to the restrictions on assistance at 24 CFR 5.612. In addition to verifying thedstudent
income eligibility, KHA will then proceed to verify either the stud@nparent8income eligibility

(see Section-TI.J) or the studerds independence from his/her parents (see below).

Independent Student

KHA Policy
KHA will verify a studenés independence fromis/her parents to determine that the student

parent® income is not relevant for determining the studerdligibility by doing all of the
following:

Either reviewing and verifying previous address information to determine whether the student has
estdlished a household separate from his/her parents for at least one year or reviewing and
verifying documentation relevant to determining whether the student meets the U.S. Department
of Educatioids definition of independent student (see SectibinE)

Reviewing prior year income tax returns to verify whether a parent has claimed the student as a
dependent

Requesting and obtaining written certification directly from the stdslgrarents identifying the
amount of support they will be providing to tsiedent, even if the amount of support is $0.

7-11.F. DOCUMENTATION OF DISABILITY

The PHA must verify the existence of a disability in order to allow certain income disallowances and
deductions from income. The PHA is not permitted to inquire abeuhaiture or extent of a pergen
disability [24 CFR 100.202(c)]. The PHA may not inquire about a pésdiagnosis or details of
treatment for a disability or medical condition. If the PHA receives a verification document that provides
such information,lte PHA will not place this information in the tenant file. Under no circumstances will
the PHA request a particip@atmedical record(s). For more information on health care privacy laws, see
the Department of Health and Human Sendeesbsite atttp://www.hhs.gov/ocr/privacy/

The above cited regulation does not prohibit the following inquiries, provided these inquiries are made of
all applicants, whether or not they are persons with disabilities [VG, p. 24]:
1 Inquiry into an applicai@ ability to meet the requirements of ownership or tenancy
1 Inquiry to determine whether an applicant is qualified for a dwelling available only to persons
with disabilities or to persons with a particular type of disability
1 Inquiry to determine whethenapplicant for a dwelling is qualified for a priority available to
persons with disabilities or to persons with a particular type of disability
1 Inquiring whether an applicant for a dwelling is a current illegal abuser or addict of a controlled
substance
1 Inquiring whether an applicant has been convicted of the illegal manufacture or distribution of
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a controlled substance

Family Members Receiving SSA Disability Benefits

Verification of the receipt of disability benefits from the Social Security Administration (SSA) after being
determined to be a disabled individual is sufficient verification of disability for the purpose of qualifying
for waiting list preferences (if agphble) or certain income disallowances and deductions [VG, p. 23].

KHA Policy
For family members claiming disability who receive disability benefits from the SSA, KHA will

attempt to obtain information about disability benefits through the HUD Ergerpmcome
Verification (EIV) system when it is available. If documentation from H&UBIV System is not
available, KHA will request a current (dated within the last 60 days) SSA benefit verification letter
from each family member claiming disability stat If the family is unable to provide the
document(s), KHA will ask the family to request a benefit verification letter by either calling SSA
at 1-:800-772-1213, or by requesting it fromww.ssa.gov Once the applicant or participant
receives the benefit verification letter they will be required to provide it to KHA.

Family Members Not Receiving SSA Disability Benefits

Receipt of veterais disability bengts, workes compensation, or other r&@8A benefits based on the
individualGs claimed disability are not sufficient verification that the individual meets ddefinition
of disability in 24 CFR 5.603.

KHA Policy
For family members claiming disaityf who do not receive disability benefits from the SSA, a

knowledgeable professional must provide tipatty verification that the family member meets

the HUD definition of disability. See the Eligibility chapter for the HUD definition of disability.
Theknowledgeable professional will verify whether the family member does or does not meet the
HUD definition.

7-11.G. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5.508]

Overview

Housing assistance is not available to persons who are not citizens, nationals, or eligible immigrants.
Prorated assistance is provided for "mixed families" containing both eligible and ineligible persons. A
detailed discussion of eligibility requiremernsin the Eligibility chapter. This verifications chapter
discusses HUD and the PHA verification requirements related to citizenship status.

The family must provide a certification that identifies each family member as a U.S. citizen, a U.S.
national, a eligible noncitizen or an ineligible noncitizen and submit the documents discussed below for
each family member. Once eligibility to receive assistance has been verified for an individual, it need not
be collected or verified again during continuouslsisted occupancy. [24 CFR 5.508(g)(5)]

U.S. Citizens and Nationals

HUD requires a declaration for each family member who claims to be a U.S. citizen or national. The
declaration must be signed personally by any family member 18 or older angulydsan for minors.

The PHA may request verification of the declaration by requiring presentation of a birth certificate, United
States passport or other appropriate documentation.

KHA Policy
Family members who claim U.S. citizenship or national statil not be required to provide

additional documentation unless KHA receives information indicating that an indié&dual
declaration may not be accurate.
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Eligible Immigrants

Documents Required

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

The documentation required for eligible noncitizens varies depending upon factors such as the date the
person entered the U.S., the conditions under which eligible immigstéitrs has been granted, age, and

the date on which the family began receiving Hllinded assistance. Exhib#l7at the end of this chapter
summarizes documents family members must provide.

PHA Verification [HCV GB, pp. 5-3 and 57]
For family membersige 62 or older who claim to be eligible immigrants, proof of age is required in the
manner described inIT.C. of this plan. No further verification of eligible immigration status is required.

For family members under the age of 62 who claim to kggbéd immigrants,the ”FHA must verify
immigration status with the United States Citizenship and Immigration Services (USCIS).

The PHA will follow all USCIS protocols for verification of eligible immigration status.

KHA Policy
The KHA will utilize theSAVE system for verification of immigration status.

7-11.H. VERIFICATION OF PREFERENCE STATUS

The PHA must verify any preferences claimed by an applicant.
PART Ill: VERIFYING INCOME AND ASSETS

Chapter 6, Part | of this plan describes in detail #ppes of income that are included and excluded and
how assets and income from assets are handled. Any assets and income reported by the family must &
verified. This part provides the PHA policies that supplement the general verification proceduregispecifie
in Part | of this chapter.

7-111.LA. EARNED INCOME
Tips
KHA Policy
Unless tip income is included in a family memiseWW-2 by the employer, persons who work in

industries where tips are standard will be required to sign a certified estimate of tips received for
the prior year and tips anticipated to be received in the coming year.

Wages

KHA Policy
For wages other thaips, the family must provide originals of the two most current, consecutive

pay stubs.

7-111.B. BUSINESS AND SELF EMPLOYMENT INCOME

KHA Policy
Business owners and selinployed persons will be required to provide:

1 An audited financial statement ftire previous fiscal year if an audit was conducted. If an
audit was not conducted, a statement of income and expenses must be submitted and the
business owner or sedimployed person must certify to its accuracy.
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9 All schedules completed for filing feder@hd local taxes in the preceding year.
1 If accelerated depreciation was used on the tax return or financial statement, an a@ountant
calculation of depreciation expense, computed using strightiepreciation rules.

The PHA will provide a format faainy person who is unable to provide such a statement to record income
and expenses for the coming year. The business owneasplbyed person will be required to submit
the information requested and to certify to its accuracy at all futteraminatios.

At any reexamination the PHA may request documents that support submitted financial statements such
as manifests, appointment books, cash books, or bank statements.

If a family member has been selinployed less than three (3) months, the PHA widlept the family
membeds certified estimate of income and schedule an intedexaenination in three (3) months. If the
family member has been se&imployed for three (3) to twelve (12) months the PHA will require the family
to provide documentation oh¢come and expenses for this period and use that information to project
income.

7-111.C. PERIODIC PAYMENTS AND PAYMENTS IN LIEU OF EARNINGS
Social Security/SSI Benefits

KHA Policy

To verify the SS/SSI benefits of applicants, KHA will request a otif@ated within the last 60
days) SSA benefit verification letter from each family member that receives social security
benefits. If the family is unable to provide the document(s), KHA will ask the family to request a
benefit verification letter by eitmecalling SSA at 48007721213, or by requesting it from
www.ssa.govOnce the applicant has received the benefit verification letter they will be required
to provide it to KHA.

To verify the SS/SSI benefits gharticipants, KHA will obtain information about social
security/SSI benefits through the HUD EIV Systeand confirm with the participant(s) that the
current listed benefit amount is correct. If the participant disputes thedpited benefit amount,

orif benefit information is not available in HUD systems, KHA will request a current SSA benefit
verification letter from each family member that receives social security benefits. If the family is
unable to provide the documentiA will ask the family torequest a benefit verification letter

by either calling SSA at-800-7721213, or by requesting it fromww.ssa.gov Once the
participant has received the benefit verification letter they will be required to provadi€HA.

7-111.D. ALIMONY OR CHILD SUPPORT

KHA Policy
The way KHA will seek verification for alimony and child support differs depending on whether
the family declares that it receives regular payments.

If the family declares that it receivesgular paymentsverification will be sought in the following

order.

1 If payments are made through a state or local entity, KHA will request a record of payments
for the past 12 months and request that the entity disclose any known information about the
likelihood of future payments.

Third-party verification from the persqgraying the support

Copy of a separation or settlement agreement or a divorce decree stating amount and type of
support and payment schedules

1 Copy of the latest check and/or payment stubs

= =4
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1 FamilyGs seltcertification of amount received and of the likelitdl of support payments being
received in the future, or that support payments are not being received.

If the family declares that it receiv@segular or no paymentsin addition to the verification

process listed above, the family must provide ewdeahat it has taken all reasonable efforts to

collect amounts due. This may include:

1 A statement from any agency responsible for enforcing payment that shows the family has
requested enforcement and is cooperating with all enforcement efforts.

1 If the family has made independent efforts at collection, a written statement from the attorney
or other collection entity that has assisted the family in these efforts

Note Families are not required to undertake independent enforcement action.

7-11l.E. ASSETS AND INCOME FROM ASSETS

Assets Disposed of for Less than Fair Market Value
The family must certify whether any assets have been disposed of for less than fair market value in the
preceding two years. KHA needs to verify only those cedifons that warrant documentation [HCV GB,

p. 528].

KHA Policy
KHA will verify the value of assets disposed of only if:

1 KHA does not already have a reasonable estimation of its value from previously collected
information, or
1 The amount reported by the family in the certification appears obviously in error.

Example 1:

An elderly participant reported a $10,000 certificate of deposit at the last annual reexamination and t
verified this amount. Now the person repohattshe has given this $10,000 to her son. The PHA has a
reasonable estimate of the value of the asset; therefesertigcation of the value of the asset is not
necessary.

Example 2:

A family member has disposed of its 1/4 share of real propertieldaa a desirable area and has valued
share at approximately 5,000. Based upon market conditions, this declaration does not seem realisti
Therefore, the PHA will verify the value of this asset.

7-11l.F. NET INCOME FROM RENTAL PROPERTY

KHA Policy
The family must provide:

1 A current executed lease for the property that shows the rental amount or certification from the
current tenant

1 A self-certification from the family members engaged in the rental of property providing an
estimate of expenses fthre coming year and the most recent IRS Form 1040 with Schedule E
(Rental Income). If schedule E was not prepared, KHA will require the family members
involved in the rental of property to provide a seftification of income and expenses for the
previols year and may request documentation to support the statement including: tax
statements, insurance invoices, bills for reasonable maintenance and utilities, and bank
statements or amortization schedules showing monthly interest expense.
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7-111.G. RETIREMENT ACCOUNTS

KHA Policy
KHA will accept written thirdparty documents supplied by the family as evidence of the status of

retirement accounts.

The type of original document that willtbe &

status

o Beforeretirement, KHA will accept an original document from the entity holding the account
with a date that shows it is the most recently scheduled statement for the account but in no case
earlier than 6 months from the effective date of tren@ration.

o Uponretirement, KHA will accept an original document from the entity holding the account
that reflects any distributions of the account balance, any lump sums taken and any regular
payments.

o0 Afterretirement, KHA will accept an original docemt from the entity holding the account
dated no earlier than 12 months before that reflects any distributions of the account balance,
any lump sums taken and any regular payments.

7-111.H. INCOME FROM EXCLUDED SOURCES

A detailed discussion of excluded income is provided in Chapter 6, Part I.
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 incomeahe PHA isnot required to follow the verification hierarchy, dogent why
third-party verification is not available, or report the income on the 50058. Fully excluded income is
defined as income that is entirely excluded from the annual income detéomiff@r example, food
stamps, earned income of a minor, or foster care funds) [Notice PIH02013

PHAs may accept a f ami dexardisatiors forg rae setferafipapoin ofdudiyt i o n
excluded income. They do not have to require additidocumentation. However, if there is any doubt
that a source of income qualifies for full exclusid?lAs have the option of requiring additional
verification.

For partially excluded income, the PHg\required to follow the verification hierarchy and all applicable
regulations, and to report the income on the 50058. Partially excluded income is defined as income where
only a certain portion ofvhat is reported by the family qualifies to be excluded #re remainder is
included in annual income (for example, the income of an adultifiudl student, or income excluded
under the earned income disallowance).

KHA Policy
KHA will reconcile differences in amounts reported by the third party and the famijyywhen

the excluded amount is used to calculate the family share (as is the case with the earned income
disallowance). In all other cases, KHA will report the amount to be excluded as indicated on
documents provided by the family.

7-111.1. ZERO ANNUA L INCOME STATUS

KHA Policy
KHA will check UIV sources and/or request information from tkpatty sources to verify that

certain forms of income such as: unemployment benefits, TANF, SSI, etc., are not being received
by families claiming to have zerom@umal income.

Rev. 5/20/15 149



Families reporting zero income will be required to complete the fHApr oved A St at
Survival o questionnaire and zero income cert

7-111.J. STUDENT FINANCIAL ASSISTANCE

Any financial assistance, in egss of amounts received for tuition, that a person attending an institution
of higher education receives under the Higher Education At9@5, from private sources, or from an
institution of higher education must be considered income unless the saideat the age of 23 with
dependent children or is residing with parents who are seeking or receiving HCV assistance [24 CFR
5.609(b)(9) and FR 4/10/06].

For students over the age of 23 with dependent children or students residing with parentseskirzge

or receiving HCV assistance, the full amount of student financial assistance is excluded from annual
income [24 CFR 5.609(c)(6)]. The full amount of student financial assistance is also excluded for students
attending schools that do not qualify iastitutions of higher education (as defined in Exhib2)3
Excluded amounts are verified only if, without verification, the PHA would not be able to determine
whether or to what extent the income is to be excluded (see Sedtld)7

KHA Policy
For a student subject to having a portion of his/her student financial assistance included in annual

income in accordance with 24 CFR 5.609(b)KHA will request thirdparty written verification

of both the source and the amauiamily-provided documents from the educational institution
attended by the student will be requested, as well as documents generated by any other person c
entity providing such assistance, as reported by the student.

In addition, KHA may request wiiien verification from the institution of higher education
regarding the studedst tuition amount.

If KHA is unable to obtain thirgbarty written verification of the requested information, KHA will
pursue other forms of verification following the veréton hierarchy in Section-I7B.

7-111.K. PARENTAL INCOME OF STUDENTS SUBJECT TO ELIGIBILITY RESTRICTIONS

If a student enrolled at an institution of higher education is under the age of 24, is not a veteran, is not
married, and does not havedapendent childand is not a person with disabilities receiving HCV
assistance as of November 30, 200t income of the studdst parents must be considered when
determining income eligibility, unless the student is determined independent from hisparém®s in
accordance with the PHA policy [24 CFR 5.612 and FR 4/10/06, p. 18146].

This provision does not apply to students residing with parents who are seeking or receiving HCV
assistance. It is limited to students who are seeking or receivintpassi®n their own, separately from
their parents.

KHA Policy
If KHA is required to determine the income eligibility of a studeparents, KHA will request an

income declaration and certification of income from the appropriate parent(s) (as detenmined
Section 3II.E). KHA will send the request directly to the parents, who will be required to certify

to their income under penalty of perjury. The parents will be required to submit the information
directly to KHA. The required information must be sutied (postmarked) withitwelve (12)
businessiays of the date of KHAOGs request or wit

KHA reserves the right to request and review supporting documentation at any time if it questions
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the declaration or certdation. Supporting documentation may include, but is not limited to,
Internal Revenue Service (IRS) tax returns, consecutive and original pay stubs, bank statements,
pension benefit statements, benefit award letters, and other official and authenticrdedtone

a federal, state, or local agency.

PART IV: VERIFYING M ANDATORY DEDUCTIONS

7-IV.A. DEPENDENT AND ELDERLY/DISABLED HOUSEHOLD DEDUCTIONS

The dependent and elderly/disabled family deductions require only that KHA verify that he family
members identified as dependents or elderly/disabled persons meet the statutory definitions. No furthet
verifications are required.

Dependent Deduction
SeeChapter 6 (61.B.) for a full discussion of this deduction. KHA must verify that:
1 Any person under the age of 18 for whom the dependent deduction is claimed is not the head,
spouse, or chead of the family and is not a foster child
1 Any person age 18 or older for whom the dependent deduction is claimed is not a foster adult or
live-in aide, and is a person with a disability or a full time student

Elderly/Disabled Family Deduction

See Eligibility chapter for a definition of eldergnd disabled families and Chapter 6II(€.) for a
discussion of the deductiomhe RHA must verify that the head, spouse, ofhead is 62 years of age or
older or a person with disabilities.

7-1IV.B. MEDICAL EXPENSE DEDUCTION

Policies related to méchl expenses are found inlleD. The amount of the deduction will be verified
following the standard verification procedures described in Part I.

Amount of Expense

KHA Policy
Medical expenses will be verified through:

1 Written thirdparty documentprovided by the family, such as pharmacy printouts or
receipts.

1 The KHA will make a best effort to determine what expenses from the past are likely to
continue to occur in the future. The KHA will also accept evidence of monthly payments
or total paymentthat will be due for medical expenses during the upcoming 12 months.

1 Written thirdparty verification forms, if the family is unable to provide acceptable
documentation.

1 If third-party or document review is not possible, written family certification a®$ts
anticipated to be incurred during the upcoming 12 months.

