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. STATEMENT OF POLICIES AND OBJECTIVES

The Section 8 Program was created by the HousidgCammunity Development Act of 1974,
which recodified the U.S. Housing Act of 1937. Tha has been amended from time to time,
and its requirements are described in and implegdethtrough this Administrative Plan. The
most recent change is the complete merger of theoBeB Certificate and Voucher Programs in
to one Program titleHlousing Choice Voucher Program

Administration of the Section 8 Program and thecfioms and responsibilities of the Delaware
State Housing Authority (hereafter referred to &H3\) staff shall be in compliance with
DSHA's Personnel Policy, Affirmative Action Plandcatiis Administrative Plan. In addition,
DSHA will comply with the Department of Housing abdban Development's (HUD) Section 8
regulations and all Federal, State, and local Hausing Regulations.

On April 16, 1999 HUD and DSHA signedwoving to Work Demonstration Agreement,
hereinafter referred to as the MTW Program, whitalgished a five year program mandatory
for Voucher holders who are not elderly or disabl&tie program is intended to promote self-
sufficiency through mandatory participation andudes a five year time-limit on assistance,
capped rents, savings account escrows, merginguhkc Housing and Section 8 Voucher
waiting lists and the provision of family case mg@aaent services. Requirements in this
Administrative Plan which are unique to the MTW dgham participants will be identified as
such, and references will be made to the MTW Proe=dManual.

A. PURPOSE OF THE PLAN

The Section 8 Program is designed to achieve fajomobjectives:

1. To provide decent, safe and sanitary housingdoy low-income families while
maintaining their rent payments at an affordablelle

2. To promote freedom of housing choice and spa#ieoncentration of very low
income families of all races and ethnic backgrounds

3. To provide an incentive to private property evaito rent to very low income families
by offering timely assistance payments.

4. To encourage self sufficiency of participamhiiges.

The purpose of the Administrative Plan (Plan) iestablish policies for items which are not
covered under Federal regulations for the Sectigoucher Program. Regulations can be found
in 24 CFR Parts ,5, 982, and 985. The Plan cdwetts admission to and continued participation
in this program.

Changes to the Plan will be approved by the Direatdhe Delaware State Housing Authority.
DSHA is responsible for complying with all subsexquehanges in HUD regulations pertaining

to this program. If such changes conflict withstRian, HUD regulations will have precedence.
B. FAIR HOUSING AND 504 POLICY.




It is the policy of DSHA to comply fully with thedi Housing Act, Title VI of the Civil Rights
Act of 1964, the Age Discrimination Act of 1975, éoutive Order 11063, Section 504 of the
Rehabilitation Act of 1973, Title Il of the Ameriea with Disabilities Act, and any legislation
protecting the individual rights of tenants, apaiits or staff which may subsequently be enacted.

DSHA shall not discriminate because of race, cdek, religion, age, disability, familial status
or national or ethnic origin in the leasing, rentalother disposition of housing or related
facilities (including land), included in any Devploent or Developments under its jurisdiction
covered by a contract for annual contributions urlde United States Housing Act of 1937, as
amended, or in the use or occupancy thereof.

DSHA shall not, on account of race, color, sexgreh, age, disability, or national origin:

1. Deny to any family the opportunity to apply t&ection 8 assistance, nor deny to any
eligible applicant the opportunity to lease housagable to its needs;

2. Provide housing which is different than thaiyided others;
3. Subject a person to segregation or disparaatntent;

4. Restrict a person's access to any benefit edjby others in connection with the
public housing program,;

5. Treat a person differently in determining ddiiiy or other requirements for
admission to the program; or

6. Deny a person access to the same level ofcestvi

DSHA shall not automatically deny admission to gipalar group or category of otherwise
eligible applicants (e.g., families with childrearh out of wedlock, elderly pet owners, or
families whose head or spouse is a student). Bpglicant in a particular group or category will
be treated on an individual basis in the normat@ssing routine.

DSHA will seek to identify and eliminate situatioosprocedures which create a barrier to equal
housing opportunities. In accordance with Sectids, DSHA will make such procedural,
administrative, locational, or physical changeseagiired to provide individuals with disabilities
(applicants or residents) with the opportunity ¢hiave equal access to housing and such related
benefits and services as provided by DSHA.

Such accommodations will be reasonable in accosdatith the 504 regulations. In reaching an
accommodation with an otherwise qualified individwéh disabilities, DSHA is not required
to:
1. Make structural alterations when other methzadsbe demonstrated to achieve the
same effect;

2. Provide support services that are not alreadtyqs the Section 8 housing program;

3. Take any action that would result in a fundatalesiteration in the nature of the
Section 8 program or services provided through phagram;



4. Take any action that would result in an undoarfcial and administrative burden on
the Authority.

To further its commitment to full compliance with@icable Civil Rights laws and Section 504,
DSHA will provide Federal/State/local informatiamWVoucher holders regarding discrimination
and any recourse available to them should theytlegl have been made the victim of
discrimination. Such information will be made awaaile during the briefing session and all
applicable Fair Housing Information and DiscriminatComplaint Forms will be made a part of
the Voucher holders packet.

Information provided shall inform the applicantvafio may file, confidentiality of the
complainant, when to file, where to file complajraad what the complaint should contain.

DSHA subscribes to HUD's "open-housing” policy aaslsuch, will maintain lists of available
housing submitted by owners in all areas within BSHurisdiction to ensure "greater mobility
and housing choice" to eligible households serwethis agency.

C. PRIVACY RIGHTS

Applicants, participants and family members 18 gadrage and older will be required to sign
the Authorization for the Release of InformatiovBey Act Notice, form HUD-9886. This

form describes the circumstances under which DSHPoltain or release applicant and
participant information from or to third parties, aell as information the applicant or participant
must supply to DSHA in order to determine eligityili

Information not included on form HUD-9886 will bewered by family-authorized release forms
addressing the specific purpose.

D. TERMINOLOGY

"Family” is used interchangeably with "applicant™participant” and can refer to a single
person family.

"Tenant" is used to refer to participants in teohtheir relation to landlords.
"Landlord” and "owner" are used interchangeably.
"Disability” is used where "handicap" was formeubed.

The Section 8 Program is also known as the HouShwjce Voucher Program.

See the Glossaries for other terminology.



[Il. ABOUT THE AUTHORITY

DSHA implemented the Section 8 Existing Paymentgfam in February 1977 with 112
Section 8 Certificates. In May of 1985, DSHA wasiied to participate in the Small PHA/Rural
Area Housing Voucher Demonstration Program witlaaard of 66 Section 8 Vouchers. Over
the years subsequent awards of funding for additiGertificates and Vouchers resulted in
DSHA now administering 868 Housing Choice Vouchers.

In conjunction with DSHA'’s implementation of the M Program and new federal legislation,
all Section 8 Certificates were converted to Voushmeginning in August 1999. Additionally,
HUD funding for the Section 8 Voucher and Publiausimg Programs were combined into one
block grant for the five year MTW Demonstration gvam.

A. ORGANIZATIONAL SET-UP

The Program is operated by the Management SectiDSHA under the general direction of the
Housing Management Program Administrator (Admiitslr). Day-to-day operation is the
responsibility of the Assistant Housing Managentenatgram Administrator (Assistant). The
Assistant is responsible for monitoring the achmegst of the Program goals established by the
Administrator, assuring that staff is adequatedynted in the policies and procedures, and
directing all Section 8 activities. The Assistenélso responsible for reviewing and signing all
Housing Assistance Payment (HAP) Contracts.

The activities of the Program are divided into separate areas. One area, staffed by the Intake
Office Supervisor and two Occupancy Specialistesponsible for outreach to applicants,
waiting list maintenance, intake, enrollment intews and briefings. The other area, staffed by
the Occupancy Supervisor, two Housing and Receatibn Specialists and one Housing
Payments Specialist, is responsible for outreadaridlords, housing quality standards (HQS)
inspections and recertifications. These actividiesdescribed more fully throughout this Plan.

Case managers employed by an outside agency willge case management services to Section
8 families who are patrticipating in the Moving taoYK Program.

There are three clerical support staff whose fanstinclude answering general questions about
the Program, processing forms and correspondendegther related duties.

Two full-time offices in Dover (Kent County) are eqated by the Section 8 Program staff.
Voucher holders are processed at 26 The Greeng &pplicants for the program are processed
at the Liberty Court Community Building at 1289 \k&l Road.

A part-time office is open one day a week in Bridiie (Sussex County) at the Laverty Lane
Public Housing Community Building. This helps alke transportation problems for those who
would otherwise be required to travel to a Dovdicef A toll-free number to the Liberty Court
office in Dover is also available for Sussex Coumtyidents.

B. LEGAL JURISDICTION

The Area of Operation for the Voucher program idelsiall of Kent and Sussex Counties
including any incorporated cities.



. OUTREACH PROCEDURES

A. FAMILY OUTREACH

DSHA publicizes and disseminates, on a regulaishbagormation concerning the availability
and nature of housing assistance and related esrioc very low income families. DSHA
makes this information known to the public in nesfsgrs, minority media, radio, television and
information releases to appropriate agencies.

Other service providers throughout the jurisdictiioarea are routinely provided information and
applications for their clientele. Applications also available in a Spanish language version.

To reach persons who cannot read the newspapekti R8I distribute fact sheets to the
broadcasting media. Personal contacts with thesmegdia and with community service
personnel, as well as public service announcemeritde made.

To assist the vision impaired, notices (or portiohaotices) placed in the print media shall be in
large type. In addition, DSHA will make an efféotincrease its use of radio and TV public
service announcements.

Example: Announcement on the opening of the Section 8 theeltoom waiting list is: (a) sent
to service groups for the disabled; (b) appealarge type in the monthly publication of the
Handicapped Advisory Network of Delaware (c) posted/heelchair height on community
bulletin boards; (d) sent to radio and TV as a jpud@rvice announcement; and (e) published in
local newspapers in large type.

In addition family outreach materials, informatibbeochures, program fact sheets, etc., may be

made available in large type versions. DSHA willka an effort to provide program
information in publications targeted for speciisabled groups.

B. OWNER OUTREACH

It is the policy of DSHA to recruit owners to parpiate in the program, and to provide owners
with prompt and professional service in order tontaan an adequate supply of available
housing throughout DSHA's jurisdiction. Publicitations are issued to owners, as needed, to
make dwelling units available for leasing by ellgifamilies.

The DSHA staff holds formal and informal discussi@md meetings with private property
owners, property managers, and real estate agerferegram requirements are explained and
printed material is offered to acquaint the ownamager with the opportunities available under
the program.

DSHA maintains a list of interested landlords ameirt property available for the Section 8
Program and updates this list weekly. When ingsifrom prospective new owners are
received, program staff record the necessary irdtion about the units and make it available to
prospective tenants upon request.



DSHA makes a concerted effort, via memoranda, &pKendlords informed of program changes
that make the program more attractive to ownensudual experiences of a landlord that may be
pertinent to others involved in the program are giassed along in the memoranda.

In an effort to attract owners with accessible/adalale units DSHA periodically notifies
participating owners of 504 requirements and dbssrthe physical requirements of an adaptable
or accessible unit. Owners with units meetingdiaged requirements are asked to contact the
agency so that the accessible features can bemeafiby inspection. From time to time, based
on the demand for accessible/adaptable units, D&HAdvertise in the media for owners with
such units.



V. ELIGIBILITY FOR ADMISSION

To be eligible for admission, an applicant must inhééD's criteria for eligibility determination,
as well as any additional criteria established BHA. The minimum age to be eligible for
admission as the head of household shall be 18 pé@dyror less than 18 years if legally
emancipated.

HUD has four factors for eligibility:

Family Composition

Income Limits

Provision of Social Security Numbers

Evidence of Citizenship or Eligible Immigrant Statu(At least one family member must
be either a U.S. citizen or have eligible immigyatstatus before DSHA will provide any
financial assistance)

Other criteria for admission which relate to piastory on DSHA Programs and criminal
history are defined in Section E.

The Family's initial eligibility for placement ohe waiting list will be made in accordance with
the following factors and will not be verified undelection from the application pool for a
Voucher is made.

A. FAMILY COMPOSITION

The applicant must qualify as a Family. A Famibnsists of:

1. Two or more persons sharing residency whosemecand resources are available to
meet the family's needs and who are either relaydalood, marriage, adoption,
guardianship, or operation of law, or two or moeesens who are so related, are
regularly living together, and can verify sharedame or resources.

Evidence of may include any of the following: thicertificates of the children, joint tax
return, prior lease (held jointly), joint bank aaots, insurance policies, prior joint credit
history, or equivalent documentation as determime®SHA.

An expectant mother with no other children will Giyafor assistance as a family. She

will be listed on the waiting list and qualifiesfadmission into housing unless she aborts
or miscarries prior to Voucher issuance. Onceshemitted as a single pregnant
woman, she will be considered the remaining merab#re tenant family if she aborts or
miscarries.

2. Eligible single persons. Singles who meet@afrte requirements below have
preference over all other singles:

a. Elderly. (See Glossary for definition)

b. Disabled. (See Glossary for definition)



c. Displaced. (See Glossary for definition)
d. Any other single person.
3. A child who is temporarily away from the homexhuse of placement in foster care is
considered a member of the family. This provisiatygertains to the foster child's
temporary absence from the home and is not intetaladificially enlarge the space
available for other family members.
Head of Household:

The head of household is the person who assumailsréssponsibility for the household and is
listed on the application as head.

A family may not designate a family member as hafdabusehold solely to qualify the family as
an Elderly Household.

Live-In Attendants:
A Family may include a live-in attendant who:

1. Has been determined by DSHA to be essentifiet@are and well being of the elderly
or disabled family member; and

2. Is not obligated for the support of the elderydisabled member; and

3. Would not be living in the unit except to prdeicare of the elderly or disabled family
member; and

4. Whose income will not be counted for purpodesdetermining eligibility or rent; and

5. Has no rights of tenancy or continued occupamdyis not considered to be a
remaining member of the tenant family.

Relatives are not automatically excluded from beage attendants, but must meet the definition
described above.

To determine whether a live-in attendant is "esaktd the care and well being of the elderly or
disabled person”, DSHA will send a third party fieation to a reliable medical source familiar
with the applicant. The letter will request eximformation on the services the live-in attendant
needs to provide to make the live-in attendantresde

Multiple Families in the Same Household:
It is possible to have what appears to be two fasiih the same household, such as a mother

and father and daughter with her own family. # tamily applies as a family unit, they shall be
treated as a family unit.



Households Split Prior to Voucher Issuance:

In those instances when a family on the PHA's wailist becomes divided into two otherwise
eligible families due to divorce or legal sepamatiand the new families cannot agree as to which
new family unit should continue to retain the pasiton the waiting list, DSHA must determine
which of the families will retain the placement e waiting list.

DSHA will abide by any Court determinations as taat family will retain the place on the
waiting list. The person listed as 'head' on th@ieation will retain the place on the waitingtlis
if there are no children in either family or if batew families include children based on a legal
determination of custody.

Documentation is the responsibility of the requesparties. If it is not provided within 10
working days of the family's notification of changiefamily composition, DSHA reserves the
right to make the decision based on who is listeth@ad' on the application.

An exception may be granted in the case of a legttepouse who will normally retain the
position on the waiting list. Verification of théwsation will be required.

B. INCOME LIMITATIONS

The annual income for families admitted to the paogwill not exceed 80 percent of median.
At least 75 percent of the families admitted shallexceed 50 percent of the median income
limit as established by HUD and DSHA in the MTW Damstration Agreement, except for low-
income families in the following categories:

1. Continuously assisted under the 1937 Housirtg Bds means that the family has had
an interruption in assistance of less than 4 mobéitaeen assisted occupancy of a 1937
Act program unit and admission to DSHA's tenanebgsrogram.

2. Physically displaced by rental rehabilitatiativaty under 24 CFR part 511.

3. Non-purchasing family residing in a HOPE 1 @PE 2 project.

4. Non-purchasing family residing in a projectjsgbto a home ownership program
under 24 CFR 248.173.

5. Displaced as a result of the prepayment of agage or voluntary termination of a
mortgage insurance contract under 24 CFR.165.

6. Qualifies for Voucher assistance as a non-@asiolg family residing in a project
subject to a resident home ownership program.

In accordance with the Quality Housing and Workgesibility Act (QHWRA) of 1998, the 75

percent of admissions cited above can decreas® pgrtent if there is a corresponding increase
in the number of admissions beyond the minimumirequn DSHA’s Public Housing Program.

The applicable income limit for issuancka Voucher when a family is selected for thegpam
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is the highest income limit for that family's usize for areas in DSHA's jurisdiction. The
applicable income limit for admissido the program is the income limit for the areaevethe
family is initially assisted in the program. Thafily may only use the Voucher to rent a unit in
an area where the family is income eligible at admon to the program.

C. MANDATORY SOCIAL SECURITY NUMBERS

All family members are required to provide Sociat@rity numbers for all family members age
6 and older prior to admission, or certify thatytide not have a Social Security number. This
requirement also applies to persons joining thelfaafter admission to the program.

Failure to furnish verification of Social Securitymbers is grounds for denial or termination of
assistance.

D. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS

In order to receive assistance, one family memhestioe a U.S. citizen or eligible immigrant.
Individuals who are neither may elect not to codttheir status. Eligible immigrants are
persons who are in one of the immigrant categ@asespecified by HUD.

For the Citizenship/Eligible Immigration requirentetie status of each member of the family is
considered individually before the family's statusefined.

Mixed Families. A family is eligible for assistance as long ageatst one member is a citizen or
eligible immigrant. Families that include eligitded ineligible individuals are called "mixed".
Such applicant families will be given notice thait assistance will be prorated and that they
may request a hearing if they contest this deteatian.

No eligible membersApplicant families that include no eligible membevill be ineligible for
assistance. Such families will be denied admisammhoffered an opportunity for a hearing.

Non-citizen studentdefined by HUD in the noncitizen regulations aoé eligible for assistance.

Appeals. For this eligibility requirement only, the applicant is entitled to a hearing exactly
like those provided for participants.

E. OTHER CRITERIA FOR ADMISSION

Other criteria must be met for an applicant to loglde for assistance under DSHA's Section 8
Program. Some criteria allow DSHA to deny listorgthe waiting list, while others can delay
processing for assistance. Families will be dehstishg on, or removed from, the waiting list if:

1. any member has been evicted from Public Hgusithin the lasfive years.
2. a PHA has terminated assistance in th&fiCate or Voucher Program for any
family

member within the ladtve years.
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3. any member has engaged in or threatened a&boiswiolent behavior toward
DSHA personnel.

4. any member has committed fraud, bribery orahgr corrupt or criminal act in
connection with any federal housing program.

5. any member has committed drug-related crimio@Vigy or violent criminal
activity within the lasfive years (see Chapter XVIIl and 24 CFR 982.553).

6. any member is a registered sex offender.

All family members 18 years or older will be recadrto obtain a Delaware criminal history
report at DSHA expense. If the report indicat@sicral activity outside Delaware, and FBI
report will be required, also at DSHA expense.

If the family member culpable for the action cagsigjection is removed from the application,
and the family agrees, in writing, that the membiiirnot reside in the unit, the application will
be reconsidered.

The family must have paid any outstanding debt ol@8&iA or another PHA on any previous
tenancy for Public Housing or the Section 8 Cexdiie or Voucher programs. No Repayment
Agreement will be accepted. The family can be gdiagn the waiting list, but must repay in full
in order to be considered eligible for admissidime debt must be repaid by the date a Voucher
is available or they will be dropped from the wagtilist.

F. SUITABILITY OF TENANT

In issuing Vouchers, DSHA may not screen for faxtghich relate to the suitability of the
applicant family as tenants. It is the responiybdf the owner to evaluate prospective tenants.
Such screening factors may include (but are natduito) the history of payment of rent and
utility bills, outstanding debts owed to previowsners, history of damage to rental properties,
police record and employment.

DSHA will provide prospective landlords with thenfay's current address and, if known, the
name and address of the family's current and famatiord. The information will be included on
the Request for Tenancy Approval. Families willdglvised of this policy when they are issued
a Voucher.

G. CHANGES WHICH OCCUR BETWEEN FINAL ELIGIBILITY
DETERMINATION AND EXECUTED CONTRACT DATE

Changes which occur during this period may affégtl®lity to lease a unit. If a Voucher holder
is no longer eligible for the program, the familillwe notified of their ineligible status in
writing and an informal review, or an informal hiearif assistance is denied due to non-citizen
status, will be offered.

11



V. APPLYING FOR ADMISSION

Application Process

Families wishing to apply for DSHA's housing pragsamust completand submitan
application when the waiting list is open. The muam age to apply for housing
programs as the head of household shall be 16 géhrs

If the waiting list is closed and DSHA decides pen the waiting list, DSHA will
announce in the local media when and where apitawill be taken.

DSHA will also send the announcement to agenciasseltlients are very-low income or
disabled. Flyers will also be availablethe Waiting List and Housing Management
Offices of DSHA

Acceptance of Applications

Any family requesting an application BSHA’s Housing Choice Voucher (HCV)
Programwill be given an opportunity to fill one out as pas the waiting list is open
and DSHA is accepting applications

If the waiting list is open, applications may be @by any of the following methods:

1) ONLINE via the internet at any time;

2) BY FAX using the approved application form;

3) BY MAIL using the approved application form;

4) IN PERSON at the Waiting List Office during moal business hours.

