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SECTION 1: OVERVIEW 

1.1 Mission Statement 

The Housing Authority of the City of Erie (HACE) exists to provide safe, decent, and affordable housing for 
lower-income families, elderly, and persons with disabiliBes; and to foster among the residents we serve, 
economic self-sufficiency and a sense of community and pride in the neighborhoods where they reside.  

1.2 Purpose of Housing Choice Voucher AdministraEve Plan 

The Housing Choice Voucher (HCV) AdministraBve (Admin) Plan establishes the Housing Authority of the 
City of Erie’s (HACE) discreBonary policies and procedures that will be used in the administraBon of the 
Housing Choice Voucher program in accordance with the U.S. Department of Housing and Urban 
Development (HUD) requirements. The approach to program funcBons contained in this Policy are 
applicable to admission and conBnued occupancy in the HCV program. 

The HCV Admin Plan is governed by the provisions of 24 CFR 982.54, HUD Memos, PIH NoBces, HUD 
guidelines and other applicable law. If any amendments to HUD’s rules, regulaBons, or guidelines conflict 
with this Plan, such rules, regulaBons, or guidelines will control.  

New HOTMA (Housing OpportuniBes Through ModernizaBon Act) rules and regulaBons will be effecBve 
when HUD has their new soZware updated and forms completed.  

HACE operates within the limits of the City of Erie, Pennsylvania except for assistance that is administered 
under HACE’s portability procedures.   

Please contact HACE at 814-452-2425, if you need help understanding this document.  

Contacte por favor la oficina de gesBón si usted necesita ayuda a comprender este documento. (Spanish) 

Xin liên lạc với văn phòng điều hành nếu bạn cần giúp đỡ sự hiểu biết tài liệu này. (Vietnamese) 

Пожалуйста свяжитесь с офисом управления, если Вам нужна помощь в понимании этого 
документа (Russian) 

ئرل ایتړا ھت ېتسرم ېک ودیھوپ ھپ دنس ېد د وسات ھک ئسینو ھکیړا هرس ېرادا ېنوړوج روک د را1 یریا د ئړکو ينابرھم  
(Pashto) 

ةقیثولا هذھ مھف يف ةدعاسم ىلإ ةجاحب تنك اذإ يریإ ةنیدم يف ناكسلإا ةئیھب لاصتلاا ىجری  (Arabic) 

Molimo kontakBrajte Upravu za stambena pitanja grada Erie ako vam je potrebna pomoć u razumijevanju 
ovog dokumenta (Bosnian) 

य"द तपा'लाई यो कागजात बु0न म3दत चा"ह6छ भने कृपया एर= शहरको आवास BाCधकरणलाई सFपकG  गनुGहोस ्
(Nepali) 

Fadlan la xidhiidh Maamulka Guriyeynta ee Magaalada Erie haddii aad u baahan tahay in lagaa caawiyo 
fahamka dukumeenBgan (Somali) 

Mangga wartosan Otoritas Perumahan Kota Erie upami anjeun peryogi bantosan pikeun ngartos dokumén 
ieu (Sudanese) 
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Будь ласка, зверніться до житлового управління міста Ері, якщо вам потрібна допомога з 
розумінням цього документа (Ukrainian) 

請聯絡管理辦公室，如果你需要幫助理解這份文件。(Chinese)  

1.3 Outreach IniEaEves 

Family ParBcipaBon  

HACE will make available informaBon about the benefits of parBcipaBng in the HCV program. AddiBonal 
markeBng targeted to very-low-income families will occur when the pool of available applicants on the 
waiBng list decreases to a level that may affect the admissions of new parBcipants or cause the Program 
leasing rates to decrease. MarkeBng may include the publicaBon of informaBon in local newspaper of 
general circulaBon, public announcements, radio adverBsements, and/or specific markeBng through 
“minority media”.  

Owner ParBcipaBon 

HACE will conBnue to encourage the parBcipaBon of qualified owners of eligible affordable housing in all 
areas of its jurisdicBon, provide assistance to HCV families to increase housing choice, and to take 
reasonable acBon to broaden area-wide housing choice. MarkeBng and outreach to owners are iniBated 
by HACE through the following funcBons: 

1. The HCV Program maintains up-to-date lisBngs of available units and interested owners. Owners may 
request to be placed on the lisBng sheet. Owners of rental property who contact the HCV Program  
 

2. Office will be encouraged to list addiBonal properBes. The HCV Program staff conBnuously markets 
the Program through contacts with exisBng owners of HCV Program properBes, general discussions 
designed to interest new owner parBcipaBon and owner outreach symposiums.  

 
3. InformaBon about owner opportuniBes in HACE’s HCV Program is obtainable by contacBng the HCV 

Program management office. Owner’s guidebooks are available to provide general Program 
informaBon and to highlight the benefits of program parBcipaBon as an owner.  

 

4. General markeBng by HACE may include the publicaBon of adverBsements in a local newspaper of 
general circulaBon, public announcements, radio adverBsements and/or specific markeBng through 
“minority media”.  

1.4 Program ObjecEves 

The objecBves for the HACE HCV program are intended to achieve the following:  

• Provide decent, safe and sanitary housing at affordable cost to lower-income families 

• Encourage self-sufficiency of program parBcipants 

• Assure compliance with HUD regulaBons, Equal Housing Opportunity requirements, and HACE’s 
policies  

• Expand housing opportuniBes in the private rental market, including areas of low poverty 
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• Encourage parBcipaBon by owners of residenBal units outside of areas of poverty or minority 
concentraBon 

1.5 Equal Opportunity Requirements 

It is the policy of HACE to comply fully with all applicable federal, state and local nondiscriminaBon and 
equal opportunity laws including the Fair Housing Act, Title VI of the Civil Rights Act of 1964; Title VIII of 
the Civil Rights Act of 1968 (as amended by the Community Development Act of 1974), ExecuBve Order 
11063; SecBon 504 of the RehabilitaBon Act of 1973; the Age DiscriminaBon Act of 1975 and any 
legislaBon protecBng the individual rights of parBcipants, applicants or staff which may subsequently be 
enacted.  

The HCV program requires compliance with all equal opportunity requirements imposed by contract or 
federal law, including the authoriBes cited at 24 CFR 5.105(a) and Title II of the Americans with DisabiliBes 
Act, 42 U.S.C. 12101, et. Seq.  

HACE also complies with all state, county and local laws and ordinances.  

HACE prohibits discriminaBon based on race, color, religion, gender, age, naBonal origin, ancestry, 
disability, sex, criminal history, source of income or familial status and provides housing without regard to 
perceived sexual orientaBon, gender idenBty, or marital status. 

HACE’s administraBve office is accessible to persons with physical disabiliBes. Hearing impaired 
individuals may contact HACE at our TTD/TTY telephone number of (814) 455-1797 or by dialing 711 for 
the NaBonal Relay Service. 

InformaBon on housing discriminaBon will be provided to each eligible applicant in their voucher briefing 
packet. If a family claims that illegal discriminaBon has prevented them from finding or leasing a suitable 
unit under the program, HACE will provide the family with informaBon on how to complete and file a 
housing discriminaBon complaint.  

Owners of property assisted under the HCV Program must comply with all federal, state, and local equal 
opportunity and fair housing laws, including the Fair Housing Act. An owner who violates these laws will 
be deemed to be ineligible for parBcipaBon in the HCV Program and may be subject to prosecuBon.  

1.6 Privacy Statement 

It is the policy of HACE to facilitate the privacy of individuals conferred under the Privacy Act of 1974, and 
to ensure the protecBon of such individuals’ records maintained under HACE’s HCV programs.  

HACE shall not disclose any personal informaBon contained in its records to any person or agency unless 
the individual about whom the informaBon is requested gives HACE wri�en consent to such disclosure.  

This privacy policy in no way limits HACE’s ability to collect such informaBon as it may need to determine 
eligibility, compute rent or determine an applicant’s suitability for tenancy.  
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SECTION 2: ELIGIBILTY AND ADMISSION REQUIREMENTS 

2.1 Eligibility for Admission 

A. QUALIFICATIONS FOR ADMISSION  

It is HACE’s policy to admit eligible applicants only. An applicant is qualified if they meet the 
following criteria: 

1. Is a family as defined in this SecBon.  

2. Is a household where at least one member of the household is either a U.S. ciBzen or 
eligible non-ciBzen.  

3. Has an annual income at the Bme of admission that does not exceed the very low-income 
limit for occupancy established by HUD.  

4. Provides a Social Security number for all family members asserBng ciBzenship or eligible 
nonciBzen status.  

5. Meets admission Criteria as set forth in this policy. 

Acceptable proof of a Social Security Number Includes: 

1. An original Social Security card. 

2. An original document issued by a federal or state government agency that contains the 
name and Social Security number of the individual, along with other idenBfying 
informaBon.  

3. If the above items are not available, HACE can also accept self-cerBficaBon of Social 
Security number and at least one third party document, such as a bank statement, uBlity 
or cell phone bill, benefit le�er etc., that contains the name of the individual. HACE must 
also document why the other Social Security documentaBon was not available.  

If the ParBcipants Social Security number becomes verified in EIV, no further acBon needs 
to be taken. 

If the Social Security number fails verificaBon in EIV, then HACE must obtain a valid Social 
Security card or an original document issued by a federal or state government agency 
that contains the name of the individual and the Social Security number, along with other 
idenBfying informaBon. 

The ParBcipant’s assistance must be terminated if they fail to provide the required 
documentaBon.   

B. FAMILY COMPOSITION  

A family may be a single person or a group of people. DiscriminaBon on the basis of familial status 
is prohibited, and a group of persons may not be denied solely on the basis that they are not 
related by blood, marriage or operaBon of law. For occupancy standards purposes, the applicant 
may claim a spousal relaBonship.  
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A group of persons is defined by HACE as two or more persons who intend to share residency, 
whose income and resources are available to meet the family’s needs, and who will live together.  

The term “family” also includes, but is not limited to, regardless of actual or perceived sexual 
orientaBon, gender idenBty, or marital status: 

1. A single person, who may be an elderly person, displaced person, near-elderly person, or any 
other single person. A single person may be an otherwise eligible youth who has a�ained at 
least 18 years of age and not more than 24 years of age and who has leZ foster care, or will 
leave foster care within 90 days, in accordance with a transiBon plan described in secBon 
475(5)(H) of the Social Security Act (42 U.S.C. 675(5) (H)), and is homeless or is at risk of 
becoming homeless at age 16 or older; or 

2. A group of persons residing together, and such group includes, but is not limited to: 

  a. A family with or without children (a child who is temporarily away from the home  
       because of placement in foster care is considered a member of the family)  

  b. An elderly family  

  c. A near-elderly family 

  d. A disabled family  

  e. A displaced family 

In addiBon, for categorizing family as defined above, the terms disabled family, elderly family, and 
near-elderly family (per 24 CFR § 5.403) are:  

1. Disabled family means a family whose head (including co-head), spouse, or sole member is a 
person with a disability.  

2. Elderly family means a family whose head (including co-head), spouse, or sole member is a 
person who is at least 62 years of age.  

3. Near-elderly family means a family whose head (including co-head), spouse, or sole member 
is a person who is at least 50 years of age but below the age of 62.  

C. DEFINITIONS 

1. Head of Household  

The head of the household is an adult member of the household who is designated by the 
family as head, is wholly or partly responsible for paying the rent, and has the legal capacity 
to enter into a lease under state/local law.  

Emancipated minors who qualify under state law will be recognized as head of household or 
co-head of household if there is a court order recognizing them as an emancipated minor.  

2. Spouse, Co-Head, or Other Adult  

An individual in the household who is equally responsible for the lease with the Head of 
Household. A household may have either a spouse/marriage partner or co-head, but not 
both. A co-head never qualifies as a dependent.  
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Spouse means the marriage partner of the head of household. That includes the partner in a 
“common law” marriage or legal marriage as defined in state law. The term “spouse” does 
not apply to friends, roommates, or significant others who are not marriage partners. A minor 
who is emancipated under state law may be designated as a spouse.  

3. Co-head  

An individual in the household who is equally responsible with the head of household for 
ensuring that the family fulfills all its responsibiliBes under the program, but who is not a 
spouse. A family can have only one co-head. Minors who are emancipated under state law 
may be designated as co-heads.  

4. Dependent  

A dependent is a family member (which excludes foster children, foster adults, and live-in 
aides) who is under 18 years of age or a person of any age with a disability or a full-Bme 
student. IdenBfying each dependent in the family is important because each dependent 
qualifies the family for a deducBon from annual income. Dependents that are subject to a 
joint custody arrangement will be considered a member of the family if they live with the 
applicant or parBcipant family 50 percent or more of the Bme.  

When more than one applicant or assisted family (regardless of program) is claiming the same 
dependent(s) as family members, the family with primary custody at the Bme of the iniBal 
examinaBon or reexaminaBon will be able to claim the dependent(s). If there is a dispute 
about which family should claim them, HACE will make the determinaBon based on available 
documents such as court orders, an Internal Revenue Service (IRS) income tax return showing 
which family has claimed the child for income tax purposes, school records, or other credible 
documentaBon. 

5. Foster Adults and Foster Children 

HACE will consider Foster Adults and Foster Children as part of the Household for bedroom 
size qualificaBon, but they are not considered family. Any income will not be counted, and 
they will not receive any deducBons to the income calculaBon. They are not counted in the 
income limits by family size.  

6. Person with disabiliBes 

 A person with disabiliBes means a person who: 

• Has a disability as defined in 42 U.S.C. § 423(d)(1); 

• Has a physical, mental or emoBonal impairment that is expected to be of long 
conBnued and indefinite duraBon, substanBally impedes their ability to live 
independently, and is of such a nature that their ability to live independently could be 
improved by more suitable housing condiBons; or 

• Has developmental disability as defined in 42 U.S.C. § 15002(8) (formerly codified in 
42 U.S.C. § 6001) 
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• The meaning does not exclude persons who have the disease of acquired 
immunodeficiency syndrome (AIDS) or any condiBons arising from the virus that 
causes AIDS; 

• The meaning does not include a person whose disability is based solely on a 
dependency to any drug or alcohol (for eligibility purposes). 

7. VicBms of DomesBc Violence 

The Violence Against Women and JusBce Department ReauthorizaBon Act of 2013 (VAWA) is 
a gender-neutral protecBon for the vicBms of domesBc abuse. Accordingly, vicBms of 
domesBc abuse will not be discriminated against during the applicaBon process with regard 
to eligibility or have penalBes regarding conBnued parBcipaBon if the household member is 
the vicBm of domesBc violence, daBng violence, sexual assault or stalking.  

HACE may not consider incidents of domesBc violence, daBng violence, sexual assault or 
stalking as serious or repeated violaBons of the lease or “good cause” for terminaBon of 
assistance, tenancy, or occupancy rights of the vicBm of abuse.  

HACE may not consider criminal acBvity directly relaBng to abuse, engaged in or by a member 
of the parBcipant’s household or any guest or other person under the parBcipant’s control, 
cause for terminaBon of assistance, tenancy, or occupancy rights if the parBcipant or 
immediate member of the parBcipant’s family is the vicBm, or threatened vicBm, of that 
abuse.  

HACE may request, in wriBng, that the vicBm, or a person affiliated with the vicBm on the 
vicBm’s behalf, cerBfy that the individual is a vicBm of abuse and that the form HUD-5382 
CerBficaBon of DomesBc Violence, DaBng Violence, Sexual Assault, or Stalking, and Alternate 
DocumentaBon or other documentaBon as noted on the cerBfied form, be completed and 
submi�ed within fiZeen (15) calendar days, or an agreed upon extension date, to receive 
protecBon under VAWA. Failure to provide the cerBficaBon or other supporBng 
documentaBon within the specified Bmeframe may result in evicBon or the terminaBon of 
rental assistance.  

2.2 Live in Aides 

The Housing Authority of the City of Erie (HACE) will approve a Live-in Aide as a reasonable 
accommodation for HACE participants who are elderly, near-elderly, or have a disability and need the 
assistance of a caregiver that lives in the residence.  

Consistent with applicable regulations, HACE will approve up to one (1) Live-in Aide per Household. HACE 
can approve more than one Live-in Aide per residence, where such need is certified by a knowledgeable, 
licensed professional. 

Live-in Aides must meet HUD’s definition of a Live-in Aide which is; 

A person who resides with one or more elderly persons, near-elderly persons, or persons with 
disabilities and who:   

1. Is determined to be essential to the care and well-being of the person(s);  
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2. Is not obligated for the support of the person(s); and  

3. Would not be living in the unit except to provide the necessary supportive services.   

HACE will not consider a Live-in Aide as a “family member.” The Live-in Aide has no occupancy rights of 
family members and no rights to the unit or program benefits.  HACE will not consider a Live-in Aide’s 
income or assets and will not require the Live-in Aide to pay rent in order to live in the unit. 

A Live-in Aide cannot presently be a member of the assisted family or household or a person who, during 
the past six (6) months, was a household member.  A Live-in Aide must continuously live in the residence 
and cannot maintain and/or frequent another residence during the time that they are performing Live-in 
Aide services. However, HACE will approve a Live-in Aide that is a family member of the care recipient, 
provided they meet other qualifying criteria, especially that they are not responsible for the care or 
support of the care recipient, were not a member of the household prior to the request, and that they 
initially have, and will be able to maintain, separate financial resources for their own support. 

In the case where a Participant and Live-in Aide marry or enter into a formal domestic arrangement, the 
Live-in Aide will be given 10 (ten) business days to apply for occupancy because the Live-in Aide no longer 
meets HUD’s definition of a Live-in Aide – specifically number 3 above. The Live-in Aide will no longer be 
considered a Live-in Aide, but rather an applicant. Once the application is approved, they will become 
members of the household, where their income and assets are included in the rent calculation. If the 
application is denied for any reason, they will need to be removed from the household completely and 
will not be permitted to reside in the unit.   

Participants seeking a Live-in Aide must meet each of the following five (5) criteria: 

1. The Participant must meet the age requirement of an elderly person (age 62+), near-elderly 
person (age 55+) OR the individual is a person with disabilities (child or adult) who meets the 
following definition: 

a. Currently has a mental, emotional, developmental, or physical impairment that 
substantially limits one or more major life activities; OR 

b. Has a record of having a disability in the past; OR 

c. Has been regarded as having a disability;  

2. The Participant must be certified by a knowledgeable professional as permanently unable to care 
for their own health needs, or other requirements of daily life, on a daily basis; 

3. The Participant will require permanent care or assistance in their home; 

4. The Participant will require at least sixteen (16) continuous hours of care during a 24-hour period 
on a permanent basis; and  

5. The Participant’s essential care must be provided by one select person during a 24-hour period. 

Participants seeking a Live-in Aide will be required to verify, through a knowledgeable, licensed third-
party professional, that they have a disability and that there is a medical need for a Live-in Aide in order 
for them to fully enjoy HACE’s housing, services and/or programs.  HACE will not approve requests where 
the family has not named or identified a specific person that already has agreed to perform the Live-in 
Aide services. 
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HACE will perform the due diligence necessary to approve a proposed Live-in Aide, including performing a 
criminal records and background check, and any other screening criteria that HACE employs to determine 
the eligibility. The proposed Live-in Aide must sign all necessary written consents for HACE to perform its 
due diligence. Live-in Aides must supply HACE with their social security card and birth certificate. HACE is 
also required to run the EIV existing tenant search and Debts Owed to PHAs.  

Consistent with HUD guidance, HACE will not approve as a Live-in Aide any person who will provide 
occasional, intermittent, multiple, or rotating care.  HACE will not approve a proposed Live-in Aide that 
will not live in the care recipient’s residence seven days each week as their primary residence. HACE will 
not approve a proposed Live-in Aide if any of the following applies: 

1. Was ever a convicted sex offender with a life-long registration requirement. 

2. Was ever convicted of the manufacture, possession, or distribution of the drug 
methamphetamine (“meth”). 

3. Committed “fraud” or “bribery,” as those crimes are defined by state law. 

4. Committed any “other corrupt or criminal act” in connection with any federal housing program. 

5. Committed drug-related criminal activity or violent criminal activity; or 

6. Currently owes rent or other amounts to HACE or to another PHA or owner of any federally 
subsidized program. 

7. Has previously been terminated, or evicted, from a HACE program for a serious violation of the 
lease or program rules, or who, prior to a formal eviction, voluntarily left a HACE program in bad 
standing after receiving notice of such violation. 

8. Is on the Trespass and Banning list 

9. Does not have sufficient separate, personal financial resources to support themselves while 
serving as Live-in Aide. 

Approved Live-in Aides are entitled to have their own bedroom; however, HACE will entertain a request 
for the Live-in Aide to have an alternative sleeping area/personal space so that the family can remain in 
their present unit, provided it does not violate HACE’s occupancy standards. Otherwise, HACE will 
approve a maximum of one (1) additional bedroom for a family with an approved Live-in Aide. 

HACE will not approve an increase in the bedroom size of a family’s unit before a specific Live-in Aide has 
been identified, screened, and approved. Families will not be permitted to bring a Live-in Aide into an 
existing unit that will cause the family to violate HACE’s occupancy standards. In this circumstance, the 
family will need to promptly move to an appropriately sized unit. If the family refuses to move promptly, 
then their request for or continued approval for a Live-in Aide will be denied. 