In addition,the FHA must verify that:
1 The household is eligible for the deduction.
1 The costs to be deducted are qualified medical expenses.
1 The expenses are not paid for or reimbursed by any other source.
9 Costs incurred in past years are counted only once.
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Eligible Household

The medical expense deduction is permitted only for households in which the head, spoukeadriso
at least 620r a person with disabilitie3he PHA must verify that the family meets the definition of an
elderly or disabled family provided in the Eligibility chapter and as described in ChaptdV.A(y of
this plan.

Qualified Expenses
To be eligible for tk medical expenses deduction, the costs must qualify as medical expensésae C
6 (6-11.D.) for the PHAG policy on what counts as a medical expense.

Unreimbursed Expenses
To be eligible for the medical expenses deduction, the costs must eainbensed by another source.

KHA Policy
The family will be required to certify that the medical expenses are not paid or reimbursed to the

family from any source.

Expenses Incurred in Past Years

KHA Policy
When anticipated costs are related tegomg payment of medical bills incurred in past years,

KHA will verify:

1 The anticipated repayment schedule

1 The amounts paid in the past, and

1 Whether the amounts to be repaid have been deducted from theXdaamilyal income in past
years

7-1V.C. DISABILITY ASSISTANCE EXPENSES

Policies related to disability assistance expenses are found.Er @he amount of the deduction will be
verified following the standard verification procedures described in Part I.

Amount of Expense
Attendant Care

KHA Policy
The KHA will accept written thirgparty documets provided by the family.

If family-provided documents are not available, Ki¢A will provide a thirdparty verification
form directly to the care provider requesting the needed information.

Expenses for attendant care will be verified through:
1 Written third-partydocuments provided by the family, suchraseipts of cancellecheck.

1 Third-pary verification form signed by the provider, if fangyovided documents are not
available.

1 If third-party verification is not possible, written family certification of estimapgdaratus
costs for the upcoming 12 months

Auxiliary Apparatus

KHA Policy
Expenses for auxiliary apparatus will be verified through:

1 Written third-partydocuments provided by the famly, suchbdkng statements for purchase
of auxiliary apparatus, or other evidence of monthly payments argayments that will be
due for the apparatus during the upcoming 12 months
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1 Third-party verification for signed by the provider, if famjpyovided documents are not
available.

9 If third-party or document review is not possible, written family certiiicaf estimated
apparatus costs for the upcoming 12 months

In addition, KHA must verify that:
1 The family member for whom the expense is incurred is a person with disabilities (as
described in H1.F above).
1 The expense permits a family member, or mersjto work (as described irllGE.).
1 The expense is not reimbursed from another source (as describHdEr).6

Family Member is a Person with Disabilities
To be eligible for the disability assistance expense deduction, the costs must be incurred for attendant car
or auxiliary apparatus expense associated with a person with disabilities. The PHA will verify that the
expense is incurred for a person with tisaes (See 71.F.).

Family Member(s) Permitted to Work
The PHA must verify that the expenses claimed actually enable a family member, or members, (including
the person with disabilities) to work.

KHA Policy
KHA will seek thirdparty verificationfrom arehabilitationagency or knowledgeable medical

professional indicating that the person with disabilities requires attendant care or an auxiliary
apparatus to be employed, or that the attendant care or auxiliary apparatus enables another famil
membe, or members, to work (SeelBE.). This documentation may be provided by the family.

If third party and document review verification has been attempted and is either unavailable or
provesunsuccessful, the family must certify that the disabilitystasce expense frees a family
member, or members (possibly including the family member receiving the assistance), to work.

Unreimbursed Expenses
To be eligible for the disability expenses deduction, the costs must not be reimbursed by another source.

KHA Policy
An attendant care provider will be asked to certify that, to the best of the piskdemwledge,

the expenses are not paid by or reimbursed to the family from any source.

The family will be required to certify that attendant care or aaryilapparatus expenses are not
paid by or reimbursed to the family from any source.

7-1V.D. CHILD CARE EXPENSES

Policies related to childcare expenses are found in Chaptel.&)6The amount of the deduction will
be verified following the standancrification procedures described in Part | of this chapter. In addition,
the PHA must verify that:

T

1
1
il
il

The child is eligible for carél2 or younger)

The costs claimed are not reimbursed

The costs enable a family membemtork, actively seek work, durther their educatian
The costs are for an allowable type of childcare.

The costs are reasonable.
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Eligible Child

To be eligible for the childcare deduction, the costs must be incurred for the care of a child under the age
of 13. KHA will verify that the child being cared for (including foster children) is under the age of 13 (See
7-11.C.).

Unreimbursed Expense

To be eligible for the childcare deduction, the costs must not be reimbursed by another source.
KHA Policy
The childcare provider wibe asked to certify that, to the best of the prowglknowledge, the
childcare expenses are not paid by or reimbursed to the family from any source.

The family will be required to certify that the childcare expenses are not paid by or reimbursed to
the family from any source.

Pursuing an Eligible Activity
The PHA must verify that the family member(s) that the family has identified as being ettabbsek
work, pursue education, or be gainfully employed, are actually pursuing those activities.

KHA Policy
Information to be gathered

KHA will verify information about how the schedule for the claimed activity relates to the hours
of care provided, the time required for transportation, the time required for study (for students),
the relationship of the family member{s)he child, and my special needs of the child that might
help determine which family member is enabled to pursue an eligible activity.

Seeking Work

Whenever possiblEHA will use documentation from a state or local agency that monitors- work
related requirements (e.gvelfare or unemployment). In such casés{A will requestfamily-
providedverification from the agency of the memé&ejob seeking efforts to da@nd require the
family to submit taKHA any reports provided to the other agency.

In the event thirepbarty verification is not availableé{HA will provide the family with a form on
which the family member must record job search eff6ik$A will review this information at each
subsequent rexamination for which this deduction is claimed.

Furthering Education

KHA will ask that the academic or vocational educational institution verify that the person
permitted to further his or her education by the childcare is enrolled and provide information about
the timing of classes for which the pamnss registered.The documentation may be provided by

the family.

Gainful Employment

KHA will seek verification from the employer of the work schedule of the person who is permitted
to work by the childcare. In cases in which two or more family mentdmrigl be permitted to
work, the work schedules for all relevant family members may be veriflgd.documentation

may be provided by the family.

Allowable Type of Child Care
The type of care to be provided is determined by the family, but must falhvesintain guidelines, as
discussed in Chapter 6.

KHA Policy
KHA will verify that the type of childcare selected by the family is allowable, as described in

Chapter 6 (dl.F).
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KHA will verify that the fees paid to the child care provider cover ahljd care costs (e.g., no
housekeeping services or personal services) and are paid only for the care of an eligible child (e.g.,
prorate costs if some of the care is provided for ineligible family members).

KHA will verify that the childcare providesinot an assisted family member.

Verification will be made through the head of houseéttkclaration of family members who are
expected to reside in the unit.

Reasonableness of Expenses
Only reasonable childcare costs can be deducted.

KHA Policy
The actual costs the family incurs will be compared with Ksl&stablished standards of

reasonableness for the type of care in the locality to ensure that the costs are reasonable.

If the family presents a justification for costs that exceed typicad aothie area, KHA will request
additional documentation, as required, to support a determination that the higher cost is
appropriate.
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EXHIBIT 7 -1: SUMMARY OF DOCUMENTATION REQUIREMENTS
FOR NONCITIZENS [HCV GB, pp. 5-9 and 510]

T

1
1

All noncitizens claiming eligible status must sign a declaration of eligible immigrant status on
acceptable to the PHA.

Except for persons 62 or older, all noncitizens must sign a verification consent form.
Additional documents are required basedrupot he per sondés status.

Elderly Noncitizens.

)l

A person 62 years of age or older who claims eligible immigration status also must provide f
age such as birth certificate, passport, or documents showing receipt of&fe denefits.

All other Noncitizens

)l

Noncitizens that claim eligible immigration status also must present the applicable USCIS do
Acceptable USCIS documents are listed below.

1 Form 551 Alien Registration Receipt Cal  Form F94 Arrival-Departure Record with n
(for permanent resident aliens) annotation accompanied by:
1 Form 194  Arrival-Departure  Recor( o A final court decision grantin
annotated with one of the following: asylum (but only if no appeal
o fAdmitted as a Refugee Pursug taken);
to Section 203 0 A letter from a USCIS asylum office
o "Sect i orfASyIDOB O granting asylum (if application i
o fSection 243(h) or fiDeportation filed on or after 10/1/90) or from
stayed by Attorney General USCIS district director granting
o fAParoled Pursuant toeStion 221 asylum (application filed befor|
(d) (5) of the 10/1/90);
o A court decision granting
withholding of deportation; or
o A letter from an asylum office
granting withholding or deportatio
(if application filed on or afte
10/1/90).
1 Form 688 Temporary Resident Ca 1 Form F688B Employment Authorization Cai

annotatediSection 245A or fiSection 2160 annotatediProvision of Law 274a. 12(1d)or
fiProvision of Law 274a.12

A receipt issued by the USCIS indicating that an applicatoissuance of a replacement docum
in one of the above I|isted categories has
has been verified; or

Other acceptable evidence. If other documents are determined by the USCIS to constitutielex
evidence of eligible immigration status, they will be announced by notice published in the |
Register.
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CHAPTER 8
HOUSING QUALITY STANDARDS AND RENT REASONABLENESS DETERMINATIONS
[24 CFR 982 Subpart | and 24 CFR 982.507]

INTRODUCTION

HUD requires that all units occupied by families receiving Housing Choice Voucher (HCV) assistance
meet HUOB Housing Quality Standards (HQS) and permits KHA to establish additional requirements.
The use of the term AHQES" iofrboth HUD and iné RiHAestabkshed r s
requirements.

All unit must pass arQS inspectiomprior to the approval of a lease and at least once every 24 months
during the term of the contract, and at other times as needed, to determine that the unit rBeets HQ
Effective July 1, 2014, PHAs may establich a policy for performing uspeictions biennially rather than
annually. This policy could apply to some or all assisted units. PHAs still have the option to inspect every
unit annually. See sectionlBG for further details.

HUD also requires the PHA to determine that units rented by families assisted under the HCV program
have rents that are reasonable when compared to comparable unassisted units in the market area.

This chapter explains HUD and the PHA requirements related to housing quality and rent reasonablenes
as follows:

Part | Physical Standard3 his part discusses the physical standards required of units occupied by
HCV-assisted families and identifiesaikdons about the acceptability of the unit that may be made
by the family based upon the fan@@ypreference. It also identifies lfereatening conditions that
must be addressed on an expedited basis.

Part Il The Inspection Proces$his part descrigs the types of inspections the PHA will make
and the steps that will be taken when units do not meet HQS.

Part Ill. Rent Reasonableness Determinatidiss part discusses the policies the PHA will use to
make rent reasonableness determinations.

Specal HQS requirements for homeownership, manufactured homes, and other special housing types are
discussed in Chapter 15 to the extent that they apply in this jurisdiction.

PART I: PHYSICAL STA NDARDS

8-1.LA. GENERAL HUD REQUIREMENTS

HUD Performance and Acceptability Standards

HUDG& performance and acceptability standards for HSSisted housing are provided in 24 CFR
982.401. These standards cover the following areas:

Sanitary facilities

Food preparation and refuse disposal

Spaceand Security

Thermal Environment

lllumination and electricity

Structure and materials

= =4 =4 -8 -8 -9
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Interior Air Quality
Water Supply
Leadbased paint
Access

Site and neighborhood
Sanitary condition
Smoke Detectors

=4 =4 =4 -8 -9 _9_-°

A summary of HUD performance criteria is provided in Attachmeft 8dditional guidance on these
requirements is found in the following HUD resources:
1 Housing Choice Voucher Guidebook, Chapter 10.
1 HUD Housing Inspection Manual for Section 8 Housing
1 HUD Inspection Form, form HUE2580 (3/01) and Inspection Checklist, form HBR580GA (9/00)
1 HUD Notice 200331, Accessibility Notice: Section 504 of the Rehabilitation Act of 1973; the
Americans with Disabilities Act of 1990; the Architectural Barriers ALtl968 and the Fair
Housing Act of 1988.

Tenant Preference Items

HUD requires the PHA to enforce minimum HQS but also requires that certain judgments about
acceptability be left to the family. For example, the PHA must ensure that the unit corgaieguined
sanitary facilities, but the family decides whether the cosmetic condition of the facilities is acceptable.
Attachment & summarizes those items that are considered tenant preferences.

Modifications to Provide Accessibility

Under the FaiHousing Act of 1988, an owner must not refuse the request of a family that contains a
person with a disability to make necessary and reasonable modifications to the unit. Such modifications
are at the famil§s expense. The owner may require restoratigh@init to its original condition if the
modification would interfere with the owner or next occupafull enjoyment of the premises. The owner

may not increase a customarily required security deposit. However, the landlord may negotiate a
restoration greement that requires the family to restore the unit and, if necessary to ensure the likelihood
of restoration, may require the tenant to pay a reasonable amount into an interest bearing escrow accout
over a reasonable period of time. The interest insach account accrues to the benefit of the tenant. The
owner may also require reasonable assurances that the quality of the work will be acceptable and that an
required building permits will be obtained.[24 CFR 100.203; Notice -3103

Modifications b units to provide access for a person with a disability must meet all applicable HQS
requirements and conform to the design, construction, or alteration of facilities contained in the UFAS
and the ADA accessibility Guidelines (ADAAG) [28 CFR 35.151(c) biatice 200331] See Chapter 2

of this plan for additional information on reasonable accommodations for persons with disabilities.

KHA Policy
Any owner that intends to negotiate a restoration agreement or require an escrow account must

submit the agreeemt(s) to KHA for review.

8.1.B. ADDITIONAL LOCAL REQUIREMENTS

The PHA may impose additional quality standards as long as the additional criteria are not likely to
adversely affect the health or safety of participant families or severely restrichdpalice. HUD
approval is required if more stringent standards are imposed. HUD approval is not required if the PHA
additions are clarifications of HUP acceptability criteria or performance standards [24 CFR
982.401(a)(4)].
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Thermal Environment [HCV G B p.10-7]

The PHA must define a fAhealthy |l iving environ
establishing a temperature that the heating system must be capable of maintaining, that is appropriate fc
the local climate.

KHA Policy
The heating system must be capable of maintaining an interior temperature of 65 degrees

Fahrenheit between October 1 and May 1.

Clarifications of HUD Requirements

KHA Policy
As permitted by HUD, KHA has adopted the following specific requirementsetaborate on

HUD standards.

Walls
In areas where plaster or drywall is sagging, severely cracked, or otherwise damaged, it must be repaire
or replaced.

Windows
Window sashes must be in good condition, solid and intact, and properly fitted to the window frame.
Damaged or deteriorated sashes must be replaced.

Windows must be weathstripped as needed to ensure a wedilbt seal.

Doors
All exterior doors mat be weathetight to avoid any air or water infiltration, be lockable, have no holes,
have all trim intact, and have a threshold.

All interior doors must have no holes, have all trim intact, and be openable without the use of a key.

Floors
All wood floors must be sanded to a smooth surface and sealed. Any loose or warped boards must be re
secured and made level. If they cannot be leveled, they must be replaced.

All floors must be in a finished state. Raw wood or unsealed concrete is not permitted.

Sinks
All sinks and commode water lines must have shut off valves, unless faucets are wall mounted.

Toilets
All worn or cracked toilet seats and tank lids must be replaced and toilet tank lid must fit properly.

Security

If window security bars or security screens are present on emergency exit windows, they must be equippe
with a quick release system. The owner is responsible for ensuring that the family is instructed on the use
of the quick release system.

8.1.C. LIFE THREATENING CONDITIONS [24 CFR 982.404(A)]

HUD requires the PHA to define life threatening conditions and to notify the owner or the family
(whichever is responsible) of the corrections required. The responsible party must cotiectdiiening
condiions within 24 hours of the PHA notification.

Rev. 5/20/15 159



KHA Policy
The following are considered |H#areatening conditions:

Any condition that jeopardizes the security of the unit

Major plumbing leaks or flooding, waterlogged ceiling or floor in imminent daobfalling

Natural or LP gas or fuel oil leaks

Any electrical problem or condition that could result in shock or fire

Absence of a working heating system when outside temperature is below 60 degrees Fahrenh
Utilities not in service, including naunning hot water

Conditions that present the imminent threat to health and safety

Obstacles that prevent safe entrance or exit from the unit

Absence of a functioning toilet in the unit

Absence of a functioning smoke deteaod carbon monoxide detectn the unit

= =4 =4 -8_9_9_95_42_2_-2

If an owner fails to correct life threatening conditions as requird€Hb, the housing assistance
payment will be abated and the HAP contract will be terminated.-8e€ 8

If a family fails to correct a family, caused life threatening condition as requir&HBy it may
terminate the familgs assistance. SedI8H.

The owner will be required to repair an inoperable smoke detector itssletermines that
the family hagntentionally disconnected it (by removing batteries or other means). In this case,
the family will be required to repair the smoke detector within 24 hours.

8-1.D. OWNER AND FAMILY RESPONSIBILITIES [24 CFR 982.404]

Family Responsibilities
The family is responsible for correcting the following HQS deficiencies:
1 Tenantpaid utilities not in service
1 Failure to provide or maintain famigupplied appliances
1 Damage to the unit or premises caused by a household member or guest beyond normal wear an:
tear. "Normal wear and tear" is defined as items, which could not be charged against tlie tenant
security deposit under state law or court practice.

Owner Responsibilities

The owner is responsible for all HQS violations not listed as a family respdpsiibove, even if the
violation is caused by the famdyliving habits (e.g., vermin infestation). However, if the fasilgctions
constitute a serious or repeated lease violation the owner may take legal action to evict the family.