Once the completed and signed application is reediby the Waiting List office, it will
be date/time stamped as indicated below. Any @spildn received that is incorrect or
incomplete will not be processed and will be retachto the Applicant.

ONLINE: If application is made online, it will bedate/time stamped immediately
upon successful electronic transmission. A hardogoof the application will print
confirming successful transmission and indicatinbe assigned date/time stamp.
The electronic signature created by the online apption is a legal and acceptable
form of signature for the purposes of DSHA’s waitirist application process.

FAX/MAIL/IN PERSON: If application is made by faxmail, or in person, it will
be date/time stamped upon receipt by the Waitingt [O@ffice.

Any family that applies to the DSHA Waiting List Wbe provided information about the
Moving to Work (MTW) program. Applicants will beformed that participation in the
MTW program is required for all DSHA Waiting Listphlicants, unless specifically
exempted from the program. Documentation to eistalthe exemption will be required
during the verification/interview phase. The feliag Applicant families will be exempt
from participation in the MTW program:

a) Households whose head or spouse is 57 yeageddr older and/or disabled;
b) Households headed by an adult needed in time ho provide care for a
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disabled child, as verified by legal or madlidocumentation.

The application process works as follows: (1) tippWcant completes the application form
and is placed on the waiting list based on inforamabn the form; (2) when the family's
name comes to the top of the waiting list and DS&lfeady to issue a Voucher, DSHA will
schedule an enroliment interview and will verifiyr@cessary information.

Individuals who have physical impairments which Vdoprevent them from making
application by any of the methods described aboag call the Waiting List Office to
make special arrangements to complete the appicatf needed, DSHA will also
provide appropriate assistance for the hearingsiorvimpaired. In order to comply with
any special outreach efforts, DSHA may also tak#iegtions at designated outreach
sites.

Application Form

DSHA records with respect to applications for admais to the Voucher Program shall indicate
for each application the date and time of receip;determination by DSHA as to eligibility or
non-eligibility of the applicant; the unit size fatich eligible; and the preference rating.

The application form will include information onsaibility for the purpose of determining
eligibility. Each application will include an atfaed form titled "Special Unit Requirements
Questionnaire" that requests information on spdmaking needs. All applicants, without
exception, will be required to complete the questaire. Any information obtained on
disability will be treated in a confidential manner

It is the applicant's responsibility to keep thetiug list office advised of any change in mailing
address. Failure to respond to correspondencéwgtecified time periods will cause the
applicant's name to be removed from the waiting lRBeminders of this responsibility are
included on the application and other pertinerietstand forms.

The application form for thelousing Choice Voucher Prograns also used for DSHA's Public
Housing and Section 8 New Construction (DSHA-owRedyrams.

B. CLOSING/OPENING OF WAITING LIST

DSHA will endeavor to keep the waiting list open@sg as it is administratively feasible. If
required, the waiting list will be closed and resopd in accordance with 24 CFR 982.206.

C. NOTIFICATION OF FAMILY STATUS

If the family is preliminarily determined eligibleased on the information on the application, the
applicant will be informedia letterof the probable waiting period before their namié ve
reached to receive a housing subsidy. The DSH#Aespondence will in no way lead applicants
to believe that the estimated date is exact, bliswess that the estimated waiting period is
subject to several factors that are beyond DSHa#vérol (i.e., preference determination,
turnover, funding, etc.)

13



Ineligible applicants will be promptly notified viatter of the reason for their ineligibility and
offered an opportunity for an informal review. Sction G below.

D. VERIFICATION OF THE APPLICATION

When DSHA estimates that a Voucher can be issuddnai20 days, a letter will be sent
requesting the applicant to schedule an enrollnmetview. All adult family members are
required to attend the interview with the headhefhousehold. Exceptions are made for the
disabled.

It is the applicant's responsibility to schedulis thterview. If the applicant does not schedule an
interview within 10 calendar days of the date amlgtter, DSHA has the right to reject the
applicant (See Chapter XXI). Rejection of the &@pit means that his/her name will be
removed from the waiting list and he/she must rgappen applications are being taken.
Applicants will be notified in writing if the apation is rejected for this reason. The rejection
letter will include a statement advising the apgulicof his/her right to an informal review. If a
disabled applicant requests an informal revieverred the Equal Access Statement at the front
of this Plan.

All adult members of the family must sign an Autlzation for Release of Information Form
during the application process.

At this time, a family that intends to request epéion from the MTW program must provide the
documentation that will support the exemption regu®SHA will notify the family, in writing

if the request for exemption will be granted. hétapplicant is dissatisfied by the decision, he or
she can request a review of the determinations fiégview must be requested, in writing, within
ten (10) days of the date of the decision letter.

Third party verifications sent by mail, FAX, or cpater are preferred. Oral third party
verifications are acceptable if they are propedguimented. If a third party verification is
impossible, DSHA will use documents provided byapplicant. Documents will be
photocopied when not prohibited by law. When doents cannot be photocopied, staff
certification forms noting the document viewed vl used by recording the source of
information, the information obtained, and signad dated by the staff person who viewed the
document.

If third party verification or tenant documents acg available as verification methods, DSHA
will accept a notarized applicant certification lwihe information needed. Acceptable
verification for preferences is listed under theHFERENCE section.

If DSHA determines at the interview that more imh@tion or verification is needed, applicants
will be given or sent a letter requesting the itemithin 10 calendar days of the date of the letter.

E. FINAL DETERMINATION AND NOTIFICATION OF ELIGIB _ILITY

After the verification process is completed, DSHAk®s its final determination of eligibility,
based on the same factors as preliminary eligibititit with data verified at this point in time.

The household is not actually eligible for Vouclkssuance until this final determination has
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been made, even though they may have been pretiflgidatermined eligible and placed on the
waiting list. Family circumstances may have chahgetween initial application and final
eligibility determination. It is also necessarymake a final eligibility determination because
HUD can make changes in rules and regulations.

F. PREFERENCE DENIAL

If DSHA denies a preference claimed by the apptic@®HA will notify the applicant of the
reasons why the preference was denied and offexppkcant an opportunity for anformal
meeting

The informal meeting may be conducted by the pevdiom made or reviewed the decision.

G. INFORMAL REVIEW

Applicants who are denied Section 8 assistancerdiged to an informal reviewf their
application (See 24 CFR 982.554). People are dereil "applicants” until there is an effective
lease and subsidy contract, at which time they toectparticipants”. (See Chapter XX for
informal hearingorocedures for participants.)

Families will be notified, in writing, of their rig to an informal review and the procedures to
follow to request the review. The request foraaw must be made within 10 days of the date
of the written notification of denial of assistancEhe review will be held within 20 days of the
receipt of the request.

The informal review shall be conducted by the Rev@ficer who is a person appointed by
DSHA who is neither the person who made or appr@fede decision under review or a
subordinate of such person. The review may bereqeded.

The Review Officer will regulate the conduct of thearing. The applicant may present oral or
written objections to the decision in question.e Tamily has a right to legal counsel at their
own expense. Both DSHA and the family must haeeojportunity to present evidence and/or
witnesses.

A notice of the Review Findings shall be providedwuriting within 10 days to the applicant and
shall include a brief explanation of the reasomgtie final decision.

All requests for a review, supporting documentagteomd a copy of the final decision will be
retained in the family's file.

DSHA shall promptly send a letter to the applidgarntdetermines DSHA is NOT bound by the
Review Officer's determination, according to thasens in Section XX, Complaints and
Appeals. The letter shall include DSHA's reasomdHis decision.

NOTE: If a disabled applicant requests an inforrealew, refer to the Equal Access Statement
at the front of this Plan.
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VI. ESTABLISHING PREFERENCES AND MAINTAINING THE W _AITING LIST

A. APPLICATION POOL

An application pool will be maintained in accordameth the following factors:
1. The application will become part of a permarigat

2. Applications will be maintained in order of &d@references (singles preference will
be evaluated as applicable). Applications equaké@ference will be maintained by date
and time sequence.

3. In accordance with the Moving to Work DemonstraProgram, seventy-five percent
of all applicants admitted to DSHA'’s Section 8 Vbacor Public Housing Programs
must meet "Very Low Income" eligibility requiremerds established by HUD. This
means, for example, that less than 75 percent cmubtimitted to one program as long as
more than 75 percent were admitted to the othegrpro so that the total admitted was at
least 75 percent very low income. This requirem®&obunted on a calendar year basis.
Any exceptions to these requirements must have pesmously approved or listed as
eligible by HUD. See Chapter IV.

B. WAITING LIST PREFERENCES

Families of federally-declared disasters who araliPiHousing residents in another jurisdiction
will receive preference over all waiting list apgalnts.

U.S. Veterans or families of deceased veteramgitieath was service related are placed above
non-veterans in each preference category.

During the eligibility determination process, ghpdicants will be given the opportunity to show
that they qualify fotocal preferences.

Special Admissions will not be considered parthef waiting list. Also, current participant
families will not be considered part of the waitirgy and will be treated under the "Transfer
Policy" chapter of this Plan.

A total of 15 Vouchers have been set-asider family unification purposes. See Chapter XXV
for details.

C. LOCAL PREFERENCES:

Families are eligible for the following local predaces:..

1. Residency Living, working or have been notified that theme hired to work in Kent
or Sussex County. A residential address must taged.
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2. Employment One family member who has been working for astéhree months or
participates in the Delaware welfare reform progrArBetter Chance The elderly and
disabled will be given a preference equal to emmplent.

3. No previous participation in the MTW Programdead of household has never
participated in the MTW Program or left voluntarily

A public hearing is required for the adoption afcbange to, local preferences. DSHA will give
public notice through advertisements in local neaps&ps, sending notices to current applicants,
legal services offices and other service orgaromatiposting in DSHA offices and housing sites
and holding an open meeting in each county to dsthie proposal and obtain comments.

DSHA may conduct a single hearing for local prefiess for Public Housing and Section 8.

D. PREFERENCE ELIGIBILITY

Applicants will be placed on the waiting list acdimig to information provided by them as to
their qualifications for preferences. Preferena@ts will not be verified at the time of initial
application.

Applicant circumstances may change while awaitivpacher offer. These changes may affect
entitlement to a preference. Applicants are rexglio notify DSHA in writingor by way of
DSHA'’s online application proceswhen their circumstances change. Whenever apydica
claim a different preference, their position onweeting list will be changed to reflect the newly
claimed preference.

However, to be finally determined eligible, the bgant's current preference claim will be
verified by DSHA at the time that a Voucher is estee to be available and the application
process is completed.

If the applicant's preference cannot be verifiad,dpplicant will be notified of the preference
denial and given the opportunity for an informalatiieg as authorized in Chapter V.

E. INCOME TARGETING

See Chapter IV, paragraph B.

F. COMBINED WAITING LIST

Under the MTW Program, DSHA's waiting list for tSection 8 and Public Housing Programs is
combined. Applicants will be offered the first fioiof subsidy available.

Elderly and disabled applicants are exempt fronMi&V Program and will retain their option

to be placed on either or both of the Section 8Rmdlic Housing waiting lists. When an
exempt applicant applies for the Section 8 Progtamapplicant will also be added to the Public
Housing list if it is open unless he/she declifesdpportunity. An exempt applicant who
applies for Public Housing will also be offered thygoortunity to be added to the Section 8
waiting list if it is open.
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G. ORDER OF SELECTION

Selection from the waiting list will be made witlioegard to race, color, sex, religion, creed,
national or ethnic origin, age, family or maritédtsis, ancestry, place of birth, sexual preference,
disability, or source of income.

Applicants will be selected in the following hiechrcal order of preference: NOTE:
U.S.Veterans or families of deceased veteran®itidath was service related are placed above
non-veterans in each preference category.

1. Families of federally-declared disasters whoRublic Housing residents in another
jurisdiction

Residency, Employment, No Previous MTW Parétigm

Residency, No Previous MTW Patrticipation

Employment, No Previous MTW Participation

No Previous MTW Participation

Residency, Employment

Employment only

Residency only

All others

©CoNoTO AWM

Date and time of application will determine ordetvieeen applicants with otherwise equal
preferences. Elderly and disabled applicants aatically receive the same preference as
employed persons.

H. MAINTAINING THE WAITING LIST

After the preliminary eligibility determination h&®en made, applicants are placed on the
waiting list in order of preference. The order divassion from the waiting list withot be based
on family size or on the family unit size for whittie family qualifies under DSHA occupancy

policy.

The waiting list will contain the following infornti@n on families who have an active
application:

1. Name of head of household.

2. Family unit size (number of bedrooms for whiamily qualifies under DSHA
Subsidy Standards).

3. Date and time the application was received.
4. Status of local preferences.

5. Racial and ethnic designation of the head atkbold.
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l. UPDATING THE WAITING LIST

The waiting list will be updated and purged annubif DSHA to ensure that it is current and
accurate.

DSHA will mail a letter to the applicant's last kmo address requesting, in writing, information
regarding their continued interest in maintainingace on the waiting list.

The request letter will include a deadline datevbych applicants must inform DSHA of their
continued interest. If DSHA fails to receive thppkcant's notice of continued interest by the
deadline date, the applicant's name will be remdrad the waiting list.

If the letter is returned by the Post Office, watorwarding address noted, DSHA will resend
the letter.

Applicants will be given 30 days to return the netof continued interest. DSHA da®st
accept responsibility for mail delays.

A written receipt for any change of address willgneen to applicants when they provide DSHA
with the new address.

If the applicant did not notify DSHA of a changeaafdress, as required, DSHA will not be
responsible for the applicant's failure to receéheupdate request.

J. FINALIZING THE DETERMINATION

Completed and verified applications are filed uatWoucher is available, at which time the
family will be called in for briefing and issuanoéVouchers in accordance with this
Administrative Plan.

If an MTW eligible family is offered a Public Houngj unit prior to being offered a Section 8
Voucher, their name will be removed from the comsblimvaiting list. Conversely, if the family
is offered a Section 8 Voucher, their name wilbde removed from the list. If the family
refuses the housing subsidy program first offetieel family will be removed from the waiting
list. Refer to the MTW Program Procedures Manual.

Elderly and disabled applicants have the optiorecting one form of subsidy and remaining
on the list for the other type.

If DSHA does not have sufficient funds to subsidize family unit size of the family at the top
of the waiting list, DSHA will not skip the top waig list family in order to admit an applicant
family with a smaller family unit size that can inbemediately supported with available funding.

A statistical report is prepared by the Sectiota® ach month to ensure that the number of
Vouchers issued and over-issued is sufficient teimige use of available subsidy funding.

K. SPECIAL ADMISSIONS

If HUD awards DSHA funding for a special purposgluding funding for specified families or
a specified category of families:
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DSHA will use the assistance for the specified pagy and

DSHA will admit familiesnot on DSHA's waiting list, or if they are on the viagj list,
without considering their position on the waitimngf.|

DSHA will maintain records showing that the famaigas admitted with HUD-targeted
assistance.

L. OFFER OF A VOUCHER

Families will be given 10 days from the date onl#tter to respond to any correspondence
relating to the offer of a Voucher.
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A.

VII. SUBSIDY STANDARDS

VOUCHER SIZE ISSUED

HUD guidelines require that DSHA establish standdod the determination of Voucher
bedroom size and that such standards providerfanenum commitment of subsidy while
avoiding overcrowding. They also must meet theimim requirements of the Housing Quality
Standards.

The unit size assigned to a participant servelabdsis for determining maximum rent that can
be paid to an owner for the unit selected by tha&lfaunder the Payment Standards established
by DSHA.

The unit size on the Voucher remains the sameragde the family composition remains the
same, regardless of the actual unit size selected.

The subsidy standards are set up to determinagzé&/sucher to be issued. DSHA does not
determine who shares a bedroom/sleeping room. eBiis for maximum Voucher issuance
include:

Persons of different generations, persons of tip@sife sex (other than spouses), and
unrelated adults, should have separate bedrooms;

Children of the same sex should share a bedroom;
Children of opposite sex may share a bedroom angélof the children reaches age 3;
Unborn children will be included in the size of theusehold;

Persons with verifiable medical needs or otherraxaéng circumstances could be
provided a larger unit;

Foster children will be included in determining tusize;
Live-in attendants will generally be provided aagpe bedroom;

Space may be provided for a child who is away labscbut who lives with the family
during school recesses;

Space willnot be provided for a family member who will be abseist of the time,
such as a member who is away in the military;

Units will be assigned so that a minimum of onesparwill occupy each bedroom;

Families will not be required to use rooms othantbedrooms for sleeping purposes in
the Voucher size determination.

An increase in Voucher size wilbt be permitted for families who have additional

children while enrolled in the MTW Program unlessHQS violation (see paragraph C
below) would occur.
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These general guidelines are used in determiningcher size:

MINIMUM # MAXIMUM #
VOUCHER PERSONS IN PERSONS IN
SIZE HOUSEHOLD HOUSEHOLD
0 BR 1 1
1BR 1 2
2 BR 2 4
3 BR 3 6
4 BR 4 8
5-6 BR 6 10-12

The family may request a larger size than thatdigin the Voucher by demonstrating to DSHA
that a larger unit is required in accordance withdbove guidelinesThe granting of the
exception shall be at the discretion of DSHA.

B. WHEN CHANGES ARE TO BE MADE

Participants will be notified when their situatidictates the issuance of another size Voucher.
When a change is authorized, the family will befrext that they can move to a different size
unit upon proper termination of their current lea3&e payment standard for the new Voucher
size will be used in the subsidy calculation atribgt annual recertification if the family remains
in the same unit, or for the new unit if the fampves.

If the family decides to stay in the same unituasisg it meets the HQS requirements in
paragraph C below, the total family contributiow#wds rent and utilities must not exceed 40
percent of their adjusted monthly income. Thigapplies if the family decides to move.

Families who are already on the program will beessa new Voucher size before applicants
from the waiting list are issued Vouchers.

The unit considerations in this section should $eduas a guide to determine whether and when
the bedroom size should be changed. If an unsswation occurs, which is not currently
covered in this policy, the case should be takehesupervisor who will review the situation,
depending on the individual circumstances and #rdigation provided.

C. UNIT SIZE SELECTED

The family may select a different size dwellingriiihat listed on the Voucher. There are two
criteria to consider:

1. Rent Limitation. DSHA must use the Payment Standard for the Vausike or the
unit size selected by the family, whichever is less

2. Utility Allowance. The utility allowance used to calculate the gnesg is based on
the_ actual sizef the unit the family selects, regardless ofdize authorized on the
family's Voucher.
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3. Housing Quality Standards. HQS Standards allow 2 persons per living/sleeping
room and would permit the following maximum occupgrassuming a living room is
used as a living/sleeping area:

0-BR 1
1-BR 4
2-BR 6
3-BR 8
4-BR 10
5-BR 12
6-BR 14
D. DEVIATION FROM STANDARDS

If any standards other than the above are useeterrdining or Voucher size issuance, the
reason for departing from the standards shall berded in the tenant file at the time the
deviation is made. The note to the file shall dbescany special circumstances of the family
which required the deviation from the general steidsl.
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ViIl. INCOME CONSIDERATIONS AND DETERMINATION
OF TAL TENANT PAYMENT

Income and the Total Tenant Payment (TTP) are tzdkmliin accordance with 24 CFR Parts 5
and 982, and the Moving to Work Demonstration Agreet. This chapter explains policies
used locally to ensure consistent application oCHUles.

A. DEFINITION OF TEMPORARY ABSENCE:

If the family has to leave the household for méva3 months, the unit will not be considered to
be their principal place of residence and they balterminated from the program.

If there is a one-parent home and the childreriadeen away from the parent because of abuse,
but after counseling the children will be returnB&HA will try to find out from the Division of
Family Services how long it will be before the dnén will return. Even if the children are not
returned, the parent will retain his/her eligilyilés a remaining member of the tenant family.
S/he will have to be issued a different size Vouche

To determine whether and when the bedroom sizeldlh@uchanged, an approximate time of
three monthswill be used as a guide, depending on the indaliducumstances and verification
provided.

If the single parent leaves the household and anaitiult is brought in to take care of the
children while the parent is away, as long as #maily continues to meet the definition of family,
the family's assistance is not terminated. A ckandamily composition will be made if the stay
is longer than the visitor provision defined in thase (typically 30 days.)

1. Spouse:

If the husband or wife leaves the household andbsilgone fol6 monthsor more of the
recertification period and the family declares theenmanently absent in writing, they
will be determined permanently absent and willdmaved from the lease. If the
husband or wife leaves the household and the pefitthe is estimated to be less ti&an
months, the family member will be determined temporaahsent unless one of the
situations below occurs.

If the husband or wife obtains a divorce or leggdagation, the person who leaves the
household will be considered permanently absdhthd family member with children
gives notice to DSHA before vacating the unit, DSW discuss the situation and make
a determination as to who will retain the Voucher.)

If the spouse is incarcerated, a document fronctluet or prison should be obtained as to
how long they will be incarcerated.

2. Adult Child

If an adult child goes into the military and leatles household, they will be determined
permanently absent.