Because the Live-in Aide occupies the unit only to provide services to the Participant, if the Participant is 
absent from the unit for more than 180 days, the Live-in Aide will vacate the Participant’s unit. (HACE will 
consider the Participant’s extenuating circumstances, Participant’s request for reasonable 
accommodation and the Participant’s status as a victim of an act covered by VAWA). 
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Periodically, HACE will inspect the unit to ensure that the Live-in Aide is currently present and working for 
the approved purpose, and that the bedroom allocated for use by the Live-in Aide is being used as such.  
HACE may perform an inspection at each regular inspection of the unit or may perform an interim 
inspection of the unit for the above-mentioned purposes.  If the Live-in Aide is not performing the 
approved care, and/or the additional bedroom is not being used by the Live-in Aide as their bedroom, 
then HACE may take appropriate action, including the withdrawal of the approval for the Live-in Aide 
request in general, or of the specific person as the Live-in Aide, in particular.  Depending upon the specific 
facts of the case, the family also may be in violation of program rules for fraud and may be subject to 
termination and/or eviction. 

HACE may withdraw approval of a Live-in Aide under the following circumstances: 

1. The Live-in Aide commits any of the acts set forth above that would have permitted the 
disapproval of the Live-in Aide in the first place. 

2. The Live-in Aide ceases to live in the unit seven days each week and/or fails to maintain the unit 
as their primary residence. 

3. The Live-in Aide fails to provide the essential care of their client, or takes on another 
commitment (e.g., work, school, caretaking) that HACE determines makes it improbable that the 
Live-in Aide can continue to diligently perform the essential care. 

4. The Live-in Aide (or any member of the Live-in Aide’s family approved to occupy the unit) 
engages in criminal activity on or off HACE property. 

5. The Live-in Aide (or any member of the Live-in Aide’s family approved to occupy the unit) 
commits any act on or off HACE property that threatens the health, safety, or welfare of HACE 
staff, or threatens the right to peaceful enjoyment of the property by other residents. 

6. The Care Recipient or Head of Household no longer desires the services of the Live-in Aide and 
requests that HACE withdraw approval. 

7. Other circumstances that warrant the withdrawal of approval. 

To accommodate emergency needs where an existing Live-in Aide leaves abruptly or the need for a Live-
in Aide arises quickly, HACE may allow a temporary reasonable accommodation that considers a person 
who is providing emergency care as an Emergency Caretaker Visitor, for a period not to exceed 60 days 
from the time that the need for a new Live-in Aide arises.   

The Emergency Caretaker Visitor cannot be:  

1. a convicted sex offender,  

2. a person convicted of the manufacture or distribution of the drug methamphetamine (“meth”), 

3. a person convicted of a crime within the past 3 years; or  

4. a person barred from any HACE property. 

If, after 60 days, the family has not submitted a complete request for a new Live-in Aide, including the 
designation of a specific person for screening and approval, the Emergency Caretaker Visitor will lose 
their “approved” status as an Emergency Caretaker Visitor and must permanently cease living in the unit. 
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A Head of Household has the right to dispute HACE’s acBons with regard to their request, the withdrawal 
of approval for a specific Live-in Aide or Emergency Caretaker Visitor, or other Live-in Aide-related acBon.  
Live-in Aides, proposed Live-in Aides, and Emergency Caretaker Visitors have no recourse or rights to 
HACE’s Hearing process. 

2.3 Income and Asset Limits 

A. Income eligibility for the HCV program is based on the total income calculaBon from all sources 
received by any family member. Income limits are determined by HUD and subject to periodic 
change. HACE shall use income guidelines provided by HUD to determine eligibility for the HCV 
program. These income guidelines will be posted and available for review in all of HACE’S offices. 
They are also available online at www.huduser.gov/portal/datasets/il.html. 

In order to qualify for a HCV, total household income must be below the very low-income limit 
(50% of area median income). HACE uses the most current HUD income limits for applicant 
eligibility.  

B. When the new HUD HOTMA rules go into effect, there will be changes to the rules for applicants 
applying on or aZer that date. No new applicant may have more than $103,200 (adjusted 
annually by HUD) in assets (less any assets excluded from the calculaBon) and may not own real 
property in which they could reside. 

C. INCOME TARGETING REQUIREMENTS: 

HACE is required to ensure that 75% of all admissions during the fiscal year qualify under the 
extremely low-income limit (30% of area median income).  

HACE will monitor admissions every six (6) months to determine compliance with the 75% 
Income TargeBng requirement.  

HACE will admit families to the HCV program to comply with the Income TargeBng requirement 
and may adjust the waiBng list selecBon to do so.  

At any Bme HACE may, at its sole discreBon and without noBce, adjust the selecBon of Income TargeBng 
Eligible families to an amount between 75% and 100% if it has determined that an insufficient number of 
household incomes do not exceed the 30% area median income.  

Where necessary, a request will be made to HUD by HACE to establish and implement different targeBng 
standards for “good cause,” in accordance with HACE’s Agency Plan. “Good cause” may include, but is not 
limited to, the requirements to house eligible families as special non-waiBng list admission and the 
treatment of the family’s income for the purposes of eligibility with Federal Income TargeBng. 

2.4 CiEzenship/Eligible ImmigraEon Status 

All applicants in a household must disclose their Social Security Number to be eligible for an HCV. HACE 
can give a 60-day extension to meet this requirement. A family’s failure to Bmely disclose and document a 
Social Security Number as required will result in their applicaBon being denied.  
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Housing assistance is available only to individuals who are U.S. ciBzens, U.S. naBonals (herein referred to 
as ciBzens and naBonals), or nonciBzens who have eligible immigraBon status. At least one family 
member must be a ciBzen, naBonal, or nonciBzen with eligible immigraBon status in order for the family 
to qualify for any level of assistance.  

HACE will noBfy all applicants of the requirement to submit evidence of their ciBzenship status for each 
family member when applying for a voucher. Where feasible, the noBce will be in a language that is 
understood by applicants not proficient in English.  

Each family member (or the parent/guardian for family members under age 18) must sign a declaraBon of 
ciBzenship status. Family members who do not sign a declaraBon of their status or provide the required 
supporBng documentaBon will be considered ineligible ciBzens. VerificaBon of eligible ciBzenship status 
will be conducted during the final applicaBon process only.  

Any new non-ciBzen family member must declare their status prior to being considered for addiBon to 
the household.  

A. MIXED FAMILIES 

A family must have at least one member who is a ciBzen or eligible nonciBzen. Families that 
include eligible and ineligible individuals are called “mixed.” Such applicant families will be given 
noBce that their assistance will be pro-rated and that they may request a hearing if they contest 
this determinaBon.  

Family members who declare ciBzenship or naBonal status will not be required to provide 
addiBonal documentaBon unless HACE receives informaBon indicaBng that an individual’s 
declaraBon may not be accurate.  

B. INELIGIBLE FAMILES 

1. HACE will not provide assistance to a family before the verificaBon of at least one family 
member as a ciBzen, naBonal, or eligible nonciBzen.  

2. If it is determined that an applicant family does not include any ciBzens, naBonals, or eligible 
nonciBzens, following the verificaBon process, the family will be sent a wri�en noBce within 
10 calendar days of the determinaBon.  

3. The noBce will explain the reasons for the denial of assistance and will advise the family of its 
right to request an appeal to the United States CiBzenship and ImmigraBon Services (USCIS), 
or to request an informal hearing with HACE.  

4. The informal hearing with HACE may be requested in lieu of the USCIS appeal, or at the 
conclusion of the USCIS appeal process. The noBce must also inform the applicant family that 
assistance may not be delayed unBl the conclusion of the USCIS appeal process, but that it 
may be delayed pending the compleBon of the informal hearing process. 

HACE is required to verify eligible immigraBon status through the USCIS SystemaBc Alien VerificaBon for 
EnBtlements (SAVE). The SAVE system does not determine eligibility but verifies immigraBon status.  

When HACE denies or terminates assistance due to lack of ciBzenship or eligible immigraBon status, HACE 
must send a wri�en noBce to the household which includes the following: 
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• A statement that financial assistance will be denied or terminated and the jusBficaBon 

• NoBficaBon that the family may be eligible for prorated assistance 

• In the case of a ParBcipant, the criteria and procedures for preserving assistance 

• The right to appeal the results of the secondary verificaBon to the USCIS and the 
procedures to appeal, and  

• The right to request an informal hearing from HACE in lieu of or aZer a USCIS appeal  

• In the case of applicants, the noBce must advise that assistance may be provided unBl the 
conclusion of the CIS appeal process; however, assistance may be placed on hold unBl the 
end of the informal hearing process. 

2.5 Eligible Types of Housing  

The HCV Program provides parBcipants with the opportunity to choose affordable private-market housing 
that meets their needs. The following types of housing may be selected by parBcipants of the Housing 
Choice Voucher Program (unless otherwise designated) and are considered approvable by HACE.  

A. Single-family residences 

B. Duplexes 

C. Low-rise and garden apartments 

D. Townhouses 

E. High-rises 

In general, HACE is not required to permit use of special types of housing in its program, as described by 
HUD. However, HACE will permit the use of special housing types if needed as a reasonable 
accommodaBon so that the program is readily accessible to and usable by persons with disabiliBes in 
accordance with 24 CFR Part 8.  

2.6 VerificaEon Requirements 

HACE will verify all informaBon that is used to establish the family’s eligibility and level of assistance and 
will obtain wri�en authorizaBon from the family in order to collect the informaBon. Applicants and 
program parBcipants must cooperate with the verificaBon process as a condiBon of receiving assistance. 
HACE will not pass on the cost of any verificaBon to the family.  

HACE will follow the verificaBon guidance provided by HUD. This secBon summarizes those requirements 
and provides supplementary HUD policies. 

A. FAMILY CONSENT TO RELEASE INFORMATION 

All families must supply any informaBon that HACE or HUD determines is necessary to the 
administraBon of the program and must consent to HACE verificaBon of that informaBon. 

B. CONSENT FORMS 

It is required that the head of household, spouse, and co-head, regardless of age, and all other 
adult applicants (anyone 18 or older) and ParBcipants sign form HUD-9886-A, AuthorizaBon for 



20 | P a g e   A p r i l  2 0 2 4  
 
 

Release of InformaBon. The purpose of form HUD-9886-A is to facilitate automated data 
collecBon and computer matching from specific sources and provides the family’s consent only 
for the specific purposes listed on the form. HUD and HACE may collect informaBon from State 
Wage InformaBon CollecBon Agencies (SWICAs) and current and former employers of adult family 
members. Only HUD is authorized to collect informaBon directly from the Internal Revenue 
Service (IRS) and the Social Security AdministraBon (SSA). Adult family members must sign other 
consent forms as needed to collect informaBon relevant to the family’s eligibility and level of 
assistance. 

HACE also requires a separate release of informaBon to cover other needed informaBon not 
included in the HUD-9886-A release form.  

EffecBve January 1, 2024, HUD form 9886-A will only be required to be signed and completed one 
Bme for each adult family member. If a member of the household turns 18 while on the wait list 
or while living in the HCV household, they will be required to sign the 9886-A before they are 
processed for housing or at the next reexaminaBon if already a ParBcipant. 

The HUD form 9886-A will be effecBve unBl either revoked by the applicant/ParBcipant in wriBng 
or an applicant is denied/removed from the waitlist, or for current ParBcipants, voucher has been 
terminated for any reason.   

If consent is revoked by an applicant, the applicaBon process will stop, and the applicant will be 
denied and removed from the wait list. 

If consent is revoked by a current ParBcipant, assistance will be terminated on the 1st day of the 
month following the consent revocaBon. 

HACE is required to report a family’s revocaBon of consent to the area HUD office.  

C. PENALTIES FOR FAILING TO CONSENT 

If any family member who is required to sign a consent form fails to do so, HACE will deny 
admission to applicants and terminate subsidy for current parBcipants. The family may request a 
hearing in accordance with HACE’S grievance procedures. 

D. HIERARCHY OF VERIFICATION 

HUD mandates the use of the Enterprise Income VerificaBon (EIV) system, offers administraBve 
guidance on the use of other methods to verify family informaBon, and specifies the 
circumstances in which each method will be used. HACE will use the most reliable form of 
verificaBon that is available and will document the reasons when HACE uses a lesser form of 
verificaBon.  

In order of priority, the forms of verificaBon that HACE will use are: 

• Upfront Income verificaBon (UIV) using HUD’s EIV system 

• Upfront Income verificaBon (UIV) using a non-HUD system 

• Wri�en third-party verificaBon (may be provided by applicant or parBcipant) 
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• Wri�en third-party verificaBon form 

• Oral third-party verificaBon  

• ParBcipant declaraBon 

E. SAFE HARBOR INCOME DETERMINATIONS 

EffecBve with the HOTMA implementaBon, HACE will also have the ability to use income 
verificaBons from certain means tested forms of Federal Public Assistance to determine income. 
Programs from which income determinaBon will be accepted include TANF, Medicaid, SNAP, 
Earned Income Tax Program, WIC and the Low Income Housing Tax Credit (LIHTC) program. These 
forms of verificaBon can be used for both admission to the program and interim or annual 
reexaminaBons. 

Safe Harbor documentaBon is considered acceptable if any of the following dates fall into the 12-
month period prior to receipt by HACE. 

• Income determinaBon effecBve date 

• Program administrators signature date 

• Family’s signature date 

• Report effecBve date 

• Other report-specific dates that verify the income determinaBon date.  

The document must state the family size, the amount of the family’s annual income and the 
members must match the family composiBon HACE has.  

In the case where mulBple Safe Harbor verificaBons are available from the same or different 
acceptable programs, HACE will use the most recent income determinaBon.  

F. MANDATORY EIV SCREENING 

HACE is required to use the Enterprise Income VerificaBon (EIV) to run an ExisBng ParBcipant 
Search on all applicants regardless of age and a Debts Owed to PHA’s and TerminaBon Report for 
all adults in the applicant household.  

G. REQUIREMENTS FOR ACCEPTABLE DOCUMENTS 

Any documents used for verificaBon must be the original (not photocopies) and generally must be 
dated within 120 days of the date they are provided to HACE. The documents must not be 
damaged, altered or in any way illegible. Printouts from web pages or emails are considered 
original documents. 

Any family self-cerBficaBon must be made in a format acceptable to HACE and must be signed in 
the presence of a representaBve from the agency. Documents signed in front of a Notary will also 
be acceptable.  

H. FILE DOCUMENTATION 

HACE will document in the file how the figures used in income and rent calculaBons were 
determined. All verificaBon a�empts, informaBon obtained, and decisions reached during the 
verificaBon process will be recorded in the family’s file in sufficient detail to demonstrate that 
HACE has followed all the verificaBon policies set forth in this Admin Plan. The record will be 
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sufficient to enable a staff member or HUD reviewer to understand the process followed and 
conclusions reached. 

HACE will document, in the family file, at a minimum, the following:  

• Reported family annual income.  

• Value of assets.  

• Expenses related to deducBons from annual income.  

• Other factors influencing the adjusted income or income-based rent determinaBon.  

• CiBzenship documentaBon 

• Required releases 

When HACE is unable to obtain third-party verificaBon, the family file will be documented as to 
the reason that third-party verificaBon was not available. 

2.7 Applicant Screening 

A. SCREENING FOR ELIGIBILITY 

HACE will screen all families seeking admission to its HCV program for eligibility based on 
predetermined screening criteria. HACE will consider all relevant informaBon.  

B. SCREENING CRITERIA 

HACE will consider the family’s history with respect to the following factors:  

• Criminal acBvity that is a threat to the health, safety, or welfare of others 

• The behavior of all household members as related to the grounds for denial as detailed in 
this policy, including lease compliance 

C. DETERMINING ELIGIBILITY 

When unfavorable informaBon is received, HACE will consider the Bme, nature, and extent of the 
applicant’s and family members’ conduct and to factors which may indicate a reasonable 
probability of favorable future conduct or financial prospects. The history of applicant conduct 
must demonstrate that the applicant family is not likely to:  

• Interfere with other ParBcipants in such a manner as to diminish their enjoyment of the 
premises by adversely affecBng their health, safety, or welfare; or  

D. SCREENING FOR DRUG RELATED AND OTHER CRIMINAL ACTIVITY 

HACE will screen all household members 18 years and older for criminal and drug related acBvity 
prior to admission. Necessary criminal history background checks will be performed in the state 
where the housing is located and in other states where household members are known to have 
resided.  

Using criminal screening and convicBon records, HACE will screen all adult household members 
for the following acBvity: 
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1. Drug-related criminal acBvity, defined by HUD as the illegal manufacture, sale, 
distribuBon, or use of a drug, or the possession of a drug with intent to manufacture, sell, 
distribute, or use the drug, within the last 7 (seven) years.   

2. Violent criminal acBvity, defined by HUD as any criminal acBvity that has as one of its 
elements the use, a�empted use, or threatened use of physical force substanBal enough 
to cause, or be reasonably likely to cause, serious bodily injury or property damage, 
within the last 7 (seven) years.  

3. Criminal acBvity that may threaten the health, safety, or welfare of other residents.  

4. Criminal acBvity that may threaten the health or safety of HACE staff, contractors, 
subcontractors, or agents.  

If any household member is currently engaged in or has engaged in any of the criminal acBviBes 
listed above, within the past seven (7) years, that household member(s) may be denied 
admission. Remaining members of the applicant household will not be affected by the denial 
provided a member is eligible for and capable of assuming the role as head of household. During 
the review HACE will consider the Bme, nature, and extent of criminal conduct when considering 
reinstatement of eligibility for admission. HACE will perform criminal background checks through 
local, state and federal law enforcement and through online databases for all adult household 
members. HACE will also use the Dru Sjodin NaBonal Sex Offender database to screen applicants 
for admission. 

E. PERMANENT PROHIBITIONS 

HUD requires that HACE permanently prohibit admission to the HCV program for:  

1. Individuals found to have manufactured or produced methamphetamine on the premises of 
federally assisted housing 

2. Individuals subject to a lifeBme registraBon requirement under a state sex offender 
registraBon program  

3. Families who have been evicted from federally assisted housing for drug-related criminal 
acBvity within the past three (3) years, unless HACE determines that the evicted household 
member who engaged in the drug-related criminal acBvity has successfully completed a 
supervised drug rehabilitaBon program approved by HACE, or the circumstances leading to 
the evicBon no longer exist (e.g., the household member with the criminal history has died or 
is imprisoned).  

F. PREVIOUS BEHAVIORS AND OTHER CRITERIA 

HACE will deny admission to an applicant family if HACE determines that the family:  

1. Owes rent or other amounts to HACE or any other PHA or owner in connecBon with any 
federally assisted housing program.  

2. Family has breached an agreement with HACE to pay amounts owed to HACE or amounts 
paid to an owner by HACE. 

3. The family has not reimbursed a PHA or other federally subsidized programs for amounts paid 
to an owner under a HAP contract, for rent, damages to the unit or other amounts owed by 
the family under the lease. 
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4. Misrepresented or has not provided complete informaBon related to eligibility, including 
income, award of preferences for admission, expenses, or family composiBon.  

5. Has commi�ed fraud, bribery, or any other corrupt or criminal act in connecBon with any 
federal housing program. 

6. Is currently on HACE’s Banned List of individuals. 

7. Any member of the family has ever engaged in or threatened abusive behavior toward HACE 
personnel or contractors.  

8. Any member of the family has been evicted from any Federally assisted housing program 
because of drug-related criminal acBvity as defined in 24 CFR 960.205 and 24 CFR 966.4, or if 
any member of the family has been evicted from Public Housing for any other reason in the 
past seven (7) years. The seven-year period shall begin on the date of such evicBon. HACE will 
obtain verificaBon from the Public Housing Authority or the owner of federally assisted 
housing if applicable. 

9. Any PHA has terminated program assistance for violaBng family obligaBons or program 
regulaBons under the lease of an assisted housing program for any family member in the past 
seven (7) years. HACE will obtain verificaBon from the PHA if applicable. 

10. Any member of the family, in the last 7 years, has demonstrated a pa�ern of abuse of alcohol 
or a pa�ern of illegal use of a controlled substance that may interfere with the health, safety 
or right to peaceful enjoyment of persons residing in the immediate vicinity of the residence. 
If HACE has reason to believe that a detrimental pa�ern exists, addiBonal inquiry may be 
iniBated through such resources as police reports and criminal records. 

11. Any member has ever been convicted of a major felony such as murder, rape, or terrorism, 
but not necessarily limited to these items, shall be denied housing for a period of ten (10) 
years from date of such incarceraBon.  

12. Has ever been convicted of any form of sexual crime or crimes against minor children shall be 
denied housing for a period of ten (10) years from date of such convicBon. 

13. Any member of the family fails to sign and submit the required consent forms for obtaining 
informaBon, including, but not limited to, form HUD 9886-A. 