8-1-E. SPECIAL REQUIREMENTS FOR CHILDREN WITH ENVIRONMENTAL
INTERVENTION BLOOD LEAD LEVEL [24 CFR 35.1225]

If the PHA is notified by a public health department or other medical health care provider, or verifies
information from a source other than a public health degartror medical health care provider, that a
child of less than 6 years of age, living in an H@3&isted unit has been identified as having an
environmental intervention blood lead level, the PHA must complete a risk assessment of the dwelling
unit. The rsk assessment must be completed in accordance with program requirements, and the result o
the risk assessment must be immediately provided to the owner of the dwelling unit. In cases where the
public health department has already completed an evaludtitre aunit, this information must be
provided to the owner.

Within 30 days after receiving the risk assessment report from the PHA, or the evaluation from the public
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health department, the owner is required to complete the reduction of identifidzbdeadpaint hazards

in accordance with the ledzhsed paint regulations [24 CFR 35.1325 and 35.1330]. If the owner does not
complete thd@hazard reductiamas required, the dwelling unit is in violation of HQS and KHA will take
action in accordance with Set &11.G.

PHA reporting requirements, and data collection and record keeping responsibilities related to children wit
an environmental intervention blood lead level are discussed in Chapter 16.

8-1-F. VIOLATION OF HQS SPACE STANDARDS [24 CFR 982.4Q 24 CFR 982.408

A dwelling unit must:
1 Provide adequate space and security for the family
1 Have a least one bedroom or living/sleeping room for each two persons

A unit that does not meet these HQS space standards is defimest@®wded.

A living roommay be used as a sleeping (bedroom) space, but no more than two persons may ocuupnay
space [HCV GB p. 18]. A bedroom or living/sleeping room must have at least:
1 One window
1 Two electrical outlets in proper operating conidition (permanent overheadlbmounted light
fixtures may count as one of the required electrical outlets)

If the PHA determines that a unit does not meet the HQS space standards because of an increase in far
size or a change in family composition, the PHA must issue theyfanmiéw voucher, and the family and

the PHA must try to find an acceptable unit as soon as possible. If an acceptable unit is available for ren
by the family, the PHA must terminate the HAP contract in accordance with its terms.

PART II: THE INSPECTION PROCESS

8-1lLA. OVERVIEW [24 CFR 982.405]

Types of Inspections
The PHA conducts the following types of inspections as needed. Each type of inspection is discussed in t
paragraphs that follow.

1 Initial InspectionsThe PHA conducts initidhspections in response to a request from the family to
approve a unit for participation in the HCV program. The unit must pass the HQS inspection before
the effective date of the HAP Contract.

1 AnnualBiennial hspections HUD requires the PHA to inspect each unit under lease at least
annuallyor biennially, depending on PHA polictg confirm that the unit still meets HQS. The
i nspection may be conduct ed i xamimaton buhatsé may n
be conducted separately.

1 Special Inspection® special inspection may be requested by the owner, the family, or a third party
as a result of problems identified with a unit between annual inspections.

1 Quality Control InspectiondHUD requires that a sgie of units be rénspected by a supervisor or
other qualified individual t@valuate the work of the inspector(s) and to ensure the inspectiosn are
performed in compliance with the HQS

Inspection of PHA-owned Units [24 CFR 982.352(b)]
The PHA must ofain the services of an independent entity to perform all HQS inspections in cases where
an HCV family is receiving assistance in a REvned unit. A PHAowned unit is defined as a unit that is

Rev. 5/20/15 161



owned by the PHA that administers the assistance under thelicated ACC (including a unit owned by

an entity substantially controlled by the PHA). The independent agency must communicate the results
each inspection to the family and the PHA. The independent agency must be approved by HUD, and m:
be the unit bgeneral local government for the PHA jurisdiction (unless the PHA is itself the unit of general
local government or an agency of such government).

Inspection Costs

The PHA may not charge the family or owner for unit inspectwnginspectionf24 CHR 982.405(e)]. In

the case of inspections of PHAvned units the PHA may compensate the independent agency from ongoing
administrative fee for inspections performed. KHA and the independent agency may not charge the famil
any fee or charge for the inspiect [24 CFR.982.352(b)].

Notice and Scheduling
The family must allow the PHA to inspect the unit at reasonable times with reasonable notice [24 CFF
982.551(d)].

KHA Policy
Both the family and the owner will be given reasonable notice of all inspections. Except in the case

of a life threatening emergency, reasonable notice is considered to be not less than 48 hout
Inspections may be scheduled between 8:00 a.m. and 6:00Gemerally, inspections will be
conducted on business days only. In the case of -#hligmtening emergency, KHA will give as
much notice as possible, given the nature of the emergency.

Owner and Family Inspection Attendance
HUD permits the PHA to seiolicy regarding family and owner presence at the time of inspection [HCV
GB p. 1627].

KHA Policy
When a family occupies the unit at the time of inspection, an adult family member must be present
for the inspection.

At initial inspection of a vacaninit, KHA will inspect the unit in the presence of the owner or
ownelGs representative. If the owner or ow@serepresentative cannot be present, KHA will inspect
the unit on their own with the owr@rpermission.

8-11.B. INITIAL HQS INSPECTION [24 CFR 9 82.401(a)]

Timing of Initial Inspections

HUD requires the unit to pass HQS before the effective date of the lease and HAP Contract. HUD requires
PHAG with fewer than 1,250 budgeted units to complete the initial inspection, determine whether the unit
sdisfies HQS, and notify the owner and the family of the determination within 15 days of submission of
the Request for Tenancy Approv&KTA). For PHAs with 1,250 or more budgeted units, to the extent
practicable such inspection and determination musbb®leted within 15 days. The Iy period is
suspended for any period during which the unit is not available for inspection [982.305(b)(2)].

KHA Policy

KHA will complete the initial inspection, determine whether the unit satisfies HQS, and notify the
owner and the family of the determination witliiffteen (15) days of submission of the Regtie

for Tenancy Approval (RFTA). KHA will reschedule inspections for good cause.

Inspection Results and Reanspections

KHA Policy
If any HQS violations are identified, the owner will be notified of the deficiencies and be given a
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time frame to correct them. If requested by the owner, the time frame for correcting the deficiencies
may be extended by KHA for good cause. KHA willingpect the unit within 5 business days of
the date the owner notifies KHA that the required corrections have been made.

If the time period for correcting the deficiencies (or any Kbigproved extension) has elapsed, or

the unit fails HQS at the time of the-inspection, KHA will notify the owner and the family that

the unit has been rejected and that the family must search for another unit. KHA may agree to
conduct a second+iaspection, for good cause, at the request of the family and owner.

Following a failed reinspection, the family may submit a new Request for Tenancy Approval for
the unit if the family has not found another unit by the time the owner completes all repairs and
the family continues to wish to live in the unit.

Utilities
Generally,at initial leaseup the owner is responsible for demonstrating that all utilities are in working
order including those utilities that the family will be responsible for paying.

KHA Policy
If utility service is not available for testing at the time loé initial inspection, KHA will allow the

utilities to be placed in service after the unit has met all other HQS requirements. KHAinsibeet
the unit to confirm that utilities are operational before the HAP contract is executed by KHA.

Metering of utilities

Al | utilities for units on the ASection 80 pr o
separately metered, the property will be required to include the average cost of that utility as part of the
monthly rent.

Sub-metering

Submetering refers to the individual metering of utilities at an apartment building. Landlords may install
individual meters to measure energy usage per household and then bill tenants according to their
household usage. When utilities are-soétered at building, the charges for utilities are no longer part

of the rent, but are a separate charge that the tenant is responsible for in addition to the rent charge.

Appliances

KHA Policy
If the family is responsible for supplying the stove and/or refetpr, KHA will allow the stove

and refrigerator to be placed in the unit after the unit has met all other HQS requirements. The
required appliances must be in place before the HAP contract is executed by KHA. KHA will
execute the HAP contract based uparertification from the family that the appliances have been
installed and are working. A confirmatory inspection will be scheduled within 30 days of HAP
contract approval.

8.11.C. ANNUAL /BIENNIAL HQS INSPECTIONS [FR Notice 6/25/14

KHA Policy
Eachunit under HAP contract will be inspected within 12 months of the last full HQS inspection.

Scheduling the Inspection

KHA Policy
If an adult family member cannot be present on the scheduled date, the family should request that

KHA reschedule the insptan. KHA and family will agree on a new inspection date that generally
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should take place withifive (5) businessdays of the originallyscheduled date. KHA may
schedule an inspection more tHare (5) business days after the original date for good cause

If the family misses the first scheduled appointment without requesting a new inspection date,
KHA will automatically schedule a second inspection. If the family misses two scheduled
inspections withouKHA approval KHA will consider the family tdhave violated its obligation

to make the wunit available for inspection.
in accordance witlChapter 12.

8-11.D. SPECIAL INSPECTIONS [HCV GB, P. 10-30]

The PHA will conduct a special inspectiorihie owner, family, or another source repddQS violations

in the unit. If the reported condition is not Hfiereatening (i.e., the PHA would require the owner to make
the repair within no more than 30 calendar days), then the PHA must inspect twéhiniil5 days of
when the PHA received the complaint.

KHA Policy
During a special inspection, KHA generally will inspect only those deficiencies that were reported.

However, the inspector will record any additional HQS deficiencies that are obsed/edllan
require the responsible party to make the necessary repairs.

If the annual inspection has been scheduled or is due within 90 days of the date the special
inspection is scheduled KHA may elect to conduct a full annual inspection.

8-1I.E. QUALITY CONTROL INSPECTIONS [24 CFR 982.405b); HCV GB, P. 10-32]

HUD requires a PHA supervisor or other qualified person to conduct quality control inspections of a
sample of units to ensure that each inspector is conducting accurate and complete inspélctiats an
there is consistency in the application of the HQS.

The unit sample must include only units that have been inspected within the preceding 3 months. The
selected sample will include (1) each type of inspection (initial, annual, and special)lspg@¢tions
completed by each inspector, and (3) units from a €esson of neighborhoods.

8.1I.LF. INSPECTION RESULTS AND REINSPECTIONS FOR UNITS UNDER HAP CONTRACT

Notification of Corrective Actions

The owner and the family will be notified in writing of the results of all inspections. When an inspection
identifies HQS failures, the PHA will determi(l® whether or not the failure is a life threatening condition
and (2) whether the family or ownerrgsponsible.

KHA Policy
When lifethreatening conditions are identified, KHA will immediately notify both parties by

telephone, facsimile, or email. The notice will specify who is responsible for correcting the
violation. The corrective actions must tag&en within 24 hours of KH& notice.

When failures that are not life threatenargidentified, KHA will send the owner and the family

a written notification of the inspection results witlive (5) business days of the inspection. The
written notie will specify who is responsible for correcting the violation, and the time frame
within which the failure must be corrected. Generally, not more than 30 days will be allowed for
the correction.

The notice of inspection results will inform the ownerttifidife threatening conditions are not
corrected within 24 hours, and nbfe threatening conditions are not corrected within the
specified time frame (or any KHApproved extension), the owdeHAP will be abated in
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accordance with KHA policy (seel8G.). Likewise, in the case of family caused deficiencies, the
notice will inform the family that if corrections are not made within the specified time frame (or
any KHA-approved extension, if applicable) the farflyassistance will be terminated in
accadance with KHA policy (see Chapter 12).

Extensions

For conditions that are life threatening, the PHA cannot grant an extension terthera®rrective action
period. For conditions that are not Hfiereatening, the PHA may grant an exception tadogired time
frames for correcting the violation, if the PHA determines that an extension is appropriate [24 CFR
982.404].

KHA Policy
Except in the cases of ledadsed paint fail items, extensions will be granted in cases where KHA

has determined th#tte owner has made a good faith effort to correct the deficiencies and is unable
to for reasons beyond the owéecontrol.

Reasons may include, but are not limited to:

1 A repair cannot be completed because required parts or services are not available.

1 Repair cannot be completed because of weather conditions.

1 A reasonable accommodation is needed because the family includes a person with disabilities.

The length of the extension will be determined on a-bgsease basis, but will not exceed 60
days, except in the case of delays caused by weather conditions. In the case of weather conditions
extensions may be continued until the weather has improviedesily to make repairs possible.

The necessary repairs must be made within 15 calendar days, once the weather conditions hav
subsided.

Reinspections

KHA Policy
The KHA will conduct a reinspection immediately following the end of the correctinedyer

any KHA approved extension.

The family and owner will be given reasonable notice of the reinspection appointment. If the
deficiencies have not been corrected by the time of the reinspection, KHA will send a notice of
abatement to the owner, or the case of family caused violations, a notice of termination to the
family, in accordance with KHA policies. If KHA is unable to gain entry to the unit in order to
conduct the scheduled reinspection, KHA will consider the family to have violatedigatadoi

to make the unit available for inspection. This may result in termination of the taradyistance

in accordance with Chapter I2or good cause reinspection dates may be rescheduled.

8.11.G. ENFORCING OWNER COMPLIANCE

If the owner fails to matain the dwelling unit in accordance with HQS, the PHA must take prompt and
vigorous action to enforce the owner obligations.

HAP Abatement

If an owner fails to correct HQS deficiencies by the time specified by the PHA, HUD requires the PHA
to abate busing assistance payments no later than the first of the month following the specified correction
period (including any approved extension) [24 CFR 985.3(f)]. No retroactive payments will be made to
the owner for the period of time the rent was abatechéwents are not abated as a result of HQS failures
that are the familis responsibility.

KHA Policy
The KHA will make all HAP abatements effective the first of the month following the expiration
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of KHA specified correction period (including any extens.

The KHA will inspect abated units within 5 business days of the dwnetification that the work
has been completed. Payment will resume effective on the day the unit passes inspection.

During any abatement period, the family continues to bpamsible for only its share of the rent. The
owner must not seek payment from the family for abated amounts and may not use the abatement as cau:
for eviction.

HAP Contract Termination

The PHA must decide how long any abatement period will continue before the HAP contract will be
terminated. The PHA should not terminate the contract until the family finds another unit, provided the
family does so in a reasonable time [HCV GB p28) ard must give the owner reasonable notice of the
termination. The PHA will issue a voucher to permit the family to move to another unit as described in
Chapter 10.

KHA Policy
The maximum length of time that HAP may be abated is 90 days. However, if the owner completes

corrections and notifies KHA before the termination date of the HAP contract, KHA may rescind
the termination notice {fl) The family still resides in the unihd wishes to remain in the unit and
(2) the unit passes inspection.

Reasonable notice of HAP contract termination by KHA is 30 days.

8.1I.LH. ENFORCING FAMILY COMPLIANCE WITH HQS [24 CFR 982.404(B)]

Families are responsible for correcting any HQSatiohs listed in paragraph 8.1.D. If the family fails to
correct a violation within the period allowed by KHA (and any extensions), the PHA will terminate the
family& assistance, according to the policies described in Chapter 12.

If the owner carries dua repair for which the family is responsible under the lease, the owner may bill
the family for the cost of the repair.

PART lll: RENT REASO NABLENESS [24 CFR 92.507]

8-11l.LA. OVERVIEW

Except in the case of certain LIHF@d HOMEassisted units,cdHAP contract can be approved until
the PHA has determined that the rent for the unit is reasonable. The purpose of the rent reasonablene:
test is to ensure that a fair rent is paid for each unit rented under the HCV program.

HUD regulations define eeasonable rent as one that does not exceed the rent charged for comparable,
unassisted units in the same market area. HUD also requires that owners not charge more for assisted un
than for comparable units on the premises. This part explains the metbddo determine whether a

unités rent is reasonable.

PHA-owned Units [24 CFR 982.352(b)]

In cases where an HCV family is receiving assistance in a-&M#ed unit, the PHA must obtain the
services of an independent entity to determine rent reasonsbleneaccordance with program
requirements, and to assist the family in negotiating the contract rent when the family requests assistance
A PHA-owned unit is defined as a unit that is owned by the PHA that administers the assistance under the
consolidatedACC (including a unit owned by an entity substantially controlled by the PHA). The
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independent agency must communicate the results of the rent reasonableness determination to the famil
and the PHA. The independent agency must be approved by HUD, arukrttag unit of general local
government for KHA jurisdiction (unless the PHA is itself the unit of general local government or an
agency of such government).

8-111.B. WHEN RENT REASONABLENESS DETERMINATIONS ARE REQUIRED

Owner-initiated Rent Determinations
The PHA must make a rent reasonableness determination at initial occupancy and whenever the owne

requests a rent adjustment.

The owner and family first negotiate the rent for a uFiite PHA (or independent agency in the case of
PHA-owned units) wi assist the family with the negotiations upon request. At initial occupancy, the PHA
must determine whether the proposed rent is reasonable before a HAP Contract is signed. The owner mu:
not change the rent during the initial lease term. Subsequergstegior rent adjustments must be
consistent with the lease between the owner and the family. Rent increases will not be approved unles:
any failed items identified by the most recent HQS inspection have been corrected.

KHA Policy
KHA will process rentadjustments requesés follows: Rent Increase adjustments will only be

processedt the original HAP anniversary dat&kent Decrease adjustments will be processe
upon receipt.

KHA may request owners to provide information about the rents chargedhéorwiits on the
premises, if the premises include more than 4 units. In evaluating the proposed rents in comparison
to other units on the premises, KHA will consider unit size and length of tenancy in the other units.

The KHA will determine whether threquested increase is reasonable withvelve (12) business
days of receiving the request from the owner. The owner will be notified of the determination in
writing.

All rent adjustments will be effective the first of the month following 60 days afttkd receipt
of the owneds request or on the date specified by the owner, whichever is later.

PHA-and HUD-Initiated Rent Reasonableness Determinations

HUD requires the PHA to make a determination of rent reasonableness (even if the owner has not reques
a change) if there is a 5 percent decrease in the Fair Market Rent that goes into effect at least 60 days be
the contract anniversary date. HUDaisay direct the PHA to make a determination at any other Tihee.

PHA may decide that a new determination of rent reasonableness is needed at any time.

KHA Policy
In addition to the instances described above, KHA will make a determination of rent

rea®nableness at any time after the initial occupancy period if:

A KHA determines that the initial rent reasonableness determination was in error or

A KHA determines that the information provided by the owner about the unit or other units on
the same premises wacorrect.