A student (other than husband or wife) who attesai®ol away from home but lives with
the family during school recesses may be considesethanently absent (income not
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counted, not on lease, not counted for Vouchel) sizéemporarily absent (first $480 of
income counted, on lease, counted for Voucher sitzéhje family's option.

3. Joint Custody of Children:

Children who are subject to a joint custody agregrbet live in the uniat least 50% of
the time will be considered members of the houskht®0% of the time" is defined as
183 daysof the yearwhich do not have to run consecutively

4. Sole Member of Household:

If the sole member of the household has to leagdtiusehold for more th&months
the unit will not be considered to be their priradiplace of residence and they will be
terminated from the program unless the tenant g extension by submitting
documentation from a reliable medical source that will return within a total o
months (an additional 3 months)

If the sole member of the household has to leawdatiusehold to go to the hospital or
nursing home, advice from a reliable medical sowntlebe obtained as to the likelihood
and timing of their return. If the medical soufeels they will be permanently confined
to a nursing home, they will be considered permtaypabsent. If they are temporarily
confined, they will not be considered permaneniigemt. In no event, however, will the
unit be considered their principal place of resaewhen they are out of the household
for more thar6 consecutive months

5. Adult Family Members Other than Spouse:

This applies to other persons who were declardx tmembers of the family, such as
members living in a spousal relationship. If theilg declares that they have been gone
for 3 months or more of the recertification perat declares they are permanently
absent in writing, they will be determined permaheabsent.

Persons who report that an adult member has kefidlisehold in this situation must
provide acceptable proof of absence if they ateetoonsidered permanently absent
during the first 3 months.

If the adult leaves the household and the peridthe is less than 3 months, the family
member will be determined temporarily absent untessof these verifications are
provided:

a. Proofs of absence which would be acceptablédrnalude proof that they
were living in another location such as utilityl@ilcanceled checks for rent, or
telephone bills in their name at another location.

b. If these proofs cannot be provided, DSHA walhsider statements from other
agencies such as the Welfare Department.

c. If no other proof can be provided, DSHA wilcapt a notarized statement
from the family.
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The 3 months specified in this section starts ftbentime the family reported the change
in family composition.

If the adult is incarcerated, a document from thrtor prison should be obtained as to
how long they will be incarcerated.

6. Reporting to DSHA:

The family will need to declare a member as permtéyer temporarily absent in writing
to DSHA. DSHA will advise the family at that timey, at reexamination, what the
options are and how it might affect the TTP orVoeicher size.

The family should be counseled at briefings andasenation on the effect of the
permanently/temporarily absent policy on income.

B. AVERAGING INCOME:

There are two ways to figure income when the incam®t received for a full year:

1. Annualizing current income (and subsequenthdoating an interim reexamination if
income changes); or

2. Averaging known sources of income that vargdmpute an annual income (no
interim adjustment if income remains what was dakeal).

DSHA will use the annualizing current income methadall families unless a Supervisor
approves a deviation.

Last year's income could be analyzed to deternm@@mount of income to be anticipated when
it cannot be clearly verified.

If the last 3 month’'sincome is representative of the income which negtiticipated for the
next year, such as overtime worked when the emplm@not anticipate how much overtime the
family member will have over the next yetire last 3 monthsmay be used to estimate the
annual income.

If the last 3 month’sincome is not representative of the income whiely ive anticipated for the
next year, such as overtime worked only at Christrttee overtime worked for the
entire year will be used to estimate annual income.

If the anticipated income from the employer showaise in pay which is to occdrmonths
from the effective date of the recertification,anee is to be calculatext the old rate for 4
months and at the new rate for 8 months.

If there are bonuses to be anticipated, but thd@mpdoes not know how much the bonus will
be,the bonus from last year if any, will be used for calculation purposes.

If, by averaging, a reasonable estimate can be ntlaaeestimate is used instead of changing the
HAP every month.
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At reexamination, DSHA can use last year's incafrteg income cannot be anticipated for the
coming year, and average.

C. MINIMUM INCOME

There is no minimum income requirement, but th# steould use good interviewing skills to
determine if there actually is unreported incorfamilies can not be required to apply for
welfare, bufpotential income sources should be suggested to the

D. TEMPORARILY ABSENT FAMILY MEMBERS' INCOME

Income of temporarily absent family members is ¢edn

If the spouse or the head of household is tempgy@sent, his/her entire income is counted,
whether or not s/he is on the lease.

For example, if there is a husband and wife whooarevelfare and the husband is ordered to
leave the household for 3 months. He gets a j& hé leaves the household to support himself.
Then he is reunited with his wife and he quitsjbis

The husband is temporarily absent and the incoom fris job while he was out of the
household is counted.

If the spouse is temporarily absent and in thetamyj all military pay and allowances (except
hazardous duty pay when exposed to hostile fieeaunted as income.

E. INCOME OF PERSON PERMANENTLY CONFINED TO NURSI NG HOME:

If a family member is permanently confined to tlsital or nursing home, and there is a family
member left in the household, DSHA will calculdte total tenant payment, using both of the
methods listed below, and use the result that lesefits the tenant:

1. Exclude the income of the person permanentificed to the nursing home and give
the tenant no medical deductions paid on behdti@tonfined family member;

2. Include the income of the person permanenthficed to the nursing home and give
the tenant the medical deductions they have tmpdyehalf of the person in the nursing
home.

For determination as to whether the person is nedfto a nursing home on a temporary or
permanent basis, see the definition of Tempor&dghanently Absent in this Plan.

E. REGULAR CONTRIBUTIONS AND GIFTS:

Regular contributions and gifts received from passoutside the household are counted as
income.

This includes rent and utility payments paid ondiebf the family and other cash or non-cash
contributions provided on a regular basis.

It does not include casual contributions or spargufts.
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G. ALIMONY AND CHILD SUPPORT:

Regular alimony and child support payments are tsalias income.

If the child support is not received on a regulasib, DSHA must count the amount of child
support in the divorce decree or separation agreeurdess DSHA verifies that the income is
not provided.

In order to calculate with any other amount thandmount in the award, DSHA must obtain a
certification from the tenant as to how much isngeieceived on an annual basis, plus they must
have documentation in the file that the family filesl with the agency responsible for enforcing
the payments.

When verification is received from the Division©hild Support, DSHA will use the amount
received over the last 12 months if no projectibardicipated income can be made.

H. LUMP SUM RECEIPTS:

Lump-sum additions to Family assets, such as itdreres, insurance payments (including
payments under health and accident insurance ariert®@compensation), capital gains and
settlement for personal or property lossesnatancluded in income.

Lump-sum payments caused by delays in processmggdpepayments [unemployment and
welfare assistance, bnbt Social Security or Supplemental Security Inconfel) Benefits], are
counted as income.

Treatment of accumulated periodic payments beddesmcome was deferred due to a dispute is
handled no differently than periodic payments wraoh deferred because of processing
problems.

The calculation will be done prospectively for féigs who report the lump sum amount on a
timely basis.

If the lump sum amount is received and reportethabit results in an interim adjustment, it will
be calculated as follows:

The entire lump sum payment will be added to tis¢ séthe annual income at the
interim;

DSHA will determine the percent of the year therimh represented (3 months
would be 25% of the year, leaving a 75% balance);

At the next annual recertification, DSHA will tak&% of the lump sum and add
to the rest of the annual income;

The lump sum will be used in the same method fgrimt@rims which occur prior
to the next annual recertification.

If the family does not report the lump-sum paymard timely manner, the lump sum amount
will be calculated retroactively in this way:
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DSHA will calculate the lump-sum retroactively, ggiback to the date the lump-sum payment
was to be considered, as long as that date isrioottp program participation.

If the lump-sum payment started 5 months ago, xangle, the entire lump-sum amount is
added to the Annual Income in effect 5 months agbthe TTP and Tenant Rent are
recalculated. The new Tenant Rent is taken tifmesitmber of months that had elapsed until
the current calculation and the difference betwekat was paid and what should have been paid
is determined.

At DSHA's option, the tenant will enter into a Regmeent Agreement or require that the entire
amount be repaid at this time unless the entireneay represented an onerous burden on the
family.

Attorney Fees

Attorney fees may be deducted from lump sum paysn&hen computing annual income when:

The attorney's efforts have recovered a lump-sumpemsation for the wrongful
reduction or denial of a periodic payment, and

The recovery does not include an additional amouhull satisfaction of the attorney
fees.

In these situations, the tenant does not actuadlgive the entire amount of the past due periodic
payment because s/he must pay the attorney fees.

This situation does not include those in which mmoant is withheld from funds otherwise due
the tenant to satisfy legitimate financial obligas unrelated to obtaining the income such as:

Withholding from wages to pay child support, alipar a judgment creditor;
Garnishment for failure to pay child support, alimgpor a judgement creditor.
The situation does not include those where a tanants attorney fees unrelated to asserting a
right to a source of income or where no incomeltestom the attorney's actions. These are the
financial responsibility of the tenant and are deducted in determining annual income.

. CONTRIBUTIONS TO RETIREMENT FUNDS

Contributions to company retirement/pension furméshandled in this manner:

While an individual is employed, count only amouthis family can withdraw without
retiring or terminating employment.

After retirement or termination of employment, coany amount the employee elects to
receive as a lump sum.

J. GRANTS AND SCHOLARSHIPS

Educational scholarships include various educatienttlements, grants, work-study programs,
and financial aid packages. These are all excl@ided annual family income.
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K. ASSETS DISPOSED OF FOR LESS THAN FAIR MARKET VALUE

DSHA must count assets disposed of for less thamifarket value during the two years
preceding examination or reexamination. DSHA wdllint the difference between the market
value and the actual payment received.

Assets disposed of as a result of foreclosure okhog@tcy arenot considered to be assets
disposed of for less than fair market value. Galhgrassets disposed of as a result of a divorce
or separation aneot considered to be assets disposed of for lessféiramarket value.

DSHA's minimum threshold for counting assets disposf for less than Fair Market value is
$100Q If the total amount of assets disposed of withone year period is less tHBt00Q they
will not be considered an asset for the two yeaiode

If the total amount of assets disposed of withana year period is more th&k00Q all assets
disposed of for less than Fair Market value willdoeinted as assets for two years from the date
the asset was disposed of.

L. CHILD CARE

Child care expenses for children under 13 may bleicted from annual income if they enable an
adult to work or attend school full time. In these of a child attending private school, only
after-hours care can be counted as child care sggen

Child carecannot be given if there is an adult household membealsigpof caring for the child
who can provide the child care. Examples of ttexhdt members who would be considered
unable to care for the child include:

The adult member in a documented child abuse sBtyat

A medically disabled or older person unable to tede of a small child, determined by
doctor's statement.

The reasonableness standard for child care usdsliihing standards:
1. Child care to work: The maximum child care allowed will be based o amount

earned by the person enabled to work. The "pezsabled to work" will be the adult
member of the household who earns the least anodumtome from working.

2. Child care for school: The number of hours claimed for child care malyaxzeed
the number of hours the family member is attenditgpol, including up to one hour
travel time to and from school.

3. Rate of Expense:DSHA will consider a rate reasonable if it isiggpaid by other
families to the same provider and is comparabkntounts paid in the area to other
providers.

If the child care provider is an unlicensed induadl the individual must provide their Social
Security Number and a statement of the amountigha¢ing charged.
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M. MEDICAL EXPENSES

When it is unclear in the HUD rules as to whethremat to allow an item as a medical expense,
IRS Publication 502 will be used as a guide.

Non-prescription medicines must be doctor recomradmwith a specific dosage in order to be
considered as a medical expense.

N. PRORATION OF ASSISTANCE FOR "MIXED" FAMILIES

Proration of assistance must be offered to anyédibapplicant or participant family. A
"mixed" family is one that includes at least on&LLitizen or eligible immigrant and any
number of ineligible members.

"Mixed" families who were participants on June 1995, and who do not qualify for continued
assistance must be offered prorated assistanceC{agser XV). Applicant mixed families are

entitled to prorated assistance. Families thadimecmixed after June 19, 1995 by addition of an
ineligible member are entitled to prorated asststan

Prorated assistance is calculated by determina@mthount of assistance payable if all family
members were eligible and multiplying by the petadrthe family members who actually are
eligible. TTP is the gross rent minus the proratssistance.

O. MINIMUM RENT

The minimum family contribution towards rent anditiés is the higher of $25 or 10 percent of
monthly unadjusted income. If the $25 “minimumtfeamount is being used, families will be
notified of their right to request a minimum remirtiship exception, and the documentation
required to verify the claim. If the request isael, the family will be notified of their right to
an informal hearing.

A hardship exception may be granted for the folliywieasons:

1. Family has lost eligibility or is awaiting eillglity determination for a federal, State or
local assistance program.

2. Family will be evicted as a result of the imiios of the minimum rent requirement.

3. Family income has decreased because of chairgedhstances, including loss of
employment.

4. Death in the family.

5. Other circumstances as determined by DSHA.
If the financial hardship is temporary in natutes $25 minimum rent may be suspended for up
to 90 days. However, after the 90 day period &rgothe family will be required to repay the

suspended amount back to DSHA. If the hardshgb isnger duration, no repayment will be
required.
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P. DEPENDENT ALLOWANCE

The family receives an allowance of $480 for eashify member who is 1) under 18 years of
age, 2) a person with disabilities, or 3) a fuléi student.

A child born to a family after 10 months from thegmning of the family’s MTW contract is not
entitled to a $480 dependent allowance for thdtichi

A household head, spouse, foster child, or livaitte mayneverbe counted as a dependent.

A full-time student is one carrying a full time geitt load (as defined by the institution) at an
institution with a degree or certificate program.

Q. ELDERLY OR DISABLED HOUSEHOLD ALLOWANCE

An elderly or disabled family is any family in whi¢he head or spouse (or the sole member) is at
least 62 years of age a person with disabilities.

Each elderly or disabled family receives a $400skebold allowance. Because this is a

“household allowance” each household receives oméyallowance, even if both the head and
the spouse are elderly.
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IX. VERIFICATION PROCEDURES

A. GENERAL POLICY

DSHA verifies family income, family compositionastis of full time students, value of assets,
factors allowing a preference, exemption from thEWIiprogram and other factors relating to
eligibility determinations before an applicantssued a Voucher.

Eligibility information that can change, such asame, preference status, etc., must have been
verified no more than 60 days befor&oucher issuance. If the verification is morertié® days
old, it must be re-verified to determine if the Bggnt's status remains the same. Information
that does not change, such as birth dates, ScetalrBy Numbers, etc., only needs to be verified
once.

B. METHODS OF VERIFICATION

In the order presented, DSHA will attempt to eftede:

1. Third Party Verification.

DSHA will follow 24 CFR Part 5, 24 CFR 982.516, addD Handbook 7420.7, Chapter
4, with respect to the types of verifications usédormation for items that must be
verified will be gathered in accordance with Chagteand any applicable regulations.
Methods of verification are also described in Ceagt and as such will be the methods
employed by DSHA in the administration of the pagr

2. Review of Documents.

In the event neither third party written nor oralification is possible, DSHA will request
the applicant/participant to bring in actual docuise

All documents, excluding government checks, willpp@tocopied and retained in the
applicant file.

Where "review of documents” occurs and forms cabegthotocopied, staff viewing
document(s) will be required to complete a Documéatved form.

3. Applicant Certification/Self-Declaration(s).

When verification cannot be effectuated by eitlhédt party verification or a review of
documents, applicants will be required to subnmotarized statement.

Notarized statements are only to be used as &elssit, when the other forms of
verification are impossible to obtain. A non-n@ad tenant statement as a form of
verification is not acceptable.

Certifications which do not have to be notarizetlude the Certification of the
Divestiture of Assets.
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C. RELEASE OF INFORMATION

Families will be required to sign HUD form 9886, tAarization for the Release of
Information/Privacy Act Notice and other appropeiaerification forms not covered by HUD
form 9886. Each member requested to consent tetbase of information will be provided
with a copy of the appropriate forms for their wviand signature.

Family refusal to cooperate with the HUD prescribedfication system will result in the denial
of admission or termination of assistance.

D. COMPUTER VERIFICATION

Where allowed by HUD and/or other State or locarages, computer matching will be done.
Computer printouts are acceptable forms of vetifica

E. ITEMS TO BE VERIFIED

ALL INCOME unless specifically excluded by the regulations;

CURRENT ASSETS (for those assets disposed of for less than farket value in
preceding two years, verification will simply bészlf certification");

FULL TIME STUDENT STATUS (as defined by the institution for persons cagyin

equivalent of what the school considers to betfaike for "day" students) - includes High
School students who are 18 or over;

TOTAL MEDICAL EXPENSES for of all family members in households whose head
or spouse is elderly or disabled;

CHILD CARE EXPENSES where it allows an adult family member to be galigf
employed or to further his/her education;

DISABILITY ASSISTANCE EXPENSES to include only those costs associated with
attendant care or auxiliary apparatus which allawsdult family member to be
employed;

LEGAL IDENTITY ;

ELIGIBLE IMMIGRANT STATUS ;

SOCIAL SECURITY NUMBERS for all family members over 5 years old;
PREFERENCE STATUS,

FAMILIAL/MARITAL STATUS if needed for head or spouse definition;

FAMILY REQUESTING A LARGER UNIT THAN APPLICABLE under DSHA's

Occupancy Standards only where family can showalhatger unit is needed for
"medical purposes" or other extenuating circumstanc

34



PERSONS REQUESTING "PREFERENCE" STATUS, based upon preferences
approved in the applicable policies pertainingi® ¥arious programs;

DISABILITY for determination of preferences, allowances aludgons;
EXEMPTION FROM MTW PROGRAM for families requesting such exemption;

ZERO-INCOME STATUS of household will be verified initially and eve#® days
thereafter Families alleging to hawdO income or unrealistically lowuncome will be
required to execute verification forms to deterntimat the more obvious forms of
income such as unemployment benefits, AFDC, S&l.aeé not being received by the
household. The responses of these type of sountidhen serve as third party
INDEPENDENT verification. A "Survival Statement'illhbe completed.

Additionally, DSHA may request a credit report bege families to determine if there are
any monies being paid on behalf of the household wegularly recurring basis that
should be included as income for rent determingbiarposes.

E. ACCEPTABLE FORMS OF VERIFICATION:

Specific information must be obtained to verifyarrhation provided by the applicant. The
following verification information will be consided acceptable by DSHA in the order listed:

1. Employment Income. Verification forms MUST request the employer pesify the:

Frequency of pay;

Effective date of the last pay increase; and

Probability and effective date of any increasermythe next 12 months.
Acceptable methods of verification include (in thisler):

a. Employment verification form completed by tmepdoyer.

b. Check stubs or earning statements showing g@@kgross pay per pay
period or year to date earnings.

c. W-2 forms plus income tax return forms.

d. Notarized statements or income tax returnsesidpy the family for self-
employment income, or income from tips and othatigties.

2. Social Security, Pensions, Supplementary Sectyrincome (SSI), Disability
Income:

a. Benefit verification form completed by agencgviding the benefits.

b. Award or benefit notification letters prepaged signed by the authorizing
agency.
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c. Verifications provided by HUD via the Internet.

3. Unemployment Compensation:

Records obtained via DSHA's computer link with 8tate Unemployment Office
stating payment dates and amounts.

4. Welfare:

Records obtained via DSHA's computer link with Erepartment of Health and
Social Services (DHSS).

5. Alimony or Child Support Payments:

a. Copy of a separation or settlement agreemesmtororce decree stating
amount and type of support and payment schedules.

b. A letter from the person paying the support.

c. Copy of latest check. DSHA must record thedamount, and number of the
check.

d. Family's notarized statement of amount recearatlof the likelihood of
support payments being received in the futurehatr support payments amet
being received.

e. Records obtained with DSHA’s computer link WitHISS.

If payments are irregular:

a. Copy of separation or settlement agreementoraace decree stating amount
and type of support and payment schedules.

b. Statement from agency responsible for enforpagments to show that family
has filed.

c. Family's notarized statement of amount(s) xecki

6. Net Income From A Business:

The following documents show income for the prieags. DSHA must consult with
tenants and use this data to estimate income déonékt 12 months.

a. IRS Tax Return, Form 1040, including any:
Schedule C (Small Business)

Schedule E (Rental Property Income)
Schedule F (Farm Income)
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b. An accountant's calculation of depreciationesge, computed using straight-
line depreciation rules. (Required when acceldrdepreciation was used on the
tax return or financial statement.)

c. Audited or unaudited financial statement(shhef business.

d. Loan Application listing income derived fromethusiness during the previous
12 months.

e. Applicant's notarized statement as to net ircogalized from the business
during previous years.

For a Child Care Business:

An employment verification may be requested. Hitree verification used, the name,
address, and phone of the employer should be pdvidhey work for the same person
all year. It must also be signed and dated.

Verifications must specify the child care providerame, the name of the adult whose
children are being cared for, their address, ammhehthe names of the children cared for,
the frequency (number of times the babysitting e€cuhe rate of pay, and the typical
yearly amount, including school and vacation pesiod

If child care services were terminated, a thirdbpserification will be sent to the parent
whose child was cared for. A handwriting comparisoll be done between this
document and documents provided earlier verifyimtdcare. If there are no differences
this can serve as verification.