G. EXCEPTIONS 

HACE may not deny admission to the HCV Program for a family member’s drug-related criminal 
acBvity if the family member can demonstrate the following: 

1. That they have an addicBon to a controlled substance, has a record of such impairment, or is 
a regarded as having such an impairment; and 

2. That they have recovered from such addicBon, does not currently use or possess controlled 
substances, and; 

3. They have successfully completed a supervised drug or alcohol rehabilitaBon program;  

4. They have otherwise been rehabilitated successfully; or 

5. They are parBcipaBng in a supervised drug or alcohol rehabilitaBon program.  
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HACE will not deny the admission to the HCV program for a family member’s drug-related 
criminal acBvity, violent criminal acBvity, or alcohol abuse if the family member involved in such 
acBvity or abuse is no longer a member of the household.  

2.8 Eligibility  

A. PLACEMENT ON THE WAITING LIST 

Being placed on the waitlist does not mean that applicant(s) are guaranteed a voucher.  

2.9 Denial of Assistance 

A. EVIDENCE 

HACE will use the preponderance of the evidence as the standard for making all decisions 
regarding assistance. 

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

ConsideraBon of Circumstances  

HACE will consider the following factors prior to making its decision:  

• The seriousness of the case, especially with respect to how it would affect other 
parBcipants 

• The effects that denial of admission may have on other members of the family who were 
not involved in the acBon or failure 

• The length of Bme since the violaBon occurred, the family’s recent history and the 
likelihood of favorable conduct in the future 

• Evidence of the applicant family’s parBcipaBon in or willingness to parBcipate in social 
service or other appropriate counseling service programs 

• In the case of drug or alcohol abuse, whether the culpable household member is 
parBcipaBng in or has successfully completed a supervised drug or alcohol rehabilitaBon 
program or has otherwise been rehabilitated successfully. HACE will require the applicant to 
submit evidence of the household member’s current parBcipaBon in or successful 
compleBon of a supervised drug or alcohol rehabilitaBon program, or evidence of 
otherwise having been rehabilitated successfully 

• HACE will admit an otherwise-eligible family who was evicted from federally assisted 
housing within the past three (3) years for drug-related criminal acBvity, if HACE is able to 
verify that the household member who engaged in the criminal acBvity has completed a 
supervised drug rehabilitaBon program approved by HACE, or the person who commi�ed 
the crime is no longer living in the household 

B. NOTICE OF ELIGIBILITY OR DENIAL  
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If based on a criminal record or sex offender registraBon informaBon an applicant family appears 
to be ineligible, HACE will noBfy the family in wriBng of the denial and provide a copy of the 
record to the applicant and to the subject of the record. The noBce will detail how the family can 
request an informal review if they are denied.  

In the event the family is ineligible due to non-ciBzen status, HACE will noBfy them, in wriBng, of 
ineligibility. The le�er will advise the family of their right to a DHS appeal and/or HACE informal 
review. 

C. PROHIBITION AGAINST DENIAL OF ASSISTANCE TO VICTIMS OF DOMESTIC VIOLENCE, DATING 
VIOLENCE, SEXUAL ASSAULT OR STALKING 

The Violence Against Women Act (VAWA) and the HUD regulaBon at 24 CFR § 5.2005(b) prohibit 
PHA’s from denying admission to an otherwise qualified applicant on the basis that the applicant 
is or has been a vicBm of domesBc violence, daBng violence, sexual assault, or stalking.  

HACE must provide all applicants and ParBcipants with informaBon about VAWA at the Bme of 
admission and at annual reexaminaBon. This will include the NoBce of Occupancy Rights Under 
the Violence Against Women Act, as well as a cerBficaBon form, form HUD-5382, to be completed 
by the vicBm to document an incident of domesBc violence, daBng violence, sexual assault, or 
stalking, per 24 CFR § 5.2005(a). HACE will also include such informaBon in all lease terminaBon 
noBces.  

HACE acknowledges that a vicBm of domesBc violence, daBng violence, sexual assault, or stalking 
may have an unfavorable history (e.g., a record of previous damage to an apartment that would 
warrant denial under HACE’s policies), and that such adverse factors may be direct results of 
domesBc violence, daBng violence, sexual assault, or stalking. HACE will take all informaBon into 
consideraBon.  

If HACE makes a determinaBon to deny admission to an applicant family, HACE will include in its 
noBce of denial informaBon about the protecBon against denial provided by VAWA in accordance 
with the provisions of the Act as well as including a copy of the form HUD-5382. HACE will 
request that an applicant wishing to claim this protecBon noBfy HACE within fiZeen (15) calendar 
days.  

Third Party DocumentaBon: HACE may not require third-party documentaBon in addiBon to form 
HUD-5382, except as specified below under “ConflicBng DocumentaBon,” nor may it require 
cerBficaBon in addiBon to third-party documentaBon. See the Violence Against Women Act, 
NoBce PIH 2017-08 (HA), and any revised/renewed noBces or reauthorizaBons.  

Any request for documentaBon of domesBc violence, daBng violence, sexual assault, or stalking 
will specify a deadline of fiZeen (15) calendar days following receipt of the request, will describe 
the three forms of acceptable documentaBon, will provide explicit instrucBons on where and to 
whom the documentaBon must be submi�ed, and will state the consequences for failure to 
submit the documentaBon or request an extension by the deadline.  

HACE may, at its discreBon, extend the deadline for ten (10) calendar days. Any extension granted 
by HACE will be in wriBng.  

ConflicBng DocumentaBon: If presented with conflicBng cerBficaBon documents (two or more 
forms HUD 5382) from members of the same household, HACE will a�empt to determine which is 
the true vicBm by requiring each of them to provide third-party documentaBon and by following 
any HUD guidance on how such determinaBons should be made. 
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2.10  ProtecEons under the Violence Against Women Act 

The Violence Against Women and JusBce Department ReauthorizaBon Act of 2017 (VAWA) is a 
gender neutral protecBon for the vicBms of domesBc abuse. Accordingly, vicBms of domesBc 
abuse will not be discriminated against during the applicaBon process with regard to eligibility, or 
have penalBes regarding conBnued parBcipaBon/tenancy if a household member is the vicBm of 
domesBc violence, daBng violence, sexual assault and stalking. 

HACE may not consider incidents of domesBc violence, daBng violence, sexual assault and 
stalking as serious or repeated violaBons of the lease or “good cause” for terminaBon of 
assistance, tenancy, or occupancy rights of the vicBm of abuse. 

HACE may not consider criminal acBvity directly relaBng to abuse, engaged in by a member of the 
parBcipant’s household or any guest or other person under the parBcipant’s control, cause for 
terminaBon of assistance, tenancy, or occupancy rights if the parBcipant or an immediate 
member of the parBcipant’s family is the vicBm or threatened vicBm of that abuse. 

HACE may request, in wriBng, that the vicBm, or a family member on the vicBm’s behalf, cerBfy 
that the individual is a vicBm of abuse ad that the form HUD-5382 CerBficaBon of DomesBc 
Violence, DaBng Violence, Sexual Assault, or Stalking, and Alternate DocumentaBon or other 
documentaBon as noted on the cerBfied form, be completed, and submi�ed with 14 days, or an 
agreed upon extension date, to receive protecBon under VAWA. Failure to provide the 
cerBficaBon or other supporBng documentaBon with the specified Bmeframe may result in the 
terminaBon of rental assistance. 

All HCV parBcipants will sign a Lease Addendum (Form HUD-91067) informing them of their rights 
under VAWA. 

SECTION 3: APPLICATIONS, WAITING LIST(S) AND PARTICIPANT SELECTION 

3.1 ApplicaEons 

HACE opens the waitlist for new applicaBons periodically as needed based on the number of applicants 
on the waitlist. When the waitlist is open, pre-applicaBons for the HCV program can be picked up at our 
main office located at 606 Holland Street, Erie, PA 16501. Applicants can also apply online at our website 
at www.hace.org.  

HACE will accept applicaBons during the period of Bme that the waitlist is open. Once the Bme period 
closes and the waitlist is closed, a lo�ery will be placed with all completed applicaBons using a computer 
program. Once the lo�ery is complete and applicaBon numbers are assigned, a le�er will be sent to all 
applicant families noBfying them of their posiBon and number on the wait list. 

HACE uses a pre-applicaBon for new applicants. At the Bme of selecBon from the waitlist, all applicants 
will be required to complete a full applicaBon.  

When an applicant is nearing the top of the waitlist and is selected to process their applicaBon, a final 
applicaBon packet will be mailed to complete and provide necessary documentaBon on date instructed. 
CommunicaBon may be conducted by phone, mail, email, in person or other means acceptable to HACE. 

If the packet is returned to HACE (e.g., unknown address, vacant, etc.) or there is no response by the due 
date, the applicaBon will be removed from the waitlist.  
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If the applicant is removed from the waiBng list because of their failure to respond was due to a verified 
disability, HACE may reinstate the applicant to their former posiBon on the waiBng list.  

All adult members must sign the Release of InformaBon Forms for the applicaBon to be considered 
complete.  

Applicants will be required to provide the following informaBon during processing of the final applicaBon: 

• Annual income; 

• Asset informaBon; 

• Family ComposiBon and proof of age of all family members;  

o Birth CerBficates for each member of the Household, if applicable 

In lieu of a birth cerBficate, a bapBsmal cerBficate, valid passport, Social Security Benefits 
Le�er with date of birth, NaturalizaBon cerBficate, census document or military discharge 
papers can also be used.  

• Medical Expenses (disabled and/or elderly); 

• Social Security Cards for all members or; 

o An original document issued by a federal or state government agency that contains the 
name and Social Security number of the individual, along with other idenBfying 
informaBon.  

o If above items are not available, HACE can also accept self-cerBficaBon of Social Security 
number and at least one third party document, such as a bank statement, uBlity or cell 
phone bill, benefit le�er etc., that contains the name of the individual. HACE must also 
document why the other Social Security documentaBon was not available.  

• VerificaBon of ciBzenship and/or eligible non-ciBzen status; 

• VerificaBon of disability status; 

• Photo ID for each member aged 18 or older, if applicable 

o State ID, student ID, military ID, state driver’s license 

• Other informaBon HACE may require to determine eligibility.  

HACE will make special accommodaBons to assist an applicant with a disability to complete an 
applicaBon. An applicaBon in accessible format may be made available at the request of the person with a 
disability.  

Upon compleBon of the final applicaBon and the informaBon contained therein, the applicant will be sent 
one of the following: 

A. If the applicant meets the eligibility criteria, a le�er will be sent, which will indicate, based upon 
the applicaBon submi�ed, that they appear to qualify for parBcipaBon in the HCV program. They 
will also receive an extended Voucher briefing packet.   
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Normally, upon noBce of eligibility, an applicant will receive informaBon regarding a voucher 
briefing.  In the event that HACE is in a shor¨all (a Bme when funding uBlizaBon exceeds funding 
received by HUD), applicants will receive noBficaBon of eligibility only.   
Applicants who received a determinaBon of eligibility during shor¨all, will be issued vouchers in 
applicaBon number order when addiBonal funding is available to HACE. 

B. Applicants who are determined to be ineligible or unsuitable for admission will be noBfied 
promptly by mail. These applicants will receive a NoBce of Ineligibility from HACE staBng the basis 
for such a determinaBon. HACE shall provide such applicants with an opportunity for an informal 
review of the determinaBon. The applicant must contact HACE, preferably, in wriBng within 14 
days of receipt of the Le�er of Ineligibility. Upon Bmely receipt of the applicant’s request for 
review, HACE will schedule the informal review. The review shall occur within a reasonable Bme 
frame following the determinaBon of ineligibility or unsuitability. The Le�er of Ineligibility to the 
applicant will include the reason for the determinaBon.  
Applicants determined ineligible for violent criminal acBvity or drug related acBvity as a result of 
the informal review, will be considered ineligible to reapply for a period of 1 year. Applicants 
denied for other reasons may reapply based upon the decision issued at the review.  

AZer the ineligibility period has expired, applicants may reapply for housing subject to the 
condiBons described in these policies.  

C. In the event the family is ineligible due to non-ciBzen status, HACE will noBfy the family in wriBng 
of ineligibility. The le�er will inform them of their right to a Department of Homeland Security 
(DHS) appeal and/or PHA Informal Review and other applicable requirements of 24 CFR 5.5. 

In the event of a subsidy short fall, HACE will be unable to select applicants and process waitlist 
eligibility determinaBons unBl funding is available. Applicants who were in process before the 
short fall will receive eligibility determinaBons. 

3.2 OrganizaEon of WaiEng List 

The HCV Program maintains a separate waiBng list from its Public Housing Program. HACE uBlizes a 
random lo�ery system to posiBon applicants on the final HCV waiBng list. The Authority will determine a 
reasonable period for the opening and closing of the waiBng list. HACE will not accept applicaBons prior 
to the opening and aZer the closing of the enrollment period. Applicants are selected from the waiBng list 
in numerical order from lowest to highest. Only aZer a final applicaBon is completed will a determinaBon 
be made on an applicant’s eligibility.  

Applicants must inform HACE of any changes to informaBon listed on the applicaBon (e.g., address, phone 
number, email). Failure to noBfy HACE of such changes may result in the applicant’s removal from the 
waiBng list.  

HACE will not merge the HCV waiBng list with the waiBng list for any other program HACE operates. HACE 
will also not accept a Public Housing applicaBon for the HCV Program and vice versa.  

3.3 Occupancy Standards 

The following standards will govern the number of bedrooms required to accommodate a family of a 
given size and composiBon. Reasonable excepBons to these standards may be made at the discreBon of 
the ExecuBve Director or their designee. 
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BEDROOM SIZE 
MINIMUM # OF 

PERSONS 
MAXIMUM # OF 

PERSONS 

Single Room Occupancy 1 1 

0 bedroom 1 2 

1 bedroom 1 2 

2 bedroom 2 4 

3 bedroom 3 6 

4 bedroom 5 8 

5 bedroom 6 10 

6 bedroom 9 12 

 

Other Occupancy ConsideraBons: 

A. Head of Household and spouse or persons engaged in any form of spousal relaBonship, will be 
assigned one bedroom. 

B. All family members of the same gender will be assigned so that two persons will share the same 
bedroom. However, HACE has the discreBon to separate same gender children that are 5 years 
apart. 

C. Opposite gender persons may not be required to share the same bedroom. 

D. Persons living as co-heads of the household (e.g., two sisters) can be eligible for separate 
bedrooms.  

E. Subsidy standards will be based on a minimum of one person per bedroom.  

F. Family members may be issued separate bedrooms for medical reasons. A medical professional 
must verify a reasonable accommodaBon request and cerBfy it is medically necessary.  

G. A family that consists of a pregnant woman (with no other persons) will be treated as a two-
bedroom family.  

H. A family who chooses to lease a unit with fewer bedrooms than is listed on the family’s Voucher 
must indicate their preferences in wriBng. HACE will determine if the unit size will meet NSPIRE 
standards. 

In determining the Voucher size to be issued, the following will also apply: 

A. ConsideraBon will be given for a child who is away at school but returns to the unit during breaks.  

B. A child who is temporarily placed in foster care is considered a member of the family household.  

C. Any live-in aide approved by HACE to reside in the unit to care for a family member who is 
disabled, or elderly will be permi�ed a separate sleeping room. Only one (1) bedroom per 
household is permi�ed. A Live in aide is not considered a family member.  

Over Housing/Under Housing 
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A. If a family size decreases, the voucher size may also decrease. This will be effecBve at the 
ParBcipants annual recerBficaBon.  

B. If a family size increases and are now considered under housed, they may locate suitable housing 
immediately unless the family submits a wri�en statement requesBng to stay in unit and receives 
HACE’s approval.  

Placement on the waiBng list does not indicate that the family is, in fact, eligible for admission. When the 
family is selected from the waiBng list, HACE will verify any preference claimed and determine eligibility 
for admission to the HCV program.  

At a minimum, the waiBng list will contain the following informaBon for each household listed:  

A. Name of Head of Household and current address 

B. ApplicaBon number and date  

C. Lead Safe Housing Preference for local families with children  

3.4 ReporEng Changes in Family Circumstances  

While on the waiBng list, the family must inform HACE within twenty (20) calendar days of changes in 
family size or composiBon, contact informaBon, mailing address, email address and phone number. The 
changes will be submi�ed, preferably, in wriBng to HACE in person, by mail or by electronic methods such 
as email. If this is not possible, staff can take informaBon orally.  

3.5 Preference Status Change While on WaiEng List 

If the applicaBon has received a preference for Lead Safe Housing when placed on the waitlist and it no 
longer applies, the preference will be removed and the applicaBon will go back to it’s original locaBon on 
the waitlist. The family will then be informed as to how the change in status has affected their place on 
the waiBng list.  

3.6 Removal from WaiEng List 

HACE will remove an applicant from the waiBng list upon request by the applicant family. In such cases no 
informal review is offered. If HACE determines that the family is not eligible for admission, the family will 
be removed from the waiBng list. If a family is removed from the waiBng list because HACE has 
determined the family is not eligible for admission, a noBce will be sent to the family’s address of record. 
The noBce will state the reasons the family was removed from the waiBng list and will inform the family 
how to request an informal review regarding HACE ’s decision. 

HACE will not remove an applicant’s name from a waiBng list unless:  

A. The applicant submits a request, preferably in wriBng, via le�er or email, for their name to be 
removed.  

B. HACE has made reasonable efforts to contact the applicant to obtain informaBon necessary to 
process the applicaBon, and the applicant has failed to respond. 

If an applicant’s failure to respond to a request for informaBon or update was caused by a disability, or 
was the direct result of DomesBc Violence, DaBng Violence, Sexual Assault or Stalking, HACE will provide 
reasonable accommodaBon to give them an opportunity to respond.  
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3.7 Closing the WaiEng List(s)  

HACE, at its discreBon, may close the HCV waiBng list. 

HACE may elect to: 

A. close the waiBng list completely 

B. close the list during certain Bmes of the year 

During the period when the waiBng list is closed, HACE will not maintain a list of  individuals who wish to 
be noBfied when the waiBng list is reopened.  

3.8 Re-Opening the WaiEng List(s)  

HACE will announce the reopening of a waiBng list at least ten (10) calendar days prior to the date 
applicaBons will first be accepted. The noBce will specify where, when, and how applicaBons are to be 
received.  

HACE will give public noBce by publishing the relevant informaBon in suitable media outlets including, but 
not limited to:  

• Local newspapers  

• HACE website at www.hace.org 

• Social media 

• Through Social Service Agencies 

The noBce will contain:  

• The dates, Bmes, and the locaBons where families may apply  

• The programs for which applicaBons will be taken  

• A brief descripBon of the program 

• LimitaBons, if any, on who may apply 

• The date applicaBon intake will be suspended, if applicable 

NoBces will be made in an accessible format and provided as requested in accordance with SecBon 504 of 
the RehabilitaBon Act and the Americans with DisabiliBes Act (ADA) regulaBons. HACE will furnish 
appropriate auxiliary aids and services where necessary to provide individuals with hearing and vision 
impairments an equal opportunity to access the noBces. NoBces will be made available in accessible 
formats for individuals with limited English proficiency, in accordance with HUD’s Limited English 
Proficiency Guidance and 72 Fed. Reg. 2732. NoBces will provide potenBal applicants with HACE ’s 
address and telephone number, how to submit an applicaBon, a point of contact who can answer 
quesBons, and any other informaBon the applicant may need to successfully submit the applicaBon. 

3.9 SelecEon Method  

HACE will use the methods described herein to select applicants off the waitlist. HACE has adopted the 
following waitlist preference which must be verified at Bme of applicaBon.  

HACE will use the following preference structure:    
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A. PREFERENCES 

Families who qualify for a Preference, as defined in this secBon, will be admi�ed prior to families 
who do not have a Preference. All Preferences will be rated as equal, having no individual weight 
or aggregate value for mulBple preferences. Proof of preference must be a�ached with the 
applicaBon when submi�ed to HACE. HACE will place families on the waiBng list by applicaBon 
number, and by the Preferences as described below: 

1. Special Lead-Safe Housing Preference for Local Families with Children 

Any applicant family who currently resides in a unit which has been selected for the HUD-
funded Lead Hazard Control Program operated by the Redevelopment Authority of the 
City of Erie and who: 

a. Has, as one of its members, a child under 6 years of age; and 

b. Resides in the City of Erie 

2. Youth to Independence (FYI) Voucher Preference 

An eligible FYI parBcipant who has completed their 36 month voucher term may be 
eligible for a HCV preference on the waiBng list.  

3. Movin On 
 

Any applicant through the Moving On program will be added to the top of the waitlist.  

Preference does not guarantee admission. The applicant must meet all HACE ParBcipant 
screening criteria before being selected as a parBcipant.  

B. NON-PREFERENCE 

A family is considered non-preference if they claim no preference as outlined above.  

C. SELECTING APPLICANTS FROM THE WAITING LIST  

Applicants without a preference will be selected from the waitlist in numerical order. Factors such 
as income targeBng will also be considered in accordance with HUD requirements and HACE 
policy. 