LIHTC - and HOME-Assisted Units [24 CFR 982.507(c)]

For units receivinglow ncome housing tax c¢credits (LI HTCs)
Investment Partnerships (HOME) program, a rent comparison with unassisted unit is not rethered
voucher rent does not exceed the rent for other LHOrG(HOME-assisted units in the project that are not
occupied by families with tenaiased assistance.

For LIHTCs, if the rent requested by the owner does exceed the LIHTC rents feoumcmerfamilies,
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the PHA must perform a rent comparibility study in accordavitte program regulations. In such cases,
the rent shall not exceed the lesser of: (1) the reasonable rent as determined from the rent comparabilit
study; or (2) the payment standasdablished by the PHA for the unit size involved.

8-111.C. HOW COMPARABILITY IS ESTABLISHED

Factors to Consider

HUD requires the PHA to take into consideration the factors listed below when determining rent
comparability. The PHA may use these factorsnake upward or downward adjustments to the rents of
comparison units when the units are not identical to the 4d€3isted unit.

Location and age

Unit size including the number of rooms and square footage

The type of unit including construction type (e.g., single family, duglasden low-rise, highrise)

The quality of the units including the quality of the original construction, maintenance and
improvements made.

1 Amenities, services, and utilities inded in the rent

= =4 =4 -4

Units that Must Not be Used as Comparables
Comparable units must represent unrestricted market rents. Therefore, units that receive some form o
federal, state, or local assistance that imposes rent restrictions cannot be considpeedlde units.
These include units assisted by HUD through any of the following programs:

1 Section 8 projeebased assistance,

1 Section 236 and

1 Section 221(d)(3) Below Market Interest Rate (BMIR) projects,

1 HOME or Community Development Block Grant (CDBf@rogramassisted units in which the
rents are subsidized;
units subsidized through federal, state, or local tax credits;
units subsidized by the Department of Agriculture rural housing programs, and
units that are rentontrolled by local ordinance.

= =4 =

Note: Notice PIH 201146, issued August 17, 2011, provides further guidance on the issue of what
constitutes an assisted unit

Rents Charged for Other Units on the Premises

The Request for Tenancy Approval (HEH2517) requires owners to provide information, on the form
itself, about the rent charged for other unassisted comparable units on the premises if the premises includ
more than 4 units.

By accepting the PHA payment each month the owner certifies that the rent is not more than the rent
charged for comparable unassisted units on the premises. If asked to do so, the owner must give the PH.
information regarding rents charged for other uorighe premises.

8-111.D. KHA RENT REASONABLENESS METHODOLOGY
How Market Data is Collected

KHA Policy
KHA will collect and maintain data on unit information and market rents in thed@& #isdiction.

Information sources may include newspapersioeslappraisers, market surveys, landlords, and
other available sources. Unit data will include the location, quality, size, type and age of the unit,
as well as amenities, housing services, maintenance and utilities to be provided by the owner. Data
will be updated on an ongoing basis and rent information that is more than 12 months old will not
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be used to determine rent reasonableness.

How Rents are Determined

KHA Policy
The rent for a unit proposed for HCV assistance will be compared to the rent charged for

comparable units in the same market area. KHA will develop a range of prices for comparable
units by bedroom size within defined market areas. Units proposed for K§istamce will be
compared to the units within this rent range. Because units may be similar, but not exactly like the
unit proposed for HCV assistand¢&{A may make adjustments to the range of prices to account
for these differences.

Adjustment must régct the local market. Not all differences in units require adjustments (e.g., the
presence or absence of a garbage disposal may not affect the rent in some market areas).

Adjustments may vary by unit type (e.g., a second bathroom may be more valuahleae
bedroom unit than in a twoedroom).

The adjustment must reflect the rental value of the differémea its construction costs (e.g., it
might cost $20,000 to put on a new roof, but the new roof might not make any difference in what
a tenant wald be willing to pay because rents units are presumed to have functioning roofs).

When a comparable project offers rent concessions (e.g., first montfreenor reduced rent)
reported monthly rents will be adjusted accordingly. For examplegcdingparable project reports
rents of $500/month but new tenants receive the first nimémt free, the actual rent for the unit
would be calculated as follows: $500 x 11 months = 5500/12 months = actual monthly rent of $48¢

KHA will notify the owner ofthe rentKHA can approve based upon its analysis of rents for
comparable units. The owner may submit information about other comparable units in the market
area.KHA will confirm the accuracy of the information provided and consider this additional
information when making rent determinations. The owner must submit any additional information
within 5 business days of the PBArequest for information or the owderequest to submit
information.
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EXHIBIT 8 -1: OVERVIEW OF HUD HOUSING QUALITY STANDARDS

Note: This document provides an overview of HQS. For more detailed information, see the following
documents:

1 24 CFR 982.401, Housing Quality Standards (HQS)

1 Housing Choice Voucher Guidebook, Chapter 10.

1 HUD Housing Inspection Manual for Sext 8 Housing

1 HUD Inspection Form, form HUE2580 (3/01) and Inspection Checklist, form H3P580A (9/00)

Sanitary facilities
The dwelling unit must include sanitary facilities located in the unit. The sanitary facilities must be in
proper operating condition, and adequate for personal cleanliness and the disposal of human waste.

Food preparation and refuse disposal
The dwellirg unit must have space and equipment to store, prepare, and serve foods in a sanitary mannel

Space and security
The dwelling unit must provide adequate space and security for the farhilyincludes having at letas
one bedroom or living/sleeping nwmofor each two persons.

Thermal environment

The unit must have a safe system for heating the dwelling unit. Air conditioning is not required but if
provided must be in proper operating condition. The dwelling unit must not contain unvented room
heaterdghat burn gas, oil, or kerosene. Portable electric room heaters or kitchen stoves witlinbatihg

units are not acceptable as a primary souce of heat for units located in climatic areas where permaner
heat systems are required.

lllumination and electricity

Each room must have adequate natural or artificial illumination to permit normal indoor activities and to
support the health and safety of occupants. The dwelling unit must have sufficient electrical sources so
occupants canse essential electrical applianckBnimum standards are set for different types of rooms.
Once the minimum standards are met, the number, type and location of electrical sources are a matter c
tenant preference.

Structure and materials

The dwelling wit must be structurally sounHandrails are required when four or more steps (risers) are
present, and protective railing are required whanehes, balconies, and stoops are thirty inches or more
off the ground. The elevator servicing the unit mustwbeking [if there is one]. Manufactured homes
must have proper tidown devices capable of surviving wind loads common to the area.

Interior air quality

Thedwel | i ng unit mu s t be free of air pol | mustbant
adequate air circulation in the dwelling unit. Bathroom areas must have one openable window or ot
adequate ventilation. Any sleeping room must have at least one window. If a window was designed tc
opened, it must be in proper working order.

Water supply
The dwelling unit must be served by an approvable public or private water supply that ry sacitiiee
from contamination. Plumbing fixtures and pipes must be free of leaks and threats to health and safety.
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Lead-based paint
Leadbased paint requirements apply to dwelling sibitild prior to 1978 that are occupied or can be
occupied by families with children under six years of age, excluding zero bedroom dwellings. Owners
must:

1 Disclose know leadbased painhazards to prgsective tenants before the lease is signed,

T Provide all|l prospective frommhebides nwiYohlr i PFome
1 Stabilize deteriorated painted surfaces and conduct hazard reduction activites when identified by
the PHA,

1 Notify tenant each mne such an activity is performed
1 Conduct all work in accordance with HUD safe practices
1 As part of ongoing maintenance ask each family to report deteriorated paint.

For units occupied by environmental intervention blood lead level (lead poisoned) childesrsix years
of age, a risk assessment must be conducted (paid for by the PHA). If lead hazards are identified during
the risk assessment, the owner must complete hazard reduction activities.

See HCV GB p. 1415 for a detailed description of thesegjuirements. For additional information on
leadbased paint requirements see 24 CFR 35, Subparts A, B, M, and R.

Access
Use and maimnance of the unit must be possibléghaut unauthorized use of other private properties.
The building must provide aritarnate means of exit in case of fire

Site and Neighborhood
The site and neighborhood must be reasonably free from disturbing noises and reverberations and othe
dangers to the health, safety, and general welfare of the occupants.

Sanitary condition
The dwelling unit and its equipment must be in sanitary conddiod free ofvermin and rodent
infestation. The unit must have adequate barriers to prevent infestation.

Smoke detectors

Smoke detectors must be installed in accoraglavith and meet the requirements of the National Fire
Protection Association Standard (NFPA) 74 (or its successor standards). If the dwelling unit is occupied
by any person with a hearing impairment, smoke detectors must have an appropriate alarmssystem a
specified in NFPA 74 (or successor standards).

Hazards and Health/Safety

The unit, interior and exterior common areas accessible to the family, the site, and the surrounding
nei ghborhood must be free of hazards to the f at
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EXHIBIT 8 -2: SUMMARY OF TENANT PREFERENCE AREAS
RELATED TO HOUSING QUALITY

Note: This document provides an overview of unit and site characteristics and conditions for which the
family determines acceptability. For more detailed information, see ltbevfiog documents:

T
T
T

Housing Choice Voucher Guidebook, Chapter 10.
HUD Housing Inspection Manual for Section 8 Housing
HUD Inspection Form, form HUEB2580 (3/01) and Inspection Checklist, form H8R580A (9/00)

Provided the minimum housing quality standards have been met, HUD permits the family to determine
whether the unit is acceptable with regard to the following characteristics.

T

Sanitary Facilities The family may determine the adequacy of the cosmetic wom@nd quality of

the sanitary facilities, including the size of the lavatory, tub, or shower; the location of the sanitary
facilities within the unit; and the adequacy of the water heater.

Food Preparation and Refuse Dispasahe family selects sizend type of equipment it finds
acceptable. When the family is responsible for supplying cooking appliances, the family may choose
to use a microwave oven in place of a conventional oven, stove, or range. When the owner is
responsible for providing cookingpliances, the owner may offer a microwave oven in place of an
oven, stove, or range only if other subsidized and unsubsidized units on the premises are furnishec
with microwave ovens only. The adequacy of the amount and type of storage space, the cosmetic
conditions of all equipment, and the size and location of the kitchen are all determined by the family.
Space and Securitffhe family may determine the adequacy of room sizes and room locations. The
family is also responsible for deciding the accepitgtiif the type of door and window locks.

Energy conservation item$he family may determine whether the amount of insulation, presence of
absence of storm doors and windows and other energy conservation items are acceptable.
lllumination and Electriciy. The family may determine whether the location and the number of outlets
and fixtures (over and above those required to meet HQS standards) are acceptable or if the amour
of electrical service is adequate for the use of appliances, computers, oegteépsoent.

Structure and Materiald~amilies may determine whether minor defects, such as lack of paint, or worn
flooring or carpeting will affect the livability of the unit.

Indoor Air. Families may determine whether window and door screens, filtess,daother devices

for proper ventilation are adequate to meet the famimgeds. However, if screens are present they
must be in good condition.

Sanitary ConditionsThe family determines whether the sanitary conditions in the unit, including
minor infestations, are acceptable.

Neighborhood conditionsFamilies may determine whether neighborhood conditions such as the
presence of drug activity, commercial enterprises, and convenience to shopping will affect the
livability of the unit.

Families haveno discretion with respect to leddsed paint standards and smoke detectors.
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CHAPTER 9
GENERAL LEASING POLICIES

INTRODUCTION

Chapter 9 covers the leagp process from the family submission of a Request for Tenancy Approval
to execution of the HAP contract.

In order for the PHA to assist a family in a particular dwelling unit, or execute a Housing Assistance

Payments (HAP) contract with the owner of a dwelling unit, the PHA daisrmine that all the following

program requirements are met:

1 The unit itself must qualify as an eligible unit [24 CFR 982.305(a)]

1 The unit must be inspected by KHA and meet the Housing Quality Standards (HQS) [24 CFR
982.305(a)]

1 The lease offered the owner must be approvable and must include the required Tenancy Addendum

[24 CFR 982.305(a)]

The rent to be charged by the owner for the unit must be reasonable [24 CFR 982.305(a)]

The owner must be an eligible owner, approvable by KHA, with no iceaf interest [24 CFR

982.306]

1 For families initially leasing a unit onlywWhere the gross rent of the unit exceeds the applicable
payment standard for the family, the share of rent to be paid by the family cannot exceed 40 percent
of the family monhly adjusted income [24 CFR 982.305(a)]

= =

9-1.LA. TENANT SCREENING

The PHA has no liability or responsibility to the owner or other persons for the arbihavior or
suitability for tenancy [24 CFR 982.307(a)(1)].

The PHA may elect to screen applitafor family behavior or suitability for tenancy. See Chapter 3 for
a discussion of KH&s policies with regard to screening applicant families for program eligibility [24 CFR
982.307(a)(1)].

The owner is responsible for screening and selection ofthig/feo occupy the ownés unit. At or before

PHA approval of the tenancy, the PHA must inform the owner that screening and selection for tenancy is
the responsibility of the owner [24 CFR 982.307(a)(2)]. The PHA must also inform the owner or manager
or his/her rights and obligations under the Violence against Women A2018 (VAWA) [24 CFR
5.2005(a)(2)]

The PHA must provide the owner with the fan@lycurrent and prior address (as shown in the PHA
records); and the name and address (if known to t#e BHhe landlord at the famiég current and prior
address [24 CFR 982.307 (b)(1)].

The PHA is permitted, but not required, to offer the owner other information in thésRybAsession
about thegenancy history or drug trafficking émily memberg24 CFR 982.307(b)(2)].

The PHAS policy on providing information to the owner must be included in the fésrblyefing packet
[24 CFR 982.307(b)(3)].

The PHA may not disclose to the owner any confidential information protgdéue familyin response

to a PHA request for documentation of domestic violence, dating violeagaal assaulpr stalking

except at the written request or with the written consent of the individual providing the documentation [24
CFR 5.2007(b)(4)].

Rev. 5/20/15 173



KHA Policy
KHA will not screen applicants for family behavior or suitability for tenancy.

KHA will not provide additional screening information to the owner.

9-1.B. REQUESTING TENANCY APPROVAL [FORM HUD -52517]

After the family is issued a voucher, the family shiocate an eligible unit, with an owner or landlord
willing to participate in the voucher program. Once a family finds a suitable unit and the owner is willing
to lease the unit under the program, the owner and the family must request the PHA tothp@assisted
tenancy in the selected unit.

The owner and the family must submit two documents to the PHA:
1 Completed Requesbr Tenancy Approval (RTA) i Form HUD-52517
1 Copy of the proposed lease, including the Hpiescribed Tenancy Addenduform HUD
52641A

The RFTA contains important information about the rental unit selected by the family, including the unit
address, number of bedrooms, structure type, year constructed, utilities included in the rent, and the
requested beginning date of the leaszessary for the PHA to determine whether to approve the assisted
tenancy in this unit.

Owners must certify to the most recent amount of rent charged for the unit and provide an explanation for
any difference between the prior rent and the proposéd ren

Owners must certify that they are not the parent, child, grandparent, grandchild, sister or brother of any
member of the family, unless the PHA has granted a request for reasonable accommodation for a perso
with disabilities who is a member of thenéant household.

For units constructed prior to 1978, owners must eitf)azertify that the unit, common areas, and exterior
have been found to be free of |daalsed paint by a certified inspector; or 2) attach a-besed paint
disclosure statement.

Both the RFTA and the proposed lease must be submitted no later than the expiration date stated on th
voucher. [HCV GB p.&8L5].

KHA Policy
The RFTA must be signed by both the family and the owner.

The owner may submit the RFTA on behalf of the family.

Completed RFTA (including the proposed dwelling lease) must be submitted as hard cepies, in
person, by mailemail,or by fax.

The family may not submit, and KHA will not process, more than one (1) RFTA at a time.

When the family submits the RFTA KHAilreview the RFTA for completeness.

1 Ifthe RFTA is incomplete (including lack of signature by family, owner, or both), or if the
dwelling lease is not submitted with the RFTA, KHA will notify the family and the owner
of the deficiencies.

1 Missing informaion and/or missing documents will only be accepted as hard copies, in
person, by mailor by fax. KHA will not accept missing information over the phone.

When the family submits the RFTA and proposed lease, KHA will also review the terms of the
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RFTA for consistency with the terms of the proposed lease.
1 If the terms of the RFTA are not consistent with the terms of the proposed lease, KHA will
notify the family and the owner of the discrepancies.
1 Corrections to the terms of the RFTA and/or the proposed Vedsenly be accepted as
hard copies, iperson, by maibr by fax. KHA will not accept corrections by phone.

Because of the time sensitive nature of the tenancy approval process, KHA will attempt to
communicate with the owner and family by phone, faxemail. KHA will use mail when the
parties canodot be reached by phone, fax, or

9-1.C. OWNER PARTICIPATION

The PHA does not formally approve an owner to participate in the HCV program. However, there are a
number of criteria where the PHA may dapproval of an assisted tenancy based on past owner behavior,
conflict of interest, or other owneelated issues.There are also criteria for which the PHA must
disapprove an ownemo owner has a right to participate in the HCV program [24 CFR 982.306(e)]

See Chapter 13 for a full discussion of owner qualification to participate in the HCV program.

9-1.D. ELIGIBLE UNITS

There are a number of criteria that a dwelling unit musgtnm order to be eligible for assistance under
the voucher program. Generally, a vouehelder family may choose any available rental dwelling unit
on the market in the PHA jurisdiction. This includes the dwelling unit they are currently occupying.

Ineligible Units [24 CFR 982.352(a)]

The PHA may not assist a unit under the voucher program if the unit is a public housing or Indian housing
unit; a unit receiving projediased assistance undiaction 8 of the 1937 Act (42 U.S.C. 1437f); nursing
homes board and care homes, or facilities providing continual psychiatric, medical, or nursing services;
college or other school dormitories; units on the grounds of penal, reformatory, medical, mental, and
similar public or private institutions; a unit occagiby its owner or by a person with any interest in the
unit.