7. Recurring Gifts:

a. Notarized statement signed by the person prayithe gifts. Must give the
purpose, dates and value of gifts.

b. Family's notarized statement that provideg¢lgeired information.

8. Family Assets Now Held:

For non-liquid assets, collect enough informatioaétermine the current cash value (the
netamount the family would receive if the asset wareverted to cash).

a. Verification forms, letters, or documents frarfinancial institution, broker,
etc.

b. Passbooks, checking account statements, catéif of deposit, bonds, or
financial statements completed by a financial tngon or broker.

c. Quotes from a stock broker or realty agenbaset amount family would
receive if they liquidated securities or real estat
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d. Real estate tax statements if tax authoritg approximate current market
value.

e. Copies of closing documents showing the sepimgg, the distribution of the
sales proceeds and the net amount to the borrower.

f. Appraisals of personal property held as an stwment.

g. Family's notarized statements describing assetash held at the family's
home or in safe deposit boxes.

9. Assets Disposed of For Less Than Fair Market iae During Two Years
Preceding Effective Date of Certification or Receification:

a. For all Certifications and Recertifications, H¥Swill obtain the Family's
certification as to whether any member has dispo$edsets for less than fair
market value during the two years preceding effedtiate of the certification or
recertification.

b. If the family certifies that they did disposeagsets for less than fair market
value -- a certification that shows: (a) all asssposed of for less than FMV;
(b) the date they disposed of the assets; (c)rtfmuat the family received; and (d)
the assets' market value at the time of disposition

10. Saving Account Interest Income and Dividends:

a. Account statements, passbooks, certificateepbsit, etc., if they show
enough information and are signed by the finanostitution.

b. Broker's quarterly statements showing valugt@tks or bonds and the
earnings credited the applicant.

c. If DSHA accepts an IRS Form 1099 from the firiahinstitution, DSHA must
adjust the information to project earnings expeétedhe next 12 months.

11. Interest Income From Sale of Real Property Pwuant to a Purchase Money
Mortgage, Installment Sales Contract, or Similar Arangement:;

a. A letter from an accountant, attorney, reatesbroker, the buyer, or a
financial institution stating interest due for n&2 months. (A copy of the check
paid by the buyer to the applicant is N@dfficient since appropriate breakdown
of interest and principal are not included.)

b. Amortization schedule showing interest for #2emonths following the
effective date of the certification or recertifiioat.

12. Rental Income from Property Owned by Applicant (This must be adjusted for
changes expected during the next 12 months.)

a. IRS Form 1040 with Schedule E (Rental Income).

38



b. Copies of latest rent checks, leases, oryhlits.

c. Documentation of family's income and expensesgiting the property (tax
statements, insurance premiums, receipts for resad¢®maintenance and utilities,
bank statements or amortization schedules showomghty interest expense).

d. Lessee's written statement identifying mongdyments due the family and
family's affidavit as to net income realized.

13. Full-Time Student Status:

a. Written verification from the registrar's offior appropriate school official.

b. School records indicating enroliment for suéfic number of credits to be
considered a full-time student by the school.

14. Child Care Expenses:

a. Written verification from the person who re@sthe payments. |If the child
care provider is an individual, they must provideit Social Security Number and
a statement of the amount charged for the child sarvice.

b. Verifications must specify the child care pami's name, address, phone
number, the names of the children cared for, thguency (number of times the
babysitting occurs), the rate of pay, and the glpyearly amount, including
school and vacation periods.

c. Family's certification as to whether any ofsagayments have been or will be
reimbursed by outside sources.

15. Medical Expenses:

a. Written verification by a doctor, hospital dincc personnel, dentist,
pharmacist, etc., of:

(1) the estimated medical costs to be incurrethbyamily and of regular
payments due on medical bills; and

(2) extent to which those expenses will bebeirsed by insurance or a
government agency.

b. The insurance company's or employer's writterfigmation of health
insurance premiums to be paid by the family.

c. Social Security Administration's written confi@tion of Medicare premiums to
be paid by the family over the next 12 months.

d. For attendant care:

(1) Doctor's certification that the assistancamfttendant is medically
necessary.
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(2) Attendant's written confirmation of hours @ire provided and amount
and frequency of payments received from the fagaibycopies of canceled
checks the family used to make those payments).

(3) Family's certification as to whether any adtk payments have been
or will be reimbursed by outside sources.

e. Receipts, canceled checks, or pay stubs thi&gite health insurance premium
costs, etc., that verify medical and insurance Bgeg also likely to be incurred in
the next 12 months.

f. Copies of payment agreements with medical itaesl or canceled checks that
verify payments made on outstanding medical bl till continue over all or
part of the next 12 months.

g. Receipts or other record of medical expensagiad during the past 12
months that can be used to anticipate future meeigenses. DSHA may use
this approach for "general medical expenses" sagtoa-prescription drugs and
regular visits to doctors or dentists, but notdoe-time, nonrecurring expenses
from the previous year.

DSHA will use mileage at the rate approved for DSétAcab receipts with
to/from addresses listed for verification of thetcof transportation directly
related to medical treatment.

16. Medical Need for Larger Unit: A reliable medical source must certify that such
arrangements are medically necessary.

17. Assistance to Disabled:

a. Attendant Care:
(1) Attendant's written certification as to: amobreceived from the
family; frequency of receipt; hours of care prowddand/or copies of
canceled checks family used to make those payments.
(2) Certifications required in paragraph c below.

b. Auxiliary Apparatus:

(1) Receipts for purchases of, or evidence of nlgnqtayments for,
auxiliary apparatus.

(2) In the case where the disabled person is eragdlay statement from the
employer that the auxiliary apparatus is necedsargmployment.

c. In All Cases:

(1) Written certification from a doctor or a rehigghation agency that the
disabled person requires the services of an atteémadhe use of auxiliary
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apparatus to permit the disabled person to be gmglor to function
sufficiently independently to enable another familgmber to be
employed.

(2) Family's written certification as to whetherrmt they receive
reimbursement for any of the expenses in paragtagid 2 above and the
amount of any reimbursement received.

18. Local Preferences:

Eligibility for residency preference will be detemad from the information contained on
documents required for various other eligibilitgtiars.

G. VERIFYING OTHER FACTORS OF ELIGIBILITY

The following types of verification will be accepta as methods to document the family's
statements regarding family status.

To verify blood relationship, use driver's licermsavork ID to verify name.
Marriage certificate.
For stable family relationship, use these typesrobf:

Joint bank accounts, purchases or loans.
Lease showing prior cohabitation.
Credit report showing residence and joint finana@ivity.

There must be verification that the person existhé household, so birth certificates or
some proof that the person is the person must lraitied.

Verification for adults would include at least asfethese forms:

Certificate of Birth, naturalization papers
Church issued baptismal certificate
Legal driver's license

U.S. military discharge (DD 214)

U.S. passport

Voter's registration

Company ID

Health and Human Services ID

Social Security ID

Department of Motor Vehicles ID

Verification for minors would include at least oofethese forms:

Certificate of Birth

Adoption papers

Custody agreement

Health and Human Services ID
School records
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Department of Motor Vehicles ID

Verification of divorce status would be accomplidhoy viewing a copy of the divorce
decree, signed by a Court Officer.

Verification of a separation would be a copy of taardered maintenance.
Verification of guardianship would be:

Court-ordered assignment

Notarized declaration of parent

Verification from social services agency

School records

If a member of the household is reported permaypaiigent by the family, DSHA will consider
any of the following as verification:

Divorce or separation documents, either final ordoeg.

Protection or restraining order obtained by onellfamember against another.

Proof of another home address such as utility,lmlsiceled rent checks or lease.

Statements from landlords or other agencies.

Court documents showing length of sentence if #regn is incarcerated.
DSHA may verify changes in family composition, bo&ported and unreported by the family.
Eligible immigration status will be determined in accordance with procedupesied in
Housing Agencies Guidebook 7465.7. Assistancenaiilbe delayed, denied or terminated

while the verification process is pending. Assis&to applicantsan be delayedvhile a
DSHA hearing is pending.
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A.

X. BRIEFING OF FAMILIES AND ISSUANCE OF VOUCHERS

ENROLLMENT BRIEFINGS

1. Purpose of the Enrollment Briefing:

The purpose of the briefing is to go over the Vairdiolders packet in order to fully
inform the applicant family about the program sattthey will be able to discuss it with
potential participating owners. The Moving to Wéttogram will also be explained to
those families who will be required to participadad they will be provided with a copy
of the Contract of Mutual Participation.

2. Enrollment Briefing Attendance Requirement:

All adult family members are required to attend bhiefingwhen the family is initially
issued a Voucher. The briefing will not be heldess all adults are in attendance. If the
briefing is not completed within 14 days of thegamally scheduled date because of
delays caused by the family, the family will be parad from the waiting list. The family
will be notified of such withdrawal and determimattiof ineligibility and of their right to
an informal review. Exceptions due to medical ogaswill be considered on a case-by-
case basis.

If a vision or hearing impaired applicant or acdapplicant family membes scheduled to
attend a DSHA briefing, DSHA will provide such atance as may be required in
accordance with the equal access statement atathieof this Plan.

3. Format of the Enrollment Briefing:

Briefing of Voucher holders is handled on a groapib. Applicants are given an
opportunity to ask questions and requested tothigin Voucher. Disabled applicants
receive appropriate assistance to permit commuarcaf program requirements and
expectations.

The applicant is provided with the following:

a. An information packet containing those itentureed by Section 982.301(b)
of the regulations.

b. A general information brochure explaining tlasilos of the Section 8 program
to show potential landlords.

c. Any available material which may be usefulimding and securing a unit.

d. A copy of the Contract of Mutual Participati@OMP) for all families
participating in the MTW program.

4. General Policies:

In addition to the enrollment briefing requiremetttde covered as determined by
HUD regulations, several other items will be disagthoroughly in the briefing session.
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B.

The amount of the maximum security deposit whiah lea collected by the owner shall
be reviewed. Collection of the security deposd any special terms provided for the
payment of the deposit shall be between owner emait.

DSHA shall also explain the tenant's responsibsitiegarding rent payments when a
family elects to rent a unit where the rent is mbign the Payment Standard.

DSHA will request that the prospective Voucher leogdwho will be participants in the
MTW program sign the COMP at the briefing sessibthey do not do so, the Voucher
will not be issued.

DSHA will explain the conditions in the lease undérich tenancy may be terminated
and the conditions under which assistance mayrbertated.

DSHA will also explain that other assistance, ascdbed elsewhere in this Plan, is
available to disabled Voucher holders.

5. Household Obligations under the Section 8 Progm:

Generally the relationship between tenant and addire the same as in the private
housing market.

However, once a family receives a Voucher, s/helmas$ollowing additional obligations:
Find an affordable rental unit that will pass an$@spection;

Turn in proper forms to DSHA within the Voucher jperso that the unit may be
inspected,;

Keep appointments set by DSHA for determinationasftinued eligibility; and

Other obligations of the family, as specified oa Youcher and under
Termination of Assistance.

Families that participate in MTW must abide by thens of the COMP.

6. Owner Referrals:

Voucher holders are notified at their briefing s@sshat DSHA regularly updates the
listing submitted by owners of available housinglinareas and that they are invited to
obtain the update from the office in person ormael. Additional assistance may be
provided upon request.

SECURITY DEPOSIT REQUIREMENTS

The owner may collect a security deposit in an amoat to exceed that allowed by local law,
nor in excess of that required from unassistedisna

Security deposits which were made under programlaégns in effect prior to October 2, 1995
will not be changed unless a new lease incorpayahia new regulations is executed. (Existing
leases can only be terminated as prescribed iledise. They cannot be terminated solely to
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change the security deposit.)

C.

VOUCHER ISSUANCE

At the close of the enrollment briefing sessiom, fdaamily will be issued a Voucher which is a
contract between DSHA and the family specifyingtrilgats and responsibilities of each party.
Vouchers will not be issued to families who havésigned the COMP upon the request of

DSHA.

The number of Vouchers issued must ensure that DSBS at 100% lease-up, or as close as
possible. Therefore, DSHA will do monthly calcutais to determine the number of Vouchers to
be issued based on turnover statistics, and whethest DSHA should "over-issue."

1. Expirations:

The Voucher is valid for a period of 60 days frdm tlate of issuance. Prior to
expiration, the family may contact DSHA to inquif@ny further assistance can be
provided in locating suitable housing.

The family must submit a Request for Tenancy Apglovithin the 60 day period unless
an extension has been granted by DSHA.

"Stopping the clock” (or "tolling"™) of the Voucheeriod isNOT permitted when a
Request for Tenancy Approval is submitted to DSHA.

2. Extensions:

A family may request an extension of the Voucher time periidirequests for
extensions must be received in writing prior to éxpiration date of the Voucher.

DSHA will make families aware of the rules govemextensions. Extensions are
permissible at the discretion of DSHA primarily tbree reasons:

a. Extenuating circumstances such as hospitalizati a family emergency for an
extended period of time which has affected the ligsmability to find a unit
within the initial 60 day period. Verification required.

b. The family has evidence that they haaglena consistent effort to locate a unit
throughout the initial 60 day period.

c. The family has turned in a Request for Tenakmyroval prior to the
expiration of the 60 day period, but the unit haspassed Housing Quality
Standards.

DSHA will extend Vouchers in two 30-day incrementg to exceed an additional 60
days. DSHA will take into account the special peaot of ability to locate an accessible
unit when considering extension requests from fadlindividuals with disabilities
DSHA may extend the Voucher beyond the 120 dayt iosnaccommodate families in this
situation.
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DSHA will make applicants aware that a Request foifenancy Approval signed by
both the landlord and the applicant must be submitd by the applicant by the
expiration date. If the unit ends up not being plaed on the program and the
Voucher has expired, the applicant must reapply tde placed on the waiting list.

D. FAMILY MOVES WITHIN DSHA JURISDICTION

See Chapter XVII.
E. PORTABILITY - FAMILY MOVES OUTSIDE DSHA JURISD ICTION

Portability is defined as the moving of a Sectidiaily to a unit outside of the jurisdiction of
the issuing PHA. This section applies only to theo are exempt from the MTW Program.
Families who are required to participate in the MPYégram areot eligible to use the
portability feature of their Voucher.

Applicants with aesidencypreference may lease their first unit outside DJt#sdiction,
while non-resident applicants must lease a uniofer year within DSHA jurisdiction before
moving outside DSHA jurisdiction.

1. Outgoing Families:

DSHA will make appropriate contacts and use HUDspridbed forms to assist
families eligible to move under portability rulesdato arrange for payment of the
HAP and Administrative fees.

2. Incoming Families:

DSHA will coordinate the move as much as possibta the issuing PHA.
Families will be required to participate in the MTRYogram unless exempt.

DSHA will reverify the family's income to calculatiee subsidy using the local
Payment Standard. Assistance cannot be denieddetae family is ‘over
income’. Families can only be terminated from phegram after six months of
being ‘over income’, the same as families not aéddy portability rules.

DSHA will issue one of its own Vouchers, if avaiapband absorb the family into
the local program. If one is not available, théahPHA will be billed, and the
tenant will still be considered portable.

When a DSHA Voucher does become available, thelyamiil be absorbed into
the DSHA program, and the initial PHA's Voucherl\wi returned to them.

E. VOUCHER ISSUANCE DETERMINATION FOR SPLIT HOUS EHOLDS

If the family is divided into two otherwise eligdfamilies due to divorce, legal separation or
other division of the family, DSHA must determinéiah family should continue receiving
assistance.
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The Voucher may be retained by either househdlikeife is mutual consent. A court stipulated
determination may also resolve which householdnetde Voucher. Otherwise, DSHA will be
required to make the decision as to which familly kgtain the Voucher.

The following factors shall be considered in makiing decision (no priority specified):
Which family has custody of dependent children;
To whom the Voucher was initially issued, if noinjty;

The composition of the new family units, and whiamily contains elderly or disabled
members;

Which family members remain in the unit;
Whether domestic violence is involved in the brgalkand
Recommendations of social service professionals.

Documentation of these factors will be the respahi of the requesting parties. If
documentation is not provided, DSHA will terminatsistance on the basis of failure to provide
information necessary for a recertification.

If the family breakup results in eligibility forsmaller sized Voucher, the family may be required
to move to a smaller unit in accordance with Chayte

In cases where the family split is the result ofihg children and grandchildren in the home, the
Voucher holder may request another Voucher formbéher and child(ren) in order for them to
start living independently. The family leaving mhave been a permanent part of the family of
the original Voucher holder, amibt have joined the family within the past two yeas. Since

the departing family is already considered a pipeiat the Section 8 Program, there is no
requirement to go on the waiting list. The deparfiamily must enroll as a new family in the
MTW Program unless exempt.
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Xl. LOCATING SUITABLE HOUSING

A. RESPONSIBILITY FOR LOCATING HOUSING

Once a Voucher has been issued, it is the fannéggonsibility to locate suitable housing. This
means that the housing must be affordable to tindyfgi.e. total family contribution for rent and
utilities must not exceed 40 percent of monthlyuatgd income) and must meet Housing Quality
Standards (HQS) requirements.
DSHA will maintain a referral list of owners whoueasked DSHA to list their available units.
The list will be provided when new Vouchers areiessand is also available to participants who
are planning to move.
In accordance with Section 504 requirements, DSHPpnovide assistance to qualified
individuals with disabilities in locating accesghinits. Other assistance shall be defined to
include:

1. Referrals to third party agencies or pergbaswork with the disabled; and

2. For the hearing or vision impaired, communmatssistance, but only when the
applicant demonstrates that no other person ompgran provide such assistance.

Other assistance in locating a unit shall inctude:
1. Providing transportation to families as thegrsh for housing;
2. Making special trips to find accessible unasthe families;
3. Negotiating the lease or other arrangements thé landlord; or

4. Taking any action that would result in a funéatal alteration in the nature of the
Section 8 Program, or an undue financial and/oriaidtnative burden on the Program.

B. ELIGIBLE TYPES OF HOUSING

In general, all structural types of housing camuged, including manufactured homes. Families
may lease properties owned by relatives onlywiatld provide reasonable accommodation for
a participant family member with disabilities. T&ection 8 Homeownership Option, described
in Chapter XXVI, also provides information on ebtg types of housing for that program.

Housing owned by DSHA is eligible under the Sec8dArogram under certain conditions.
These conditions, as well as the typemefigible housing, are explained in 24 CFR part
982.352.

C. INFORMATION TO OWNERS

DSHA is required to provide prospective Sectioma@dlords with the address of the family and
the names and addresses of the current and, ifrknqawvious landlords. This information will
normally be put on page two of the Request for Tiepa#pproval (RTA). DSHA will make an
exceptionto this requirement if the family's location mbst protected due to domestic abuse or
witness protection.
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Landlords will be informed that it is their respdnbty to determine the suitability of prospective
tenants. Landlords will be encouraged to screg@hiagmts for rent payment history, eviction
history, damage to units, criminal history, drugl @hcohol abuse, and other factors related to the
family's suitability as a tenant.

D. REQUEST FOR LEASE APPROVAL AND LEASE

The RTA and a copy of the proposed owner's Ledsm@ is used in addition the DSHA model
lease) must be submitted prior to the expiratiothef\Voucher, unless the Voucher has been
extended by DSHA.

See Chapter XIllI for procedures on lease appravalHAP Contract execution.

E. DISAPPROVAL OF OWNER

For purposes of this section, "owner" includesiagypal or other interested party. An owner
doesnot have a right to participate in the program.

In addition to the reasons DSHA is required to pisave an owner (See 24 CFR 982.306),
DSHA will disapprove owners for the following reaso

Violation of obligations under a Section 8 HousAggistance Payments Contract;

Commission of fraud, bribery or any other corrugitia connection with any federal
housing program;

Involvement in drug trafficking;

History or practice of non-compliance with the H@®units leased under the tenant-
based programs or any other federal housing prggram

The owner has a history or practice of failinggontinate tenancy of tenants of units
assisted under Section 8 or any other federaligtasshousing program for activty
engaged in by the tenant, any member of the holsedaguest or another person under
the control of any member of the household that:

» threatens the right to peaceful enjoyment of tlerises by other residents;

» threatens the health or safety of other residentsmploees of DSHA or of
owner employees or other persons engaged in marsag&ithe housing;

» threatens the health or safety of, or the righggaceful enjoyment of their
residences,by persons residing in the immediataityof the premises; or

* is drug-related or violent criminal activity.

The owner has a history or practice of rentingsuthiat fail to meet State or local housing
codes; or

Failure to pay State or local real estate taxessfor assessments.

49



E. CHANGE IN TOTAL TENANT PAYMENT (TTP) PRIOR TO HAP EFFECTIVE
DATE

Prior to HAP Contract execution, DSHA will recomfithe family's composition and critical
information about income and allowances. If changgve occurred, the information will be
verified and the TTP will be recalculated. DSHAIwbt reverify information or recalculate the
TTP merely because previous verifications are rtiwaa 60 days old in this situation.
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Xll. HOUSING QUALITY STANDARDS AND INSPECTIONS

A. GENERAL PURPOSE

DSHA is required by HUD regulations to inspect timé to ensure that it is "decent, safe, and
sanitary" according to Housing Quality Standard®@)l. DSHA has adopted additional local
requirements of acceptability which are contaimethe Delaware State Housing Code (DSHC).
The use of the term "HQS" in this AdministrativaRrefers to the combination of HUD and
DSHC requirements. In case of inconsistency beivee two, the stricter shall prevail.