D. NOTIFICATION OF SELECTION 

HACE will noBfy the family by first class mail when they are selected from the waiBng list. The 
noBce will inform the family of the following:  

1. Date, Bme, and locaBon of the scheduled applicaBon interview, including any procedures 
for rescheduling the interview  

2. Who is required to a�end the interview  

3. Documents that must be provided at the interview to document the legal idenBty of 
household members, including informaBon about what consBtutes acceptable 
documentaBon  
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4. Documents that must be provided at the interview to document eligibility for a 
preference, if applicable  

5. Other documents and informaBon that should be brought to the interview  

HACE may also send the packets of informaBon to be signed with instrucBons on what is sBll 
needed for the applicaBon to be processed. This will include a date by which the applicant family 
must respond. If the required documents are not returned to the SecBon 8 office by this date, the 
family will be removed from the wait list. If the reason for the delay is due to health reasons, a 
disability or VAWA protecBons, HACE will take that into consideraBon.  

If a noBficaBon le�er is returned to HACE with no forwarding address, the family will be removed 
from the waiBng list without further noBce. Such failure to act on the part of the applicant 
prevents HACE from making an eligibility determinaBon, therefore, no informal review will be 
offered. 

E. FUNDING LIMITATIONS 

If HACE does not have sufficient funds to subsidize the family unit size of the family at the top of 
the waitlist, HACE will NOT skip the top waiBng list family in order to admit an applicant family 
with a smaller family unit size that can be immediately supported with available funding.  

3.10 Verifying Eligibility 

ELIGIBILITY INTERVIEW  

Families selected from the waiBng list are required to parBcipate in an eligibility interview either in 
person or by phone/conference call. Email can also be used to obtain needed informaBon. 

The head of household and the spouse will be strongly encouraged to a�end the interview together.  

The family must provide the informaBon necessary to establish the family’s eligibility, and to determine 
the appropriate amount of rent the family will pay. The family must also complete required forms, provide 
required signatures, and submit required documentaBon. If any materials are missing, HACE will provide 
the family with a wri�en list of items that must be submi�ed. 

Any required documents or informaBon that the family is unable to provide at the interview must be 
provided within fourteen (14) calendar days of the interview. If the family is unable to obtain the 
informaBon or materials within the required Bme frame, the family may request an extension. If the 
required documents and informaBon are not provided within the required Bme frame (plus any 
extensions), the family will be sent a noBce of ineligibility. 

An advocate, interpreter, or other person may assist the family with the applicaBon and the interview 
process.  

Interviews will be conducted in English. For limited English proficient (LEP) applicants, HACE will provide 
interpretaBon services in accordance with HACE’s LEP plan. To ensure effecBve communicaBon with 
persons with disabiliBes in the interview process, HACE will furnish appropriate auxiliary aids and services 
where necessary to afford individuals with hearing and vision impairments an equal opportunity to access 
and parBcipate in the program. HACE will provide appropriate auxiliary aids and services necessary to 
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ensure effecBve communicaBon, which includes ensuring that informaBon is provided in appropriate 
accessible formats as needed, e.g., Braille, audio, large type, accessible online formats, assisBve listening 
devices, and sign language interpreters.  

If the family is unable to a�end a scheduled interview, the family should contact the SecBon 8 Office in 
advance of the interview to schedule a new appointment.  

Applicants who fail to a�end a scheduled interview without HACE approval will have their applicaBons 
withdrawn.  

3.11 Final Eligibility DeterminaEon 

HACE will noBfy a family in wriBng of their eligibility within ten (10) calendar days of the determinaBon.  

If HACE determines that the family is ineligible, HACE will send wri�en noBficaBon of the ineligibility 
determinaBon within ten (10) calendar days of the determinaBon. The noBce will specify the reasons for 
ineligibility and will inform the family of its right to request an informal review.  

HACE must provide the family a noBce of VAWA rights (form HUD-5380) as well as the HUD VAWA self-
cerBficaBon form (form HUD-5382) in accordance with the Violence against Women Act of 2013, at the 
Bme the applicant is provided assistance or at the Bme the applicant is denied assistance. The noBce and 
self-cerBficaBon form must accompany the wri�en noBficaBon of eligibility determinaBon. This noBce 
must be provided in both of the following instances: (1) when a family begins receiving assistance (lease 
execuBon) and is noBfied of its eligibility; or (2) when a family is noBfied of its ineligibility. 

SECTION 4: SPECIAL ADMISSIONS (Non WaiBng List SelecBon) 

A special admission is the admission of an applicant who is not on the waitlist or who is admi�ed without 
consideraBon of the applicant’s waiBng list posiBon. HACE will admit families as special admissions under 
the following the condiBons; 

1. If HUD awards funding that is targeted for families living in specified units 

a. HACE will use the assistance for the families living in these units; and 

b. HACE will maintain records showing that a family was admi�ed with HUD-targeted 
assistance. 

2. HACE will admit a family who is part of a HUD Office of Inspector General (OIG) witness 
protecBon program, provided that the OIG furnishes a wri�en threat assessment that 
recommends re-housing the family to avoid or minimalize risk of violence against the 
family members as a reprisal for providing informaBon.  

4.1 Foster Youth to Independence IniEaEve (FYI Vouchers) 

FYI vouchers are reserved for youth ages 18 and not more than 24 years old, who have leZ foster care or 
will be leaving foster care within 120 days and are at risk of becoming homeless. 

FYI vouchers will be requested from HUD on an as needed basis as referred applicants apply for housing. 
Referrals to the program are only for individuals who qualify through the Erie County Office of Children 
and Youth.  
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If a referred applicant is currently on the HCV waitlist, they will be selected in order of their posiBon on 
the HCV waitlist in accordance with HACE admission policies. Their applicaBon cannot be removed, 
cancelled, or withdrawn, in anBcipaBon of a FYI voucher availability.  

If HACE HCV waitlist is closed, it will reopen and close, to accept an FYI applicant, without opening the 
waitlist for other applicants. 

FYI applicants are subject to the same screening procedures and eligibility requirements as an HCV 
applicant. If eligible, they will be offered a voucher once HACE receives approval from HUD. If ineligible, 
they can request an Informal Review. 

The family will have a maximum of three (3) years to use the voucher. At the end of 3 years, the voucher 
will be given to another FYI qualified applicant or turned back into HUD. If there is an HCV available at the 
Bme of the FYI voucher expiraBon HACE or another Housing Authority may absorb the parBcipant into 
their HCV program.  

Portability requirements for a FYI voucher are the same as HACE’s standard HCV with one excepBon. 
HACE has elected to waive the 1st year residency within the City of Erie, PA so that FYI applicants may 
port to Erie County, PA, immediately when they receive their voucher. Other than porBng to the County, a 
FYI voucher holder must reside within the City of Erie, PA for 1 year before porBng elsewhere. 

4.2 Veterans Affairs SupporEve Housing (VASH Vouchers) 

HACE administers vouchers specifically for homeless Veterans and their families who are referred by the 
Veterans Affairs Medical Center (VAMC). The VAMC maintains the VASH waitlist and conducts their own 
separate screening for eligibility, prior to a wri�en referral for a voucher. HACE is required to verify a 
LifeBme Sex Offender registraBon and income limits for determinaBon of eligibility. AZer admission, a 
parBcipant who wishes to add another household member, will be subject to the HCV standard screening 
criteria.  

VASH vouchers are portable to any Housing Authority that administers HCV’s. As part of the VASH voucher 
requirement, the Veteran must agree to comply with required case management acBviBes through the 
VAMC or the voucher may be terminated. 

4.3 Moving On Vouchers 

Through the Moving On preference, HACE will provide housing assistance to eligible individuals and 
families to transiBon from the ConBnuum of Care (CoC) funded Permanent SupporBve Housing (PSH) 
Program to the HCV Program. Eligible persons will be referred to HACE by authorized Erie County CoC PSH 
grant recipients. Designated PSH programs will use a common housing readiness assessment tool 
approved by Erie City and County CoC for PSH parBcipants who have demonstrated housing stability in 
the PSH unit, are no longer in need of intensive services and ready and able to move into SecBon 8 HCV 
programs.  

The referral process and requirements will be developed and approved in partnership between the Erie 
City and County CoC and HACE. To ensure PSH resources are prioriBzed for persons with the highest 
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needs, the referring program will be required to fill its housing bed/unit made available aZer the 
transiBon of its parBcipant to the HCV program with a chronically homeless individual or family in 
accordance with CPD NoBce 16-11. The Erie City and County CoC Moving on Program will allow formerly 
homeless families and individuals sBll in need of housing subsidies to maintain housing stability with the 
provision of the HCV affordable housing resource while having the criBcally important added benefit of 
freeing up scarce PSH beds/units and supporBve services for chronically homeless persons in emergency 
shelters, living outside, or other places not meant for human habitaBon. 

Once a referral is made to MACE from a PHS provider, the HCV staff will check to see if the 
individual/family is on the waiBng list already. If the individual/family is already on the waiBng list, they 
will be selected in order of the posiBon on that list in accordance with HACE admission policies. Their 
applicaBon cannot be removed, cancelled or withdrawn to benefit from the Moving On preference.  

If the HACE HCV waitlist is closed, it will reopen and close to accept a Moving On applicant without 
opening for other applicants.  

Moving On applicants are subject to the same screening procedures and eligibility requirements as a 
“regular” HCV applicant.  

SECTION 5: BRIEFINGS AND VOUCHER ISSUANCE 

5.1 Briefings 

When a family is to be issued a Voucher, they will receive an extended Voucher Briefing packet. The 
voucher packet is a step by step guide to leasing an apartment. The family is required to view the HACE 
HCV Briefing on our website in coordinaBon with the packet. 

The voucher briefing will also inform the family on how the HCV Program works including recerBficaBons 
and interims, NSPIRE, family and owner responsibiliBes, and where a family may lease a unit inside or 
outside HACE’s jurisdicBon. The family is issued their Voucher with the packet.  

5.2 Voucher Briefing Packet 

The applicant will be provided at a minimum the following materials:  

A. A Voucher packet containing items required by 24 CFR 982.301(b); 

B. Printed power point of the webinar. 

C. InstrucBons for submi«ng a unit for approval 

D. Request for Tenancy Approval (RFTA), AmeniBes form and the HUD Tenancy Addendum 

E. UBlity Allowance schedule 

F. City of Erie census tract 

G. A current list of available units and interested owners 

H. Requirements to reporBng changes in family income and circumstances 

I. The HUD brochure, “A Good Place to Live” 
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J. HUD Lead-Based Paint Brochure 

K. FSS Program brochure 

L. VAWA InformaBon 

M. Fair Housing Equal Opportunity (FHEO) housing discriminaBon  

N. LGBTQIA2S+ Equal Access to HUD Programs 

O. HACE Move-in/Move-out InspecBon Checklist 

5.3 Required Viewing of Voucher Briefing  

The family is required to self-cerBfy that they completed watching the video by submi«ng an email or 
wri�en statement along with their voucher number. Failure to submit this cerBficaBon will void 
submissions of RFTA’s. 

The video, called “Housing Choice Voucher Briefing,” is located on our website at www.hace.org. 

5.4 Expanded Housing OpportuniEes 

The Housing Authority of the City of Erie includes with each voucher orientaBon packet a Housing 
Resource list that includes the names and telephone numbers of owners who are offering housing units 
throughout Erie.  

HACE will assist families in negoBaBons with owners and provide any other recommendaBons relaBve to 
the families’ needs for housing.  

5.5 Family ObligaEons 

A. Providing Required InformaBon 

1. The family must provide any informaBon that HACE or HUD determines is necessary in the 
administraBon of the Program.  

2. The family must provide any informaBon requested by HACE or HUD for use in a regularly 
scheduled reexaminaBon or interim examinaBon of family income and composiBon in 
accordance with HUD requirements.  

3. The family must provide and verify social security numbers, and must sign and submit 
consent forms, in accordance with 24 CFR part 5 subpart B.  

4. Any informaBon provided by the family must be true and complete.  

B. NSPIRE Breach caused by the family 

The family is responsible for an NSPIRE breach caused by the family as described in 24 CFR 
982.404(b).  

C. PHA InspecBon  

The family must allow HACE to inspect the unit at reasonable Bmes and aZer reasonable noBce.  

D. ViolaBon of the Lease 

The family may not commit any serious or repeated violaBons of the lease.  
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E. Family NoBce of Move or Lease TerminaBon 

The family must noBfy HACE and the owner before the family moves out of the unit or terminates 
the lease upon noBce to the owner.  

F. Owner EvicBon NoBce 

The family must promptly give HACE a copy of any owner evicBon noBce. 

G. Use and Occupancy of the Unit 

1. The family must use the assisted unit for residence by the family, and the unit must be the 
family’s only residence.  

2. The composiBon of the assisted family residing in the unit must be approved by HACE.  

3. The family must promptly noBfy HACE if a family member no longer resides in the unit.  

4. If HACE gives approval, a foster child or a live-in aide may reside in the unit.  

5. Members of the household may engage in legal profit-making acBviBes in the unit, but only if 
such acBviBes are incidental to primary use of the unit for residence by members of the 
family and have been approved by the Owner.  

6. The family must not sublease or sublet the unit. 

7. The family must not assign the lease or transfer the unit.  

H. Absence from Unit 

The family must supply any informaBon or cerBficaBon requested by HACE to verify that the 
family is living in the unit, or relaBng to the family’s absence from the unit, including any 
requested informaBon or cerBficaBon regarding the purposes of family absences.  

I. Interest in Unit 

The family must not own or have any interest in the unit.  

J. Fraud and Other Program ViolaBon 

The members of the family must not commit fraud, bribery or any other corrupt or criminal act in 
connecBon with the Program. 

K. Crime by Family Members 

The members of the family may not engage in drug-related criminal acBvity or violent criminal 
acBvity.  

L. Other Housing Assistance 

An assisted family, or any member of the family, may not receive HCV parBcipant-based 
assistance while receiving another housing subsidy, for the same unit, or for a different unit under 
any duplicaBve federal, state, or local housing assistance program. 

5.6 Voucher Term 

At HACE ‘s discreBon, vouchers may be issued at 60, 90 or the total 120 day term.  



40 | P a g e   A p r i l  2 0 2 4  
 
 

The voucher term plus any extensions may not exceed a total period of 120 days from the beginning of 
the iniBal term. HACE may grant an addiBonal extension beyond the maximum of 120 days as reasonable 
accommodaBon for a family who includes a member who has a disability.  

The family must submit a Request for Tenancy Approval (RFTA) within this Bmeframe. 

5.7 Voucher Portability 

The term “portability” refers to the process of leasing a dwelling unit with parBcipant-based housing 
voucher assistance outside of the jurisdicBon of the PHA that iniBally issues the family its voucher (the 
iniBal PHA). HACE will adhere to the Program regulaBons covering where a family may move and the 
responsibiliBes of the iniBal PHA and the receiving PHA (the PHA with jurisdicBon over the area to which 
the family moves) found at §982.353 through §982.355, and NoBce PIH 2008-43 HA.  

 

Incoming Vouchers 

HACE will accept families who have valid Vouchers from another Housing Authority’s jurisdicBon. HACE 
will have the discreBon to bill incoming portable Vouchers or to absorb them. If an incoming portable 
family’s income is greater than 30% of the area median income, HACE may bill the iniBal Housing 
Authority for the Voucher. HACE, as “receiving Housing Authority”, may grant a 30 day extension in 
accordance with HUD.  

Outgoing Vouchers 

In some instances, a family may choose to move to a PHA’s jurisdicBon where housing costs and payment 
standards are higher than those in HACE’s jurisdicBon. In these situaBons, if the receiving PHA does not 
wish to absorb the family into its own program, and intends to bill HACE, there is a possibility that HACE 
may NOT have sufficient funding to support that assistance payment in the “higher cost” jurisdicBon. 
Therefore, in some cases, because of limited availability of funds, a family may not be able to relocate into 
another jurisdicBon with higher payment standards. HACE will make every effort to inform the family of 
these types of limitaBons prior to the family elecBng to use the portability feature in a higher cost area. 
HACE also has the right to waive the 12 month residency requirement so that a family may move to a 
locaBon of their choice so long as the receiving Housing Authority agrees to this arrangement. 

Denying Family Requests to Move Under the Portability Procedures 

The housing choice voucher regulaBons at §982.353 provide that voucher holders (with the excepBon of 
non-resident applicaBons) and parBcipaBng families have the right to receive parBcipant-based voucher 
assistance in accordance with program requirements to lease a unit outside of the iniBal PHA jurisdicBon. 
The family may lease a unit anywhere in the United States, provided the area is in the jurisdicBon of a 
PHA with a parBcipant-based voucher program. HACE may only deny a family’s request to move under 
portability if it has grounds to do so under the program regulaBons, which are as follows: 

• HACE has grounds to deny the move because of the family’s acBon or failure to act as 
described in §982.552 or §932.553. The Violence Against Women and Department of 
JusBce ReauthorizaBon Act of 2017 (VAWA) defines excepBons to these provisions.  
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• The family is a non-resident applicant, or the family was a non-resident applicant that has 
not yet been assisted in HACE’s jurisdicBon for 12 months since being admi�ed to the 
program (see §982.353(c)).  

• The family is an applicant and is not income-eligible (see §982.535(d)(1)) in the area in 
which they wish to iniBally lease a unit.  

• HACE does not have sufficient funding for conBnued assistance to support the move, in 
accordance with §982.314(e)(1) and as described below.  

Denying Portability Moves Due to Insufficient Funding 

HACE may only deny a request to move to a higher cost area in accordance with §982.314(e)(1) if HACE is 
unable to avoid terminaBons of housing choice voucher assistance for current parBcipants during the 
calendar year in order to remain within its budgetary allocaBon (including any available HAP reserves) for 
housing assistance payments. A “higher cost area” is defined as an area where a higher subsidy amount 
will be paid for a family because of higher payment standard amounts or “more generous” subsidy 
standards (e.g., the receiving PHA issues a 3-bedroom voucher to a family that received a 2-bedroom 
voucher from the iniBal PHA). Before denying the family’s request to move due to insufficient funding, 
HACE must contact the receiving PHA and confirm that the receiving PHA will not absorb the family. If the 
receiving PHA is willing to absorb the family, there are no grounds to deny the portability move under 
§982.314(e)(1).  

If HACE denies the family’s request to move under $982.314(e)(1), it must promptly noBfy the family 
(assuming the family is sBll a parBcipant in HACE’s voucher program) once there is sufficient funding 
available to support the family’s request to move. HACE will promptly process the family’s request to 
move if the family indicates it sBll wishes to move at that Bme.  

SECTION 6: APPROVAL OF INITIAL LEASE 

6.1 Request for Approval to Lease Unit 

The family must submit to HACE a Request for Tenancy Approval (RFTA), AmeniBes form, and an unsigned 
proposed lease that includes HUD’s Tenancy Addendum. All documents must be submi�ed during the 
term of the Voucher.  

6.2 Approval Process  

AZer the family submits a Request for Tenancy Approval and required forms HACE will review the 
documents for approval in accordance with the following: 

A. Determine if the lease can be approved and includes the HUD Tenancy Addendum; 

B. Determine if the rent is reasonable and within applicable limits; negoBate the rent if required 

C. Determine compliance of leasing to family members; 

D. Determine if the property and owners are eligible to parBcipate in the HCV Program; 

E. Inspect and approve the unit for HCV Program; 
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F. Advise the owner of their responsibility to screen the prospecBve parBcipant as HACE has not 
screened the family’s behavior or suitability for tenancy; and 

G. Provide the following informaBon to the owner, if requested: 

1. The family’s current address; and 

2. The name and address (if known to HACE) of the owner of the family’s current and prior 
addresses.  

CondiBons A through E above must be met before the lease is approved by HACE.  

6.3 Disapproval of Owner 

HACE will refuse to enter into a HAP contract and deny approval to lease a unit from an owner for any of 
the following reasons: 

• The owner has been debarred, suspended or subject to a limited denial of parBcipaBon 
under 24 CFR part 24; 

• The owner has a history of refusing to terminate tenancy of families who threaten the 
health or safety of other residents, managers, HACE employees; who disturb the peaceful 
enjoyment of others residing in the immediate vicinity; or who engage in drug-related or 
criminal acBvity; or 

• The owner has violated obligaBons under a HAP contract; 

• The owner has commi�ed fraud, bribery or any other corrupt or criminal act in 
connecBon with any federal housing program; 

• The owner has engaged in drug trafficking; 

• The owner has a history or pracBce of non-compliance with NSPIRE for units leased under 
HCV Program or with applicable housing standards for units leased with project-based 
HCV assistance or leased under any other federal housing program; 

• The owner has a history or pracBce of renBng units that fail to meet state or local codes;  

• The owner refuses (or has a history of refusing) to evict families for drug-related or 
violent criminal acBvity, or for acBvity that threatens the health, safety or right of 
peaceful enjoyment of the premises by parBcipants, Housing Authority of the City of Erie 
employees or owner employees or residences by neighbors; or  

• The owner has failed to pay or has failed to cerBfy to the payment of county, city, and 
school taxes and/or and municipal services.  

• The owner is a current Registered Sex Offender or LifeBme Sex Offender. 

• The owner has an outstanding balance owed to HACE. 