PHA-Owned Units [24 CFR 982.352(b)]

Otherwise, eligible units that are owned or substantially controlled by the PHA issuing the voucher may
also be leased in the voucher program. In ordea tbe PHAowned unit to be leased under the voucher
program, the unit must not be ineligible housing and the PHA must inform the family, both orally and in
writing, that the family has the right to select any eligible unit available for lease and tifemntlyeis

free to select a PHAwned unit without any pressure or steering by the PHA.

Special Housing Types [24 CFR 982 Subpart M]

HUD regulations permit, but do not generally require, the PHA to permit families to use voucher assistan
in a number bspecial housing types in accordance with the specific requirements applicable to thos
programs. These special housing types include single room occupancy (SRO) housing, congregate hous
group home, shared housing, manufactured home space (wheamtilyeofvns the manufactured home and
leases only the space), cooperative housing and homeownership option. See Chapter 15 for spec
information and policies on any of these housing types that KHA has chosen to allow.

The regulations do require the PH@& permit use of any special housing type if needed as a reasonable
accommodation so that the program is readily accessible to and usable by persons with disabilities.

Duplicative Assistance [24 CFR 982.352(c)]
A family may not receive the benefit ofGV tenantbased assistance while receiving the benefit of any
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of the following forms of other housing subsidy, for the same unit or for a different unit:

1 Public or Indian housing assistance;

9 Other Section 8 assistance (including other tebastd assistance);

1 Assistance under former Section 23 of the United States Housing Act of 1937 (before amendment by

the Housing and Community Development Act of 1974);

Section 101 rent supplements;

Secton 236 rental assistance payments;

Tenantbased assistance under the HOME Program;

Rental assistance payments under Section 521 of the Housing Act of 1949 (a program of the Rural

Development Administration);

Any local or State rent subsidy;

Section 2@ supportive housing for the elderly;

Section 811 supportive housing for persons with disabilities; (11) Section 202 projects-é&d ey

persons with disabilities (Section 162 assistance); or

1 Any other duplicative federal, State, or local housingsfly, as determined by HUD. For this
purpose tousing subsidydoes not include the housing component of a welfare payment, a social
security payment received by the family, or a rent reduction because of a tax credit.

= =4 =4 -4
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Housing Quality Standards (HQS) R4 CFR 982.305 and 24 CFR 982.401]

In order to be eligible, the dwelling unit must be in decent, safe and sanitary condition. This determination
is made using HUB Housing Quality Standards (HQS) and/or equivalent state or local standards
approved by HD. See Chapter 8 for a full discussion of the HQS standards, as well as the process for
HQS inspection at initial leas.

Unit Size

In order to be eligible, the dwelling unit must be appropriate for the number of persons in the household.
A family must be allowed to lease an otherwise acceptable dwelling unit with fewer bedrooms than the
number of bedrooms stated on the voucher issmelde family, provided the unit meets the applicable
HQS space requirements [24 CFR 982.402(d)]. The family must be allowed to lease an otherwise
acceptable dwelling unit with more bedrooms than the number of bedrooms stated on the voucher issuet
to the family. See Chapter 5 for a full discussion of subsidy standards.

Rent Reasonableness [24 CFR 982.305 and 24 CFR 982.507]

In order to be eligible, the dwelling unit must have a reasonable rent. The rent must be reasonable in
relation to comparable unastgd units in the area and must not be in excess of rents charged by the owner
for comparable, unassisted units on the premises. See Chapter 8 for a full discussion of rent reasonablene
and the rent reasonableness determination process.

Rent Burden [24 CFR 982.508]

Where a family is initially leasing a unit and the gross rent of the unit exceeds the applicable payment
standard for the familythe family share cannot exceed 40 percent of the famly adjusted monthly income.
The term if antotheyamour thefandy paysetbwandssrent and utilities. The gross rent for
the unit minus the total housing assistance payment (HAP for the unit equals the familpebatbapter

6 for a discussion of calculation of gross rent, the use of payramasds, and calculation of family
income, family share of rent and HAP.

9-1.E. LEASE AND TENANCY ADDENDUM

The family and the owner must execute a written dwelling lease for the assisted unit. This written lease is
a contract between the tenant family and the owner; KHA is not a party to this contract.
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The tenant must have legal capacity to enter a lease 8tate and local lavd_egal capacitymeans that
the tenant is bound by the terms of the lease and may enforce the terms of the lease against the owner [:
CFR 982.308(a)]

Lease Form and Tenancy Addendum [24 CFR 982.308]

If the owner uses a standaghse form for rental to unassisted tenants in the locality or the premises, the
lease must be in such standard form. If the owner does not use a standard lease form for rental to unassist
tenants, the owner may use another form of lease. The HAP camteactibed by HUD contains the
ownels certification that if the owner uses a standard lease form for rental to unassisted tenants, the leas
is in such standard form.

All provisions in the HUDBrequired Tenancy Addendum must also be added-fooraiordto the owneis
standard lease form. The Tenancy Addendum includedith requirements for the tenancy. Because
itis a part of the lease, thentat shall have the right to enforce the Tenancy Addendum against the owner.

If there is a conflict betweetnte owner 6s | ease and the Tenancy /
Addendum shall prevail over any other provisions of the lease.
KHA Policy

KHA does not provide a model or standard dwelling lease for owners to use in the HCV program.

Lease Information [24 CFR 982.308(d)]

The assisted dwelling lease must contain all of the required information as listed below:

The names of the owner and the tenant:

1 The unit rented (address, apartment number, and any other information needed to identify the contrac
unit)

1 The term of the lease (initial term and any provisions for renewal)

1 The amount of the monthly rent to owner

1 A specification of what utilities and appliances are to be supplied by the owner, and what utilities and
appliances are to be supplied by the family

Term of Assisted Tenancy
The initial term of the assisted dwelling lease must be for at least on&2¥e@FR 982.309]. The initial
lease term is also stated in the HAP contract.

The HUD program regulations permit a PHA to approve a shorter initial lease term if certain conditions
are met.

KHA Policy
KHA will not approve an initial lease term of legmh twelve (12) months.

During the initial term of the lease, the owner may not raise the rent to owner [24 CFR 982.309].

Any provisions for renewal of the dwelling lease will be stated in the dwelling lease [HCV Guidebook,
pg. 822]. There are no HUBequirements regarding any renewal extension terms, except that they must
be in the dwelling lease if they exist.

The PHA may execute the HAP contract even if there is less than one year remaining from the beginning
of the initial lease term to the entitbe last expiring funding increment under the consolidated ACC. [24
CFR 982.309(b)].

Security Deposit [24 CFR 982.313 (a) and (b)]
The owner may collect a security deposit from the tenant. The PHA may prohibit security deposits in
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excess of private milget practice, or in excess of amounts charged by the owner to unassisted tenants.
However, if the PHA chooses to do so, language to this effect must be added to Part A of the HAP contract
[Form HUD-52641].

KHA Policy
KHA will allow the owner to collect any security deposit amount the owner determines is

appropriate. Therefore, no modifications to the HAP contract will be necessary.

Separate NonLease Agreements between Owner and Tenant
Owners may not demand or actepy rent payment from the family in excess of iéwat to the owner
mi nus tsheusirg Bis8igiance payments to the owner [24 CFR 982.451(b)(4)].

The owner may not charge the tenant extra amounts for items customarily included in rent in tie localit
or provided at no additional cost to unsubsidized tenants in the premises [24 CFR 982.510(c)].

KHA Policy
KHA permits owners and families to execute separate;lemse agreements for services,

appliances (other than range and refrigerator) and other items that are not included in the lease.

Any items, appliances, or other services that are customarilydewvo unassisted families as

part of the dwelling lease with those families, or are permanently installed in the dwelling unit
must be included in the dwelling lease for the assisted family. These items, appliances or services
cannot be placed under a aggte norlease agreement between the owner and family. Side
payments for additional rent, or for items, appliances or services customarily provided to
unassisted families as part of the dwelling lease for those families, are prohibited.

Any items, appknces, or other services that are not customarily provided to unassisted families
as part of the dwelling lease with those families, are not permanently installed in the dwelling unit
and where the family has the sole option of not utilizing the itemjaaqma or service, may be
included in a separate ndease agreement between the owner and the family.

The family is not liable and cannot be held responsible under the terms of the assisted dwelling
lease for any charges pursuant to a separatéeaseagreement between the owner and the family.
Non-payment of any charges pursuant to a separatéease agreement between the owner and

the family cannot be a cause for eviction or termination of tenancy under the terms of the assisted
dwelling lease.

Separate norflease agreements that involve additional items, appliances or other services may be
considered amenities offered by the owner and may be taken into consideration when determining
the reasonableness of the rent for the property.

PHA Review of Lease
The PHA will review the dwelling lease for compliance with all applicable requirements.

KHA Policy
If the dwelling lease is incomplete or incorrect, the KHA will notify the family and the owner of

the deficiencies. Missing and corrected leasermation will only be accepted as hard copies, in
person, by mail, or by fax. KHA will not accept missing and corrected information over the phone

Because the initial leasing process is tseasitive, the KHA will attempt to communicate with
the owrer and family by phone, fax, or email. The KHA will use mail when the parties cannot be
reached by phone, fax, or email.

The PHA is permitted, but is not required, to review the lease to determine if the lease complies with State
and local law and is penitted to decline to approve the tenancy if the PHA determines that the lease does
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not comply with State or local law [24 CFR 982.308(c)]

KHA Policy
KHA will review the owneés lease for compliance with state/local law.

9-1.F. TENANCY APPROVAL [24 CFR 982.305]

After receiving the familgs Request for Tenancy Approval, with proposed dwelling lease, the PHA must
promptly notify the family and owner whether the assisted tenancy is approved.

Prior to approving the assisted tenancy and execution offa ¢bitract, the PHA must ensure that all
required actions and determinations, discussed in Part | of this chapter have been completed.

These actions include ensuring that the unit is eligible; the unit has been inspected by the PHA and meet
the HousingQuality Standards (HQS); the lease offered by the owner is approvable and includes the
required Tenancy Addendum; the rent to be charged by the owner for the unit must is reasonable; where
the family is initially leasing a unit and the gross rent of theexteeds the applicable payment standard

for the family, the share of rent to be paid by the family does not exceed 40 percent of this faonihly
adjusted income [24 CFR 982.305(a)]; the owner is an eligible owner, not disapproved by the PHA, with
no conflicts of interest [24 CFR 982.306]; the family and the owner have executed the lease, including the
Tenancy Addendum, and the leladsed paint disclosure information [24 CFR 982.305(b)].

KHA Policy
KHA will complete its determination withit5 day of receiving all required information.

If the terms of the RFTA/proposed lease are changed for any reason, including but not limited to
negotiation with KHA, KHA will obtain corrected copies of the RFTA and proposed lease, signed
by the family and the owner.

Corrections to the RFTA/proposed lease will only be accepted as hard cojpessan, by mail,
or by fax.

If KHA determines that the tenancy cannot be approved for any reason, the owner and the family
will be notified by phone and given the opporturidyaddress any reasons for disappro&lA
will instruct the owner and family of the steps that are necessary to approve the tenancy.

Where the tenancy is not approvable because the unit is not approvable, the family must continue
to search for eligild housing within the timeframe of the issued voucher.

If the tenancy is not approvable due to rent affordability or rent reasonableness, the KHA will
attempt to negotiate the rent with the owner. If a new, approvable rent is negotiated, the tenancy
will be approved. If the owner is not willing to negotiate an approvable rent, the family must
continue to search for eligible hosuing whithin timeframe of the issued voucher.

Once the RFTA is submitted the fieéectedc kO (VOuUC

9-1.G. HAP CONTRACT EXECUTION [24 CFR 982.305]

The HAP contract is a written agreement between the PHA and the owner of the dwellitgndeit the
HAP contract, the PHA agrees to make housing assistance payments to the owner ontbelfiathiby,
and the owner agrees to comply with all program requirements as stated in the HAP contract.
The HAP contract format is prescribed by HUD.

If the PHA has given approval for the family of the assisted tenancy, the owner and the PHA execute the
HAP contract.
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The term of the HAP contract must be the same as the term of the lease [24 CFR 982.451(a)(2)].

The KHA is permitted to execute a HAP contract even if the funding currently available does not extend
for the full term of the HAP contract.

The PHA must make a best effort to ensure that the HAP contract is executed before the beginning of the
lease term. Regardless, the HAP contract must be executed no later than 60 calendar days from th
beginning of the lease term.

The PHA may not pay anlyousing assistance payment to the owner until the HAP contract has been
executedand the unit has passed HQS inspectiioihe HAP contract is executed during the period of 60
calendar days from the beginning of the lease term, the PHA will pay hossistpace payments after
execution of the HAP contract (in accordance with the terms of the HAP contract), to cover the portion of
the lease term before execution of the HAP contract (a maximum of 60 days).

Any HAP contract executed after the-88y perod is void, and the PHA may not pay any housing
assistance payment to the owner.

KHA Policy
Owners who have not previously participated in the HCV program mest with HCV staff to

be briefed orthe terms of the Tenancy Addendum and the HJdRtract KHA may waive this
requirement on a cad®-case basis, if it determines that the owner is sufficiently familiar with
the requirements and responsibilities under the HCV program.

The owner and the assisted family will execute the dwelling lease andviiee mmust provide a
copy to KHA.

The owner and KHA will execute the HAP contract. KHA will not execute the HAP contract until
the owner has submitted IRS form-9V KHA will ensure that the owner receives a copy of the
executed HAP contract.

See Chaptel3 for a discussion of the HAP contract and contract provisions.

9-1.H. CHANGES IN LEASE OR RENT [24 CFR 982.308]

If the tenant and the owner agree to any changes in the lease, such changes must be in writing, and tt
owner must immediately give the PHA a copy of such changes. The lease, including any changes, mus
remain in accordance with the requirements of thagptdr.

Generally, the PHA approval of tenancy and execution of a new HAP contract are not required for changes
in the lease. However, under certain circumstartbesexecution of a new lease and HAP contract are
required. These circumstances include:

1 Changes in lease requirements governing tenant or owner responsibilities for utilities or appliances

1 Changes in lease provisions governing the term of the lease

1 The family moves to a new unit, even if the unit is in the same building or complex

In the® cases, if the HCV assistance is to continue, the family must submit a new Request for Tenancy
Approval (RFTA) along with a new dwelling lease containingatoposed change new tenancy must
then be approved in accordance with this chapter.

Where tle owner is changing the amount of rembwner the owner must notify the PH# least 60 days
before any such changgs into effectj24 CFR 982.308(g)(4)]. The PHA will agree to such an increase
only if the amount of the rent to owner is consideredaraisle according to the rent reasonableness
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standards discussed in Chapter 8. If the requested rent is not found to be reasonable, the owner must eith
reduce the requested rent increaséewninate the tenancy in accordance with the terms of the lease.

No rent increase is permitted during the initial term of the lease [24 CFR 982.309(a)(3)].

KHA Policy
Where the owner is requesting a rent increase, KHA will determine whether the requested increase

is reasonableithin twelve (12) businessays of eceiving the request from the owner. The owner
will be notified of the determination in writing

Rent increases will go into effect on the first of the month following thde§0period after the
owner notifies KHA of the rent change or on the date fipedby the owner, whichever is later.
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CHAPTER 10
MOVING WITH CONTINUED ASSISTANCE AND PORTABILITY

INTRODUCTION

Freedom of choice is a hallmark of thiusing Choice Voucher (HCV) program. In general, HUD
regulations impose few restrictionswhere families may live or move with HCV assistance. This chapter
sets forth HUD regulations and the PHA policies governing moves within or outside thé PHA
jurisdiction in two parts:

Part I: Moving with Continued Assistancéhis part covers the genérales that apply to all
moves by a family assisted under K&AICV program, whether the family moves to another unit
within KHAGs jurisdiction or to a unit outside KH# jurisdiction under portability.

Part Il: Portability This part covers the specialles that apply to moves by a family under
portability, whether the family moves out of or into KBsurisdiction. This part also covers the
special responsibilities that KHA has under portability regulations and procedures.

PART I: MOVING WITH CONTINUED ASSISTANCE

10-1.A. ALLOWABLE MOVES

HUD lists six regulatory conditionsvhich an assisted family is allowed to move to a new unit with
continued assistance. Permission to move is subject to the restrictions set forth in sedon 10

1 Thefamilyh& a right to terminate the | ease on nc
otherwise) and has given a notice of termination to the owner in accordance with the lease [24 CFR

982.314(b)(3)]. If the family terminates the lease on notice to the othedamily must give the PHA
a copy of the notice at the same time [24 CFR 982.314(d)(1)].

T The |l ease for the familyodés unit has been tern

[24 CFR 982.314(b)(L)(ii)].

KHA Policy
If the family and thewner mutually agree to terminate the lease for the fé@milgit, the family

must give KHA a copy of the termination agreement.

The owner has given the family a notice to vacate, has commenced an action to evict the family, or
has obtained a court judgment or other process allowing the owner to evict the family [24 CFR
982.314(b)(2)]. The family must giveHA a copy of any owner éstion notice [24 CFR 982.551(g)].

The family or a member of the family is or has been the victim of domestic violence, dating violence,
sexual assaulgr stalking and the move is needed to protect the health or safety of the family or family
member [24CFR 982.314(b)(4)]. This condition applies even when the family has moved out of its
unit in violation of the lease, with or without prior notification to the PHA, if the family or family
member who is the victim reasonably believed that he or she was@mthyithreatened by harm from
further violence if he or she remained in the unit [24 CFR 982.314(b)(4), 24 CFR 982.353(b)].

KHA Policy
If a family requests permission to move with continued assistance based on a claim that the move

IS necessary to protethe health or safety of a family member who is or has been the victim of
domestic violence, dating violencggxual assaulgr stalking,KHA will request documentation
in accordance with section -18.D of this plan.