No unit will be initially placed on the Section &tking Program unless these standards are met.
Units must also meet the HQS as long as the fasyn the program.

There ardhree types of inspections DSHA will perform:

Initial

Annual

Special
If requested by a qualified applicant with disat@k or by a landlord, DSHA will also perform
inspections to verify the accessibility featuresiamit, and that such features meet the guidelines
established in the Plan. See Section B. in thisp@r.

B. ACCESSIBLE UNIT GUIDELINES

DSHA will hold accessible/adaptable units to theeddQS applied to all other units in the
program. HQS will not be waived or lowered to pgmeccupancy of an accessible unit by a
qualified individual with disabilities. Exceptions HQS permitted under the program will also
apply to accessible units.

Landlords cannot be forced or coerced to make teagoessible. Exception rents may be offered
in those cases where a landlord is considering ficatlions to permit occupancy by a qualified
individual with disabilities. (See XIll B. of thiBlan.)

DSHA will use the Uniform Federal Accessibility Sthards (UFAS — found in 24 Code of
Federal Regulation, Part 40, Appendixas)a guidein assessing the accessibility of a unit. The
UFAS does not apply to private owners of Sectidro8sing, and DSHA recognizes that strict
adherence to the requirements of UFAS is not plesgilben the variety and type of units in the
private market and the financial resources avalabkthe landlord.

DSHA will verify through inspection that at leastmmum requirements necessary to provide a
family with an accessible unit (including fire epeq are present. DSHA will inspect units to
determine that acceptable standards for items asicikoorway widths, ramp slopes, fire escape
routes and wheel chair maneuvering space in draieas are present.

Partial accessibility inside the unit will be petted. This means that the entire structure or even
the entire unit need not be fully accessible. dpraving partial accessibility, DSHA will

consider family composition or other living arrangents that permit the individual with
disabilities to meet the terms and conditions efldase.
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Thus, if the bathroom is accessible but the kitaserot, DSHA may still approve the unit if
another person or family member will cook meafsonly one of three bedrooms is accessible
DSHA may approve the unit if other family membeénare the unit, a live-in aide is present, the
other bedrooms will have limited use, or the disdlparticipant states that any non-accessible
spaces in the unit are not essential to his/haspmecy of the unit.

DSHA will not approve partial accessibility if t@n-accessible areas of the unit include fire
escape routes, safety equipment or features, thedoan_andkitchen, or other spaces deemed
essential to a decent, safe, and sanitary livimy@mment.

DSHA will judge the unit in light of the type of eessibility needed (mobility, vision, hearing)
and the standards presented in UFARder no circumstances will DSHA make a direct or
implied evaluation of the participant's ability to live independently. Rather the landlord

must evaluate the participant's ability to abideh®ylease terms as they relate to the occupancy
of the unit.

C. INITIAL INSPECTIONS

DSHA will schedule a HQS inspection of the unithimt5 working days of receipt of a RTA and
notify the family and owner of the results. If thweit fails the inspection, the family and owner
will be advised to notify DSHA immediately once a@g are completed.

On an initial inspection, the owner will generddky given up to 15 days to correct the items
noted as "Fail" on the HQS inspection form. DSHAynconsider a longer time of correction if
warranted by the extent and type of repairs to bderor by extenuating circumstances beyond
the control of the owner. The owner will generddéyallowed one reinspection for the repair
work to be completed.

If the 15 days have elapsed or the unit has fallecdne reinspection and the Voucher has
expired, the family will be required to reapply (new dated time of application) to be eligible
for the program. If the Voucher hast expired and the unit has failed the reinspection, the
family may select another unit or, if they wanttmtinue to try to lease the "failed" unit, the
family and owner will have to submit another RTA.

The family will be advised that the owner is undeno obligation to complete the HOS
repairs, and that waiting for completion of the remirs will result in the loss of valuable
time left in the search period. Additionally, thefamily will be reminded of the time
remaining on their Voucher and encouraged to contine shopping.

D. ANNUAL/SPECIAL HOS INSPECTIONS

1. General Policy

Annual inspectionswill be conducted within 90 to 120 before the aensary of the
move-in date.

Special inspectionsnay be conducted at any time if the family, owmethird parties,
such as neighbors or public officials, notify DSit#at the unit does not meet HQS. The
staff has to inspect only the items that the familpwner are complaining about, but if
other fail items are noticed during the inspectibwe, staff must also require that they be
repaired.
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The owner is responsible to see that appropridterais taken in regard to HQS failure
items. The landlordNOT DSHA, must make the determination which deficiencies ar
beyond ordinary wear and tear (tenant-caused)ak®dappropriate action (including

lease termination as prescribed in the LandlordahéQode) to ensure the tenant corrects
them. (Also see paragraph D.4.)

The owner must be given time to correct the failechs. There are two guidelines to
use:
a. If the item endangers the family's health éetgahe owner must be given 24
hours to correct the violation.

b. For less serious failures, the owner will beegiup to 30 days to correct the
item(s).

An extension of the 30-day re-inspection date negudithorized for up to two weeks if
extensive repairs are being undertaken. Howéwerpwner must request the extension
in writing within 15 days of the date of the inltlatter describing the failure items. The
request must also describe the work to be donagemextensions may be authorized in
unique situations.

If the owner does not correct the failed itemsradtbe has been given a reasonable time
to correct the items, thgayment will be abated and the HAP Contract may
ultimately be terminated

2. Abatement

When it has been determined that a unit on theramdails to meet HQS and the owner
does not correct the problem(s) within the timenfeaestablished by DSHA, the rent for
the unit shall be abated. The abatement shallmanuntil all items which caused the
unit to fail have been corrected or thirty daysndt corrected, the HAP contract will be
terminated.

If the owner makes repairs during this period dredteénant intends to stay in the unit, the
abatement will end the day the owner calls to rejaeeinspection. DSHA will inspect
abated units within five (5) days of the owner'sfreation to DSHA that the work is
completed.

No retroactive payments will be made to the ownetlie period of abatement, and the
tenant is not responsible to the owner for DSHARIpn (the HAP) of rent that was
abated.The tenant, however, is responsible for his/her pdion of the rent during
abatement.

3. HAP Contract Termination

If the owner fails to correct all the items citedhin thirty days of the beginning of the
abatement period, the HAP Contract will be termadatWhile the termination notice is
running, the abatement will remain in effect.
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Once the HAP Contract is terminated (with a thitly notice prior to the first of the
month) it will not be reinstated. The tenant will begin a new Certificate or Voucher to
move.

When the HAP Contract is terminated for HQS viaa(s), and the termination notice
runs out, it cannot be reinstated. If repairscimee before the effective termination date,
the termination can be rescinded if the tenant sésdo do so.

After the HAP Contract termination notice has bsent, only one more HQS inspection
will be conducted during the extended abatemenbger

If the HAP Contract is terminated due to the ows&ilure to correct HQS deficiencies,
and the Section 8 tenant has found it necessangt@ in order to continue receiving
assistance, DSHA will not approve that unit foret®n 8 family for a minimum of six
months after the current family moves out. Thigrapal will only be given after
receiving written assurance from the owner thatéggeirements of the minimum HQS
will be met in the future.

4. Inspections which Reveal Tenant Noncompliance

If an annual or special inspection reveals thatiais no longer in compliance with
applicable HQS criteria because of a deficienoyfskh is the tenant's responsibilithe
family will be responsible for taking appropriatetian to correct the deficiency(s).
Deficiencies which are considered the family's oesibility are:

Tenant-paid utilities not in service;
Failure to provide or maintain tenant-supplied &pples;

Damage to the unit or premises caused by a faneinber or guest beyond
normal wear and tear. This determination will nalisnbe made by the Landlord.

Tenants will be given the same amount of time toexd deficiencies given to owners.
DSHA will advise the tenant of his/her responsil@s under the lease and Section 8
Program, and point out the consequences of noncanagl If the tenant does not correct
the problem(s) within the time frame establishedISHA, the tenant's eligibility for

the Section 8 program will be terminatedeffective on the date of reinspection failure.
The tenant will be given an opportunity for an imi@al Hearing as described in Chapter
XX.

The owner must keep DSHA informed if a court actias been initiated because of the
tenant's failure to correct tenant-caused defieg=ncThe landlord will be paid the HAP
until the tenant is legally evicted from the unibyided all other HQS deficiencies have
been corrected.

The owner will be kept informed of the status &f tanant's Section 8 eligibility. If the
tenant is terminated from the Section 8 Programptlner will be notified that the HAP
Contract will be terminated effective at the endh& month following the tenant's
termination.

Further, if a claim paid to the owner by DSHA orm&k of the family results from these
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actions, DSHA will determine the family ineligibler continued assistance (refuse to
issue another Voucher) and future participatiothenprogram. Debts must be paid in
full prior to the issuance of another Voucher fontnued participation, or prior to
issuance of a new Voucher if the family goes off pnogram and later reapplies. DSHA
does not make provisions for repayment agreememihvean be carried over to their
next unit. (See Chapter XIX, Owner Claims)

5. Emergency Repair Items

Items considered to be of an emergency naturedre torrected within 24 hours of
notice from the Inspector. DSHA may give a shateassion (not more than 48 additional
hours) when the owner or tenant (whoever is resp@)sannot be notified or it is
impossible to repair within the 24 hour period.

If deficiencies for which thewner is responsibleare not corrected within 72 hours, the
HAP Contract will be canceled and the rent willdteted during the HAP Contract
cancellation period.

If deficiencies for which théamily is responsibleare not corrected within 72 hours,
Section 8 eligibility will be terminated immediagel The owner will be notified that the
HAP Contract will be terminated effective at theleri the following month.

6. Responsibility of the Family to Allow Inspectio

DSHA must be allowed to inspect the unit at reabnames with reasonable notice.
The family is notified of the inspection appointrhéy mail. If the family is not able to
be at home, the family must call to reschedularibpection or make arrangements to
have an adult family representative or the landfoesent.

If the family misses the inspection appointment dads not arrange for the
representative or the landlord to be there, oneemm@pection (or reinspection)
appointment will be scheduled.

If the family misses two inspection appointment§HA will consider the family to have
violated a family obligation and their assistanck e terminated.
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Xlll. LEASE APPROVAL AND HAP CONTRACT EXECUTION

Once a family has located a unit with an owner wiay be willing to participate in the Section 8
Program, DSHA will become deeply involved in thegess leading to an executed lease and
HAP Contract.

A. DOCUMENTS SUBMITTED

The tenant must submit a Request for Tenancy A@bi@&TA), during the term of the Voucher,
signed by both the owner and the Voucher holder.

Families may lease properties owned by relativeg (3AP Contract) only if the arrangement is a
reasonable accommodation for a disabled particifzanily member. Before this occurs, owners
must provide their current address of residencebarsthessr{ot Post Office box which will be
compared to the subsidized unit address.

Owners must also submit proof of ownership of trepprty and proof of the Management
Agreement if the property is managed by a manageagant.

DSHA shall require the owner to use the DSHA preditease. Owners may, in addition, use
their own lease but it must not conflict with Seat8 regulations nor the Delaware Landlord-
Tenant Code.

B. RENT REASONABLENESS

Rent reasonableness determinations are made witsratenplaced under HAP contract for the
first time and when an owner requests a rent iser@athe Voucher Program.

The market area for rent reasonableness compaialfent and Sussex Counties. DSHA
conducts an annual rental survey that assistsabgof 8 Staff in making the rent reasonableness
determinations. Newspaper ads are also reviewebtton information on comparables.

DSHA will certify and document on a case-by-casgdthat the approved rent:

Does not exceed rents charged by the owner for atabfe unassisted units in the private
market; and

Is reasonable in relation to rents charged by atharers for comparable units in the
private market.

The following characteristics will be used for reeasonableness documentation:

Square footage
Number of bedrooms
Number of bathrooms
Facilities

Location

Quality

Amenities

Date built
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Unit type
Management and maintenance services

C. LEASE APPROVAL/DISAPPROVAL

DSHA will review the RTA, determine if the unita eligible type of housing and meets HQS
requirements and the rent is reasonable. If DSE#&rthines that the lease cannot be approved
for any reason, the owner and the family will béfrex.

DSHA will explain any lease problems and/or provediest of HQS deficiencies to the owner
and suggest how they may be corrected. The patiogded for correction of lease problems will
generally be within 7 calendar days, while up talays will be allowed to make HQS repairs.

If DSHA determines the rent is not reasonable,thecbwner accepts the offer of a revised rent,
DSHA will continue processing the RTA and lease.

If the owner does not agree on the contract reat ISHA has tried to negotiate a revised rent,
DSHA will inform the tenant that the lease is digagved. The tenant should continue to shop
for eligible housing if the Voucher is still valid.

D. SEPARATE AGREEMENTS

Owners and tenants may execute agreements focegra@ppliances (other than for range and
refrigerator) and other items outside those whiehpsovided under the lease if the agreement is
in writing and in compliance with the remaindettios section.

Any appliance, service or other item which is roaly provided to nonsubsidized tenants as part
of the lease (such as air conditioning, dishwashgarage) or is permanently installed in the unit
cannot be put under separate agreement and mustibeed in the lease. For there to be a
separate agreement, the tenant must have the aftrat utilizing the service, appliance or

other item.

If the tenant and owner have come to an agreenmetiteoamount of charges for a specific item,
so long as those charges are reasonable and anbsttste for higher rent, they will be allowed.
Costs for seasonal items can be spread out overoh#hs.

Copies of all separate agreements must be prowwdB&HA.

E. HAP CONTRACT EXECUTION

When the lease review process is completed, DSHAwfify the owner and the family of the
lease approval or disapproval.

If the lease is approved, DSHA will prepare the H3énhtract. To prepare the documents,
DSHA will compute the Total Tenant Payment, TerRent, Utility Reimbursement (if any), and
the Housing Assistance Payment. The documentsheill be executed by the family, owner and
DSHA, as appropriate, and DSHA will provide copiegach party.

DSHA may offer a Signature Briefing for the owneaddenant, especially if the owner is new to

the Section 8 program, and responsibilities opatties will be discussed prior to signing the
lease and HAP contract.
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Families participating in the MTW program will sigjime lease the same as any other Section 8
family. The lease effective date will also becaime effective date of the COMP which had been
signed previously. At the time that the leasegaed, the family will be advised that an MTW
Case Manager with whom they will be working willldaem soon to begin development of a
Resident Action Plan (RAP) in accordance with teet®en 8 Moving to Work Procedures
Manual.
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XIV. OWNER PAYMENT AND UTILITY ALLOWANCE

Timely payments will be made to owners, and thdy/lv notified of the procedures for rent
adjustments

A. OWNER PAYMENT

The maximum subsidy level for each family is detieed by the Payment Standard for the
Voucher size issued to the family. The subsidy belthe difference between the lower of the
Payment Standard or the Gross Rent, and 30% (35%W)Wr monthly adjusted income. The
actual subsidy level could be less if the familyaquired to pay the Minimum Total Tenant
Payment (10% of the family's Monthly Income) or Mmimum Rent of $25.

The Voucher size issued to the family is based 8HA's Subsidy Standards. The Payment
Standard actually used for the family is basedhenésser of the Payment Standard for the
Voucher size issued and the Payment Standarddarrth size selected.

The Housing Assistance Payment to the owner itegeer of the subsidy described above or the
rent charged by the owner.

B. UTILITY ALLOWANCE

If the family pays for some or all utilities, DSH&ill include in the TTP calculation an
allowance for those specific utilities. When thiity allowance exceeds the 30% (35% MTW)
of the family’s monthly adjusted income, DSHA wpllovide aUtility Reimbursement
Paymentto the family each month.

The allowances are based on actual rates and aevagumption estimates, not on a family's
actual energy consumption.

DSHA will review the Utility Allowance Schedule an annual basis. If a revision is needed,
based on methods required by HUD, the Utility Allowee Schedule will be revised.

A Utility Allowance Schedule will be given to tharhily along with the Voucher. The utility
allowance is based on the actual unit size selected

For families who provide their own range, microwawel/or refrigerator, DSHA has established
an allowance adequate for the family to purchasage and/or refrigerator, even if the family
already owns the appliance(s). Allowances aredarehe lesser of the cost of leasing or
purchasing the appropriate appliance over the ndife@xpectancy of the appliance.

C. MAKING PAYMENTS TO OWNERS AND TENANTS

Once the HAP Contract is executed, DSHA beginsgssiaog payments to the owner and tenant
(if eligible). The effective date and the amouhthe payments are sent via computer to the
DSHA accounting section. An electronic fund trangfrocess is used by DSHA and the State

Treasurer’s office to pay owners. Checks are dsduliby the State Treasurer to eligible tenants
each month. A HAP Register is used as a basimdmitoring the accuracy and timeliness of
payments.

DSHA also maintains a log for monthly changes toragle to the HAP Register.
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XV. ANNUAL ACTIVITIES

There are three activities DSHA conducts on an ahipasis. These activities will be
coordinated whenever possible:

Annual Recertification of Income
Annual HQS Inspection
Contract Rent Increase by Owner

Activities related to the MTW Program are carried by the family’s case manager and are
covered in th&ection 8 Moving to Work Procedures Manual.

DSHA maintains a listing of units under contractrbgnth to ensure systematic annual reviews
of contract rent, family income, allowances fotitiis and other factors related to TTP, and
HQS. Payment changes are then forwarded to theukting Office to affect a change in the
next HAP and/or utility reimbursement payment.

DSHA will accommodate persons with disabilities@fuested, by providing notices in an
accessible format and by mailing notices to thedips.

A. ANNUAL RECERTIFICATION

Families are required to provide information onoime, assets, allowances, deductions and
family composition at least annually.

Annual recertifications for midmonth move-ins (e€sgptember 15th) will be conducted no later
than the following year by the first of the movenronth (e.g. September 1st).

When families move to another dwelling unit, an anoal recertification will be scheduled.
Income limits will not be used as a test for coméid eligibility at recertification.

1. Reexamination Notice to the Family

DSHA will maintain a reexamination tracking systeAt least 120 days in advance of
the scheduled annual reexamination date, the Hdamlisehold will be notified by mail
that s/he is required to be present for a reexamimaterview on a specified date. The
family must reschedule the date in advance if dheduled date is unacceptable.

A personal declaration form will accompany the abowtice. The head of household
will be instructed to fill out the form and haveaitd the documents which verify the
information in the form available at the interview.

2. Verification of Information Provided

See Chapter IX.
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3. Changes in Tenant Rent

When the information is analyzed, all necessaryidwmts are prepared and signed by
the tenant, and all other requirements have be¢nD&#A will recalculate the tenant's
portion of rent.

DSHA will notify both the owner and tenant of thewnHAP to be paid by DSHA to the
owner and of the new rent to be paid by the tendnhe tenant is not required to pay rent
to the owner, the tenant will be notified of theamt of the utility reimbursement s/he
will receive from DSHA.

If there is a rent increase, the new rent portidhge into effect following a full sixty day
notice prior to the first of the month. If therashbeemisrepresentationby the tenant,
or if the tenant causeddglay in the reexamination processing, there may beeease
in rent made retroactively.

If there is a rent decrease, it will be effectivetbe scheduled effective reexamination
date unless the family has caused a delay in reeasion processing.

B. ANNUAL HOS INSPECTION

See Chapter XII.

C. RENT INCREASES BY OWNER

Owners must request a rent increase in writingat Rannot be increased prior to the first term of
the lease. As of the expiration of the first tevhthe lease, rent increases may be effective avith
60 day notice to the family and a copy to DSHA.

DSHA will advise the family as to whether the remteasonable and shall assist in the
negotiation of the rent with the owner if requedtgdhe family.

DSHA approval is required for all rent increases tothe owner.
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XVI. INTERIM RECERTIFICATIONS

A. CHANGES TO REPORT

The TTP and Tenant Rent will remain in effect toe period between regularly scheduled
reexaminations except in the circumstances below:

1. A person with income joins the family.
2. The tenant has misrepresented the facts upahwdnt is based.

3. The income increases in families with zero memr unrealistically low income.
Reexamination is scheduled every 60 days untilnredoes increase to a realistic level.

4. Families whose annual income cannot be prajegtth any reasonable degree of
accuracy. Reexaminations shall not be more thaiha98 apart or less than every 30
days.

5. For families where an error was made at adonssr reexamination. The family will
not be charged retroactively for an error made ByHB staff.

6. Receipt of a deferred payment in a lump sunciwhepresents the delayed start of a
periodic payment, such as unemployment, or a ddfdue to a dispute, such as back
child support payments. Lump sum payments up {0GR1will not have to be reported at
the Interim Adjustment. If the lump sum paymer$1s000 or over, a deduction will be
made for HUD Allowable Legal Expenses incurrederlsng the award. Deferred
payments of Social Security or SSI benefits arduebex] from annual income.