• The owner (including a principal or other interested party) is not the parent, child, 
grandparent, grandchild, sister or brother of any member of the family, unless the PHA 
has determined (and has noBfied the owner and the family of such determinaBon) that 
approving leasing of the unit, not withstanding such relaBonship, would provide a 
reasonable accommodaBon for a family who is a person with disabiliBes.  
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• Please refer to secBon 14.2 under Ethics in regard to HACE employees, commissioners 
contractors, sub-contractors, public officials and members of Congress.  

For purposes of this Admin Plan, “owner” includes any principal or other interested party.  

6.4 Fair Market Rent/Payment Standard LimitaEons  

HACE establishes the Payment Standard for the Housing Choice Voucher Program each Bme there is a 
change to the HUD-published Fair Market Rent (FMR).  The payment Standard for the Voucher Program 
will be reviewed annually and may be increased/decreased in response to changes in the FMR limitaBons. 
In no event will the payment Standard be less than 90% or greater than 110% of the applicable FMR.  

Families under a HAP Contract will be held harmless, with no reducBon in subsidy, for as long as the 
family conBnues to receive the voucher assistance in that unit. 

6.5 ExcepEon Payment Standards 

Subject to HUD approval, HACE may designate an area (or areas) in its jurisdicBon as an “excepBon area”. 
ExcepBon Payment Standards, if uBlized, will be greater than 110%, but no more than 120% of the 
exisBng FMRs as established by HUD. In approving tenancies with higher payment standards in excepBon 
areas, the rents may be limited by rent reasonableness as described in 5.6 of this chapter.  

HACE may request, and HUD may approve, an excepBon payment standard amount if required as 
reasonable accommodaBon for a family that includes a person with disabiliBes. Such cases will be 
assessed for consideraBon on an individual basis.  

6.6 Reasonable Rent DeterminaEons 

For the Housing Choice Voucher Program, HACE will make a determinaBon as to the reasonableness of 
the rent the owner is proposing in relaBon to comparable units in accordance with 24 CFR 982.507. 

A. HACE will determine rent reasonableness in the following instances: 

1. When units are iniBally leased;  

2. Before any increase in rent to owner; 

3. When a 10% decrease in the FMR occurs; and 

4. If directed by HUD.  

B. HACE will determine rent reasonableness based on the following: 

1. Three comparable unassisted units in the neighborhood; 

2. The previous rent charged on requested unit; and 

3. Other units in the building (apartment complex).  

NOTE: Copies of the rent reasonableness form will be maintained in each parBcipant file. If three 
comparable unassisted units cannot be located due to local rental market size, one unit will be sufficient 
to prove rent reasonableness.  

C. For iniBal Voucher tenancies, HACE will: 
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1. Provide guidance and advice to the family on whether the rent is reasonable and the unit is 
affordable; 

2. Assist the family in negoBaBng the owner’s rent if requested by the family; 

3. Not approve any new move in where the family will pay an amount for rent that exceeds 40% 
of the family’s monthly adjusted income (except as provided by HUD); and 

4. Use the rent reasonableness determinaBon to disapprove owner rents.  

6.7 Security Deposit Requirements 

HACE will deny approval of a lease where a request has been made to collect from a family a security 
deposit that is in excess of PA landlord and tenant law, private market pracBce or in excess of amounts 
charged by the owner to unassisted parBcipants. Generally, in the Erie market area, and for the purposes 
of determining private market pracBce herein, a security deposit equal to 1 month’s rent to the owner is 
considered to be the standard.  

When the parBcipant vacates a dwelling unit, the owner, subject to state or local law, may use the 
security deposit, including any interest thereon, in accordance with the lease, as reimbursements for any 
unpaid rent payable by the parBcipant, damages to the unit or for other amounts the parBcipant owes 
under the lease. 

Per Pennsylvania Landlord/Tenant law. The security deposit refund and/or a statement of what charges 
the security deposit was applied to must be sent to the parBcipant within 30 days of the move out date.   

6.8 Separate Agreements Acceptable to HACE 

Families are permi�ed to pay extra charges for addiBonal ameniBes that are not included in the same 
rent for other units in the building or in other comparable apartments or houses (e.g., membership for 
swimming pool, use of parking faciliBes or furniture). Copies of all agreements for special charges or 
services must be submi�ed to HACE in wriBng for approval. HACE will review the agreements to 
determine whether they are acceptable and reasonable.  

Nonpayment of extra charges from separate agreements may not be considered a violaBon of the lease 
covered under the HAP contract.  

SECTION 7: HOUSING NSPIRE INSPECTIONS 

7.1 Housing Quality InspecEons Approach 

The Housing Authority of the City of Erie will conBnue to ensure that all units in its HCV Program meet the 
NaBonal Standards for the Physical InspecBon of Real Estate (NSPIRE) standards. InspecBons for NSPIRE 
compliance will be conducted iniBally prior to leasing and biennially during the term of the lease. 
AddiBonal inspecBons may occur if deemed to be necessary by HACE, the owner or family.  

HACE employs or contracts with qualified housing inspectors who have been trained on the NSPIRE 
requirements. Each inspecBon conducted will be recorded on an inspecBon form which is prescribed by 
HUD. All inspecBon documents will be retained by HACE in accordance with HUD requirements.  

The inspecBon type will be indicated on the inspecBon form as one of the following categories: 
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A. IniBal inspecBon 

B. Biennial InspecBon 

C. Special InspecBon (complaint or quality control)  

As a part of HACE’s responsibility to assure NSPIRE compliance, correcBve acBon will always be required 
on units that do not meet the inspecBon criteria. Enforcement of NSPIRE may include abatement of 
assistance payments to an owner or the terminaBon of the HAP contract for violaBng its terms. An iniBal 
HAP contract will not be executed by HACE before the unit passes inspecBon.  

The owner will be allowed 2 re-inspecBons for deficiencies to be corrected, at HACE’s discreBon, 
depending on the amount and complexity of work to be done.  

7.2 VariaEons to NSPIRE 

HACE will inspect units in its HCV Program based upon NSPIRE standards. HACE has included, in its 
inspecBon regulaBons, addiBonal local codes for acceptability under Plumbing and General Health and 
Safety.  HACE is in compliance with the most current building codes adopted by the City of Erie. All 
plumbing contained in the assisted structure and all windows with respect to storm windows within the 
assisted unit meet the applicable requirements of the City of Erie.  

7.3 Acceptable Methods of InspecEons 

A physical inspecBon is the standard method of inspecBon. HACE shall consider the following methods 
acceptable forms of verificaBon that a unit complies with NSPIRE standards: 

A. Owner/ParBcipant provided photo of a repair 

B. Video InspecBon conducted between HACE HCV Inspector, Owner and/or ParBcipant 

It is the responsibility of HACE to determine the appropriate acceptable method of inspecBon.  

7.4 IniEal InspecEons 

InspecBons will be conducted prior to a family’s leasing of a unit under the HCV Program. Once a family 
submits a Request for Tenancy Approval (RFTA) and other HUD required request forms, HACE will 
promptly process the request, and the inspector will schedule an appointment with the owner and/or 
family to occur within 15 days of the RFTA submission unless otherwise delayed by the owner or 
parBcipant, or due to other reasons outside of HACE’s control. The RFTA must be properly completed and 
signed by both the family and owner before HACE will process the request and inspect the unit.  

During the inspecBon, the inspector may provide the owner with general informaBon about the HCV 
Program or specific informaBon pertaining to NSPIRE. In addiBon, the inspector may negoBate the rental 
amount.  

Immediately following a “failed” iniBal inspecBon, HACE will issue the owner of the property a noBce of 
the deficiencies and a Bme limit for correcBon. The owner generally will be given up to 30 days to correct 
the non-emergency deficient item(s). HACE’s ExecuBve Director or designee may approve a reasonable 
extension of Bme depending upon the extent or scope of work required or weather condiBons that 
prohibit remediaBon. In all cases, the owner will be encouraged to correct the deficiencies in a Bmely 
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manner. The deficiency noBce will instruct the owner to contact HACE aZer all cited deficiencies have 
been corrected. 

AZer the expiraBon date of the deficiency noBce (or any approved extension thereof), the lease approval 
request will automaBcally be denied. Provided that Bme remains on their Voucher, the family may submit 
another Request for Tenancy Approval for the same unit or for another unit. Only one Request for 
Tenancy Approval form may be submi�ed at a Bme. 

7.5 Biennial InspecEons (every other year) 

Each unit under the HCV Program must be inspected aZer the 1st year of the HAP Contract to ensure 
conBnued compliance with NSPIRE Standards and/or any approved local variances. AZer the iniBal 
inspecBon biennial inspecBons will proceed. Eligibility for biennial inspecBons will be at HACE’s discreBon. 

HACE maintains an accurate report of all units in its Housing Choice Voucher Program which includes 
biennial NSPIRE inspecBons to ensure that each unit is inspected within 730 days of the last full 
inspecBon. Immediately following a “failed” inspecBon, HACE will issue to the owner of the property a 
noBce of the deficiencies and a Bme limit for correcBon. The owner will be given a 24 hour noBce or up to 
30 days to correct the deficient item(s).  

Due to unpredictable weather during the months of November through May, HACE may allow the owner 
to delay correcBng exterior deficiencies that exist in such areas as painBng and concrete. All work must be 
completed by June 1 of the given year. Non-compliance by the owner will result in the terminaBon of the 
HAP contract.  

7.6 Special InspecEons 

A. Complaint 

If an owner or family complains that an unsaBsfactory condiBon exists with respect to NSPIRE, 
HACE may promptly conduct a complaint inspecBon. Immediately following a “failed” compliant 
inspecBon, HACE will issue to the owner of the property and family a noBce of deficiencies and a 
Bme limit for correcBon.  

B. Quality Control 

For monitoring purposes, HACE will conduct a Quality Control inspecBon on a minimum number 
of units under HAP Contract as defined in Chapter 14 of this Plan and in accordance with HUD 
regulaBons.  

7.7 Enforcement of InspecEon Standards 

Following each inspecBon, HACE will noBfy the owner and/or parBcipant of the results and, if necessary, a 
deadline for compliance with NSPIRE. ReinspecBon’s by HACE to verify NSPIRE compliance will include 
only those failed items for which the owner (and/or parBcipant) was previously noBfied. If new 
deficiencies are discovered during a reinspecBon, a new deficiency noBce will be issued, which will 
contain a compliance deadline date for the new deficiencies.  

Owner NSPIRE ResponsibiliDes and Related AcDons: 



47 | P a g e   A p r i l  2 0 2 4  
 
 

A. The owner must maintain the assisted unit in accordance with NSPIRE. 

B. HACE will take prompt acBon to enforce the owner’s obligaBons for owner breach of the NSPIRE. 

C. HACE will noBfy the owner and parBcipant of NSPIRE deficiencies for which the owner is 
responsible. The noBce will provide for the following: 

1. For NSPIRE failures, the owner will be given up to 30 days to correct the item(s). HACE 
ExecuBve Director or designee may, at their discreBon, approve a reasonable extension of 
Bme depending upon the extent or scope of work required.  

2. If the defect is life threatening to the family’s health or safety, the owner will be given 24 
hours to correct the violaBon.  

3. If the owner fails to correct failed items, the HAP payment will be abated, or the HAP Contract 
will be terminated.  

D. HACE will not make any assistance payments for a dwelling unit in which NSPIRE deficiencies have 
not been corrected aZer the noBce period has expired. 

E. If “life threatening” deficiencies are not corrected within 24 hours, the owner will be given noBce 
of intent to terminate the HAP Contract and the Housing Assistance Payment will be abated 
through the TerminaBon NoBce period. 

F. The owner will not be responsible for a breach of the NSPIRE not caused by the owner, and for 
which the family is responsible. HACE may, however, terminate assistance to the family because 
of a breach caused by the family.  

Family NSPIRE ResponsibiliDes and Related AcDons: 

A. The family is responsible for a breach of the NSPIRE as described below: 

1. The family fails to pay for any uBliBes that are to be paid for by the family; 

2. The family fails to provide and maintain any appliances that are required to be provided by 
the family; or 

3. Any member of the household or guest damages the dwelling unit or premises. 

B. HACE will take prompt acBon to enforce the family obligaBons for the family’s breach of the 
NSPIRE. 

C. HACE will noBfy the owner and parBcipant of the NSPIRE deficiencies for which the family is 
responsible. The noBce will provide for the following: 

1. For NSPIRE failures, the family will be given up to 30 days to correct the item(s). HACE 
ExecuBve Director or designee may, at their discreBon, approve a reasonable extension of 
Bme depending upon the extent of scope of work required.  

2. If the defect is “life threatening”, the family will be given 24 hours to correct the violaBon.  

3. If the family fails to correct failed items, HACE may terminate the family assistance in 
accordance with 24 CFR 982.552. 
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7.8 Twenty Four (24) Hour Deficiencies (Life Threatening) 

The following failed inspecBon items will be considered emergency violaBons and must be corrected 
within 24 hours. At HACE’s discreBon, other life-threatening condiBons may exist that are not listed 
below.  

A. Air quality – propane, natural gas, or methane gas detected 

B. Misaligned chimney, flue, or venBlaBon system 

C. Electrical shock or fire hazard – exposed wires; open panels; water leaks on or near electrical 
equipment; missing breakers or fuses; missing covers; missing or broken outlets and/or switch or 
cover plates 

D. Waterlogged ceiling in imminent danger of falling 

E. Lack of unit security 

F. UBliBes not in service 

G. Lack of sufficient heat to maintain adequate inside temperatures 

H. Major plumbing leaks or flooding 

I. No running hot water 

J. Lack of funcBoning toilet 

K. Smoke detector – missing or inoperable 

L. Carbon Monoxide Alarm – missing or inoperable 

M. Emergency/fire exits – blocked or unusable 

N. Fire escapes – blocked egress or ladders or visibly missing components 

O. Flammable materials – improperly stores or located 

7.9 Abatement of Payment 

24 Hour NoDce 

If a unit fails to meet NSPIRE standards and the owner and parBcipant have been given a 24 hour 
deficiency noBce for compliance, and all deficiencies have not been corrected within that period, the 
Housing Assistance Payment (“HAP”) will be abated the first of the month following the deficiency noBce.  

30 Day NoDce 

If a unit fails to meet NSPIRE standards and the owner and parBcipant have been given a 30 day noBce of 
deficiency and the deficiencies have not been corrected within 30 days, the HAP will be abated the first of 
the month following the 30 day noBce. A request for an addiBonal 30 days may be reviewed for approval 
upon parBcipant and/or owner request.  
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7.10 HAP Contract TerminaEon 

HACE will terminate a HAP Contract for non-compliance with the NSPIRE requirements. An advance 
noBce of terminaBon (usually 30 days) will be sent by First Class Mail to the owner to inform them of the 
terminaBon date and the reason. In addiBon, the family will be noBfied promptly of the terminaBon 
noBce and will be offered a Voucher to relocate, if appropriate. Generally, the terminaBon will be 
effecBve the day following the last day of the abatement period. However, depending upon the 
seriousness or recurrence of the deficiency, HACE may not provide an abatement period and may simply 
terminate the HAP Contract for non-compliance.  

In the event that a unit under an acBve HAP Contract passes inspecBon during an abatement period or 
aZer HACE provides noBce of the terminaBon, the owner and family may agree to conBnue the lease if 
the family has not yet relocated. No assistance payment can be made for the period that the unit did not 
pass inspecBon during the abatement period.  

7.11 NoEficaEon of InspecEon 

ParBcipant families will be provided reasonable noBce of the date and Bme inspecBons are to be 
conducted by HACE. If the family is unable to be at home, they must either arrange for an adult 
representaBve to be present for the inspecBon or contact the HCV Program Office to reschedule. If the 
family or representaBve is not home for the appointment, and the inspector does not gain entry, HACE 
will consider it to be a missed inspecBon. HACE will schedule a second appointment in the same manner. 
Owners may present in lieu of parBcipants.  

If the family misses two (2) scheduled inspecBon appointments, HACE will terminate their assistance for 
violaBng the Family ObligaBons as defined in 24 CFR 982.551(d). The family has a right to dispute the 
terminaBon through HACE’s informal hearing process.  

SECTION 8: PAYMENTS TO OWNERS 

8.1 Housing Assistance Payments (HAP) 

HACE provides rental assistance for its parBcipants by making Housing Assistance Payments (HAP) to the 
owner. The Housing Assistance payment is calculated by HACE and based upon the contract rent and Total 
ParBcipant Payment. 

 When the unit has passed the NSPIRE inspecBon and HACE has processed all the required documents, the 
owner and the family will execute the lease and the HUD Tenancy Addendum. The owner and HACE will 
then execute the HAP Contract within 60 days. 

 Upon execuBon of the HAP Contract, all perBnent informaBon regarding the owner and the HAP payment 
will be included in the HAP Register. In accordance with the HAP Contract, HACE considers the HAP 
payment received by the owner, aZer disbursement has been deposited into the authorized designated 
owner/agent account. 

8.2 Adjustments of rent to Owner 

Owners may not request rent increases prior to the expiraBon of the first term of the lease. ThereaZer, 
owners will receive noBficaBon of their parBcipant’s annual recerBficaBon, informing them how and 
when they may request an increase. It is the owner’s responsibility to noBfy the parBcipant of their 
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request. The new proposed rent must meet the rent reasonableness requirements, otherwise HACE will 
deny the increase. Only annual increases in accordance with 24 CFR 982.507 are permi�ed.  

SECTION 9: REEXAMINATIONS 

HACE will, for each family who parBcipates in the HCV Program, examine family income, size, and 
composiBon at admission and at least annually for the purposes of determining rent, assistance payments 
and eligibility. The examinaBon will include a review of income and other family informaBon. VerificaBon 
will be in accordance with SecBon 2.6 of this Plan. The family must submit documentaBon and verificaBon 
that HACE deems to be necessary for the purpose of determining annual income, adjusted income, or 
total parBcipant payment, or for the purpose of audiBng the family’s eligibility to receive assistance.  

9.1 ReporEng Requirements 

A. Families who parBcipate in the HCV Program must report all changes in family income, assets, 
composiBon and other related items as idenBfied in 24 CFR parts 5 subpart B in accordance with 
the “ReporBng” requirements of this Plan. ParBcipants who report no income will be subject to 
the “Zero Income” requirements of this Plan.  

B. Families must supply all informaBon requested by HACE or HUD for use during admission of an 
applicant, a regularly scheduled reexaminaBon or interim reexaminaBon of family income and 
composiBon in accordance with HUD requirements. “InformaBon” includes any requested 
cerBficaBon, release or documentaBon.  

C. HACE must approve the composiBon of the assisted unit including approval of the inclusion of a 
foster child or live-in aide.  

D. Any informaBon supplied by the family must be true and correct.  

E. Failure by the family to comply with these reporBng requirements is considered to be a violaBon 
of their obligaBons and grounds for terminaBon of parBcipaBon.  

ExcepBon: Families who receive Social Security, Disability or Supplemental SS are not required to report 
their annual COLA increases when they occur. HACE will not increase the family’s income unBl their next 
regularly scheduled annual reexaminaBon.  

9.2 Frequency of ReexaminaEon 

A. ANNUAL REEXAMINATION 

HACE must conduct an annual reexaminaBon for households in the HCV program. The anniversary 
date will be the 1st of the month that the household moved into a unit. If a family moved in on 
May 17th, the annual reexaminaBon will be effecBve on May 1st every year.  

B. INTERIM REEXAMINATION 

Interim reexaminaBons are conducted because of changes in family income, family composiBon, 
or circumstances impacBng adjusted annual income that occur between reexaminaBons. (Refer to 
SecBon 9.9) All families, must report all changes in family and household composiBon that occur 
between annual reexaminaBons within twenty (20) days of the change. Families must request 
approval for all addiBons to family and household composiBon subject to established eligibility 
policies.  
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9.3 Scheduling and NoEficaEon  

NoBficaBon of annual reexaminaBon interviews will be sent at least 120 days prior to the ParBcipant’s 
anniversary date by first-class mail, and will contain the date, Bme, and locaBon of the interview or 
instrucBons on how to complete via mail. In addiBon, it will inform the family of the informaBon and 
documentaBon that must be provided. If parBcipaBon in an in-person interview poses a hardship because 
of a family member’s disability, the family should contact HACE to request a reasonable accommodaBon. 
HACE is required to provide reasonable accommodaBon to persons with disabiliBes. A reasonable 
accommodaBon is a modificaBon or change HACE can make to its units, buildings, policies, or procedures 
that will assist an otherwise qualified applicant or ParBcipant with a disability to take full advantage of 
and use HACE programs.  

If there is no response from the Household, HACE will send subsequent 90, 60, and 30-day noBces by 
first-class mail, email, or other forms of noBficaBon to remind the ParBcipant of the scheduled 
reexaminaBon date and include a reminder to have all required documents submi�ed prior to the cutoff 
date. 

InformaBon should be returned to the HACE development office 60 days before the reexaminaBon is 
effecBve.   

Failure by the family to comply with HACE’s requests for informaBon or to sign consent forms will result in 
the terminaBon of the family’s parBcipaBon in the HCV Program. The family will have the right to an 
informal hearing in accordance with Chapter 11 of this Plan.  

HACE has the discreBon to hold reexaminaBons in-person, by telephone or by mail. If the head of 
household, spouse or co-head of household is unable to a�end a scheduled, in person, interview, the 
family should contact the HCV office in advance of the interview to schedule a new appointment.  