KHA reserves the right to waive the documentation requirement if it determines that a statement
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or other corroborating evidence from the family or family member will suffice. In suchi¢Hges
will document the waiver in the familyds fil

1 The PHA has termiated theHAP contractfor the familyds unit for the ownés breach [24 CFR
982.314(b)(1)(1)].

T ThePHA determines that the familyds current uni
an increase in family size or a change in family compositiosuch caseshe RFHA must issue the
family a new voucher, and the famanpdPHA must try to find an acceptable unit as soon as possible.
If an acceptable unit is available for the famitye PHA must terminate the HAP contract for the
f ami | y 6 s acodrddnceuwith tihe HAP contract terms and must notify both the family and the
owner of the termination. The HAP contract terminates at the end of the calendar month that follows
the calendar month in whiche PHA gives notice to the owner. [24 CFR2803(a) and (c)]

10-1.B. RESTRICTIONS ON MOVES

A familyGs right to move is generally contingent upon the fateipmpliance with program requirements
[24 CFR 982.1(b)(2)]. HUD specifies two conditions under which a PHA may deny a family permission
to move and two ways in which a PHA may restrict moves by a family.

Denial of Moves
HUD regulations permit the PHA tdeny a family permission to move under the following conditions:

Insufficient Funding

The PHA may deny a family permissionto m@&vet her wi t hin or outside of
PHA does not havsufficient funding for continued assistance [24 CFR 982.314(e)(1)]. However, Notice
PIH 201242 significantly restricts the ability of PHAs to deny permission to move under portability due
to insufficient fundingand places further requirements on PHAsardmg moves denied due to lack of
funding The requirements found in this notice are mandatory.

KHA Policy
KHA will deny a family permission tonoveif KHA does not have sufficient funding for continued

assistance if(a) the move is initiated by the family, not the owner or KHA; KibJA can
demonstrate that the move will, in fact, result in higher subsidy costs; andH@&) can
demonstrate, in accordance with the policies in Part VIII of Chapter 16, that it doeaveot h
sufficient funding in its annual budget to accommodate the higher subsidy costs. This policy
applies to moves within KH@& jurisdiction as well as to moves outside it under portability.

The PHA will create a list of families whose moves have beeredeiue to insufficient funding.
When funds become available, the families on this list will take precedence over families on the
waiting list. The PHA will use the same procedures for notifying families with open requests to
move when funds become awile as it uses for notifying families on the waiting list (see section
4-111.D).

The PHA will inform the family of its policy regarding moves denied due to insufficient funding
in a letter to the family at the time the move is denied.

Grounds for Denial or Termination of Assistance
The PHAmay deny a family permission to move ihas grounds for denying or terminating the fasily
assistance [24 CF882.314(e)(2)].

KHA Policy
If KHA has grounds for denying or terminating a fan@lyassistance, KHAvill act on those

grounds in accordance with the regulations and policies set forth in Chapters 3 and 12, respectively
All paticipants must remain in good standing with HCV program regulations and lease obligations
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to port.

Restrictions on Elective Moves [24 CFR 982.314(c)]

HUD regulations permit the PHA to prohibit any elective move by a participant family during theGamily
initial lease term. They also permit the PHA to prohibit more than one elective move by a pdrticipa
family during any 12month periodHowever, such prohibitions, if adopted, do not apply when the family
or a member of the family is or has been the victim of domestic violence, dating vicgexgal, assault,

or stalking and the move is needed to @cothe health or safety of the family or family member. (For the
policy on documentation of abuse, see secticihAQ In addition, the PHA may not establish a policy
permitting moves only at rexamination [Notice 20122].

KHA Policy
KHA will deny afamily permission to make an elective move during the famihitial lease term.

This policy applies to moves within KHA jurisdiction or outside it under portability.

KHA will deny a family permission to make more than one elective move duringZampotth
period. This policy applies to all assisted families residing in EHArisdiction.

KHA will also deny elective moves for anyone currently in a repayment agreement. If all funds
are paid, the KHA will allow the elective move.

KHA will consider exceptions to these policies for the following reasons:

1 to protect the health or safety of a family member (e.g.-lesgd paint hazards, domestic
violence, witness protection programs),

1 to accommodate a change in family circumstarieas, new employment, school attendance
in a distant area), or

1 to address an emergency situation over which a family has no control.

In addition, KHA will allow exceptions to these policies for purposes of reasonable
accommodation of a family membehwis a person with disabilities (see Chapter 2).

10-1.C. MOVING PROCESS

Notification

If a family wishes to move to a new unit, the family must notify KHA and the owner before moving out
of the old unit or terminating the lease on notice to the oj24eCFR 982.314(d)(2)]. If the family wishes

to move to a unit outsidbe FHAGs jurisdiction under portability, the noticettte FHA must specify the

area where the family wishes to move [24 CFR 982.314(d)(2), Notice RIPM42A). The notices must be

in writing [24 CFR 982.5].

Approval

KHA Policy
Participants wishing to move with continued assistance must provide the KHA with a copy of the

written notice of intent to vacate. This notice must be acknowledged, by landlord/property
manageis signature

Upon receipt of a familis notification that it wishes to move, KHA will determine whether the
move is approvable in accordance with the regulations and policies set forth in seclidnariD
10-1.B. KHA will notify the family in writing of its determrmation withintwelve (12) businessays
following receipt of the famil§s notification.
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Reexamination of Family Income and Composition

KHA Policy
For families approved to move to a new unit within KddAurisdiction, KHA will perform a new

annual e-examination in accordance with the policies set forth in Chapter 11 of this plan.

For families moving into or families approved to move out of Kilj@urisdiction under portability,
KHA will follow the policies set forth in Part Il of this chapter.

Voucher Issuance and Briefing

KHA Policy
For families approved to move to a new unit within KddAurisdiction, KHA will issue a new

voucherwithin twelve (12) businesd ay s o f KHAGs wr i tlfttleere isaa@ pr o
documentation that the family attended a briefing within the past three (3) years, the participant
family maybe requiredo attend a briefing<{HA will follow the policies set forth in Chapter 5 on
voucher term, extension, and expiratidra family does not locate a new unit within the term of

the voucher and any extensions, the family may remain in its current unit with continued voucher
assistance if the owner agrees and KHA approves. Otherwise, the family will lose its assistance.

Forfamilies moving into or families approved to move out of Kig Aurisdiction under portability,
KHA will follow the policies set forth in Part Il of this chapter.

Housing Assistance Payments [24 CFR 982.311(d)]

When a family moves out of an assisted,uhie PHA may not make any housing assistance payment to
the owner for any monthafter the month the family moves out. The owner may keep the housing
assistance payment for the month when the family moves out of the unit.

If a participant family movegdm an assisted unit with continued terbased assistance, the term of the
assisted lease for the new assisted unit may begin during the month the family moves out of the first
assisted unit. Overlap of the last housing assistance payment (for thewhemtithe family moves out

of the old unit) and the first assistance payment for the new unit, is not considered to constitute a
duplicative housing subsidy.

PART II: PORTABILITY

106-1lLA. OVERVIEW

Within the limitations of the regulations and this plan, a participant family or an applicant family that has
been issued a voucher has the right to use tdrees@d voucher assistance to lease a unit anywhere in the
United States providing that the urstlbcated within the jurisdiction of a PHA administering a tenant
based voucher program [24 CFR 982.353(b)]. The process by which a family obtains a voucher from one
PHA and uses it to lease a unit in the jurisdiction of another PHA is known as portdlhétfirst PHA

is called thanitial PHA. ThePHA that has jurisdiction in the area to which the family wants to move is
calledthereceiving PHA.

The receiving PHA has the option of administering the fa@mWpucher for the initial PHA or absorbing
thefamily into its own program. Under the first option, the receiving Ridvides all hasing services

for the family andbills the initial PHA for the famil§s housing assistance payments and the fees for
administering the familis voucher. Under the seaboption, the receiving PHA pays for the fandly
assistance out of its own program funds, and the initial PHA has no further relationship with the family.
The initial PHA must contact the receiving PHA via email or other confirmed delivery method to
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dete mi ne whet her the receiving PHA wil!l admini st
receiving PHAOGS response, the 1nitial PHA mus
portability request [Notice 20122].

PHAs @mmonly actasboth the initial and receiving PHA because families may move into or out of their
jurisdiction under portabilityEach role involves different responsibilities. The PHA will follow the rules
and policies in section 10.B when it is acting as the inili&#HA for a family. It will follow the rules and
policies in section 20.C when it is acting athe receiving PHA for a family.

In administering portability, the initial PHA and the receiving PHA must comply with financial procedures
required by HUD, inluding the use of HUBequired form [24 CFR 982.355(e)(5)].

PHAs must also comply with billing and payment deadlines. HUD may reduce an administrative fee to
an initial or receiving PHA if the PHA does not comply with HUD portability requirementsC2R
982.355 (e)(7)].

10-11.B. INITIAL PHA ROLE

Allowable Moves under Portability

A family may move with voucher assistance only to an area where there is at least one PHA administering
a voucher program [24 CFR 982.353(b)]. If there is more than one PHA in the area, the initial PHA
provides the family with the contact information foetreceiving PHAS that serve the area, and the family
selects the receiving PHA. The family must inform the initial PHA which PHA it has selected. If the
family prefers not to select the receiving PHA, the initial PHA will select the receiving PHA aif bEh

the family (24 CFR 982.255 (b).

Applicant families that have been issued vouchers as well as participant families may qualify to lease a
unit outsidethe AHAGs jurisdiction under portability HUD regulations and PHA policgetermine
whether a fanly qualifies.

Applicant Families

Under HUD regul ations, most applicant families
under portability. HowevellUD gives the PHA discretion to deny a portability move by an applicant
family for the sane two reasons that it may deny any move by a participant family: insufficient funding
and grounds for denial or termination of assistance. If a PHA intends to deny a family permission to move
under portability due to insufficient fudning, the PHA mustifygdHUD within 10 business days of the
determination to deny the move [24 CFR 982.355 (e)].

KHA Policy
KHA will follow the policies established in section-L® of this chapter imdetermining whether

or not to deny an applicant family permission tovenainderportability. If the PHA does deny
the move due to insufficient fudning, the PHA will notify HUD in writing within ten (10) business
days of the PHAO6s determination to deny the

PHAO may establish a policy denying the right to portability to nonresident applicants during the first 12
months after they are admitted to the program [24 CFR 982.353(c)].

KHA Policy
If the head of househaldpouseor co-head of an applicant familyas no hada domicile (legal

residence) in KHAs jurisdiction at the time the famdyapplication for assistance was submitted,
the family must live in KHA&Ss jurisdiction with voucher assistance for at least 12 months before
requesting portability.
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KHA will consider exceptions to this policy for purposes of reasonable accommodation (see
Chapter 2)or reasons related to domestic violence, dating violence, sexual assault, or stalking.

Participant Families

The Initial PHA must not provide portable assistafaea participant if a family has moved out of its
assisted unit in violation of the lease [24 CFR 982.353(lh)¢ Violence against Women Act of 2013
(VAWA) creates an exception to this prohibition for families who are otherwise in compliance with
programobligations but have moved to protect the health or safédgnufy membemwho is or has been

a victim of domestic violence, dating violensexual assaulbr stalking and who reasonably believed he

or she was imminently threatened by harm from furthelence if they remained in the ujz4 CFR
982.353(b)]

KHA Policy
The KHA will determine whether a participant family may move out of Kéljrisdiction with

continued assistance in accordance with the regulations and policies set forth here and in section:
10-1.A and 1061.B of this chapter. KHA will notify the family of its determination in accordance
with the approval policy set forth irestion 101.C of this chapter.

Determining Income Eligibility

Applicant Families

An applicant family may lease a unit in a particular area under portability only if the family is income
eligible for admission to the voucher program in that area [24 @32rR353(d){)]. The family must
specify the area to which the family wishes to m®4 CFR 982.355(c)(1)].

The initial PHA is responsible for determining whether the family is income eligible in the area to which
the family wishes to move [24 CFR 98338d)(1);24 CFR 982.355(9) If the applicant family is not

income eligible in that area, the PHA must inform the family that it may not move there and receive
voucher assistance [Notice PR812-42].

Participant Families
The income eligibility of a participant family is notdetermined if the family moves to a new jurisdiction
under portability [24 CFR 982.353(d)(2)].

Re-examination of Family Income and Composition
No new reexamination of family income and compositiis required foan applicanfamily.

KHA Policy
For a participant family approved to move out of its jurisdiction under portability, KHA generally

will conduct a reexamination of family income and composition only if the fa@silgnnual re
examinatiom must be completed on or before the initial billing deadline specified on form- HUD
52665, Family Portability Information.

KHA will make any exceptions to this policy necessary to remain in compliance with HUD
regulations.

Briefing

The regulations angdolicies on briefings set forth in Chapter 5 of this plan require the PHA to provide
information on portability to all applicant families that qualify to lease a unit outside thesPHA
jurisdiction under the portability procedures. Therefore, no spetéiry is required for these families.

KHA Policy
No formal briefing will be required for a participant family wishing to move outside &HA

jurisdiction under portability. However, KHA will provide the family with the same oral and
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written explanatiorof portability that it provides to applicant families selected for admission to
the program (see Chapter 5).

KHA will provide the name, address, and phone of the contact for the PHAS in the jurisdiction to
which they wish to move. If there is morethane PHA with jurisdiction over the area to which

the family wishes to move, KHA will advise the family that the family must select the receiving
PHA and notifyfKHA of which receiving PHA was selecteBHA will further inform the family

that if the famiy prefers not to select the receiving PHA, KHA will select the receiving PHA on
behalf of the family.

KHA will advise the family that they will be under the Receiving Housing Authority policies and
proceduresjncluding screeningsubsidy standargds/oucher extension policiesand payment
standards

Voucher Issuance and Term

An applicant family has no right to portability until after the family has been issued a voucher [24 CFR
982.353(b)]. In issuing vouchers to applicant families, the PHA willotlee regulations and procedures

set forth in Chapter 5. A new voucher is not required for portability purposes.

KHA Policy
For families approved to move under portability, KHA will issue a new voueftbin twelve

(12) business ay s of K Hpplwaltonmmovet t en a
The initial term of the voucher will be 60 days.

Voucher Extensions and Expiration

KHA Policy
The KHA will approve extensions to a voucher issued to an applicant or participant family porting

out of KHAGs jurisdictionfor good cause, which includes:

1 the initial term of the voucher will expire before the portable family will be issued a voucher

by the receiving PHA,

the family decides to return to the initia

thefamiy deci des to search for a unit in a ¢tfF

on voucher extensions set forth in Chapter 5, sectibiepof this plan will apply, including

the requirement that the family apply for an extension in writitgy po the expiration of the

initial voucher term.

9 Other good case as determined by the HCV Supervisor, that family has been diligently
seeking husing during the six weeks prior to the request.

il
il

To receive or continut receiveassistanceinder the inial PHAG voucher program, a family

that moves to another PH#\ jurisdiction under portability must be under HAP contract in the
receiving PHAs jurisdiction within90 days following the expiration date of the initial P&A
voucher term (including any extes i ons ) . (See bel ow wunder il n
exception to this policy.)

Preapproval Contact with the Receiving PHA

Prior to approving a familydés request to move U
PHA via email o other confirmed delivery method to determine whether the receiving WHA
admini ster or absorb the familyds voucher. Ba:

determine whther it will approve or deny the move [Notice PIH 2642
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KHA Policy
KHA will use email, when possible to contact the receiving PHA regarding whether the receiving

PHA wi | | administer or absorb the familydos

Initial Contact with the Receiving KHA

After approving a famil§s request to move under poritdlp, the initial PHA must promptly notify the
receiving PHAvia email or other confirmed delivery methimdexpect the family [24 CFR 982.355@))(

24 CFR 982.35(c)(T) The initial PHA must also advise the family how to contact and request assistance
from the receiving PHA [24 CFR 982.355@)(

KHA Policy
Sincethe portability process is timeensitive, KHA will notify the receiving PHA byhone fax,

or email to expect the family.

KHA will also ask the receiving PHA to provide any informatiba family may need upon arrival,
including the name, fax;mail addressand telephone number of the staff person responsible for
business with incoming portable families and procedures related to appointments for voucher
issuance. KHA will pass this iofmation along to the family.

KHA will also ask for the name, address, telephone number, fax and email of the person
responsible for processing the billing information.

Sending Documentation to the Receiving KHA

The initial PHA is required to send the receiving PHA the following documents:

1 Form HUD-52665, Family Portability Information, with Part | filled out [Notice F2Bl12-42]

1 A copy of the familgs voucher [Notice PI1i2012-42]

1 A copy of the familgs most reent form HUD50058, Family Report, or, if necessary in the case of
an applicant family, family and income information in a format similar to that of form {30058
[24 CFR 982.355(cY), Notice PIH2012-42]

1 Copies of the income verifications backing bp form HUD50058 i ncl udi ng a copy
current EIV datd24 CFR 982.355(c)), Notice PIH2012-42)

KHA Policy
In addition to these documents, KHA will provide the following information, if available, to the

receiving KHA:

(a) Social Security Nmbers (SSNs)

(b) Documentation of SSNef all nonexempt household members wi@&SNs have not been
verified through the EIV system

(c) Documentation of legal identity

(d) Documentation of participation in the earnedame disallowance (EID) benefit

(e) Documentation oparticipation in a family seléufficiency (FSS) program

() Documentation of citizenshigr eligible immigration status

The KHA will notify the family in writing regarding any information provided to the receiving
PHA [HCV GB, p. 133].

Initial Billing Deadline [Notice PIH 2.2-42, Letter to Executive Directors, 9/15/1%

Thedeadlingfor submission of initial billings 90days following the expiration date of the voucher issued

to the family by the initial PHA. If the initial PHA does not receive a billing notice by the deadline and
does not intend to honor a late billing submission, it must contact the receiving PHernmide the

status of the family. If the receiving PHA reports that the family is not yet under HAP contract, the initial
PHA may refuse to accept a late billing submission. If the receiving PHA reports that the family is under
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HAP contract and the receng PHA cannot absorb the family, the initial PHA must accept a late billing
submission; however, it may report to HUD the receiving BHailure to comply with the deadline.