7. Change in the contract rent after the first yddhe lease.
8. Disabled families are eligible for a 12 montl® Ji@rcent earned income disregard and
an additional 50 percent earned income disregaheifamily member with
disabilities meets the criteria of 24 CFR 5.617.
It is important to note that a family whose incodeereases due to documented welfare fraud or
failure to comply with economic self-sufficiencygrerements of the welfare program will not
have their rent reduced.
Families are required to report pertinent information as soon as possible.
The tenant mustequest DSHA'’s approval to add family memberseexdirths, adoptions, or
court awarded custody. DSHA will determine elititipiof new family members (except births,
adoptions or court awarded custody) prior to addiegfamily member

The tenant mayeport any of the following changes which woulduk in a decrease in the
tenant's rent:

1. Decrease in income;

2. Increase in allowances or deductions.
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Decreases in the tenant portion of the rent wiletiective the first day of the month following
the month in which the change occurs if reported fimely manner.

Any other changes reported by tenants other thasethsted above will not be processed
between regularly scheduled annual recertifications

B. FORMS USED FOR INTERIMS

A HAP Contract/Lease Amendment and a form HUD-50@68&sheet showing the calculation
are completed. A copy of the Amendment is setihécowner and tenant. Signatures are not
required. Because the Amendment changes the farily? or Tenant Rent, DSHA must offer
the tenant an opportunity for an Informal Hearing.

C. TIMELY REPORTING

1. Standard for Timely Reporting of Interim Changes:

The standard for reporting changes for inter{jpther than changes in family
composition which are described belowin a timely manner is for the family to report
the change by the end of the month in which thegbaccurs. The staff will notate the
file when the tenant first notifies the Sectionfioce. An appointment will be scheduled,
if required, to complete any necessary paperwéiky increase or decrease in the
tenant's portion of the rent will be accomplishedralicated in paragraphs C.2. or C.3.
below.

2. Procedures When the Change is Reported in a Taly Manner:

The Housing Authority will notify the family and ¢howner of any change in the Housing
Assistance Payment to be effective according tdatewing:

The family will always be given a written notice @ays prior to the first of the month for

which the rent increase is effective. Increasdbéntenant rent are to be made effective

upon 60 days notice, prior to the first of the niprso that the change is always effective
on the first of the month, rather than some dathiwthe month. Tenants may not waive
the 60 day written notice for an increase.

Decreases in the tenant rent are to be made efdbi first of the month following that
in which the change was reported. However, no adeavd rent adjustments are to be
processed until all the facts have been verifigdnaf a retroactive adjustment results.

Information/paperwork required from the tenant@@HA to begin verification of the
change must be provided within 10 days of the ficdtfication of the change.
Otherwise, the tenant will be determined to hawesed an unreasonable delay and the
change will be processed as described in para@aptbelow.

3. Procedures when the Change Is Not Reported inTamely Manner:

If the family does not report the change by the efnithe month in which the change
occurred, the family will be determined to havessdian unreasonable delay in the
interim reexamination processing.
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Increased Tenant RenThe change will be effective retroactive to tla¢edit
would have been effective, had it been reported tmely basis.

Decreased Tenant Renthe change will be effective on the first of thenth
following that in which the change was reported.

Deviation from normal effective dates is justifieelcause of the tenant's failure to supply
the required information.

The calculation is the same even if there was agiéree or four years ago that the
tenant did not report and should have. The changetrioactive to the original date, even
if they have been changing jobs every six montlishave not reported their job income
at reexamination. A history has to be establigbhatktermine how much money the
tenant owes DSHA.

4. Procedures When the Change is Not Processed DHA in a Timely Manner:

"Processed in a timely manner" means that the eéhsneffective on the date it should
have been effective when the tenant reported thegghin a timely manner.

If changes are not processed by DSHA staff in &liirmanner, the required 60 days
notice prior to the first of the month is still kgopd before a tenant rent increase.

If the change resulted in a decrease, an overpayyehe tenant will be calculated
retroactively to the date it should have been éffeand a check will be sent to the
tenant.

5. Timing of Next Annual Recertification:

Even though an interim adjustment is completednthe regular reexamination will still
be scheduled within a year from the date of thedasual recertification.

6. Changes in Family Composition:

All changes in family composition must be reponathin 10 calendar days of
occurrence, except that DSHA must approve all additto the family (except births,
adoptions or court awarded custody) prior to thenimer being added.

If a family member has been determined permanaiitgnt and the change requires a
different size, the change shall be implementedehext annual recertification. If the
family moves sooner, the change will be implemerlech.

Families holding a Voucher will be penalized ifyido not report their change in family
composition from one annual recertification to &meotor if they move to another unit.
This is because their Payment Standard does nogehantil an annual recertification or
they move to another unit.

If they do not report at the times required, therpaid subsidy will be calculated by

taking the larger size Payment Standard and suinigathe smaller size Payment
Standard to get the overpayment.
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For example, if a family had a 3BR Payment Standadlactually qualified for a 1BR
Payment Standard at recertification but did nadrimf DSHA, the calculation would be as
follows:

3BR Payment Standard - 1BR Payment Standard = @vpaid subsidy per month.
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XVII. TERMINATION AND FAMILY MOVES

A. FAMILY MOVES

The family may move to another unit if they follgroper lease termination procedures. If the
family has not violated th@bligations of the Family listed on the Voucher, does not owe
money to any HUD-funded program, and has not mevi#un the past 12 months under
portability rules, the family must be offered a ne€aucher to search for another unit. The
family will be provided a moving packet when theldber is issued.

A recertification will also be started, anshew annual reexamination dateestablished based
on the date the family moves in to a new unit.

The Voucher will be issued when the family is touadrom the unit, even if the verifications are
not complete, so that the family has a valid Voucbeconduct their search for a unit.

If the family doesot locate a new unit, they may stay in their curramt as long as the owner
agrees to disregard the family's termination notitee HAP will continue to be paid to the
owner.

B. FAMILY NOTICE TO MOVE

Families are required to give 60 days notice tootlvaer before the end of the lease term to be in
compliance with the lease and the Delaware Tenantllord Code. When they give notice to
the owner, the family must also provide a copy 8HA. If the family vacates the unit without
giving proper notices to the owner and DSHA, itllwé considered a violation of the Obligations
of the Family and the family's assistance will &ertinated.

Families may enter into a mutual rescission ofiélase with the owner at any time, with timely
notification to DSHA also, and be in compliancehtiie lease.

The tenant materminate the lease before the end of the lease ter(break his lease) by giving
the landlord a 30 day written notice. The spec#i@sons, conditions, and obligations are
contained in the Delaware Tenant-Landlord Code.

Thirty (30) or sixty (60) day notices begin on théirst of the month following the month the
notice is given.

If the family vacates the unit without proper netithe family will be responsible for any
vacancy loss incurred by DSHA (see Chapter XIX).

Briefing sessions emphasize the family's respolitgibd give the owner and DSHA proper
written notice of any intent to move.

C. OWNER'S NOTICE TO MOVE/EVICTIONS

The owner may give the tenant a 60 day notice teenas the tenant is allowed to give the
owner after the first term of the lease.

If the family isevicted by the court, the family's Section 8 assistandebeiterminated (See
Chapter XVIII).
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DSHA will continue to pay the HAP to the owner Uitiie eviction process is complete provided
the unit is not on HAP abatement for HQS violatiargch are the responsibility of the owner.

D. FAMILY MISREPRESENTATION

If the family has committed fraud in connectionwihe Section 8 Program, DSHA may
terminate assistance and cancel the HAP Contract.

In addition, if the family has misrepresented inepmssets, or allowances and deductions which
would have caused them to pay more, DSHA will makery effort to recover any overpayments
made as a result of tenant fraud or abuse.

E. OWNER MISREPRESENTATION

If the HAP Contract is terminated by DSHA becauka breach by the owner, DSHA will
review the circumstances and family's involvemerddtermine if the family is eligible for
continuation of assistance at another unit.

DSHA will make every effort to recover any overpamts made as a result of owner fraud or
abuse.

E. CHANGE IN OWNERSHIP

DSHA will work closely with prospective new ownelsjefing them on the Section 8 Program.
A Request for Lease Approval, HQS inspection, neasé and HAP Contract will be completed.
When settlement is complete and all documentasioaceived verifying the change in
ownership, DSHA will prorate the HAP, as requiradd update owner files to reflect the new
information.

A recertification of the tenant's eligibility widllso be completed and a new Section 8 anniversary
date established.
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XVIII. DENIAL OR TERMINATION OF ASSISTANCE

Introduction

DSHA may deny or terminate assistance for a fabmlgause of the family’s action or failure to
act. DSHA will provide families with a written dagption of the family obligations under the
program, the grounds under which DSHA can dengioninate assistance, and DSHA'’s
informal hearing procedures. This chapter dessntdgen DSHA is required to deny or
terminate assistance, and DSHA's policies for thigia of a new commitment of assistance and
the grounds for termination of assistance underustanding HAP contract.

A. Grounds for Denial/Termination (24CFR 982.54982.552, 982.553)

If denial or termination is based upon behavioultésy from a disability, DSHA will delay the
denial or termination in order to determine if & an accommodation that would negate the
behavior resulting from the disability.
Form of Denial/Termination
Denial of assistance for applicant may include any or all of the following:

Denial for placement on DSHA's waiting list

Denying or withdrawing a Voucher

Refusing to enter into a HAP Contract or approtvenancy

Refusing to process or provide assistance undéalmbty procedures
Termination of assistance for a participant majuide any or all of the following:

Refusing to enter into a HAP Contract or approtvenancy

Terminating housing assistance payments under @tanding HAP Contract

Refusing to process or provide assistance undéaipbty procedures.

Mandatory Denial and Termination

DSHA must deny assistance to applicants, and teteniassistance for participants if the family
is under contract and 180 days (or 12 months, akpgron the HAP contract used) have elapsed
since DSHA's last HAP was made. (See “Contract Teations” Chapter)

DSHA must permanently deny assistance to applicantsterminate the assistance of persons
convicted of manufacturing or producing methampiméta on premises of federally assisted
housing.

DSHA must deny admission to the program for appli€aand terminate assistance for program

participants if the PHA determines that any houkkhwember is currently engaging in illegal
use of a drug. See Section B of this chaptetfemSHA's established standards.
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DSHA must deny admission to the program for applgaand terminate assistance for program
participants if DSHA determines that it has reabtemaause to believe that a household
member’s illegal drug use or a pattern of illegalgluse may threaten the health, safety, or right
to peaceful enjoyment of the premises by othedexds. See Section B of this chapter for
DSHA's established standards.

DSHA must deny admission to an applicant if DSHAed®aines that any member of the
household is subject to a registration requirerneder the State sex offender registration
program. See Section B of this chapter for DSH&&blished standards regarding criminal
background investigation and determining whethereanber of the household is subject to a
registration requirement under a State sex offerefgstration program.

DSHA must terminate program assistance for a fagvlgted from housing assisted under the
program for serious violation of the lease

DSHA must deny admission to the program for aniagpt or terminate assistance for a
participant if any member of the family fails t@siand submit consent forms for obtaining
information in accordance with Part 5, subpart8 &.

DSHA must deny admission or terminate assistan@nwéquired under the regulations to
establish citizenship or eligible immigration sttu

Grounds for Denial or Termination of Assistance

DSHA will deny program assistance for an applicanterminate program assistance for a
participant, for any of the following reasons:

* If any family member violates any family obligationder the program as listed in 24
CFR 982.551

* Any member of the family has been evicted from fatlg assisted housing in the last
five years

e If any PHA has ever terminated assistance undegpritgram for any member of the
family in the lasfive years

« If any member of the family commits fraud, bribeoy,any other corrupt or criminal act
in connection with any Federal housing program

* The family currently owes rent or other amount®&HA or to another PHA in
connection with Section 8 or public assistance utitke 1937 Act

e The family has not reimbursed any PHA for amouiatisl po an owner under a HAP
contract for rent, damages to the unit, or othep@ams owed by the family under the
lease
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Failure by the family to enroll in and comply witte MTW Program , if applicable (See
“The Section 8 MTW Procedure Manual”)

« The issuance of three strikes under the MTW prodiaee “The Section 8 MTW
Procedure Manual”)

* The end of the five-year assistance limit for ggoants in the MTW program (See “The
Section 8 MTW Procedure Manual”)

* The family has engaged in or threatened abusiveotent behavior toward DSHA
personnel

e If any member of the family engages in or has eadag drug or alcohol abuse that
interferes with the health, safety or peaceful yment of other residents. (See Section B
of this Chapter)

* If any member of the family has committed drug-ediacriminal activity, or violent
criminal activity within the padive years. (See section B of this Chapter and 982.553 o
the regulations)

« Refer to the “Eligibility for Admission” Chapter drthe “Other Criteria for Admission”
section for further information.

B. Violence Against Women Act Policy

An incident or incidents or actual or threatenethdstic violence, dating violence, or stalking
will not be construed as a serious or repeatedctiari of the lease by the victim or threatened
victim of that violence, and shall not be good eaits terminating the assistance, tenancy or
occupancy rights of the victim of such violence.

DHSA may terminate the assistance to remove a laxftupant or tenant who engages in criminal
acts or threatened acts of violence or stalkinignaily members or others without terminating the
assistance or evicting victimized lawful occupants.

DSHA may honor court orders regarding the rightaafess or control of the property, including
EPO’s, DVO's, and other orders issued to protexiitbtim and is used to address the distribution or
possession or property among household members\inefamily “breaks up.”

There is no limitation on the ability of DSHA tameinate assistance for other good cause unrelated
to the incident or incidents of domestic violendating violence or stalking, other than the victim
may not be subject to a “more demanding stand&li hon-victims.

There is no prohibition on DSHA terminating assis& if it “can demonstrate an actual and
imminent threat to other tenants or those empl@teat providing service to the property if that

tenant’s (victim’s) assistance is not terminated.”

Any protections provided by law which give gregiestection to the victim are not superseded by
these provisions.
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DSHA may require certification by the victim of tilm status on such forms as DSHA and/or HUD
shall prescribe or approve.

C. Screening and Termination for Drug Abuse and @her Criminal Activity
Purpose

All Federally assisted housing is intended to ptewa place to live and raise families, not a place
to commit crime, to use or sell drugs or terronegghbors. It is the intention of DSHA to fully
endorse and implement a policy designed to:

* Help create and maintain a safe and drug-free camtynu

» Keep our program participants free from threath&r personal family safety

» Assist families in their vocational/educational [goa the pursuit of self-sufficiency.

Administration

All screening and termination of assistance prooesighall be administered fairly and in such a
way as not to violate rights to privacy or discmaiie on the basis of race, color, nationality,
religion, familial status, disability, sex or otHepally protected groups

Screening of Applicants

In an effort to prevent future drug related anceottriminal activity, as well as other patterns of
behavior that pose a threat to the health, safetiglbt to peaceful enjoyment of the premises by
other residents, and as required by 24 CFR 983astih and CFR Part 5, Subpart J, DSHA will
endeavor to screen applicants as thoroughly ang && possibldor drug-related and violent
criminal behavior. DSHA will require all applicant family members 18daover to obtain a
Delaware criminal background report at DSHA experiéhe report indicates criminal activity
outside the State of Delaware, an FBI criminal lgasknd report will also be required at DSHA
expense. Applicants also required to certify whetir not any family member(s) 18 or over
have lived outside of Delaware during the pas years.

HUD Definitions

Covered persorfpr purposes of 24 CFR Part 982 and this chaptean® a tenant, any member
of the tenant’s household, a guest or another parader the tenant’s control

Drug means a controlled substance as defined in Setfidrof the Controlled Substance Act (21
U.S.C. 802)

Drug Related Criminal Activityneans the illegal manufacture, sale, distributtynyse of a drug
or the possession of a drug with intent to manufagtsell, distribute or use the drug

Guestfor purposes of this chapter and 24 CFR partBpat A and 24 CFR Part 982, means a
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person temporarily staying in the unit with the semt of a tenant or other member of the
household who has express or implied authoritptomsent on behalf of the tenant. The
requirements of part 982 apply to a guest as saatbf

Householdor the purpose of 24 CFR part 982 and this chapteans the family and the PHA
approved live-in aide

Other person under the tenant’s contfot the purpose of the definition of covergersonand

for 24 CFR Part 5 and 982 and for this chapter,madlaat the person, although not staying as a
guest (as defined in this chapter) in the unitpisyas at the time of the activity in question, on
the premises because of an invitation from therteaaother member of the household who has
express or implied authority to so consent on edfahe tenant. Absent evidence to the
contrary, a person temporarily and infrequentittempremises solely for legitimate commercial
purposes is nainder the tenant’s control.

Violent Criminal Activitymeans any criminal activity that has as one ofl#snents the use,
attempted use, or threatened use of physical grbstantial enough to cause, or be reasonably
likely to cause, serious bodily injury or propedigmage.

Standard for Violation

DSHA will deny participation in the program to ajgaints and terminate assistance to participants in
cases where DSHA determines there is reasonabge ¢albelieve that a household member is
illegally using a drug or if the person abuses ladtan a way that may interfere with the health,
safety, or right to peaceful enjoyment of the psamiby other residents, including cases where
DSHA determines that there is a pattern of illagad of a drug or a pattern of alcohol abuse.

The DSHA will consider the use of a controlled gahse or alcohol to be a pattern if there is more
than one incident during the previous 12 months.

“Engaged in or engaging in” violent criminal activmeans any act within the pdiste years by an
applicant or participant or household member wimieblved criminal activity that has as one of its
elements the use, attempted use, or threatened pisgsical force substantial enough to causegor b
reasonably likely to cause, serious bodily injurpmperty damage, which resulted in the arrest and
/or conviction of the applicant, participant or Betiold member

The existence of the above-referenced behaviornyyhmusehold member, regardless of the
applicant or participant’s knowledge of the behavétall be grounds for denial or termination of
assistance.

Drug Related and Violent Criminal Activity

Persons evicted from Federally assisted housingusecof drug-related or violent criminal
activity are ineligible for admission to the Seat#® program for &ive year period beginning on
the date of such eviction.
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The household may be admitted if the circumstatezting to the eviction no longer exist
because:

e The criminal household member has died
e The criminal household member is imprisoned

Denial of Assistance for Sex Offenders

DSHA will deny admission if any member of the hdusle is subject to a registration
requirement under a State sex offender registrgiogram. In screening applicants, DSHA will
perform criminal history background checks to daiee whether any household member is
subject to a sex offender registration requirement.

Required Evidence

Preponderance of evidentedefined as evidence which is of greater wegghthore convincing
than the evidence offered in opposition to it; tisaevidence which as a whole shows that the
fact sought to be proved is more probable than fmbe intent is not to prove criminal liability,
but to establish that the act(s) occurred. Prep@rgte of evidence may not be determined by
the number of witnesses, but by the greater weaijatl evidence.

Credible evidencenay be obtained from police and/or court recorfisstimony from neighbors,
when combined with other factual evidence, candmsiclered credible evidence. Other credible
evidence includes documentation of drug raids, slfagnd in the dwelling unit and arrest
warrants.

DSHA may terminate assistance for criminal actitayya household member under this section
if DSHA has determined that the household membsrdmgaged in the criminal activity,
regardless of whether the household member hasdvessted or convicted for such activity.

Confidentiality of Criminal Records

DSHA will ensure that any criminal record receivga@naintained confidentially, not misused or
improperly disseminated, and destroyed once thegsarfor which it was requested is

accomplished.

Other Conditions and Procedures for Termination ofAssistance:

Participants in the MTW program may have their mgisssistance terminated if they are issued
three strikes during the term of their COMP. Alsrmay be issued when the participant
breaches any responsibility set out in the COMPR pérticipant will be informed of the issuance
of each strike in writing. The participant has tight to request an informal hearing regarding the
issuance of a first and second strike by submitingitten request within ten (10) days of the
strike notification letter. Procedures for the msce of strikes are set out in thection 8

Moving to Work Procedure Manual.
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Notice of Termination of Assistance

In any case where DSHA decides to terminate assstt the family, DSHA must give the
family a written termination notice which states:

e The reason(s) for the termination;

» The effective date of the termination;

e The family's right and deadline date to requeshfarmal hearing, if they disagree; and
* The family's responsibility to pay the full rentttee owner if it remains in occupancy.

DSHA will simultaneously provide written notice thfe HAP Contract termination to the owner.
The notice willnot include any details regarding the reason for teatmon of assistance.

D. DSHA DISCRETION

In deciding whether or not to deny or terminateastaace because of action or failure to act by
members of the family, DSHA has discretion to cdasill of the circumstances in each case,
including the seriousness of the case, the exfgmrticipation or culpability of individual

family members, and the effects of denial or teation of assistance on other family members
who were not involved in the action or failure td.a

DSHA may impose, as a condition of continued aascs for other family members, a
requirement that family members who participatedrimere culpable for the action or failure
will not reside in the unit. DSHA may permit othreembers of the family to continue in the
program.

E. $O ASSISTANCE TENANTS

If the family's TTP has increased to a level wheeseibsidy is no longer being paid on behalf of
the family in the Voucher Program, and six montagehelapsed since DSHA's last HAP
payment was made, the family's assistanast be terminated. The tenant will be notified of
their right to remain on the program at $0 asscdor six months.