9.4 ConducEng Annual ReexaminaEons  

ParBcipants will be asked to submit all required informaBon as described in the reexaminaBon noBce. The 
required informaBon will include forms required by HACE as well as supporBng documentaBon related to 
the family’s income, assets, expenses, and family composiBon.  

SupporBng documents to verify income, assets, and other financial informaBon cannot be more than 120 
days old. HACE will follow the verificaBon hierarchy (SecBon 10.8) to verify and calculate income, assets, 
deducBons, expenses, and household characterisBcs. HACE will obtain verificaBon documents as 
required.  

There are some documents in the hierarchy that require the family to obtain verificaBon. Any required 
documents or informaBon that the family is unable to provide iniBally, must be provided within 10 
calendar days of the in person, telephone or mailed request. If the ParBcipant is unable to obtain the 
informaBon or materials within the required Bme frame, the ParBcipant may request an extension, which 
shall not be unreasonably denied by HACE.  

The family’s Total ParBcipant Payment (TTP) will be calculated based upon the informaBon provided and 
verified during the annual reexaminaBon. However, HACE may determine the TTP by disallowing 
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deducBons and or allowances that it could not substanBate through reasonable verificaBon means. Any 
changes will be effecBve on the annual reexaminaBon effecBve date.  

9.5 Minimum Rent and Hardship Requests 

HACE has established a minimum rent of fiZy dollars ($50) for HCV parBcipants. ParBcipants must request 
a hardship exempBon prior to becoming delinquent on their rent. HACE will grant an exempBon from the 
minimum rent amount in cases of family hardships for any of the following reasons: 

A. The family has lost eligibility, or is waiBng an eligibility determinaBon, for a federal, state, or local 
assistance program, including a family that includes a member who is an alien lawfully admi�ed 
for permanent residence under the ImmigraBon and NaBonality Act who would be enBtled to 
public benefits but for Title IV of the Personal Responsibility and work Opportunity 
ReconciliaBon Act of 1996; 

B. The family would be evicted as a result of the imposiBon of the minimum rent requirement; 

C. The income of the family has decreased because of changed circumstances, including loss of 
employment; 

D. A death in the immediate family has occurred; or 

E. Other valid reasons approved by HACE on a case by cases basis. 

There are 2 types of hardship, temporary and long term. A temporary hardship is granted for 90 days. At 
the end of the 90 days the ParBcipant must enter into a repayment agreement for the 3 months of 
suspended minimum rent.  

If the ParBcipant demonstrates the financial hardship is of a long-term basis of more than 90 days, no 
repayment is required. 

Under both scenarios, the Family will pay a rent amount based on 30% of their adjusted income or 10% of 
their gross income, whichever is higher.   

HACE will monitor during the hardship period to determine if there is a change in circumstances which 
makes the family ineligible for the hardship to conBnue.  

9.6 Zero Income 

If a family reports that it has no income, HACE will require that the family complete a Zero Income 
QuesBonnaire and cerBfy every quarter as to the total household income. HACE may make further 
invesBgaBon into the family’s informaBon if it appears that the family is receiving unreported income. The 
Zero Income QuesBonnaire must be completed in full by the family to assist HACE in establishing any 
monetary or non-monetary contribuBons to the Household. Zero income quesBonnaires must be 
completed for the months of March, June, September, and December and at any reexaminaBon or 
change.  

Families who begin receiving income which does not trigger an interim reexam should no longer be 
considered zero income. 
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9.7 UElity Allowance 

A UBlity Allowance Schedule will be developed by HACE for the Voucher Program. This UBlity Allowance 
Schedule will be calculated using actual rates and average consumpBon esBmates provided by the local 
uBlity companies. These allowances will be reviewed annually. New allowances will be issued whenever 
rates have been increased or decreased by at least 10% cumulaBvely.  

For uBliBes paid by the family, HACE will include a uBlity allowance in the calculaBon of the family’s share 
of rent. The uBlity allowance is used in determining the monthly Housing Assistance Payments (HAP) in 
the Housing Choice Voucher Program.  

9.8 UElity Assistance Payments 

HACE will pay on behalf of the parBcipant, an amount by which the housing assistance payment exceeds 
the rent to owner, directly to the uBlity company for gas, electric or water/sewer/trash. A UBlity 
Assistance Payments (UAP) check will be issued at the beginning of each month. It shall be the 
responsibility of the parBcipant to provide a uBlity account number for their choice of uBlity.  

9.9 Interim Changes AffecEng ConEnuing Occupancy 

HACE requires ParBcipants to report all changes in family circumstances that may affect rent and/or 
family composiBon, that occur between annual reexaminaBons, within twenty (20) calendar days of the 
change. DocumentaBon of the change should be supplied by the ParBcipant, if possible, when reporBng 
the change. Once all documentaBon is received from the ParBcipant validaBng the reason for an interim 
reexaminaBon, HACE will complete the process within 30 days.  

EffecBve in 2025 or when HUD announces , the new HOTMA rules for interims will go into effect. 

HACE is required to process interim examinaBons for decreases in adjusted income when a member of 
the household permanently moves out of the unit or a because of the death of a household member. If 
the net effect of the changes in annual adjusted income due to the decrease in family size results in an 
increase of adjusted income, HACE will only process the household member removal as a non-interim 
reexam transacBon and the ParBcipant rent will not increase.  

The thresholds for when HACE must do an interim exam any other Bme are as follows: 

1. If the family’s annual adjusted income decreased more than 10%. In addiBon to decreases in 
family income, increases in deducBons may produce a sufficient decrease in adjusted income to 
support an interim.  

2. If the family’s annual adjusted income has increased by more than 10%, excluding any increases 
in earned income for the Household.  

3. If there is a series of smaller reported increases in adjusted income, that cumulaBvely meet or 
exceed the 10% threshold. 

If HACE determines that an interim reexam is needed, all aspects of income, assets and deducBons with 
changes that would result in a change of income, must also be reviewed.  
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When calculaBng the change threshold of the annual adjusted income, HACE will use a rounding standard 
of .49% and below is rounded down and .50% and above gets rounded up. 

HACE will not conduct an interim examinaBon if a family reports an increase in income within three (3) 
months of their next annual reexaminaBon effecBve date. Families who delay reporBng changes unBl the 
last 3 months of their cerBficaBon period will be subject to unreported income requirements.  

 HACE will not conduct an interim examinaBon when earned income increases if the family previously had 
an interim reexaminaBon with a reducBon during the same reexaminaBon cycle. (A reexaminaBon cycle is 
the period between annual reexaminaBons). 

HACE will not conduct an interim examinaBon if the change is due to an increase in earned wages. This 
will be considered “same source” and will not be counted or verified unBl the next annual reexaminaBon. 
To qualify as same source earned income, it must be earned by the same family member and there can be 
no lapse in income of more than 30 days.  

If an interim reexaminaBon is not required, HACE will sBll document the ParBcipant file with the 
informaBon, verificaBons, and reasoning on why a change is not needed.  

EffecBve date of Interim Rent Changes 

A. Changes Reported Timely:  

1. If the change(s) are reported to HACE in a Bmely manner (within 20 calendar days), the family 
will receive a 30 day noBce of rent increase and it will not take effect unBl the 1st day of the 
month beginning aZer the end of the 30 day period.  

2. If the ParBcipant has complied with the interim reporBng requirement and the rent is 
anBcipated to decrease, rent decreases will be effecBve on the 1st day of the month aZer the 
date of the actual change. This means the decrease will be applied retroacBvely. 

B. Changes Not Reported Timely: 

1. If the change(s) are not reported to HACE in a Bmely manner (within 20 calendar days), the 
family will be responsible to pay for the increase in rent retroacBvely back to the 1st day of 
the month following the change.  

2. If the change results in a rent decrease, the change will take place on the 1st of the month 
following the date of the completed reexaminaBon (not date of the verified change). This will 
not be made retroacBve unless the ParBcipant can prove extenuaBng circumstances for not 
reporBng in a Bmely manner, at which point HACE will review and consider the reasoning. 
ParBcipant will be required to sign a repayment agreement.  

ParBcipants will not be penalized for HACE taking longer than thirty (30) days to complete the 
interim.  

The following changes to the Household must also be reported to HACE within twenty (20) calendar days: 

A. ADDITIONS TO THE HOUSEHOLD 
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Before any adult (age 18 or older) or Live in Aide can be added to the Household, they must be 
approved and screened in accordance with policy. ParBcipants requesBng a Live in Aide must 
complete a change form to start the process. 

 

B. DEPARTURE OF FAMILY OR HOUSEHOLD MEMBERS 

If a family member ceases to reside in the unit, the family must inform HACE within twenty (20) 
calendar days. HACE requires the Head of Household to complete a change form. This 
requirement also applies to family members who had been considered temporarily absent, who 
are now permanently absent. An interim reexam will be required to remove any members from 
the unit.  

If a live-in aide, foster child, or foster adult ceases to reside in the unit, the family must inform 
HACE within twenty (20) calendar days. 

C. FAMILY BREAKUP 

If the family breaks up, HACE must determine the eligibility of the remaining family members, and 
who will remain in the unit, or if the HAP contract will be terminated. The factors to be 
considered in making this decision are based on the following:  

• Whether the assistance should remain with family members remaining in the unit;  

• The interest of minor children or ill, elderly or disabled family members; 

• Whether actual or threatened domesBc violence was involved in the breakup; and 

• If a judicial decree is issued by the courts in a divorce or separaBon, HACE will be bound 
by the court’s determinaBon as to which family member will conBnue to lease the unit.  

D. DEATH OR PERMANENT DEPARTURE OF HEAD OF HOUSEHOLD 

If the head of household dies or permanently leaves the unit for any reason, any remaining family 
members may conBnue to occupy the unit if there is at least one family member (not a live-in-
aide or a foster child or adult) of legal age who is a ciBzen or eligible non-ciBzen and has capacity 
to execute the lease. The family must inform the HACE of these changes within twenty (20) 
calendar days. 

E. REMAINING MINOR FAMILY MEMBERS 

AZer Death or Permanent Departure of Head of Household  

If the head of household dies or permanently leaves the unit, HACE may permit a temporary adult 
caretaker currently not on the lease to reside in the unit unBl a court-appointed guardian is 
established for the remaining minor family members. HACE will first consider whether there are 
any remaining family members capable of execuBng the lease before permi«ng an individual not 
currently in the household to assume the role of head of household and execute the lease.  

AZer court-appointed guardianship is established, HACE may add the guardian as the new head 
of household, provided they meet the HACE ’s eligibility criteria. This would usually occur when 
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the only remaining family members in the unit are minors, who otherwise would have to leave 
the unit.  

If guardianship is awarded to the caretaker, a new Voucher may be required due to the new 
family composiBon.  

F. SINGLE MEMBER HOUSEHOLD 

The HAP Contract terminates automaBcally upon the death of a single member household, 
including single member households with a live-in aide. 

G. TEMPORARILY ABSENT CHILD 

For the purposes of determining family composiBon, a temporarily absent child is considered to 
be part of the assisted household. This statutory provision is intended to promote family 
reunificaBon by permi«ng the family to rent a unit that will be large enough to accommodate the 
whole family when the absent child returns from foster care. This must occur within a reasonable 
amount of Bme.  

9.10 Changes in Family and Household ComposiEon  

All ParBcipants must report all changes in family and household composiBon that occur between 
scheduled annual reexaminaBons.  

HACE can conduct interim reexaminaBons to account for any changes in household composiBon that 
occur between annual reexaminaBons. Owner must agree to addiBonal person moving into the unit.  

Any adult wishing to be added to a current Household must go through the same HACE screening process 
as any new applicant.  

If HACE determines that an individual does not meet HACE ’s eligibility criteria or provide sufficient 
documentaBon to make a determinaBon, HACE will noBfy the family in wriBng of its decision to deny 
approval of the new family or household member and the reasons for the denial. If the family would like 
to dispute the denial, the household can request a hearing.  

9.11 Changes in Income or Expenses for Income-Based Rent Households  

A. INTERIM REEXAMINATIONS 

HACE will conduct interim reexaminaBons in each of the following instances:  

1. When there is a decrease in adjusted income because of a family member permanently 
moving out of the unit.  

2. When there is a change in the family’s annual adjusted income of 10% or more. This does not 
include an increase in earned income, unless the family has previously received an interim 
reducBon during the same reexaminaBon cycle, or the increase in income is within 3 months 
of their annual reexaminaBon.  

3. HACE may conduct an interim reexaminaBon at any Bme to correct an error in a previous 
reexaminaBon or to invesBgate ParBcipant fraud. 



57 | P a g e   A p r i l  2 0 2 4  
 
 

9.12 Streamlined Income DeterminaEon for Fixed Income Sources  

HACE has implemented a streamlined income determinaBon for any family member with a fixed source of 
income and/or for any family whose adjusted income consists of 90% or more of fixed income sources. 
Non-fixed sources of income remain subject to third-party verificaBon and the new HOTMA rules.  

If implemented, fixed income includes income from:  

• Social Security payments, to include Supplemental Security Income (SSI) and Supplemental 
Security Disability Insurance (SSDI);  

• Federal, state, local, and private pension plans; and  

• Other periodic payments received from annuiBes, insurance policies, reBrement funds, disability 
or death benefits, and other similar types of periodic payments.  

The streamlined determinaBon will be made by applying a verified cost of living adjustment (COLA) or 
current rate of interest to the previously verified or adjusted income amount. The COLA or current 
interest rate applicable to each source of fixed income must be obtained either from a public source or 
from ParBcipant-provided, third-party generated documentaBon. HACE must document how the 
determinaBon was made that a source of income is fixed. Third-party verificaBon of all income amounts 
for all family members must be performed at least every three (3) years. Non-fixed sources of income, 
assets over $5,000 ($50,00 as of 1-1-2025) and deducBons are sBll subject to annual third party 
verificaBon.  

9.13 Enterprise Income VerificaEon (EIV) System  

The HUD Enterprise Income VerificaBon (EIV) System is a web-based applicaBon, which provides 
employment, wage, unemployment compensaBon and Social Security benefit informaBon for parBcipants 
who parBcipate in HUD-funded housing programs.  

HACE must use the EIV system in its enBrety to verify employment and income informaBon during interim 
and required annual reexaminaBons of family composiBon and income in accordance with HUD.  

HACE must review the EIV Income and Income ValidaBon Tool reports during interim and required 
reexaminaBons of family income and/or composiBon.  

HACE must noBfy all adult program parBcipants of Debts Owed to Public Housing Agencies and 
TerminaBons, Form HUD-52675. 

SECTION 10: INCOME, ASSETS AND RENT DETERMINATIONS 

10.1 De Minimis Errors in Income DeterminaEon 

HACE will repay or credit (depending on the preference of the Household) any family the amount that the 
family was overcharged retroacBve to the effecBve date of the acBon the error was made, regardless of 
the dollar amount associated with the error in income determinaBon. 

HACE will not require the family to repay in instances resulBng in a family being undercharged for rent 
where HACE miscalculated the family’s rent.  
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10.2 Household CharacterisEcs  

To determine annual income, HACE counts the income of all family members, except the types and 
sources of income that are specifically excluded. Once the annual income is determined, HACE subtracts 
all allowable deducBons (allowances) to determine the Total ParBcipant Payment (TTP). All income is to 
be verified pursuant to the HUD verificaBon hierarchy and this Admin Plans verificaBon requirement 
secBon. HACE must use HUD’s verificaBon hierarchy when verifying each household’s income, assets, 
deducBons, and expenses. The following secBons describe how annual income is determined. 

 

A. TEMPORARILY ABSENT FAMILY MEMBERS  

Household Member 
Type Earned Income Asset Income Benefit Income 

Regular 
ContribuBons or 
GiDs 

Head, spouse, or co-
head: Other adult 
family members 

Included 

Except 
parBcipants 
qualifying for an 
earned income 
disallowance 
(EID) 

Included Included Included 

 

Children under 18 
years of age 

 

Excluded Included Included Included 

Full-Bme students 
18 years of age or 
older (not head, co-
head or spouse) 

Included up to 
$480. Include the 
enBre amount if 
the income is less 
than $480 
annually or if the 
student is a head, 
co-head or 
spouse. 

Included Included Included 

 

Live-in aides, foster 
child or foster adult 

 

Excluded Excluded Excluded Excluded 
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HACE will count the income of family members approved to live in the unit, even if the family 
member is temporarily absent from the unit.  

Generally, an individual who is or is expected to be absent from the assisted unit for 180 
consecuBve days or less is considered temporarily absent and conBnues to be considered a family 
member. With specific excepBons, an individual who is or is expected to be absent from the 
assisted unit for more than 180 consecuBve days is considered permanently absent and no longer 
a family member. ExcepBons to the general policy are discussed below. 

1. Absent Students 

When a family member a�ends school away from home, that individual will conBnue to be 
considered a family member unless informaBon becomes available to HACE indicaBng that 
the student has established a separate household, or the family declares that the student has 
established a separate household. In the case of students living in off-campus student 
housing, this is not considered to be establishing a separate household. 

2. Absences Due to Placement in Foster Care  

If a child has been placed in foster care, HACE will verify with the appropriate agency whether 
and when the child is expected to be returned to the home. Unless the agency confirms that 
the child has been permanently removed from the home, the child will be counted as a family 
member. The child will only be considered for bedroom size and will not receive any 
deducBons.  

3. Absent Head, Spouse, or Co-head  

An employed head, spouse, or co-head absent from the unit more than 180 consecuBve days 
due to employment will conBnue to be counted as a family member. 

4. Individuals Confined for Medical Reasons  

An individual confined to a nursing home or hospital on a permanent basis is not counted as a 
family member. If there is a quesBon about the status of a family member, HACE will request 
verificaBon from a licensed medical professional and will use this determinaBon. If the 
responsible medical professional cannot provide a determinaBon as to their status of being 
absent from the household for medical reasons, the person generally will be considered 
temporarily absent. The family may present evidence that the family member is confined on a 
permanent basis and request that the person not be counted as a family member. 

5. Family members in the military (excluding head, spouse or co-head) 

6. HACE will include the income of all temporarily absent family members when determining the 
TTP. If the spouse or the head of household is temporarily absent, their enBre income is 
counted. If a household member is temporarily in a long-term care facility, a determinaBon 
will be reviewed on a case by case basis. 

B. JOINT CUSTODY OF CHILDREN 
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Dependents, under the age of 18, that are subject to a joint custody arrangement will be 
considered a member of the family if they live with the applicant or parBcipant family 50 percent 
or more of the Bme.  

When more than one applicant or assisted family (regardless of program) is claiming the same 
dependents as family members, the family with primary custody at the Bme of the iniBal 
examinaBon or reexaminaBon will be able to claim the dependents. If there is a dispute about 
which family should claim them, HACE will make the determinaBon based on available 
documents such as court orders, an IRS income tax return showing which family has claimed the 
child for income tax purposes, school records, or other credible documentaBon. 

C. CARETAKERS FOR A REMAINING MINOR CHILD 

The approval of a caretaker is subject to HACE ’s screening criteria. If neither a parent nor a 
designated guardian remains in a household, HACE will take the following acBons.  

HACE may permit a temporary adult guardian currently not on the lease to reside in the unit unBl 
a court-appointed guardian is established. Once established, HACE may add the new guardian as 
the new head of household in accordance with its screening policies.  

If a caretaker has assumed responsibility for a child without the involvement of a responsible 
agency or formal assignment of custody or legal guardianship, the caretaker will be treated as a 
visitor for 90 days. AZer 90 days have elapsed, eligibility for conBnued assistance will be 
determined.  

At any Bme that custody or guardianship legally has been awarded to a caretaker, the lease will be 
transferred to the caretaker, as head of household.  

During any period that a caretaker is considered a visitor, the income of the caretaker is not 
counted in annual income and the caretaker does not qualify the family for any deducBons from 
income. 

D. VISITORS 

Overnight adult guests are permi�ed to visit for up to 14 days in a calendar year with HACE’s 
wri�en approval. If the visitor stays for more than 14 days in the year, it will be considered to be a 
violaBon of the Family ObligaBons and grounds for terminaBon of assistance to the family. 

10.3 Determining Household Income 

Annual income includes all amounts received from all sources by each member of the family who is 18 
years of age or older, the head of household, or spouse of the head of household, in addiBon to unearned 
income received by or on behalf of each dependent who is under 18 years of age. Annual income does 
not include amounts specifically excluded in paragraph (b) of 24 CFR § 5.609. All amounts received by the 
head of household, spouse, or co-head including the income of a day laborer, independent contractor, 
and seasonal worker are included in annual income, unless otherwise specifically excluded.   

Annual income includes but is not limited to:  
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A. The full gross amount, before any payroll deducBons, of wages and salaries, overBme pay, 
commissions, fees, Bps and bonuses, and other compensaBon for services. 