KHA Policy
If the PHA has not received an initial billing notice from the ndog PHA withing 90 days of
the expiration of the | HAG6s voucher , -malon wi | |

the next business day. If the PHA reports that the family is not yet under HAP contract, the PHA
will inform the receiving PHAhat it will honor a late billing submission on behalf of the family.
The PHA will send the receiving PHA a written confirmation of its decision by mail.

KHA will allow an exception to this policy if the family includes a person with disabilities and the
late billing is a result of a reasonable accommodation granted to the family by the receiving PHA.

Monthly Billing Payments [24 CFR 982.355(e), Notice PIH 2»-42]

If the receiving PHA is administering the fan@@yvoucherthe receiving PHA bills thenitial PHA for
housing assistance payments and administrative fees. When reimibarsidigpinistrative fees, the initial

PHA must promptly reimburse the receiving PHA for the lesser of 80 percent of the initial PHA ongoing
administrative feeor 100paant of t he receiving PHAOGs ongoing
under contract on the first day of the month for which the receiving PHA is billing the initial PHA under
portability. If the administrative fees are prorated for the HCV progtlaeproration will apply to the
amount of the administrative fee for which the receiving PHA may bill [24 CFR 982.355 (e)(2)].

The initial PHA is responsible for making billing payments in a timely manner. The first billing amount

is due within 30 calerat days after the initial PHA receives Part Il of form HBR665 from the receiving

PHA. Subsequent payments must be received by the receiving PHA no later than the fifth business day o
each month. The payments must be provided in a form and manndrehateiving PHA is able and
willing to accept.

The initial PHA may not terminate or delay making payments under existing portability billing
arrangements as a result of over leasing or funding shortfalls. The PHA must manage Hsateednt
program in amanner that ensures that it has the financial ability to provide assistance for families that
move out of its jurisdiction under portability and are not absorbed by receivingsPa$Awell as for
families that remain within its jurisdiction.

KHA Policy
The initial PHA will utilize direct deposit to ensure that payment is received by the deadline unless

the receiving PHA notifies the initial PHA that direct deposit is not acceptable to them.

Annual Updates of Form HUD-50058

If the initial PHA is beingpilled on behalf of a portable family, it should receive an updated form-HUD
50058 each year from the receiving PHA. If the initial PHA fails to receive an updated 50058 by the
f ami | y 6 sexaanmationad&te, theeinitial PHA should contact the reogiAHA to verify the

status of the family.

Denial or Termination of Assistance [24 CFR 982.355(c)(9)]

At any time, either the initial PHA or the receving PHA may make a determination to deny or terminate
assistance with the family in accordance with 2R®@B2.552 and 24 CFR 982.55For KHA policies

on denial and termination, see Chapters 3 and 12, respectively.)

10-11.C. RECEIVING PHA ROLE

If a family has a right to lease a unit in the receiving BHrisdiction under portability, the receiving
PHA must provide assistance for the family [24 CFR 982.355(1B)ID may determine in certain
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instances that a PHA is not required to accept incoming portable families, such as a PHA in a declared
disaster area. However, the PHA must have approval img/from HUD before refusing any incoming
portable families [24 CFR 982.355(b)].

Admini stration of the voucher must be in accord
also applies to policies of Moving to Work agencies. The receRity procedures and preferences for
selection among eligible applicants do not apply to the family, and the receiving PHA waiting list is not
used [24 CFR 982.355 (c)(10)].h& familyés unit, or voucher, size is determined in accordance with the
subsidy tandards of the receiving PHA [24 CFR 982.@582)], andther ecei vi ng PHAOSs
extensions of the voucher term apply [24 CFR 982.355(c)(14)].

Responding to Initial PHAG6s Request

The receiving PHA must respond viamail or other confirmed delier y met hod t o t he
inquiry to determine whet her t hPR4GFR&82.85%(6(@®)]Ifvoucl
the receiving PHA informs the initial PHA that it will be absorbing the voucher, the receiving PHA cannot
reverse itglecision at a later datthout consent of the initial PHA (24 CFR 982.355 (c)(4).

KHA Policy
KHA will use email, when possible, to notify the initial PHA whether it will administer or absorb

the familyds voucher.

Initial Contact with Family

When afamily moves into the PH@&s jurisdiction under portability, the family is responsible for promptly
contacting the PHA and complying with the P&Aprocedures for incoming portable familie$he
famil yéds failure to complny oniayt hree sruelcteiivin ndye nPiHa
982.355(c)(8)].

If the voucher issued to the family by the initial PHA has expired, the receivingrili$f contact the
initial PHA to determine if it will extend the voucher [24 CFR 982.355(c)(13)].

If for any reason the receiving PHA refuses to process or provide assistance to a family under the
portability procedures, the family must be given the opportunity for an informal review or hearing [Notice
PIH 2012-42]. (For more on this topic, see later un@@enialor Termination of Assistanog

Briefing
HUD allows the receiving PHA to require a briefing for an incoming portable family as long as the
requirement does not unduly delay the faWdsilyearch [Notice PIH 2@-42).

KHA Policy
KHA will not require tre family to attend a briefing. KHA will provide the family with a briefing

packet (as described in Chapter 5) and, in an individual briefing, will orally inform the family
about KHAG payment and subsidy standards, procedures for requesting approvatitftiaeu

unit inspection process, and the leasing process. KHA will suggest that the family attend a full
briefing at a later date.

Income Eligibility and Re-examination

The receiving PHA does not-determine eligibility for a portable family that wasready receiving
assistance in the initial PH# voucher program [24 CFR 982.3558)( If the receiving PHA opts to
conduct a new rexamination for a current participant family, the receiving PHA may not delay issuing
the family a voucher or otherwiskelay approval of a unit [24 CFR 982.355(c)(11)].
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KHA Policy
For any family moving into its jurisdiction under portability, KHA will conduct a new re

examination of family income and composition. However, KHA will not delay issuing the family

a voucher for this reason. Nor will KHA delay approving a unit for the family until the re
examination process is complete unless the family is an applicant and KHA cannot otherwise
confirm that the family is income eligible for admission to the prograrmeratea where the unit

is located.

In conducting its own rexamination, KHA will rely upon any verifications provided by the initial
PHA to the extent that thega) accurately reflect the famdy current circumstances and (b) were
obtained within théast 120 days. Any new information may be verified by documents provided
by the family and adjusted, if necessary, when third party verification is received.

Voucher Issuance

When a family moves into its jurisdiction under portability, the receiving FH#&quired to issue the
family a voucher [24 CFR 982.355(13)]. The family must submit a request for tenancy approval to the
receiving PHA during the term of the receiving PiEAoucher [24 CFR 982.355(t})].

Timing of Voucher Issuance

HUD expectsthe receiving PHA to issue the voucher within two weeks after receiving the @mily
paperwork from the initial PHA if the information is in order, the family has contacted the receiving PHA,
and the family complies with the receiving P&#Arocedures [Nae PIH2012-42].

KHA Policy
When a family ports into its jurisdiction, KHA will issue the family a voucher based on the

paperwork provided by the initial PHA unless the fadsilpaperwork from the initial PHA is
incomplete, the familgs voucher fromtte initial PHA has expired or the family does not comply
with KHAG procedures. KHA will update the fanmiyinformation when verification has been
completed.

Voucher Term
The term of the receiving PH#B voucher may not expire befd8 calendar daysdm the expiration fo
the initial PHAG voucher [24 CFR 982.355(c)(6)].

KHA Policy
The receiving PH& vouchewwill expire 30 calendars from the expirationdatdott i ni t i al

voucher term.

Voucher Extensions [24 CFR 982.355(&)), Notice 202-42]

Once the receiving PHA issues the portable f ami
of the voucher term apply. The receiving PRAst inform the initial PHA o&nyextensiongranted to

the term of the voucher. It must also bi@anind the billing deadline provided by the initial PHAnless

willing and able to absorb the family, the receiving PHA should ensure that any voucher expiration date
would leave sufficient time to process a request for tenancy approval, execute artiraetcand deliver

the initial billing to the initial PHA.

KHA Policy
KHA generally will on a casdy-case basiextend the term of the voucher that it issues to an

incoming portable familyor good cause as determined by HCV Supervisor.

KHA mustconsider an exception to this policy as a reasonable accommodation to a person with
disabilities (see Chapter 2).
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Voucher Suspensions [24 CFR 982.303, 24 CFR 982.355 (c)(15)]

If the family submits a Request for Tenancy Approval during the termaofthee ei vi ng PHAOG S
the PHA must suspend the term of that voucher. The term of the voucher stops from the date that the
family submits a request for PHA approval of the tenancy until the date the PHA notifies the family in
writing whether the requebiais been approved or denied [24 CFR 982.4(b)] (see Sedlidh)5

Notifying the Initial PHA

The receiving PHA must promptly notify the initial PHA if the family has leased an eligible unit under
the program or if the family fails to submit a requestteénancy approval for an eligible unit within the
term of the receiving PH& voucher [24 CFR 982.355(t])]. The receiving PHA is required to use Part

Il of form HUD-52665, Family Portability Information, for this purpose [Notice PIH282]. (For moe

on this topic and the deadline for notification, see below ufiddministering a Portable Famiy
Voucher )o

If an incoming portable family ultimately decides not to lease in the jurisdiction of the receiving PHA but
instead wishes to return to thtial PHAGs jurisdiction or to search in another jurisdiction, the receiving
PHA must refer the family back to the initial PHA. In such a case the voucher of record for the family is
once again the voucher originally issued by the initial PHA. Any exdartdisearch time provided by the
receiving PHAs voucher is only valid for the famiy search in the receiving PH&\urisdiction [Notice

PIH 2012-42].

Administering a Portable FamilyGs Voucher

Portability Billing [24 CFR 982.355 (e)]

To coverassistance for a portable family that was not absorbed, the receiving PHA bills the initial PHA
for housing assistance payments and administrative fees. The amount of the housing assistance payme

for a portable family i netetnfined irrtieecsarme manmay asRod étlers |
families in the receiving PHAGs progr am.
The receiving PHA may bill the initial PHA f or

administrative fee or 100 per stativdfeedof eadh pregramanit e i v
under contract on the first day of the month for which the receiving PHA is billing the initial PHA under
portability. If the administrative fees are prorated for the HCV program, the proration will apply to the
amount & the administrative fee for which the receiving PHA may bill (i.e., the receiving PHA may bill
for the |l esser of 80 percent of the initial P HZ
receiving PHAO6s ongoing administrative ffee.

If both PHAS agree, the PHAS may negotiate a different amount of reimbursement.

KHA Policy
Unless the KHA negotiates a different amount of reimbursement with the initial PHA, the PHA

will bill the initial PHA the maximum amount of administrative fees allowedsuring any
administrative fee proration has been properly applied.

Initial Billing Deadline

If a portable familgs search for a unit is successful and the receiving PHA intends to administer thésfamily
voucher, the receiving PHA must submit its litoilling notice (Part Il of form HUEG2665) (a) ndater
thanten (10) businesslays followingthe date the receiving PHA executes a HAP contract on behalf of the
family and (b) in time that the notice will be received no later than 60 days follovérexgiration date of

the familyés voucher issued by the initial PHA [Notice PIH1212]. A copy of the familgs form HUD

50058, Family Report, completed by the receiving PHA must be attached to the initial billing notice. The
receiving PHA may send these documents by mail, faxnoaié
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KHA Policy
KHA will send its initial billing notice by fax or-enail, if necessary, to meet the billing deadline

but will also send the notice by regular mail.

If the receiving PHA fails to send the initial billing within 10 business days following the date the HAP
contract is executed, it is required to absorb the famityitatown program unless (a) the initial PHA is
willing to accept the late submission or (b) HUD requires the initial PHA to honor the late submission
(e.g., because the receiving PHA is over leased) [Notice P1&+£22).

Ongoing Notification Responsibilties [Notice PIH 2012-42, HUD-52669

Annual Reexamination The receiving PHA must send the initial PHA a copy of a portable fésnijydated
form HUD-50058 after each annualegamination for the duration of time the receiving PHA is billing the
initial PHA on behalf of the family, regardless of whether there is a change in the billing amount.

KHA Policy
KHA will send a copy of the updated HURD058 by regular mail at the same time KHA and

owner are notified of the vexamination results.

Change inBilling Amount. The receiving PHA is required to notify the initial PHA, using form HUD
52665, of any change in the billing amount for the family as a result of:

1 A change in the HAP amount (because of @®xamination, a change in the applicable payment
standard, a move to another unit, etc.)

An abatement or subsequent resumption of the HAP payments

Termination of the HAP contract

Payment of a damage/vacancy loss claim for the family

Termination of the family from the program

)l
)l
)l
)l

The timing of the noticef the change in the billing amount should correspond with the notification to the
owner and the family in order to provide the initial PHA with advance notice of the change. Under no
circumstances should the notification be later ttear{(10) businesslays following the effective date of

the change in the billing amount. If the receiving PHA fails to send Form-B2aB5 withinten (10)
businesslays of effective date of billing changes, the initial PHA is not responsible for any increase prior
to notification.

Late Payments[Notice PIH 2012-42)

If the initial PHA fails to make a monthly payment for a portable family by the fifth business day of the
month, the receiving PHA must promptly notify the initial PHA in writing of the deficiency. The notice
mustidentify the family, the amount of the billing payment, the date the billing payment was due, and the
date the billing payment was received (if it arrived late). The receiving PHA must send a copy of the
notification to the Office of Public Housing (OPIl#) the HUD area office with jurisdiction over the
receiving PHA. If the initial PHA fails to correct the problem by the second month following the
notification, the receiving PHA may request by memorandum to the director of the OPH with jurisdiction
over he receiving PHA that HUD transfer the unit in question. A copy of the initial notification and any
subsequent correspondence between the PHAs on the matter must be attached. The receiving PHA mu
send a copy of the memorandum to the initial PHA. If tiRHQlecides to grant the transfer, the billing
arrangement on behalf of the family ceases with the transfer, but the initial PHA is still responsible for
any outstanding payments due to the receiving PHA.

Overpayments[Notice PIH 2012-42]

In all cases wére the receiving PHA has received billing payments for billing arrangements no longer in
effect, the receiving PHA is responsible for returning the full amount of the overpayment (including the
portion provided for administrative fees) to the initial PHA.
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In the event that HUD determines billing payments have continued for at least three months because the
receiving PHA failed to notify the initial PHA that the billing arrangement was terminated, the receiving
PHA must take the following steps:
1 Return the full amount of the overpayment, including the portion provided for administrative fees,
to the initial PHA.
1 Once full payment has been returned, notify the Office of Public Housing in the HUD area office
with jurisdiction over the receiving PH®#f the date and the amount of reimbursement to the initial
PHA.

At HUDGs discretion, the receiving PHA will be subject to the sanctions spelled out in Noti@OBH42.

Denial or Termination of Assistance
At any time, the receiving PHA may make et@'mination to deny or terminate assistance to a portable
family for family action or inaction [24 CFR 982.355(CJ}].

In the case of a terminatiothe PHAshould provide adequate notice of the effective date to the initial
PHA to avoid having to return a payment. In no event should the receiving PHA fail to notify the initial
PHA later tlan ten (10) businessdays following the effective date of the termiiat of the billing
arrangementHUD-52665;Notice PIH2012-42]

KHA Policy
If KHA elects to deny or terminate assistance for a portable family, KHA will notify the initial

PHA within twelve (12) businesslays after the informal review or hearing if thgenial or
termination is upheld. KHA will base its denial or termination decision on the policies set forth in
Chapter 3 or Chapter 12, respectively. The informal review or hearing will be held in accordance
with the policies in Chapter 16. The receivingAwill furnish the initial PHA with a copy of the
review or hearing decision.

Absorbing a Portable Family

The receiving PHA may absorb an incoming portable family into its own program when the PHA executes
a HAP contract on behalf of the family or atyatime thereafter providing that the PHA has funding
available under its annual contributions contract (ACC) [24 CFR 982.355(d)(1), NotiGOEH42].

If the receiving PHA absorbs a family from the point of admission, the admission will be couritesi aga
the income targeting obligation of the receiving PHA [24 CFR 982.201(b)(2)(vii)].

If the receiving PHA absorbs a family after providing assistance for the family under a billing arrangement
with the initial PHA, HUD encourages the receiving PHA to provide adequate advance notice to the initial
PHA to avoid having to return an overpayrérhe receiving PHA must specify the effective date of the
absorption of the family [Notice PIR012-42].

KHA Policy
If KHA decides to absorb a portable family upon the execution of a HAP contract on behalf of the

family, KHA will notify the initial PHA by the initial billing deadline specified on form HUD
52665. The effective date of the HAP contract will be the effective date of the absorption.

If KHA decides to absorb a family after that, it will provide the iniRRIA with 30 days advance
notice.

Following the absorption of an incoming portable family, the family is assisted with funds available under
the consolidated ACC for the receiving P&@A/oucher program [24 CFR 982.355(d)], and the receiving
PHA becomes the initial PHA in any subsequenves by the family under portabilif24 CFR 982.355

(€)(4)]
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CHAPTER 11
RE-EXAMINATIONS

INTRODUCTION

The PHA is required to rexamine each famiég income and composition at least annually, and to adjust
the familyds level of assistance accordindlyterim reexaminations are also needed in certain situations.
This chapter discusses both annual and interigxegninations, and the recalculation of family share and
subsidy that occurs as a result. HUD regulations and KHA policies concern@g@urerations are
presented in three parts:

Part I: Annual Reexaminations This part discusses the process for conducting annual re
examinations.

Part II: Interim ReexaminationsThis part details the requirements for families to report changes
in family income and composition between annuatxaminations.

Part Ill: Recalculating Family Share and Subsidy Amotihts part discusses the recalculation of
family share and subsidy amounts based on the results of annual and intexamreations.

Policiesgoverning reasonable accommodation, family privacy, required family cooperation, and program
abuse, as described elsewhere in this plan, apply to both annual and intexamieations.