Leases and HAP Contracts which were in effect prioto the regulation changing the above
to a six month period from a one year period will k2 honored.

However, if the owner wants a rent increase duittingsix month period and the rent increase
would cause DSHA to resume HAP payments, or, @nsdnnual or interim reexamination, the
tenant had a loss of income and there would be B p#yment, the payments would be resumed.
If payments are resumed, there would be an intadjustment and a Contract and Lease
Agreement Amendment would be sent out listing @ amounts.

When the six months has been reached, the owndoewilotified of the termination of the HAP
Contract, in accordance with his HAP Contract. Trenination of assistance paymentafier
the six month period has been reached, not thene@ation date.

DSHA must still perform all of the duties and resgibilities normally required, such as
reexaminations and HQS inspections. Dependindgpemate of the most recent lease and HAP
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Contract, DSHA may still be liable for unpaid rent and damags.

Also, if the tenant wants to move to another uaitrg this period, DSHA woultlOT execute a
new HAP Contract for the new unit at $0 assistartidewever, if there would be assistance
because of a higher rent, for example, DStédild execute a new HAP Contract. The $0
assistance provision would no longer be in effieetause a HAP is being paid on the new unit.

E. PROCEDURES FOR NONCITIZENS

DSHA will follow the procedures contained_in HougiAgencies (HAs) Guidebook: Restrictions
on Assistance to NoncitizeffisUD Guidebook 7465.7).
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XIX. OWNER CLAIMS

This Chapter describes DSHA's policy for servidi®§P Contracts which remained in effect
(grandfathered) after the regulation change of Bat@, 1995.

As part of the former regulations, under the HAREact owners can make "special claims" for
damages, unpaid rent (includes other amounts tiat®wes under the lease), and vacancy loss
(vacancy lossannot be claimed in the Voucher Program) after the tehas vacated the unit.

The owner must also comply with the Delaware Larilbenant Code regarding the return of, or
claims against, the security deposit. Owner clawi3SHA for damages and unpaid rent must
be accompanied by a copy ofeurt judgment against the tenant. Copies of any
correspondence should also be provided to DSHA.

Although DSHA will make payments on behalf of tkednt, the tenant is ultimately responsible
for any damages to the unit caused by the teractiten or failure to act (e.g. failure to pay uyili
bills that are not included in the rent but which the ultimate responsibility of the owner),
unpaid rent, or vacancy loss paid by DSHA to thaew If the tenant wants a Voucher to move
to another unit, s/heust repay in full the debt owed DSHA. The family will also have to
repay the debt in full if the family goes off theogram and later reapplies for the program. The
family can be placed on the waiting list, but paptma full must be made before issuance of a
new Voucher. Repayment Agreemecasinot be carried over to another unit.

A. UNPAID RENT

Unpaid rent is the tenant's portion of rent due eyghble while the tenant is under the Voucher
lease. It does not include any rent beyond theitetion period of the HAP Contract.

The owner is strongly encouraged to use remedideruhe lease in a timely manner, such as
court procedures, to obtain uncollected rent. Beedhere are remedies under the lease, DSHA
will pay unpaid rent claims faro more than twomonths back rent prior to the vacate date
and/or termination of HAP Contract.

B. DAMAGES

All claims for damages must be supported by a godgment. Separate agreements are not
considered to be included as a tenant obligatiateuthe lease or addendum.

C. VACANCY LOSS

Vacancy loss is applicable to the Certificate Paogonly. To claim vacancy loss, the landlord
must meet the minimum requirements of having redibSHA of the vacancy and must have
advertised the vacancy. A copy of the advertisérard the dates advertised must be submitted
to DSHA along with the damage/vacancy loss claiw. eligible prospective tenant may have
been denied housing, except for good cause, i @wdan owner to claim vacancy loss. DSHA
also makes prompt referrals of Voucher holdersnitsistill under contract which have become
vacant, so as to reduce vacancy loss claims.
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D. PROCESSING CLAIMS

The procedures in this section are not intendedptace the requirements of the Delaware
Landlord-Tenant Code regarding security depoditsey describe procedures that must be
followed if the landlord claims additional reimbamsent from DSHA beyond the amount of the
Section 8 tenant's security deposit as provideihftine HAP Contract.

All unpaid rent, damage, and vacancy loss claimstrie submitted to DSHA within 60 days of
the date of move-out. DSHA will extend the claieripd if the case is still pending in court.

Any amount owed by the tenant to the owner for whpant, damages and/or vacancy loss will
first be deducted from the security deposit whictoener could have collected under the
program rules. If the security deposit is insuéit to reimburse the owner, the owner may
request reimbursement from DSHA up to the limitsdach program.

Once payment is made to the owner, DSHA will infdha family of the payment and of the
family's responsibility to reimburse DSHA for paymienade on their behalf. DSHA will request
the family to enter into a Repayment Agreemente f@mily will be informed that nonpayment

of monies owed to DSHA may result in terminatioonfrthe Section 8 Program and preclude the
possibility of participating in the Program in theure. The family's assistance will not be
terminated for nonpayment, however, until they mivagen their current unit.

When a HAP Contract is terminated and the famikysdoot continue in the program, DSHA
promptly issues the Voucher to the family nextimelon the waiting list.
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XX. COMPLAINTS AND APPEALS

A. GENERAL POLICY

DSHA responds promptly and investigates compldgttamilies or owners on any aspect of the
Section 8 Program. Complaints from the publiccrecked whenever possible. The privacy
rights of all DSHA clients are meticulously obsetve

Complaints regarding physical condition of the simitay be reported by phone to the Section 8
Office. DSHA may require that complaints othenthi#QS violations be put in writing to
DSHA. All complaints will be documented in the &ert's file.

If the family making the complaint is disabled mefie theEqual Access Statemenat the front
of the Admin Plan. Appropriate assistance in pr@geor presenting the complaint will be
provided.

B. INFORMAL MEETING AND REVIEW PROCEDURES FOR APP LICANTS

See Chapter V.

C. INFORMAL HEARING PROCEDURES FOR PARTICIPANTS

Appeals by participants of DSHA's Section 8 Voudheygram shall be handled as outlined in
the HUD regulations omformal Hearings. Informal hearings for participants who are disdb
will be held at accessible locations.

Participants are families who have an effectivedear contract and are currently participating in
the Voucher Program.

Families must be notified of their right to an infaal hearing in most circumstances in which
DSHA makes a decision affecting their eligibilityassistance.

DSHA will give the participant a prompt written nz# of the determination which will describe:
1. The reasons for the decision;

2. The procedures for requesting a hearing iptméicipant does not agree with the
determination; and

3. The time frame for requesting a hearing.

DSHA must provide program participants with the appnity for an informal hearing for
decisions related to:

1. Calculation of the TTP or Tenant Rent;
2. Termination of assistance;

3. Determination that a family is overhoused andeanied an exception to the Subsidy
Standards; and
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4. Determination of bedroom size on the Voucher.

Informal hearings are not required for establispelities and procedures and DSHA
determinations such as:

1. Failing a unit for HQS violations;
2. Refusal to extend a Voucher;

3. Imposing sanctions against an owner who ismobmpliance with program
requirements;

4. Discretionary administrative determinationsj an
5. General policy issues or class grievances.

All requests for Informal Hearings must be madénimifLO days from the date on the notification
letter.

The Informal Hearing shall be conducted by the khegDfficer who is a person appointed by
DSHA who is neither the person who made or appr@fede decision under review or a
subordinate of such person. The hearing may leereqorded.

The participant will be given the option of presegtoral or written objections to the decision in
guestion. The family has a right to legal counaetheir own expense. The Hearing Officer will
regulate the conduct of the hearing. Both DSHA thedfamily must have the opportunity to
present evidence and/or witnesses.

The Hearing Officer will make a determination omhite policy or regulation was applied. A
notice of the Hearing findings shall be providedwrting to DSHA with a copy to the
participant within 10 working days and shall inadua brief explanation of the reasons for the
final decision.

All requests for a review, supporting documentateomd a copy of the final decision will be
retained in the family's file.

For decisions regarding termination of assistaD&HA will conduct the hearing prior to
terminating assistance.

DSHA may implement the following changes priortie tiearing:
1. Changes in TTP or Tenant Rent;
2. Denial of a new Voucher for a family that watdsnove; and
3. Unit size determinations for a family that wsatd move.
DSHA is not bound by hearing decisions:

1. Concerning matters in which DSHA is not reqaiite provide an opportunity for a
hearing;
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2. Contrary to HUD regulations or requirements;
3. Contrary to Federal, State or local laws; or
4. That exceed the authority of the person comaigithe hearing.

DSHA shall promptly send a letter to the participi&it determines DSHA isiot bound by the
Hearing Officer's determination. The letter sladlude DSHA's reasons for the decision.

D. HEARING AND APPEAL PROVISIONS FOR "RESTRICTION S ON
ASSISTANCE TO NONCITIZENS"

Assistance to an applicant or participant familyymat be delayed, denied or terminated on the
basis of immigration status at any time prior te tbceipt of the decision on an appeal to INS.

Assistance to a participant family magt be terminated or denied while the DSHA hearing is
pending, but assistance to an applicaay be delayedoending DSHA's hearing.

INS Determination of Ineligibility

If a family member claims to be an eligible immigrand the INS SAVE system and manual
search do not verify the claim, DSHA will notifyetlapplicant or participant within 10 days of
their right to appeal to the INS within 30 dayg@request an informal hearing with DSHA
either in lieu of or subsequent to the INS appeal.

If the family appeals to the INS, they must giveH}Sa copy of the appeal and proof of mailing
or DSHA may proceed to deny or terminate. The tr®aeod to request an appeal may be
extended by DSHA for good cause.

The request for a DSHA hearing must be made withidays of receipt of the notice offering
the hearing or, if an appeal was made to the IN®jn14 days of receipt of that notice.

After receipt of a request for an informal hearitigg hearing is conducted as described in
paragraph C of this chapter for both applicantsgarticipants. If the hearing officer decides
that the individual is not eligible, and there aceother eligible family members, DSHA will:
Deny the applicant family;
Defer termination if the family is a participantcaqualifies for deferral; or

Terminate the participant if the family does noalify for deferral.

If there are eligible members in the family, DSHAl wffer to prorate assistance or give the
family the option to remove the ineligible membggr(s

Other situations relating to eligible citizen/immagt status will be handled as follows:
If any family member fails to provide documentatmmcertification as required by the

regulation, that member is treated as ineligilfeall family members fail to meet this
requirement, the family will be denied or termirthte
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Participants whose termination is carried out aiterporary deferral mayot request a
hearing since they had an opportunity for a hegonmy to the termination.

Participants whose assistance is prorated (badest en their statement that some
members are ineligible or due to failure to vedhgible immigration status for some
members after exercising their appeal and heaighgsrdescribed above) are entitled to a
hearing based on the right to a hearing regardatgrohination of Tenant Rent and TTP.

Families denied or terminated for fraud in conr@tivith the non-citizen rule are
entitled to a review or hearing in the same wateasinations for any other type of fraud.

DSHA will follow the procedures contained_in HougiAgencies (HAs) Guidebook: Restrictions
on Assistance to NoncitizefflsUD Guidebook 7465.7) to handle situations nateced above.

E. WAIVER BOARD FOR MOVING TO WORK PARTICIPANTS

Certain matters that arise under the MTW programbzareviewed by the MTW Waiver Board.
The Waiver Board will hear appeals that arise utideterms of the COMP. The Board can hear
the following requests:

1. Exemption from participation in the MTW progra
2. Extension of MTW time limits

The Waiver Board will have nine members appointedrte-year terms by the Director of
DSHA. Five members shall constitue a quorum ofbard.
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XXI. MISSED APPOINTMENTS

For most of the functions and interviews requiréthe family, two appointments will be given.

If an applicant does not show up and fails to watin 3 working days after the missed
appointment to reschedule the appointment, DSHAremhove the applicant's name from the
waiting list. If the applicant fails to show up @oes not reschedule prior to the second scheduled
appointment, they will be dropped from the waitiisg The applicant will be given an

opportunity for an Informal Review.

The same rules, with one modification, apply tdipgrants. If their unit is not accessible for the
first scheduled HQS inspection, a second datebgibcheduled as soon as possible by DSHA. If
the unit is not accessible on this date, or thpang8on was not rescheduled prior to this date, the
participant’s assistance will be terminated. Thdipipant will be given an opportunity for an
Informal Hearing.

If the Review/Hearing Officer makes a determinaiiofavor of the applicant or participant,
another appointment for the function for which taeiew/hearing is being held will be
scheduled.

A participant's assistance will be terminated atehd of the month following the month of the
missed appointment (30 days notice in accordanttete HAP contract) unless other
circumstances take precedence.

Extenuating circumstances will be considered icadles.
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XXIl. TRANSFER POLICY

In the event funding for the Section 8 Voucher Paagis temporarily limited, participant
families who require a larger Voucher size willdmcommodated before new Vouchers are
issued to applicants on the waiting list. A dalayeissuing turnover Vouchers will be put into
effect in order to satisfy the subsidy requiremeaiftgarticipant families.

When this situation exists, participants will beyaded with new Vouchers in this order:

1. A participant family who requires a change iou¢her size under the subsidy
standards and also is living in a unit which is rmxercrowded according to Housing
Quiality Standards.

2. A participant family who requires a change mu¢her size under the subsidy
standards bus not living in a unit which is now overcrowded (according touding
Quality Standards) or underoccupied.

3. A family who needs a Voucher as a result ofgimlity. DSHA will administer the
Voucher of the initial PHA or may, at DSHA's optjossue an available Voucher out of
DSHA's program.

Voucher sizes will be changed at the next annwartiéication, or sooner if the family moves to
a new unit.
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XXIll. MONITORING PROGRAM PERFORMANCE

Monthly statistical reports are prepared on theingilist, Voucher Lease-up status and the HAP
Register to assure achievement of the outreach tpealeasing schedule and the maximum use
of available subsidy funds.

The Assistant Housing Management Program Adminat@mpletes quality control reviews on
tenant files and Housing Quality Standards inspastin accordance with 24 CFR 985. A
minimum of 20 tenant files and 20 Section 8 unitsraviewed annually to ensure compliance
with program requirements pertaining to Selectiamf the Waiting List, Rent Reasonableness,
Determination of Adjusted Income, HQS Enforcemert HQS Inspections.
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XXIV. PAYMENT STANDARDS FOR THE VOUCHER PROGRAM

A. PAYMENT STANDARDS

The Payment Standards are used to calculate tlengoassistance payment for a family. DSHA
is required by HUD to set and adjust the Paymesmd&irds so that they are between 90 percent
and 110 percent of the current Fair Market Rentshvare published annually by HUD.

Payment Standards may be different for the two Hairket Rent areas in DSHA's jurisdiction.

B. AFFORDABILITY ADJUSTMENTS

Each September DSHA evaluates the Payment Stangsedsor the Voucher Program. The
following factors will be considered when determimithe need for an affordability adjustment to
the Payment Standards:

1. The most recent annual adjustment factors giuddi by HUD.

2. Current Fair Market Rents published by HUD.

3. Local vacancy rates.

4. Participant rent burdens (Percent of tenarttteeadjusted household income).

5. The average time period for finding eligibleubmg.
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XXV. FAMILY UNIFICATION VOUCHER SET-ASIDE

A total of 15 Vouchers will be set aside for apahtfamilies for whom the lack of adequate
housing is the primary factor in either (1), themment placement of the family's child or
children in out-of-home care or (2), the delayestidarge of a child or children to the family

from out-of-home care. Families offered assistanuer one of these conditions must be on the
Section 8 waiting list and be otherwise eligiblhey will also be required to enroll in the MTW
Program, unless exempt.

A. REFERRALS

Family unification eligibility must be certified toSHA in writing by The Delaware Department
of Services for Children, Youth and Their FamiliBsyision of Family Services (DFS). DFS
must also agree to maintain the family as an acase for the first six months of the family's
participation in the Section 8 Program. DSHA wafer families on the waiting list to DFS if
information families provide DSHA appears to watramnsideration by DFS.

B. SELECTION

Families eligible for this assistance will be iss@eVoucher at a rate of two families per month
according to date and time of application, and dludall others on the waiting list until the 15
Vouchers are issued. The Kent and Sussex Cousitierecy preference applicable to all other
Section 8 applicants will also apply. If all 15Wahers are being used to house families, the
remaining families eligible for this family unifitan assistance can remain on the appropriate
DSHA waiting lists.

If a family does not find a unit in the time alloavby Section 8 regulations (60 days and possibly
two 30-day extensions), they will lose the Vouchlowever, they can remain on the waiting list
with the original application date and will be pessed again when they reach the top of the list.

C. CONTINUING ELIGIBILITY

Once housed, a family's continuing Section 8 aligyowill be recertified under the same criteria
used for all other Section 8 families. When theifgis no longer eligible for Section 8
assistance, the Voucher will be issued to the akgible family unification applicant.
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XXVI. SECTION 8 HOMEOWNERSHIP (24 CER 982, SUBPART M)

DSHA will offer the Section 8 Housing Choice Vouclitomeownership Option to all eligible

families who are participants in DSHA’s Sectionrgl&ublic Housing Programs. DSHA'’s
program is known as the Resident HomeownershiprBnogRHP). Several variations to the

policies and procedures provided in this Chapteliegble only to disabled families are found in
24 CFR 982.642. This regulation provides a piloigoam for disabled families and is applicable
to families who close on the purchase of a homeaduhe period from July 23, 2001 through

July 23, 2004.

DSHA's status as a PHA with a block-granted, Moviog§Vork (MTW) Demonstration Program
affords the opportunity to make this option avdgaio public housing families as well as Section

8 families. All preliminary requirements must betrby the public housing family. Families

will be issued a Section 8 Homeownership Vouche@nugosing on their home and be required

to follow all rules and procedures of this program.

A. ELIGIBILITY REQUIREMENTS

The family must meet all the requirements listetbty before commencement of the
homeownership assistance.

Must be a Section 8 Voucher participant or pubbasing resident.

Must qualify as a first-time homeowner, unlessfdraily is elderly or disabled. This
means no household member has had an ownershipsnie any residence during the
three years preceding commencement of participatitime RHP. A single parent or
displaced homemaker who, while married, owned aehaith a spouse or resided in a
home owned by a spouse, is considered a firsthioneeowner.

Must have a minimum annual gross income of $180/ear based on the income of
adult family members who will own the home. Unldss family is elderly or disabled,
income from welfare assistance wlbt be counted toward this requirement.

At least one adult family member who will own thenfie must be currently employed full
time and have been continuously employed full tioreone year. Full time is defined as
at least 30 hours per week. This requirement doeapply to elderly or disabled
families. A family member will be considered tavie been continuously employed even
if that family member has experienced a break iplegment, provided:

There was onlpne breakin the year prior to the family’s request to papate in
the homeownership program.
The break did not exce&f) calendar days.

Must be in full compliance with Section 8 or pulticusing program requirements.

The family mushot owe any money to DSHA or any other PHA.
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Any family member who has previously defaulted an@tgage obtained through the
homeownership option is barred from receiving fatiomeownership assistance.

B. HOMEOWNERSHIP COUNSELING REQUIREMENTS

When the family has been determined eligible, tineigt attend and complete homeownership
counseling sessions, and be declared “mortgagerresich HUD-approved counseling agency
and DSHA. Pre-homeownershipcounseling sessions will include, at a minimune, fibllowing
topics:

Home and grounds maintenance.

Budgeting and money management.
Credit counseling.
How to negotiate the purchase price of a home.

How to obtain homeownership financing and loangprovals, including a description
of types of financing that may be available, ar@lghos and cons of different types of
financing.

How to find a home, including information about hewwnership opportunities, schools
and transportation.

Advantages of purchasing a home in an area that mloehave a high concentration of
low-income families and how to locate homes in sai@as.

Information about State and federal truth-in-legdsws, and how to identify and avoid
predatory lenders.

Information on fair housing, including fair housitemnding and local fair housing
enforcement agencies.

The family must be deemed “mortgage ready” witlwo yearsfrom the date of entering
homeownership counseling. If the family is notrded “mortgage ready” it is at DSHA'’s
discretion whether or not to extend the time period

The family will also be required (subject to loghhomeownership subsidy) to attepdst-
homeownershipcounseling sessions to ensure the family is sstdésadjusting to the
responsibilities of homeownership. A session balrequired after the firshree months of
homeownership and also after 8f¢and15" months of ownership.

C. ELIGIBLE UNITS

The unit must meet all of the following requirenmsent

HUD Housing Quality Standards.
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A single family home, existing or under construst{@ooters must be poured) at the time
the family enters into a sales contract.

Manufactured homesust be on a permanent foundation and theriast be included
with the home purchase.

Mustnot be a public housing unit, a loft, a condominiuntiya/work unit, a unit
receiving Section 8 project-based assistance,@anghome, a boarding home, a facility
providing continual psychiatric, medical or nurssgyvices, a school dormitory, a lease-
to-purchase unit, or a unit on the grounds of amylip or private institution.

DSHA will not approve the seller of the unit if teeller is debarred, suspended or subject to a
limited denial of participation in HUD programs.