B. Wages or compensaBon from work as a day laborer or seasonal worker. 

C. Earnings as an independent contractor, also including “gig” work such as rideshare drivers.   

D. The net income from the operaBon of a business or profession, including any withdrawal of cash 
or assets from the operaBon of the business. Expenditures for business expansion or amorBzaBon 
of capital indebtedness shall not be used as deducBons in determining the net income from a 
business. An allowance for the straight-line depreciaBon of assets used in a business or profession 
may be deducted as provided in IRS regulaBons. Withdrawals of cash or assets will not be 
considered income when used to reimburse the family for cash or assets invested in the business.  

E. Interest, dividends, and other net income of any kind from real or personal property.  

F. If the family has net family assets in excess of $5,000, ($50,000 as of January 1, 2025) annual 
income shall include a combinaBon of the actual income derived from net family assets or a 
percentage of the value of such assets based on the current passbook savings rate as determined 
by HUD.   

G. The full amount of periodic payments received from Social Security, annuiBes, insurance policies, 
reBrement funds, pensions, disability or death benefits, and other similar types of periodic 
receipts. (See SecBon 10.11 for treatment of delayed or deferred periodic payment of Social 
Security or Supplemental Security Income benefits).   

H. Payments in lieu of earnings, such as unemployment and severance pay. (See SecBon 10.11 
concerning treatment of lump-sum addiBons as family assets).   

I. All welfare assistance payments, Temporary Assistance to Needy Families (TANF), General 
Assistance or child support pass through received by or on behalf of any family member.   

J. Periodic and determinable allowances, such as alimony and child support payments, and regular 
cash and non-cash contribuBons or giZs received from agencies or persons not residing in the 
dwelling made to or on behalf of family members. Child support is based on what is actually 
received and not what is court ordered. 

K. All regular pay, special pay, and allowances of a family member in the Armed Forces. (See SecBon 
7.4 concerning pay for exposure to hosBle fire). 

10.4 Exclusions to Annual Income 

To determine annual income, HACE counts the income of all family members, except the types and 
sources of income that are specifically excluded. Once the annual income is determined, HACE subtracts 
all allowable deducBons (allowances) to determine the Total ParBcipant Payment (TTP). All income is to 
be verified pursuant to this Admin Plan’s verificaBon requirement secBon.  

For income sources where the enBre amount qualifies to be excluded from annual income, HACE is not 
required to verify the income using 3rd party verificaBon, to document the ParBcipant file as to why the 
3rd party verificaBon was not available or to report the income on the HUD 50058. 
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HACE can accept a self-cerBficaBon as verificaBon of excluded income. The applicaBon and reexaminaBon 
quesBonnaire can serve as self-cerBficaBon. HACE does have the opBon of verifying the income using 
third party verificaBon, if necessary, to determine if it qualifies for exclusion.  

Annual income does not include the following: (refer to 24 CFR §5.609(c)) this list is not inclusive of every 
exclusion.  

A. Income from the employment of children under the age of 18 years.  

B. Payments received for the care of foster children or foster adults (usually individuals with 
disabiliBes, unrelated to the ParBcipant family, who are unable to live alone).   

C. Kinship Guardian Assistance Payments (Kin-GAP) and other similar guardianship payments are 
excluded from annual income. These payments serve as an alternaBve to foster care and are now 
interpreted as equivalent to foster care payments [PIH-2012-1 (HA)].  

D. Lump sum addiBons to family assets, such as inheritances, insurance payments (including 
payments under health and accident insurance, and worker’s compensaBon), capital gains, one-
Bme lo�ery winnings, and se�lements for personal property losses.  

E. Workers’ CompensaBon regardless of the frequency or length of the payments. 

F. Income received from any account under a reBrement plan recognized as such by the Internal 
Revenue Service, including individual reBrement arrangements (IRAs), employer reBrement plans, 
and reBrement plans for self-employed individuals; except that any distribuBon of periodic 
payments from such accounts shall be income at the Bme they are received by the family. 

G. A one-Bme fundraiser such as a Go Fund Me as long as it does not conBnue, or the Applicant or 
ParBcipant conBnues to create new ones.  

H. Amounts received by the family that are specifically for, or in reimbursement of, the cost of 
medical expenses for any family member.   

I. Income of a live-in aide provided that person meets the definiBon of a live-in aide. 

J. The special pay to a family member serving in the Armed Forces who is exposed to hosBle fire.   

K. Certain amounts received that are related to parBcipaBon in the following programs:  

1. Amounts received under HUD-funded training programs (e.g., Step-up program: excludes 
sBpends, wages, transportaBon payments, childcare vouchers, etc. for the duraBon of the 
training).  

2. Amounts received by a person with disabiliBes that are disregarded for a limited Bme for 
purposes of Supplemental Security Income and benefits that are set aside for use under a 
Plan to A�ain Self-Sufficiency (PASS).  

3. Amounts received by a parBcipant in other publicly assisted programs that are specifically for, 
or in reimbursement of, out-of-pocket expenses incurred (special equipment, clothing, 
transportaBon, childcare, etc.) to allow parBcipaBon in a specific program.  

4. Incremental earnings and/or benefits to any family member from parBcipaBon in qualifying 
state or local employment training program (including training programs not affiliated with 
the local government). Amounts excluded by this provision must be received under 
employment training programs with clearly defined goals and objecBves and are excluded 
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only for the period during which the family member parBcipates in the employment training 
program. 

L. Nonrecurring income that has a discrete end date and will not be repeated beyond the coming 
year during the family’s annual reexaminaBon will be excluded. This does not include 
Unemployment income and other types of periodic payments that are received at regular 
intervals (such as weekly, monthly or yearly) for a period of greater than one year that can be 
extended. (Includes birthday, milestone giZs, government sBmulus payments, in kind donaBons 
of food or clothing) Does not include income received as an independent contractor, day laborer 
or seasonal worker.  

M. Earnings in excess of $480 for each full-Bme student 18 years old or older (excluding the head of 
the household, co-head and spouse).  

N. AdopBon assistance payments in excess of $480 per adopted child. EffecBve January 1, 2025 the 
$480 will be adjusted annually for inflaBon by HUD. 

O. Deferred periodic amounts from Supplemental Security Income (SSI) and Social Security benefits 
that are received in a lump sum amount or in prospecBve monthly amounts, or any deferred 
Department of Veterans Affairs disability benefits that are received in a lump sum or in 
prospecBve monthly amounts. 

P. Amounts paid by a State agency to a family with a disabled family member living at home to keep 
the disabled family member at home. Both the person providing the care and the person who has 
the disability must be family members and must live in the same assisted household. 

Q. Amounts specifically excluded by any other Federal Statute from consideraBon as income for 
purposes of determining eligibility or benefits under a category of assistance programs that 
includes assistance under the United States Housing Act of 1937.  

R. Income earned on amounts placed in a family’s FSS (Family Self Sufficiency) Account 

S. Amounts recovered in any civil acBon or se�lement based on a claim of malpracBce, negligence 
or other breach of duty owed to a family member arising out of law that resulted in a member of 
the family becoming a person with disabiliBes regardless of whether received periodically or in a 
lump sum. 

T. Payments to veterans in need of regular aid and a�endance, except if going to surviving spouse or 
another beneficiary.  

U. Loan proceeds such as personal loans, student loans, car loans. 

10.5 Full and Part Eme Students 

Assistance will not be provided to any individual enrolled as a student of higher educaBon who: 

A. Is under 24 years of age 

B. Is not a Veteran of the US Military 

C. Is unmarried 

D. Does not have a dependent child 

E. Is not a person with disabiliBes and was not receiving assistance as of November 30, 2005 
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F. Is not otherwise individually eligible, or has parents who, individually or jointly, are not eligible 
based on income to receive assistance.  

Any financial assistance in excess of amounts received for tuiBon and other covered costs that an 
individual receives under the HEA of 1965, from private sources, or from an insBtute of higher educaBon, 
shall be considered income except for a person over the age of 23 (age 24) with dependent children. 

Covered costs for Schooling include tuiBon, books and supplies (including supplies and equipment to 
support students with learning disabiliBes or other disabiliBes), room and board, other fees required and 
charged to the student by an insBtuBon of higher educaBon. For students who are not head of 
household, spouse or co-head, actual covered costs include the reasonable and actual housing costs while 
a�ending school and not residing in an assisted unit.  

Amounts received under SecBon 479B of the Higher EducaBon Act (HEA) are excluded from income. This 
includes, but is not limited to; (please refer to the HEA for all exclusions) 

A. Federal Pell Grants 

B. Teach Grants 

C. Federal Work Study Programs 

D. Federal Perkins Loans 

Other student financial assistance includes grants or scholarships from the following sources; 

A. The Federal government 

B. A State (including US territories), Tribe or local government 

C. A private foundaBon registered as a non-profit under 26U.S.C. 501(c)(3) 

D. A business enBty (such as a corporaBon, general partnership etc.) 

E. An insBtuBon of higher educaBon 

Student financial aid does not include; 

A. Financial support provided to the student in the form of a fee for services performed (e.g., a work 
study or teaching fellowship that is not excluded under secBon 479B of the Higher EducaBon Act 
HEA) or 

B. GiZs, including giZs from family or friends 

C. Student loans 

CalculaBng Student Financial Assistance 

A. Calculate the Actual Covered Costs 

B. Apply the Title IV Higher EducaBon Act (HEA) assistance 

C. Subtract the actual covered costs from the total amount of Title IV, HEA assistance 

1. If the amount of assistance excluded as Title IV HEA is equal to or exceeds the actual covered 
costs, none of the assistance included under Other Student Financial Aid would be excluded 
from income. 
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D. Exclude the amount of Student Financial Assistance up to the amount of the remaining actual 
covered costs.  

10.6 Imputed Welfare Income 

The amount of annual income not actually received by a family, as a result of a specified welfare benefit 
reducBon, that is nonetheless included in the family’s annual income for purposes of determining rent.  

Income from welfare will conBnue to be counted as income if there was a reducBon of welfare benefits by 
the welfare agency, in whole or in part, for a family member, as determined by the welfare agency, 
because of fraud by a family member in connecBon with the welfare program, or because of a welfare 
agency sancBon against a family member for noncompliance with a welfare agency requirement to 
parBcipate in an economic self-sufficiency program.  

A. A family's annual income includes the amount of imputed welfare income (because of a specified 
welfare benefits reduction, as specified in notice to the PHA by the welfare agency), plus the total 
amount of other annual income as determined.   

B. At the request of the PHA, the welfare agency will inform the PHA in writing of the amount and 
term of any specified welfare benefit reduction for a family member, and the reason for such 
reduction, and will also inform the PHA of any subsequent changes in the term or amount of such 
specified welfare benefit reduction. The PHA will use this information to determine the amount 
of imputed welfare income for a family.  

C. A family's annual income includes imputed welfare income in family annual income, as 
determined at the PHA's interim or regular reexamination of family income and composition, 
during the term of the welfare benefits reduction (as specified in information provided to the 
PHA by the welfare agency).  

D. The amount of the imputed welfare income is offset by the amount of additional income a family 
receives that commences after the time the sanction was imposed. When such additional income 
from other sources is at least equal to the imputed welfare income, the imputed welfare income 
is reduced to zero.  

E. The PHA may not include imputed welfare income in annual income if the family was not an 
assisted Participant at the time of sanction. 

10.7 Earned Income Disallowance (EID) for persons with a Disability 

EffecBve September 1, 2023 as part of the HOTMA changes, the Earned Income Disallowance will no 
longer be available to disabled families. Households who were given the EID allowance before that date 
will be permi�ed to conBnue with the disallowance unBl their 24-month period of Bme has passed. 

By the end of 2025, EID will be completed and will no longer be an opBon for ParBcipants.  

The earned income disallowance (EID) promotes self-sufficiency for disabled families with a HCV by not 
including the full value of increases in earned income for a period of Bme. Eligibility criteria and 
limitaBons on the disallowance are summarized below.  
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1. CALCULATION OF EID 

HACE defines prior income, or prequalifying income, as the family member’s last cerBfied income 
prior to qualifying for the EID. The actual exclusion amount is based on an individualized 
calculaBon and is not standard across all parBcipants.  

2. FIRST 12 MONTH EXCLUSION  

During the first 12 months aZer the date when the ParBcipant qualified for the EID, the qualified 
family’s rent will not increase because of the new earned income. Rent during this period will be 
based on the qualified family’s income before qualifying for the EID, plus any increases in 
unearned income that may occur aZer qualifying for the EID. The iniBal EID exclusion period will 
begin on the first of the month following the date an eligible member of a qualified family is first 
employed or first experiences an increase in earnings.  

3. SECOND 12 MONTH EXCLUSION AND PHASE IN 

During the second 12 months aZer the date the ParBcipant qualified for the EID, HACE will 
exclude 50% of the increase in income. The ParBcipant’s rent will increase by an amount equal to 
50% of what the increase would be if not for the EID.  

4. INDIVIDUAL SAVINGS ACCOUNTS 

HACE does not establish a system of individual savings accounts (ISAs) for families who qualify for 
EID. 

5. TRACKING EARNED INCOME DISALLOWANCE  

HACE will report EID on the HUD 50058 form. DocumentaBon will be included in the family’s file. 
DocumentaBon will include:  

• Date the increase in earned income was reported by the family.  

• Name of the family member whose earned income increased.  

• Reason (new employment, parBcipaBon in job training program, within 6 months aZer 
receiving TANF) for the increase in earned income.  

• Amount of the increase in earned income (amount to be excluded).  

• Date the increase in income is first excluded from annual income.  

• Date(s) earned income ended and resumed during the iniBal cumulaBve 12-month period of 
exclusion (if any).  

• Date the family member has received a total of 12 months of the iniBal exclusion.  

• Date the 12-month Phase-in period began.  

• Date(s) earned income ended and resumed during the second cumulaBve 12-month period 
(phase-in) of exclusion (if any).  

• Date the family member has received a total of 12 months of Phase-in exclusion.  
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• Ending date of the maximum 24-month (two years) disallowance period from the date of the 
iniBal earned income disallowance.  

10.8 CalculaEon of Annual Income 

HACE must use HUD’s verificaBon hierarchy when verifying each household’s income, assets, deducBons, 
and expenses. HACE is required to access the EIV system and obtain an Income Report for each 
household.  

To verify income, HACE will start with the highest level of the six verificaBon techniques. If the EIV Income 
Report does not contain any employment and income informaBon for the family, then HACE will a�empt 
the next lower-level verificaBon technique. The chart below dictates the verificaBon technique hierarchy 
to be followed, starBng with Level 6 and moving down to Level 1 as needed. 

 

Level VerificaBon 
Technique 

Mandatory or 
OpBonal DescripBon 

Level 6 

Enterprise 
Income 
VerificaBon 
(EIV) 

Mandatory (i.e., 
must review EIV 
Income Report 
for all families 
when verifying 
income) 

• Includes wages, Social Security/SSI, unemployment 

 

Level 5 

Upfront 
Income 
VerificaBon 
(UIV) 

OpBonal 

• UIV sources are those that can be accessed directly by 
HACE either online or via automated telephone system 

• There are paid services that provide wage informaBon 
like the Work Number 

• HACE’s may also be able to access local and state 
government databases 

Level 4 
Wri�en Third 
Party 
VerificaBon 

Mandatory to 
supplement EIV- 
reported 
income sources 
and for income 
source not in 
EIV 

• Third-party generated documents, e.g. paystubs, bank 
statement, print outs from online system, benefit le�er 

 

Level 3 

Wri�en Third 
Party 
VerificaBon 
Form 

Mandatory if 
higher levels not 
available or 
unacceptable 

• HACE sends form via email, fax or mail directly to third 
party (employer, bank) requesBng informaBon required 
to accurately calculate annual income 

Level 2 
Oral Third-
Party 
VerificaBon 

Mandatory if 
higher levels not 

• HACE calls third-party (employer, bank) requesBng 
informaBon required to accurately calculate annual 
income 



68 | P a g e   A p r i l  2 0 2 4  
 
 

  

Level 6: EIV 

When EIV is obtained and the family does not dispute the EIV employer data, HACE will use 
current ParBcipant-provided documents to project annual income. HACE will obtain wri�en 
and/or oral third-party verificaBon in accordance with the hierarchy verificaBon requirements and 
policies in this Admin plan.  

EffecBve January 1, 2025, EIV can be used as a Level Four verificaBon and may be used to 
calculate income as long as the family agrees with the informaBon in EIV. HACE will use its 
discreBon to determine which method of calculaBon is reasonable. HACE will combine the last 4 
quarterly amounts if available, otherwise HACE will use the most recent quarter wages and 
annualize for the income amount.  

Level 4: Wri�en third party verificaBon must be dated within 120 days of the date received by HACE. 

These verificaBons can include; 

1. A minimum of 2 current and consecuBve paystubs 

2. Income tax returns with corresponding forms and schedules a�ached and include third party 
receipt of transmission for income tax return filed (tax preparers transmi�al receipt, online 
summary of transmi�al) 

3. Assets will require a minimum of one current month statement that reflects the current 
balance of each account. If the statement amount is a negaBve number, zero will be shown 
on the HUD 50058 

4. For fixed income sources, a statement dated within the appropriate benefit year 

When necessary, HACE will review and analyze current data to anBcipate annual income. In all cases, the 
family file will be documented with a clear record of the reason for the decision, and a clear audit trail will 
be leZ as to how HACE annualized projected income.  

When HACE cannot readily anBcipate income based upon current circumstances (e.g., in the case of 
seasonal employment, unstable working hours, or suspected fraud), HACE will review and analyze 
historical data for pa�erns of employment, paid benefits, and receipt of other income and use the results 
of this analysis to establish annual income.  

Any Bme current circumstances are not used to project annual income, a clear raBonale for the decision 
will be documented in the file. In all such cases the family may present informaBon and documentaBon to 
HACE to show why the historical pa�ern does not represent the family’s anBcipated income. 

available or 
unacceptable 

Level 1 ParBcipant 
DeclaraBon 

Only use as a 
last resort if 
higher levels are 
not available 

• A signed self affidavit from the ParBcipant, does not 
need to be notarized 

• HACE must document why higher levels were not 
available 
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EffecBve with the HOTMA implementaBon, HACE will be required to calculate income as follows: 

At IniBal occupancy or assistance 

Must esBmate income for the upcoming 12-month period. 

When income varies, HACE may rely on the previous year’s income to anBcipate income for the next 12 
months.  

At Interim reexaminaBon 

Must esBmate income for the upcoming 12-month period. 

At Annual reexaminaBon 

Must determine income of family for the previous 12-month period and use this amount as family income 
unless the streamlined income determinaBon applies.  

10.9 Tracking Business Income 

Annual income includes the net income from the operaBon of a business or profession. Expenditures for 
business expansion or amorBzaBon of capital indebtedness shall not be used as deducBons in 
determining net income. An allowance for depreciaBon of assets used in a business or profession may be 
deducted, based on straight line depreciaBon, as provided in Internal Revenue Service regulaBons. Any 
withdrawal of cash or assets from the operaBon of a business or profession will be included in income, 
except to the extent the withdrawal is reimbursement of cash or assets invested in the operaBon by the 
family. 

If the business is operaBng at a loss, the income on the HUD 50058 for that source of income is not 
deducted from other sources of income the family receives but will be recorded as zero (0). 

A. BUSINESS EXPENSES 

To determine business expenses that may be deducted from gross income, HACE will use current 
applicable Internal Revenue Service (IRS) rules for determining allowable business expenses [see 
IRS PublicaBon 535], unless a topic is addressed by HUD regulaBons or guidance as described 
below.  

B. BUSINESS EXPANSION 

HACE cannot, in accordance with HUD regulaBon, deduct from gross income expenses for 
business expansion.  

C. WITHDRAWL OF CASH OR ASSETS FROM A BUSINESS 

Acceptable investments in a business include cash investments and contribuBons of assets or 
equipment. For example, if a member of a ParBcipant family provided an up-front investment of 
$2,000 to help a business get started, HACE will not count as income any withdrawals from the 
business up to the amount of this investment unBl the investment has been repaid. Investments 
do not include the value of labor contributed to the business without compensaBon.  

D. CO-OWNED BUSINESS 
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If a business is co-owned with someone outside the family, the family must document the share 
of the business it owns. If the family’s share of the income is lower than its share of ownership, 
the family must document the reasons for the difference. 

10.10 Assets 

HACE includes the anBcipated interest, dividends, and other net income of any kind from real or non-
necessary personal property in the calculaBon of annual income.  

This secBon discusses how the income from various types of assets is determined. For most types of 
assets, HACE must determine the value of the asset in order to compute income from the asset. 

Net family assets are defined as the net cash value of all assets owned by the family, aZer deducBng 
reasonable costs that would be incurred in disposing of real property, savings, stocks, bonds and other 
forms of investment.   

Assets are considered either necessary or non-necessary personal property. Items considered necessary 
are not included as assets, whereas non-necessary personal property along with real property is.  