PART I: ANNUAL RE -EXAMINATIONS [24 CFR 982.516]
11-1.A. OVERVIEW

The PHA must conduct a-examination of family income and composition at least annually. This
includes gathering and verifying current information about family composition, income, and expenses.
Based on this updated information, the faidljncome ad rent must be recalculated. This part discusses
the schedule for annual -examinations, the information to be collected and verified, and annual
reexamination effective dates.

11-1.B. SCHEDULING ANNUAL RE -EXAMINATIONS

The PHA must establish a policdp ensure that the annualegamination for each family is completed
within a 12month period, and may require@gaminations more frequently [HCV GB p.-1P

KHA Policy
The KHA will begin the annual rexamination process 120 days in advance odtgeduled

effective date. Generally, KHA will schedule annuakxamination effective dates to coincide
with the family®s anniversary date.

Anniversary date is defined as 12 months from the effective date of the Gatady annual re
examination or, dring a familygs first year in the program, from the effective date of the family
initial examination (admission).

If the family moves to a new unit, KHA will perform a new annuagxamination.

KHA also may schedule an annual reexamination for ¢etop prior to the anniversary date for
administrative purposes.
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Notification of and Participation in the Annual Re-examination Process

The PHA is required to obtain the information needed to conduct anntataminations. How that
information will be collected is left to the discretionRHIA. However, PHAs should give tenants who
were not provided the opportunity the option to complete Form 19R@06 at this time [Notice PIH
200936].

KHA Policy
Participarns will be required to attend an in person interview for annuegéréfications.

Notification of annual reexamination interviews will be sent by firstass mail and will contain
an appointment date, time, and location of theawrificationappointment

In addition, it will inform the family of the information and documentation that must be brought
to the interview.

An advocate, interpreter, or other assistant may assist the family in the interview.process

If the family fails to attendwo scheduled interviews without PHA approval, fothie notice is
returned by the post office with no forwarding address, a notice of termination (see Chapter 12)
will be sent to the familgs address of record, and to any alternate address providedfamttyGs

file.

1-1.C. CONDUCTING ANNUAL RE -EXAMINATIONS

As part of the annual fexamination process, families are required to provide updated informatios to
PHA regarding the famil§s income, expenses, and composition [24 CFR 982.551(b)].

KHA Policy
Families will be asked to turn in all required information (as described in tBraraination

notice) by the date due in the notice. The required information will include add4fynated re
examination form, an Authorization for the Releastn@drmation/Privacy Act Notice, as well as
supporting documentation related to the fa@siljycome, expenses and family composition.

Any required documents or information that the family fails to provide with Hexaeination
forms must be provided withimvelve (12) businesgays of written request by KHA. If the family
is unable to obtain the information or matermaishin the reqgired time frame, the family may
request an extension.

If the family does not provide the required documents or information within the required time
frame (plus any extensions), the family will be sent a notice of termination (See Chapter 12)

Additionally, HUD recommends that at annuatexaminations PHAs ask whether the tenant, or any
member of the tenantds househol d, I's subject t
state [Notice PIH 20128].

KHA Policy
KHA will ask whether theg enant , or any member of th-e t el

examination is subject to a lifetime sex offender registration requirement in any state. KHA will
use the Dru Sjodin National Sex Offender database to verify the information provided by the
tenant.

If the PHA proposes to terminate assistance based on lifetime sex offender registration information, the
PHA must notify the household of the proposed action and must provide the subject of the record and the
tenant a copy of the record and ampoxtunity to dispute the accuracy and relevance of the information
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prior to termination. [24 CFR 5.903(f) and 5.905(d)]. (See Chapter 12.)

The information provided by the family generally must be verified in accordance with the policies in
Chapter 7. Unlgs the family reports a change, or the agency has reason to believe a change has occurre
in information previously reported by the family, certain types of information that are verified at admission
typically do not need to be-xeerified on an annual bi&s These include:

1 Legal identity

1 Age

1 Social security numbers

1T A personods disability status

1 Citizenship or immigration status

If adding a new family member to the unit causes overcrowding according to the Housing Quality
Standards (HQS) (see Chapter 8), KHA must issue the family a new voucher, and the family and KHA
must try to find an acceptable unit as soon as possible. alf@ptable unit is available for rental by the
family, KHA must terminate the HAP contract in accordance with its terms [24 CFR 982.403].

11-1.D. DETERMINING ONGOING ELIGIBILITY OF CERTAIN STUDENTS [24 CFR
982.552(B)(5)]

Section 327 of Public Law 10815 established new restrictions on the ongoing eligibility of certain
students (both paréind fulttime) who are enrolled in institutions of higher education.

If a student enrolled in an institution of higher education is under the age of 24, iseietanyis not
married, and does not have a dependent child, the sta@digtbility must be reexamined along with the
income eligibility of the stude® parents on an annual basis. In these cases, both the student and the
studends parents must bmcome eligible for the student to continue to receive HCV assistance. If,
however, a student in these circumstances is determined independent from his or her parents in accordan:
with KHA policy, the income of the studdéntparents will not be considergddetermining the studeist

ongoing eligibility.

Students who reside with parents in an HCV assisted unit are not subject to this provision. It is limited to
students who are receiving assistance on their own, separately from their parents.

KHA Policy
During the annual rexamination process, KHA will determine the ongoing eligibility of each

student who is subject to the eligibility restrictions in 24 CFR 5.612 by reviewing the student
individual income as well as the income of the stuiqudrets. If the student has been determined
findependeritfrom his/her parents based on the policies in Sec8dh& and 711.E, the parents
income will not be reviewed.

If the student is no longer income eligible based on his/her own income or the intdnséher
parents, the studditassistance will be terminated in accordance with the policies in Sectidh. 12

If the student continues to be income eligible based on his/her own income and the income of
his/her parents (if applicable), KHA will press a reexamination in accordance with the policies
in this chapter.

11-1.E. EFFECTIVE DATES

The PHA must establish policies concerning the effective date of changes that result from an annual re
examination [24 CFR 982.516].
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KHA Policy
In general, an increase in the family share of the rent that results from an arexeiniaation

will take effect on the familis anniversary date, and the family will be notified at least 30 days in
advance. If less than 30 days remain before the schedfitadive date, the increase will take
effect on the first of the month following the end of thed3 notice period.

If a family moves to a new unit, the increase will take effect on the effective date of the new lease
and HAP contract, and no @@ynotice is required.

If KHA chooses to schedule an annualese@mination for completion prior to the faniy
anniversary date for administrative purposes, the effective date will be determined by KHA, but
will always allow for the 3@lay notice period.

If the family causes a delay in processing the annu@kaenination, increases in the family share

of the rent will be applied retroactively, to the scheduled effective date of the annual re
examination. The family will be responsible for any overpaid subsidy and may be offered a
repayment agreement in accordance with the policies in Chapter 16.

In general, a decrease in the family share of the rent that results from an arexahneation
will take effect on the famil§s anniversary date.

If a family moves to a new unit, the decrease will take effect on the effective date of the new lease
and HAP contract.

If KHA chooses to schedule an annualexamination for completion prior to thamilyGs
anniversary date for administrative purposes, the effective date will be determined by KHA.

If the family causes a delay in processing the annu@kaenination, decreases in the family share
of the rent will be applied prospectively, from thstf day of the month following completion of
there-examination processing.

Delays in reexamination processing are considered to be caused by the family if the family fails
to provide information requested by KHA by the date specified, and this delsgnps KHA from
completing the reexamination as scheduled.

PART II: INTERIM REE XAMINATIONS [24 CFR 982.516]

11-1l.LA. OVERVIEW

Family circumstances may change throughout the period between anaxaiimations. HUD and PHA
policies dictate whakinds of information about changes in family circumstances must be reported, and
under what circumstances the PHA must process interemaminations to reflect those changes. HUD
regulations also permit the PHA to conduct interinrexaminations of incomor family composition at

any time. When an interim4&amination is conducted, only those factors that have changed are verified
and adjusted [HCV GB, p. 10].

In addition to specifying what information the family must report, HUD regulations pgrenfamily to
request an interim determination if other aspects of the fé@milgome or composition changes. The PHA
must complete the interim reexamination within a reasonable time after theGaraduest.

HUD and PHApoliciesdescribevhat changes families are required to report, what changes families may
choose to report, and how KHA will process both PHA and faimitiated interim reexaminations.

Rev. 5/20/15 199



11-11.B. CHANGES IN FAMILY AND HOUSEHOLD COMPOSITION

The family is required to port all changes in family compositionThe PHA must adopt policies
prescribing when and under what conditions the family must report changes in family composition.
However, due to family obligations under the program, the PHA has limited discretias anea.

KHA Policy
KHA will conduct interim reexaminations to account for any changes in household composition

that occur between annuategaminations.

KHA will only conduct interim reexaminations when families have an increase in income of at
least$400per month. Interim rexaminations are not conducted on income increases of less than
$400per month unless:

1. The increase in income is because a person with income joins the household.

2. The increase in household income is the result of new income.

3. A decrease in the same source of income previously resulted in a reduction in tenant rent (i.e.
a tenantoés hours were reduced from 30 hour
an inteim re-examination to decrease the tenant portion of rent; a month later the hours are
increased to 25 hours per week. In this instance an interaramination will be conducted
to include the increase in hours).

Families will be required to report aticreases in income/assets withwelve (12) businessays

of receipt of the increased income (i.e. first paycheck, etc.)

New Family MembersNot Requiring Approval

The addition of a family member as a result of birth, adoption, or-esvatded custody does not require
the PHA approval. However, the family is required to promptly notify the PHA of the addition [24 CFR
982.551(h)(2)].

KHA Policy
The family must inbrm KHA of the birth, adoption or couawarded custody of a child, in writing,

within twelve (12) businesdays

New Family and Household Members Requiring Approval

With the exception of children who join the family as a result of birth, adoptionudr@earded custody,

a family must request the PHA approval to add a new family member [24 CFR 982.551(h)(2)] or other
household member (livin aide or foster child) [24 CFR 982.551(h)(4)].

When any new family member is added, the PHA must condueégaraination to determine any new
income or deductions associated with the additional family member, and to make appropriate adjustments
in the family share of the rent and the HAP payment [24 CFR 982.516(¢e)].

If a change in family size causes a violat@frHousing Quality Standards (HQS) space standards (see
Chapter 8), the PHA must issue the family a new voucher, and the family and the PHA must try to find an
acceptable unit as soon as possible. If an acceptable unit is available for rental by thetar®HA

must terminate the HAP contract in accordance with its terms [24 CFR 982.403].

KHA Policy
Families must request KHA approval to add any new family membetinlig&le, foster child, or

foster adult. This includes any person not on the le&geis expected to stay in the unit for more

than 14 consecutive days, or 30 cumulative days, within a twelve month period, and therefore no
| onger qualifies as a Aguesto. Requests must
individual movingin the unit.

KHA will not approve the addition of a new family or household member unless the individual
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meets KHASs eligibility criteria (see Chapter @hd documentation requirements (secc Chapter 7,
Part II).

KHA will not approve additional household members if it will cause a violation of HQS space
standards.

Additional household members added to the HCV other than by birth, marriage, court awarded
custody, or reasonable accommodation will not amend theéheowize. The original household
composition at time of application, minus any family members who have vacated since, will be
used to determine voucher size.

If KHA determines an individual meets KH#\ eligibility criteria as defined in Chapter 3, KHA

will provide written approval to the family. If the approval of a new family member oiriage

will cause overcrowding according to HQS standards, the approval letter will explain that the
family will be issued another voucher and will be required tgano

If KHA determines that an individual does not meet Kislaligibility criteria as defined in Chapter
3, KHA will notify the family in writing of its decision to deny approval of the new family or
household member and the reasons for the denial.

KHA will make its determination withitwelve (12) businesdaysof receiving all information
required to verify the individué eligibility.

Departure of a Family or Hosuehold Member

Families must promptly notify the PHA if any member no longer livesarutht [24 CFR 982.551(h)(3)].
Because household members are considered when determining the family unit (voucher) size [24 CFR
982.402], the PHA also needs to know when anyilivaide, foster child, or foster adult ceases to reside
in the unit.

KHA Policy
If a household member ceases to reside in the unit, the family must ikfgéArwithin twelve

(12) business days. This requirement also applies to a family member who has been considerec
temporarily absent at the pint that the family concludes tthgidual is permanently absent. If a
live-in aide, doster child, or foster adult ceases to reside in the unit, the family must inform KHA
within twelve (12) business days.

11-11.C. CHANGES AFFECTING INCOME OR EXPENSES

Interim reexaminations can be scheduled either because the PHA has reason to believe that changes i
income or expenses may have occurred, or because the family reports a change. When a family reports
change, the PHA may take different actions depending on wh#taefamily reported the change
voluntarily, or because it was required to do so.

PHA-Initiated Interim Reexaminations
PHA-initiated interim reexaminations are those that are scheduled based on circumstances or criteria
defined by the PHA. They are not scheduled because of changes reported by the family.

KHA Policy
KHA will conduct interim reexaminations in each of the following instances:

For families receiving the Earned Income Disallowance (EID), KHA will conduct an interim re
examination at the start and conclusion of the secondrth exclusion period (50 percent
Phasen period).

If the family has reported zero income, KHA will @uct an interim reexamination every 3
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months as long as the family continues to report that they have no income.

If at the time of the annual+4examination, it is not feasible to anticipate a level of income for the
next 12 months (e.g. seasonal orlicymcome); KHA will schedule an interim f&xamination to
coincide with the end of the period for which it is feasible to project income.

KHA may conduct an interim ¥rexamination at any time in order to correct an error in a previous
re-examination, oto investigate a tenant fraud complaint.

Family-Initiated Interim Reexaminations

ThePHA must adopt policies prescribing when and under what conditions the family must report changes
in family income or expenses [24 CFR 982.516(c)]. In addition, Helilations require that the family

be permitted to obtain an interim-examination any time the family has experienced a change in
circumstances since the last determination [24 CFR 982.516(b)(2)].

Required Reporting
HUD regulations give the PHA theeedom to determine the circumstances under which families will be
required to report changes affecting income.

KHA Policy
Families will be required to report all increases in income/agg#is twelve (12) businesdays

of receipt of the increaseadcome (i.e. first paycheck, first increased social security check, etc

KHA will conduct interim reexaminations when families have an increase in income of at least

$400per month. Interim r@xaminations are not conducted on income increases ahiess400

per month unless:

1 The increase in income is because a person with income joins the household.

1 The increase in household income is the result of new income.

1 A decrease in the same source of income previously resulted in a reduction inédenh@rd.
a tenantds hours were reduced from 30 hou
conducted an interim rexamination to decrease the tenant portion of rent; a month later the
hours are increased to 25 hours per week. In this instance amindexamination will be
conducted tanclude the increase in hours).

1 Housing Specialists will note in file and in Lindsey that Change of Circumctance (CoC) was
submitted and fell below the threshold for an incomexamination.

Decreases in Income:

Paticipants may report a decrease in income and other changes which would reduce the amount of tenar
rent, such as an increase in allowances or deductions. The PHA must calculate the change if a decrease
income is reported. If a tenant has a decreaseome or change in family composition that may result

in a decrease in tenant rent they may report this change to the housing authority. Changes must be reporte
by the 20th of the month for the change to be effective the first of the month followirig thiaich the

change is reported. If the decrease is reported after the 20th of the month, the decrease in tenant rent wi
be effective the first of the month following the upcoming month (i.e. if the change is reported July 25
then the decrease in remill be effective September 1)

Optional Reporting

The family may request an interim-ezamination any time the family has experienced a change in
circumstances since the last determination [24 CFR 982.516(b)(2)].The PHA must process the request i
the family reports a change that will result in a reduced family income [HCV GB;4. 12

If a family reports a decrease in income from the loss of welfare benefits due to frauedcommpmiance
with a welfare agency requirement to participate in an economis#éilfiency program, the famidy
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share of the rent will not be reduced [24 CF&L5]. For more information regarding the requirement to
impute welfare income see Chapter 6.

KHA Policy
If a family reports a change that it was not required to report and that would result in an increase

in the family share of the rent, KHA will notied information in the tenant file, but will not conduct
an interim reexamination.

If a family reports a change that it was not required to report and that would result in a decrease in
the family share of rent, KHA will conduct an interimeramination See Section 1l.D. for
effective dates.

Families may report changes in income or expenses at any time

KHA will not process interim reertifications for changes anticipated to last for less than thirty
(30) days.

11-11.D. PROCESSING THE INTERIM REEXAMINATION
Method of Reporting

KHA Policy
The family must notify KHA of changes in writing using a Kkyproved form.

Generally, the family will not be required to attend an interview for an interdexaenination.
However, if KHA determines that an interview is warranted, the family may be required to attend.

Based on the type of change reported, KHA will determine the documentagidamily will be
required tosubmit. The family must submit any required infation or documents withitwelve
(12) businesslays of receiving a request from KHA. This time frame may be extendeybbor
cause with KHA approval. KHA will accept required documentation by mail, by fax, or in person.

Effective Dates

The PHA must eablish the time frames in which any changes that result from an integrangination

will take effect [24 CFR 982.516(d)]. The changes may be applied either retroactively or prospectively,
depending on whether there is to be an increase or a decrélasdamily share of the rent, and whether

the family reported any required information within the required time frames [HCV GB;i]12

KHA Policy
If the family share of the rent is to increase:

The increase generally will be effective on the first of the month following 30 days notice to the
family.

If a family fails to report a change within the required time frames, any increase family rent will
be retroactive to the first day of the monthdwing the date the misrepresentation occurred. If a
family fails to provide all required information within the required time frames, the increase will
be applied retroactively, to the date it would have been effective had the information been provided
on a timely basisThe family will be responsible for any overpaid subsidy and may be offered a
repayment agreement in accordance with the policies in Chapter 16.

KHA will conduct interim reexaminations when families have an increase in income ofsit lea
$400per month. Interim r@xaminations are not conducted on income increases of lessiban $
per month unless:

1 The increase in income is because a person with income joins the household.

9 The increase in household income is the result of new income.
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