D. SEARCH AND PURCHASE REQUIREMENTS

Once the family has been determined to be “mortgegey”, the family will havd. 80 daysto
sign a contract to purchase a home. DSHA will regquonthly reports from the family on the
progress in finding and purchasing a home.

If the family doesot signa contract to purchase a home within the 180-dagget is at
DSHA's discretion whether or not to extend the tipegiod. If the time period is not extended,
DSHA will allow the family to continue participatan the Section 8 Program with a rental
voucher, or if a public housing resident, continegidence in their public housing unit. If the
family is a MTW participant, MTW policies and pratees will continue to apply.

E. INSPECTION AND CONTRACT

DSHA will perform a HQS inspectionefore an independent home inspection is conducted.

An independent home inspection must be conductedrbgmber of American Certified Home
Inspectors or the National Association of Home éwdprs who is selected and paid for by the
family. The inspector wilhot be a DSHA employee or contractor.

The inspection must cover major building systents@mponents including, but not limited to,
the foundation, structure, roofing, interior andegior surfaces, and plumbing, electrical and
heating systems.

A copy of the independent inspection report mugpioeided to the family and DSHA. Based
on the information in the report, the family andHDXSwill determine if any pre-purchase repairs
are necessary.

DSHA maydisapprovethe unit for homeownership assistance becausgaiation ineither
of the inspection reports.

The family must enter into a contract of sale wité seller of the unit. A copy of the contract
must be given to DSHA. The contract must spediéygrice and terms of sale, and provide that
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the purchaser will arrange for a pre-purchase iaddent inspection. The contract must also:

Provide that the buyer is not obligated to buyuhg unless the inspections are
satisfactory.

Provide that the buyer is not obligated to payfecessary repairs.

Contain the seller’s certification that he or slas hot been debarred, suspended or
subject to a limited denial of participation.

E. FINANCING

The family is responsible for securing financinghe rates, terms and the mortgage lender are
subject to approval by DSHA. Funds from the fafiMoving to Work (MTW) savings
account and/or Individual Development Account (IDAQy be used, but only at settlement or at
DSHA's discretion. DSHA has established the finageequirements listed below:

Maximum purchase price to be determined by thedend

Minimum down payment ithree percentof the purchase price.

Family must provid@ne percentof the down payment from the family’s personal
resources. MTW savings can be used for this perdmg IDA funds may not.

DSHA will pay the housing assistance payment (Hp#fion of the mortgage payment
directly to the family as a co-payee. The familyl wo-sign this check and send it along
with their portion of the mortgage payment dire¢tythe lender.
DSHA prohibits the following forms of financing:
Balloon payment mortgages.
Variable interest rate loans.
Seller or family financing.
Predatory lending.
If the family defaults on the home mortgage loan, the family widit be able to use its RHP
assistance for rental housing, but may reappliz¢ontaiting list for assistance. All debt to
DSHA must be paid prior to receiving rental assisea Any family member who has previously

defaulted on a RHP mortgage is barred from recgifuture RHP assistance.

G. CONTINUED ASSISTANCE

Homeownership assistance may only be paid whiléaimdy is residing in the home. The
family or lender is not required to refund homeorsh@ assistance for the month when the
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family moves out.

Before commencement of homeownership assistandarttiy must execute form HUD-52649,
Statement of Homeowner Obligations, Housing Chbioemeownership Voucher Program.

These obligations are in addition to the Obligagiohthe Familyisted on the family’s voucher,
exceptfor those pertaining to rental units (See 982.86ptt{rough (g) and (j)).

H. MAXIMUM TERM OF HOMEOWNERSHIP ASSISTANCE

Except in the case of elderly or disabled famid®se maximum term is limited by the terms of
the mortgage, the maximum term of homeownershig@asge is:

15 years, if the initial mortgage term is 20 yaarfonger.
10 years in all other cases.

The elderly exceptionnly applies if the family qualified as elderly at thtart of homeownership
assistance. There is no maximum HAP term fortiteal mortgage.

The disabled exception applies if, at any timemyrieceipt of homeownership assistance, the
family qualifies as disabled. There is no maximdAP term for the initial mortgage.

If the family ceasego qualify as elderly or disabled during the ceun§ homeownership
assistance, the maximum term becomes applicabietfie date the assistance began. However,
such a family must be afforded at lesist monthsof homeownership assistance after the
maximum term becomes applicable.

If the family receives homeownership assistanceliiferent homes, or from different PHAs, the
total is subject to the maximum term limitations.

. HOMEOWNERSHIP ASSISTANCE PAYMENTS (HAP) AND
HOMEOWNERSHIP EXPENSES

The monthly HAP is théower of:

The difference between the Section 8 voucher paystandard minus 30% of the
tenant’s monthly adjusted income, or

The monthly homeownership expenses minus 30% dktient’'s monthly adjusted
income.

In determining the amount of the HAP, DSHA will ube same payment standard schedule,

payment standard amounts and subsidy standartiesesdescribed in Chapters VIl and XXIV
of this plan.
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Some homeownership expenses are allowances oastisndetermined by DSHA in accordance
with HUD regulations. Thenonthly allowances listed below are used in determinirgeeses
for all homeownership families and aret based on the condition of the home:
Principal and interest on mortgage debt.
Mortgage insurance premium.
Taxes and insurance.
The DSHA Section 8 voucher utility allowance usedthe voucher program.
One half percentof purchase price for routine maintenance costsléld/by 12 months.
One percentof purchase price for major repairs and replacemeéivided by 12 months.

Principal and interest on debt for improvements.

J. PORTABILITY

Subject to the restrictions on portability includadHUD regulations and this Plan, the family
may exercise portability if the receiving PHA isnaidistering a Section 8 Voucher
Homeownership Program or has agreed to accept eohdmeownership families.

The receiving PHA may absorb the family into itaigber program, or bill DSHA. The
receiving PHA arranges for housing counseling &edréceiving PHA’s homeownership policies

apply.

K. MOVING WITH CONTINUED ASSISTANCE

A family receiving homeownership assistance mayenwith continued voucher
homeownership assistance provided no family memdetinues to hold title to the prior home.
However, the period for which they are eligible floke homeownership subsidynst extended

Additional homeownership counseling will be reqdiggior to moving to a new unit in the RHP.
No more tharonemove per year will be permitted.

The family will not be able to give up homeownership and continue avifiection 8ental
voucher unless the family’s head of household ousp was disabled upon initial participation
in the homeownership program or becomes disablele warticipating. If a non-disabled family
gives up homeownership, the family may submit guliegtion for placement on DSHA'’s
waiting list.

For a MTW family, initial participation in the Seah 8 homeownership option is considered
successful completion of the MTW Program and tHarz in their MTW savings account is
awarded to the family at that time.
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L. DENIAL OR TERMINATION OF ASSISTANCE

Homeownership assistance can be denied or terrdiifatee family does not comply with the
homeownership obligations listed above under CaetinAssistance, or the obligations of the
basic Section 8 Housing Choice Voucher Programdithahally, DSHA will terminate
homeownership assistance if the family is dispasskfrom the home due to a judgment or order
of foreclosure. Under these circumstances, DSHAnit permit the family to move with
continued voucher rental assistance.
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ACC

CFR

FMR
HAP
HQS
HUD
MTW
PHA
RTA
TTP
UA

URP

GLOSSARY OF ACRONYMS

Annual Adjustment Factor. A factor publishedHiyD in the Federal Register
which is used to compute annual rent adjustment.

Annual Contributions Contract

Code of Federal Regulations. Commonly referceast "the regulations”. The
CFR are published Federal rules which define amqdament a law.

Fair Market Rent

Housing Assistance Payment

Housing Quality Standards

Department of Housing and Urban Development
Moving to Work Program

Public Housing Agency

Request for Tenancy Approval

Total Tenant Payment

Utility Allowance

Utility Reimbursement Payment
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GLOSSARY OF TERMS IN SUBSIDIZED HOUSING

ADJUSTED INCOME. Annual income, less allowable HUD deductions.

ANNUAL CONTRIBUTIONS CONTRACT (ACC). A written agreement between HUD and
a PHA to provide annual contributions to cover hogsissistance payments and other expenses
pursuant to the Act. If there is a State Agenayiadstering the Section 8 Program, for example,
there is usually an ACC between the State AgendyHuD.

ANNUAL INCOME. The anticipated total annual income of an elgifiaimily from all sources
for the 12-month period following the date of deteration of income, computed in accordance
with the regulations.

ASSETS. (See Net Family Assets.)

ASSISTED TENANT. A tenant who pays less than the market rent fasedkin the

regulations. Includes tenants receiving rent smppht, Rental Assistance Payments, or Section
8 assistance and all other 236 and BMIR tenante@xhose paying the 236 market rent or
120% of the BMIR rent, respectively.

CHILD CARE EXPENSES. Amounts paid by the family for the care of minargler 13 years
of age where such care is necessary to enableily faember to be employed or for an adult to
further their education.

CONTRACT. (See Housing Assistance Payments Contract.)

DATING VIOLENCE. [as defined in Section 40002 of VAWA 1994] whistlates as follows:
SEC 40002(a)(8) — “DATING VIOLENCE- The term ‘dagiiviolence’ means violence
committed by a person—
1. who is or has been in a social relatignsha romantic or intimate nature with the
victim; and

2. where the existence of such a relationshgl be determined based on a
consideration of the followifagtors:

0] The length of the relationship;

(i) The type of relationship;

(i)  The frequency of interaction bewvethe persons involved in the relationship
DEPENDENT. A member of the family household (excluding fosteildren) other than the
family head or spouse, who is under 18 years obagea Disabled Person, or is a full-time
student 18 years of age or over.

DISABLED PERSON. A person who is any of the following:

1. Has a disability as defined in section 223 ef&wocial Security Act (42 USC 423).
2. Has a physical, mental, or emotional impairnikat:

a. Is expected to be of long-continued and indifiduration;
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b. Substantially impedes his or her ability to limdependently; and

c. Is of such a nature that ability to live indegently could be improved by
more suitable housing conditions.

3. A person who has a developmental disabilitgegfgred in section 102(7) of the
Developmental Disabilities Assistance and Bill afiirs Act (42 USC 6001(7)).

DOMESTIC VIOLENCE. [as defined in Section 40002 of VAWA 1994] whifates as
follows: SEC 40002(a)(6) — “DOMESTIC VIOLENCE - Therm ‘domestic violence’ includes
felony or misdemeanor crimes of violence commitigé current or former spouse of the victim,
by a person with whom the victim shares a childammon, by a person who is cohabiting with
or has cohabited with the victim as a spouse, lpgraon similarly situated to a spouse of the
victim under the domestic or family violence lavigtee jurisdiction receiving grant monies, or
by any other person against an adult or youthmietho is protected from that person’s acts
under the domestic or family violence laws of tivgdiction.”

ELDERLY HOUSEHOLD. A family whose head or spouse or whose sole memla least

62 years of age or a disabled person as definddsisection or may include 2 or more elderly or
disabled persons living together or 1 or more querisons living with another person who is
determined to be essential to his or her care alidoging.

ELDERLY PERSON. One who is at least 62 years old.
ELIGIBLE FAMILY (Family). A family is defined by DSHA in the Admistrative Plan.

EXCESS MEDICAL EXPENSES. Any medical expenses incurred by elderly famibasy in
excess of 3% of Annual Income which are not reirbble from any other source.

FAIR MARKET RENTS. The rent limits published in the Federal Regiftethe Section 8
Certificate Program which includes utilities (extegdephone) and ranges and refrigerators. It is
used as a standard to obtain existing privatelyenlydecent, safe and sanitary rental housing of
a modest (non-luxury) nature with suitable amesiti8eparate FMR's are established for
dwelling units of varying sizes (number of bedropmi$ is used as a maximum for Gross Rent in
the Certificate Program (without an exception petrt.the Voucher Program it is used as a cap
for the Payment Standards. The FMR is be publiGlygddUD annually in the Federal Register to
be effective October 1st.

FOSTER CHILD CARE PAYMENT. Payment to eligible households by state, loaal, o
private agencies appointed by the state, to adtampsyments for the care of foster children.

FULL-TIME STUDENT. A person who is carrying a subject load thabissidered full time

for day students under the standards and pracdifdbe educational institution attended. An
educational institution includes a vocational sdhvaith a diploma or certificate program, as well
as an institution offering a college degree.

GROSS RENT. The sum of the contract rent and the utility\amce. If there is no utility
allowance, contract rent equals gross rent.

HANDICAP ASSISTANCE EXPENSES. Anticipated costs for care attendants and auryilia
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apparatus for disabled family members which enalienily member (including the disabled
family member) to work.

HARD-TO-HOUSE. Refers to the special assistance given to fasniligh three or more
minors to enable them to find suitable housing.HBSeceives a separate administrative fee for
these families.

HEAD OF HOUSEHOLD. The head of household is the person who assumaisdied
financial responsibility for the household andis¢dd on the application as head.

HOUSING ASSISTANCE PAYMENT. The payment made by DSHA to the owner of a unit
under lease by an eligible family, as providedh@ HAP Contract. The payment is the
difference between the Contract Rent (Rent to Own#re Voucher Program) and Tenant Rent.

HOUSING ASSISTANCE PAYMENTS CONTRACT (HAP Contract) . A written contract
between a PHA and an owner in the form prescrilydd WD in which the PHA agrees to make
housing assistance payments to the owner on behaif eligible family.

HUD. The Department of Housing and Urban Development.

IMMEDIATE FAMILY MEMBER. A spouse, parent, brother, sister, or child of geson,
or an individual to whom that person stands in Ipacentis; or

Any other person living in the household of thatspa and related to that person by blood or
marriage.”

IMPUTED ASSET. Asset disposed of for less than fair market valueng two years
preceding examination or reexamination.

IMPUTED INCOME. HUD passbook rate x total cash value of asggtdculation when assets
exceed $5,000.

INCOME . Income from all sources of each member of theshbold as determined in
accordance with criteria established by HUD.

INCOME FOR ELIGIBILITY. Annual income.

LANDLORD. This term means either the owner of the propartyis or her representative or
the managing agent or his representative, as lsbalesignated by the owner.

LEASE. A written agreement between an owner and anbédigamily for the leasing of a
housing unit. The Section 8 Voucher Programs Usase that has mandatory language which
must be incorporated into any lease DSHA uses.

LOW -INCOME FAMILY. A family whose income does not exceed 80% ohtleeian

income for the area as determined by HUD with adjests for smaller or larger families, except
that HUD may establish income limits higher or lowean 80% on the basis of its findings that
such variations are necessary because of the [ineMaivels of construction costs or unusually
high or low incomes.

MEDICAL EXPENSES. Those total medical expenses, including meditalriance premiums,
that are anticipated during the period for whiclaal Income is computed, and that are not
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covered by insurance. A deduction for Elderly Hehadds only.

MINOR. A member of the family household (excluding fosteildren) other than the family
head or spouse who is under 18 years of age.

MONTHLY ADJUSTED INCOME. 1/12 of the Annual Income after Allowances.
MONTHLY INCOME. 1/12 of the Annual Income.

NET FAMILY ASSETS. Value of equity in savings, checking, IRA and ib@accounts, real
property, stocks, bonds, and other forms of capitadstment. The value of necessary items of
personal property such as furniture and automolslegcluded from the definition. In cases
where a trust fund has been established and teeisrnot revokable by, or under the control of,
any member of the family or household, the valutheftrust fund will not be considered an asset
so long as the fund continues to be held in trust.

OWNER. Any person or entity having the legal right tade housing.

PAYMENT STANDARD. The amount used to calculate the housing assestafamily will
receive in DSHA's Section 8 Voucher Program.

PARTICIPANT. A family becomes a participant in DSHA's Sect®Woucher Program when
there is an effective lease and HAP Contract.

PUBLIC ASSISTANCE. Welfare or other payments to families or indivatk) based on need,
which are made under programs funded, separatgbyrly by federal, state, or local
governments.

PUBLIC HOUSING AGENCY. Any state, county, municipality, or other goveemntal entity

or public body (or agency or instrumentality théyeehich is authorized to engage in or assist in
the development or operation of housing for lonweme families.

RECERTIFICATION. Sometimes called reexamination. The processaifrsg
documentation to determine the rent the tenantpayl for the next 12 months if there are no
additional changes to be reported. There are &amgiainterim recertifications.

REMAINING MEMBER OF TENANT FAMILY. Person left in assisted housing after other
family members have left and become unassisted.

RENT TO OWNER. It is the total amount of rent payable monthlytte owner by the family
and DSHA for an assisted unit.

SECURITY DEPOSIT. A dollar amount (maximum set according to theutaions) which
can be used for unpaid rent, damages or other astmthe owner under the lease.

SERVICE PERSON. A person in the active military or naval servfcecluding the active
reserve) of the United States.

SINGLE PERSON. A person living alone or intending to live alone.

SPOUSE. The husband or wife of the head of the household.
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STALKING. To follow, pursue, or repeatedly commit acts with intent to Kill, injure,

harass, or intimidate another person; and to plader surveillance with the intent to kill, injutegrass,
or intimidate another person; and in the coursemés a result of, such following, pursuit, sullaeice
or repeatedly committed acts, to place a persoeasonable fear of the life of, or serious bodiiyiy
to, or to cause substantial emotional harm topgkaton, a member of the immediate family of that
person, or the spouse or intimate partner of thegqn.

TENANT RENT. The amount payable monthly by the family is Rer®wner less HAP.

TOTAL TENANT PAYMENT (TTP). The total amount the HUD rent formula requires th
tenant to pay toward rent and utilities.

UNIT. Residential space for the private use of a fanillige size of a unit is based on the
number of bedrooms contained within the unit antegally ranges from 0 bedrooms to 6
bedrooms.

UTILITIES. Utilities means water, electricity, gas, otheatigg, refrigeration, cooking fuels,
trash collection and sewage services. Telephaw&sas not included as a utility.

UTILITY ALLOWANCE. DSHA's estimate of the average monthly utilitysbiexcept
telephone) for an energy-conscious household. ddtimate considers only utilities paid directly
by the tenant. If all utilities are included irethent, there is no utility allowance. Utility
allowances vary by unit type and are listed on DSHAility Allowance Schedule.

UTILITY REIMBURSEMENT PAYMENT. The amount, if any, by which the Utility
Allowance for the unit, if applicable, exceeds Trtal Tenant Payment for the family occupying
the unit.

VERY LOW -INCOME FAMILY. A Lower Income Family whose Annual Income does no
exceed 50% of the median income for the area, @srdimed by HUD, with adjustments for
smaller and larger families. HUD may establistome limits higher or lower than 50% of the
median income for the area on the basis of itardmthat such variations are necessary because
of unusually high or low family incomes. This setincome limit for the Certificate and

Voucher Programs.

VETERAN. A person who has served in the active military@vat service of the United States
at any time and who shall have been dischargedl@ased therefrom under conditions other than
dishonorable.

WELFARE ASSISTANCE. Welfare or other payments to families or indivatk) based on

need, that are made under programs funded, selyavajeintly, by Federal, state, or local
governments.
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GLOSSARY OF TERMS RELATED TO 504 REQUIREMENTS

Accessible Facility. Facility or portion of a facility other thaam individual dwelling unit that
when designed, constructed or altered can be agipedaentered, and used by individuals with
physical disabilities.

Accessible dwelling unit. Individual dwelling units located on atcessible routeand when
designed, constructed, altered or adaptetbe approached, entered, and used by indigidual
with physical disabilities. When an individual diigg unit in an existing facility is being made
accessible for use by a specific individual, th& will be deemed accessible when it meets the
standards that address the impairment of that ichai.

Accessible route. For mobility impairment -- a continuous unobstadtpath, complies with
space and reach requirements of the Uniform Fedeadssibility Standards.

For hearing and vision impairment -- the route neeidcomply with requirements specific to
mobility.

Adaptability. Ability to change certain elements in a dwellingtio accommodate the needs of
disabled and non-disabled persons; or ability tetrtfee needs of persons with different types
and degrees of disability.

Alteration. Any change in a facility or its permanent fixtsi@ equipment. It does not include:
normal maintenance or repairs, reroofing, inted@coration or changes to mechanical systems.

Auxiliary Aids. Means services or devictmat enable persons with impaired manual, or
speaking skills to have an equal opportunity tdipg@ate in and enjoy the benefits of programs
or activities.

Facility. Means all or any portion of buildings, equipmena|ksg, rolling stock, structures,
roads, parking lots, other real or personal prgp&rinterest in the property.

Multifamily housing project. Means a project containing five or more dwellingtsin

Project. Means the whole of one or more residential stimest and appurtenant structures,
equipment, roads, walks, and parking lots whichcareered by a single contract for Federal
financial assistance or application for assistaoceye treated as a whole for processing
purposes, whether or not located on a common site.

Qualified individual with Disabilities. A person who meets the essential eligibility
requirements established in these policies asageadther explicit or implicit requirements
inherent in the nature of the Section 8 Prograrso Asee the definition of Disabled Person in
the general glossary.

Uniform Federal Accessibility Standards. The standards for design, construction, and
alteration of publicly owned residential structurdhese standards can be found in 24 Code of
Federal Regulation, Part 40, Appendix A. Ownermcé be required to modify units to these
standards, but the standards can be used to #issedaim of an accessible unit or designate a
unit as accessible.
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