Necessary personal property includes: 

• Cars or vehicles that a family relies on for transportaBon 

• Furniture, linens, kitchenware, common appliances 

• Common electronics 

• Clothing 

• Wedding and engagement rings 

• Jewelry used in religious or cultural celebraBons and ceremonies 

• Medical supplies and equipment 

• Musical instruments used by the family 

• Religious and cultural items 

Non-necessary personal property includes:  

• RecreaBonal cars/vehicles 

• Boat or watercraZ 

• Bank accounts or investments (checking, stocks, bonds) 

• Expensive jewelry that does not hold family significance or religious/cultural value 

• Collectables (stamps, coins, baseball cards) 

• Equipment or machinery that is not used to generate income for a business 

• Artwork, gems, precious metals, anBques 

A. TYPES OF ASSETS 
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HACE will consider the following assets, to which any member of the family has access, when 
determining income:  

• Checking and savings accounts and any pre-paid card or account that holds a balance   

• Investment accounts to include CD’s, stocks, bonds, saving cerBficates, and money market 
funds  

• Equity in real property or other capital investments, not otherwise excluded 

• Revocable trusts, unless inaccessible  

• Personal property held as an investment such as gems, jewelry, coin collecBons, etc 

• The value of all non-necessary items of personal property  

• Cash value of life insurance policies (i.e. whole or universal life) 

Excluded Assets include: 

• The value of any account under a reBrement plan recognized as such by the Internal 
Revenue Service (IRS), including Individual ReBrement Accounts (IRAs) employer 
reBrement plans (401(k) or 403(b)), and reBrement plans for self-employed individuals  

• Necessary personal property 

• The value of any “baby bond” account created, authorized or funded by the federal, state 
or local government 

• Federal tax returns or refundable tax credits for a period of 12 months aZer receipt of the 
family  

• The full amount of assets held in an irrevocable trust 

• Family Self Sufficiency funds (FSS) 

B. VALUE OF ASSETS AND ASSET INCOME 

When a household has net family assets in excess of $50,000 ($51,600 for 2025), annual income 
shall include the greater of the actual income derived from all net family assets or a percentage of 
the value of such assets based on the current passbook rate, as determined by HACE in 
accordance with HUD guidelines. The passbook rate is only used to determine the final asset 
income when the total cash value of all the family’s assets is greater than $50,000.  

The amount of assets subject to imputed income will increase from $5,000 to $50,000 (amount 
adjusted annually for inflaBon). Actual income will be included for each individual asset that we 
can verify the income for. For those assets where actual income cannot be computed, HACE will 
use the HUD required current passbook rate to calculate imputed value of income. Third party 
verificaBon of assets is required when net family assets exceed $50,000 ($51,600 for 2025). 

For families with net assets totaling $50,000 (amount adjusted annually for inflaBon, ($51,600 for 
2025)) or less, HACE will accept the family’s self-cerBficaBon of the value of family assets and 
anBcipated asset income when applicable. The family’s declaraBon must show each asset and the 
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amount of income expected from that asset. Head of Household, Spouse and/or co-head must 
sign the family’s declaraBon.  

HACE is required to use third-party documentaBon of assets for every third annual reexaminaBon 
thereaZer. 

EffecBve with HOTMA, the passbook rate will no longer be calculated by HACE. HUD will set the 
imputed asset passbook rate at the naBonal rate established by the Federal Deposit Insurance 
CorporaBon (FDIC). This rate will be updated annually by HUD. For 2025, the amount is 0.45%. 

C. INCOME FROM ASSETS 

Annual income from assets includes interest, dividends, and net income of any kind from non-
necessary real or personal property. Expenditures for amorBzaBon of capital indebtedness shall 
not be used as deducBons in determining net income. An allowance for depreciaBon is permi�ed 
only for depreciaBon of assets used in a business or profession, based on straight line 
depreciaBon, as provided in Internal Revenue Service regulaBons. Any withdrawal of cash or 
assets from an investment will be included in income, except to the extent the withdrawal is 
reimbursement of cash or assets invested by the family.  

AnyBme current circumstances are not used to determine asset income, a clear raBonale for the 
decision will be documented in the file. In such cases the family may present informaBon and 
documentaBon to HACE to show why the asset income determinaBon does not represent the 
family’s anBcipated asset income.  

D. JOINTLY OWNED ASSETS 

If an asset is owned by more than one person and any family member has unrestricted access to 
the asset, HACE will count the full value of the asset. A family member has unrestricted access to 
an asset when he or she can legally dispose of the asset without the consent of any of the other 
owners. If an asset is owned by more than one person, including a family member, but the family 
member does not have unrestricted access to the asset, HACE will prorate the asset according to 
the percentage of ownership. If no percentage is specified or provided for by state or local law, 
HACE will prorate the asset evenly among all owners. 

E. DISPOSING OF ASSETS FOR LESS THAN FAIR MARKET VALUE 

Any business or household asset that was disposed of for less than fair market value during the 
two years prior to the effecBve date of admission or reexaminaBon is considered an asset. This 
does not include assets divested in a foreclosure, bankruptcy, or in a divorce or separaBon 
se�lement when the applicant or household received some important consideraBon not 
measurable in dollars.  

Family DeclaraBon  

Families must sign a declaraBon form at admission and each annual reexaminaBon idenBfying all 
assets that have been disposed of for less than fair market value or declaring that no assets have 
been disposed of for less than fair market value. HACE may verify the value of the assets disposed 
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of if other informaBon available to HACE does not appear to agree with the informaBon reported 
by the family. 

10.11 Lump Sum Receipts 

Lump-sum addiBons to family assets, such as inheritances, lo�ery or contest winnings, insurance 
payments (including payments under health and accident insurance and worker’s compensaBon), capital 
gains, se�lements or judgments for lawsuits related to civil rights and se�lement for personal or property 
losses, are considered assets, not income except as provided under 24 CFR §5.609(6)(4). 

The specific types of lump-sum payments that are excluded from annual income include:  

• Deferred, lump-sum payments: Deferred periodic amounts from supplemental security 
income (SSI) and Social Security benefits that are received in a lump sum amount or in 
prospecBve monthly amounts, or any deferred Department of Veterans Affairs disability 
benefits that are received in a lump sum or in prospecBve monthly amounts. 

• Lump-sum contribuBons: Lump-sum contribuBons to a household such as inheritances, 
insurance payments (including payments under health and accident insurance and worker’s 
compensaBon), and se�lements for personal or property losses. 

10.12 DeducEons and Verifying Mandatory DeducEons 

A. DEPENDENT AND ELDERLY/DISABLED HOUSEHOLD DEDUCTIONS  

For each dependent under the age of 18, full Bme student any age, or person with a disability 
regardless of age, the Household will receive a deducBon in the amount of $480 for each. The 
Head of Household, Co-Head, Spouse, Foster child or adult or Live in Aide do not qualify for this 
deducBon. EffecBve with HOTMA, this amount will be adjusted annually by HUD and will change 
at the next reexaminaBon regardless if it is an annual or interim.  

For each Household where the Head, Spouse or Co Head is age 62 or older or disabled, the 
Household will receive a deducBon in the amount of $400. This amount is being raised to $525 
effecBve January 1, 2025, and will then be adjusted annually by HUD. This will change at the next 
reexaminaBon once HOTMA has gone into effect, regardless if it is an annual or interim.  

HACE will verify that:  

• Any person under the age of 18 for whom the dependent deducBon is claimed is not the 
head of household, spouse or co-head of the family and is not a foster child.  

• Any person age 18 or older for whom the dependent deducBon is claimed is not a foster adult 
or live-in aide and is a person with a disability or a full-Bme student.  

• The head, spouse, or co-head is 62 years of age or older or a person with disabiliBes.  

B. HEALTH AND MEDICAL CARE EXPENSES/ATTENDANT CARE AND AUXILIARY APPARATUS EXPENSES 

Currently, for elderly and/or disabled households, unreimbursed, out-of-pocket medical expenses, 
a�endant care or auxiliary apparatus expenses may be deducted to the extent that they exceed 
3% of annual income and are anBcipated during the period for which annual income is calculated. 
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EffecBve with HOTMA, the 3% threshold will be increasing to 10% for all ParBcipants who 
currently do not receive the deducBon and all new ParBcipants moving in aZer the HOTMA 
requirements are effecBve. For current ParBcipants who are receiving the deducBon, there will be 
a phase in period based on the following schedule: 

 1st  12 months – threshold will increase to 5% 

 2nd 12 months – threshold will increase to 7.5% 

 3rd 12 months – threshold will increase to 10% 

Phase one will begin for current ParBcipants at their next annual or interim reexaminaBon aZer 
HOTMA is effecBve.  

When a family’s phased in relief begins at an interim reexaminaBon, HACE will need to process 
another interim one year later to move the family to the next phase and threshold. 

Hardship exempBon for Medical, A�endant Care and Auxiliary Apparatus Expenses 

Current ParBcipants receiving the deducBon for medical, a�endant care, or auxiliary apparatus 
expenses can apply for a 90-day hardship exempBon because of the increase in the threshold. To 
qualify, the ParBcipant must be able to prove that there is a hardship paying the higher rent and 
why. HACE will evaluate each case individually. 

If the family is approved for the 90 day exempBon, HACE will send a le�er that includes when the 
exempBon will begin and end, the requirement for the family to report to HACE if the 
circumstances that made the family eligible for relief are no longer applicable and a statement 
that the family’s adjusted income and parBcipant rent will be re-calculated upon expiraBon of the 
hardship exempBon. HACE must provide 30 days’ noBce for any increase in rent.  

If the ParBcipant chooses to take the hardship exempBon, when it has expired, the ParBcipant will 
no longer be eligible for the phase in increases and will go directly to the 10% threshold.  

Eligible Households: 

1. Eligible Households  

a. The health and medical expense deducBon is permi�ed only for households in which the 
head, spouse, or co-head is at least 62 or a person with disabiliBes. HACE will verify that 
the family meets the definiBon of an elderly or disabled family provided in the Eligibility, 
Screening and VerificaBon secBon of this Admin plan.  

b. To be eligible for the disability expense deducBon, the costs must be incurred for 
a�endant care or auxiliary apparatus expense associated with a person with disabiliBes. 
The expenses must enable a family member, or members, (including the person with 
disabiliBes) to work. HACE will verify that the expenses claimed enable a family member, 
or members, (including the person with disabiliBes) to work.  

All expenses will be verified through:  

• Wri�en third-party documents provided by the family, such as printouts or receipts.  

• HACE will make its best effort to determine what expenses from the past are likely to conBnue to 
occur in the future. HACE will also accept evidence of monthly payments or total payments that 
will be due for any expenses during the upcoming 12 months.  
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• Wri�en third-party verificaBon forms if the family is unable to provide acceptable documentaBon.  

• If third-party or document review is not possible, wri�en family cerBficaBon as to costs 
anBcipated to be incurred during the upcoming 12 months.  

• HACE will request third-party verificaBon from a rehabilitaBon agency or knowledgeable medical 
professional indicaBng that the person with disabiliBes requires a�endant care or an auxiliary 
apparatus to be employed, or that the a�endant care or auxiliary apparatus enables another 
family member, or members, to work. This documentaBon may be provided by the family.  

• If third-party verificaBon has been a�empted and is either unavailable or proves unsuccessful, the 
family must cerBfy that the disability assistance expense frees a family member, or members 
(possibly including the family member receiving the assistance), to work.  

• When anBcipated costs are related to ongoing payment of bills incurred in past years, HACE will 
verify:  

a. The anBcipated repayment schedules.  

b. The amounts paid in the past.  

c. Whether the amounts to be repaid have been deducted from the family’s annual income 
in past years.  

 In addiBon, HACE must verify that:  

a. The household is eligible for the deducBon.  

b. The costs to be deducted are qualified health, medical, a�endant care or auxiliary 
apparatus expenses.  

c. The expenses are not paid for or reimbursed by any other source.  

C. CHILDCARE EXPENSES    

The amount of the income deducBon for childcare will be verified following the standard 
verificaBon procedures herein. In addiBon, HACE will verify that:  

• The child(ren) is/are being cared for is/are eligible (under the age of 13).  

• The costs claimed are not reimbursed.  

• The costs enable a family member(s) to work, acBvely seek work, or further their educaBon.  

• The costs are for an allowable type of childcare.  

• The costs are reasonable and do not exceed the net amount of employment income if the 
care is to allow a family member(s) to work.  

The person and/or childcare facility does not need to be licensed to provide care and may also 
include relaBves outside of the home, however, all expenses should be verifiable by third party 
request.  

Cost of childcare is considered reasonable when compared to other providers in the geographical 
area of those other providers.  
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When childcare is necessary to permit employment, the amount deducted may not exceed the 
net amount of employment income included in annual income. When the childcare expense 
enables a family member to work, only one family member’s income will be considered to 
determine the maximum allowable childcare expenses. The amount deducted must not exceed 
the amount of employment income that is included in annual income. 

Further detail about each component of the childcare expense verificaBon HACE will consider, are 
listed below:  

1. Eligible Child  

The costs must be incurred for the care of a child under the age of 13. HACE will verify that the 
child being cared for (including foster children) is under the age of 13.  

2. Unreimbursed Expense  

The costs must not be reimbursed by another source. The family and the care provider will be 
required to cerBfy that the childcare expenses are not paid by or reimbursed to the family from 
any source.  

3. Eligible AcBviBes  

The childcare costs must enable a family member(s) to pursue an eligible acBvity. “Eligible 
acBviBes” include any of the acBviBes including, seeking work, pursuing an educaBon, or being 
employed. The family member(s) that the family has idenBfied as being enabled to seek work, 
pursue educaBon, or be employed, must be currently pursuing those acBviBes. HACE will consider 
factors such as how the schedule for the claimed acBvity relates to the hours of care provided, 
and the Bme required for transportaBon.  

4. Allowable Types of Childcare  

HACE will verify that the fees paid to the childcare provider cover only childcare costs (e.g., no 
housekeeping services or personal services) and are paid only for the care of an eligible child 
(e.g., prorate costs if some of the care is provided for ineligible family members).  

HACE will verify that the childcare provider is not a current family member. VerificaBon will be 
made through the head of household’s declaraBon of family members who are expected to reside 
in the unit.  

5. Pursuing an Eligible AcBvity  

HACE will verify the family member(s) which the family has idenBfied as being enabled to seek 
work, pursue educaBon, or be gainfully employed, and are pursuing those acBviBes. 

6. Seeking Work  

Whenever possible HACE will use documentaBon from a state or local agency that monitors work-
related requirements (e.g., welfare or unemployment). In such cases HACE will request family-
provided verificaBon from the agency of the member’s job seeking efforts to date and require the 
family to submit to HACE any reports provided to the other agency.  
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In the event third-party verificaBon is not available, HACE will provide the family with a form on 
which the family member must record job search efforts. HACE will review this informaBon at 
each subsequent reexaminaBon when this deducBon is claimed.  

7. Furthering EducaBon  

HACE will request third-party documentaBon to verify that the person permi�ed to further their 
educaBon by using childcare, is enrolled as a student. The documentaBon must include 
informaBon about the Bming of classes the person is enrolled in. The documentaBon may be 
provided by the family.  

8. Gainful Employment  

HACE will seek third-party verificaBon of the work schedule of the person who is permi�ed to 
work by the childcare. In cases in which two or more family members could be permi�ed to work, 
the work schedules for all relevant family members may be verified. The documentaBon may be 
provided by the family.  

AZer HOTMA becomes effecBve, a family whose eligibility for the child care expense deducBon is ending 
may receive a hardship exempBon to conBnue receiving the deducBon, for up to 90 days, in certain 
circumstances when the family no longer has a member that is working, looking for work, or seeking to 
further their educaBon, and the deducBon is necessary because the family is unable to pay their rent.  

If the family is approved for the 90 day exempBon, HACE will send a le�er that includes when the 
exempBon will begin and end, the requirement for the family to report to HACE if the circumstances that 
made the family eligible for relief are no longer applicable and a statement that the family’s adjusted 
income and parBcipant rent will be re-calculated upon expiraBon of the hardship exempBon. HACE must 
provide 30 days’ noBce for any increase in rent.  

10.13 Annual InflaEonary Adjustments 

HUD will publish annually the inflaBon-adjusted items listed below no later than September 1st of each 
year. The revised amounts will be effecBve on January 1st of the following year. The first set of inflaBonary 
adjustments will be effecBve January 1, 2025.  

• Asset restricBon amount at move in 

• Asset level which requires imputed income  

• Mandatory deducBon for elderly and disabled families 

• Mandatory deducBon for a dependent 

• Income exclusion for earned income of dependent children or full Bme students 

• Income exclusion for adopBon assistance payments 

SECTION 11: TERMINATIONS AND FAMILY MOVES 

11.1 Lease TerminaEon 

Owner 
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A. During the iniBal term of the lease or during any renewal term, the owner may only terminate the 
tenancy because of:  

1. Serious or repeated violaBons of the lease.  

2. Criminal acBvity, which includes, but is not limited to:  

a. Illegal use of a controlled substance; 

b. Any drug-related criminal acBvity on or near the premises; 

c. Alcohol abuse and any criminal acBvity that threatens the health, safety or right to 
peaceful enjoyment of the premises by other residents; or 

d. Other good cause, which includes, but is not limited to: 

• Disturbance of neighbors. 

• DestrucBon of property. 

• Living or housekeeping habits that cause damage to the unit or premises.  

B. AZer the 1st year of the lease, the owner must give at least a 60 day noBce to terminate the lease 
for other good cause as follows:  

1. A business or economic reason for terminaBon of the tenancy (such as sale of the property, 
renovaBon of the unit, or the owner’s desire to rent the unit for a higher rent).  

Family 

A. The family may terminate the lease without cause at any Bme aZer the 1st year provided that the 
family noBfies the owner and HACE at least 30 days, but no more than 60 days, before the 
terminaBon. (See SecBon 10.5 for family moves) 

Mutual Agreement 

A. During the 1st year of the lease, the parBcipant and owner may agree to terminate the lease. A 
copy of the terminaBon agreement must be provided to HACE at least 30 days prior to the move. 

11.2 Abandonment of Unit 

A. Abandonment of the leased premises by the family shall be presumed when the family moves out 
all or substanBally all of the family’s goods and personal items from the leased premises, and  

1. any rent becomes due and unpaid, and/or 

2. noBce to terminate for any other lease violaBon has been served, and/or 

3. mail is undeliverable or has been returned to the owner and/or HACE.  

B. Upon abandonment of the leased premises by family, the owner should mail a wri�en noBce to 
the family that they plan to re-enter the leased premises and take possession of the same and 
that they shall dispose of any remaining goods and personal property in the leased premises in 
accordance with State law.  

11.3 HAP Contract TerminaEon  

Owner 
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A. The HAP contract terminates when:  

1. The owner has legal possession of the unit subsequent to an evicBon; or 

2. The owner noBfies the parBcipant and HACE that they no longer intend to parBcipate in the 
Program.  

HACE 

A. The HAP contract will terminate automaBcally when:  

1. The lease terminates; 

2. HACE terminates assistance to the family; 

3. The family moves from the contract unit;  

4. 180 days have elapsed since the last Housing Assistance Payment to the owner; 

5. Available Program funding is not sufficient to support conBnued assistance for the family; 

6. The contract unit does not meet the subsidy standards; 

7. The contract unit does not meet all requirements of NSPIRE; or 

8. The owner has breached the HAP contract.  

11.4 TerminaEon of Assistance to Family 

HACE may at any Bme terminate Program assistance for a parBcipant for any of the following reasons:  

A. If the family violates its obligaBons under the Program as required by 24 CFR 982.551; 

B. If the family does not comply with the regulaBons listed in 24 CFR 982.552 (b) and (c); 

C. If HACE determines that any family member has engaged in illegal drug acBvity, criminal acBvity, 
or alcohol abuse (see applicable definiBons in Chapter 2 of this Plan); or  

D. If the family commits fraud in connecBon with the HCV Program.  

HACE will immediately and permanently terminate the HCV assistance, of persons who are convicted of 
manufacturing or producing methamphetamine on the premises of the assisted housing development or 
unit in violaBon of any federal or state law. “Premises” is defined as the building or complex in which the 
dwelling unit is located, including common areas and grounds.  

11.5 Family Moves  

Change of Unit 

If the family desires to move to a new unit, HACE will issue to the family a new Voucher if the family has 
complied with all the parBcipant obligaBons while in their current unit. However, if HACE does not have 
sufficient funding for conBnued assistance, no move will be permi�ed.  

If a family moves to another unit without noBfying HACE in wriBng, it will be a violaBon of the Family 
ObligaBon(s) and reason for terminaBon.  

Number of Moves 
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Families may not move during the 1st year of the lease, unless for good cause. HACE will limit the number 
of moves that a HCV Program family may make to 1 per year. Applicants from out of the area must reside 
in the City of Erie for 1 year before being permi�ed to port out to another Housing Authority. 

Charges against Security Deposit: 

If the owner is claiming damages, unpaid rent or uBliBes against the security deposit, the owner must 
submit to the parBcipant: 

• VerificaBon of past-due rent or uBliBes 

• VerificaBon of damages that may include but is not limited to: 

o Invoices or esBmates for repairs/contracBng required due to parBcipant damages 

o Photographic proof of damages 

If the owner does not have the parBcipants forwarding address, email or cell phone, to send an 
a�achment or to mail, they may mail to their former address.  

If the owner and parBcipant do not come to an agreement, the owner must file a civil suit to se�le 
dispute.  

If parBcipant does not dispute the charges, they will have one (1) year to repay claim in full in order to 
conBnue receiving housing assistance. If an owner does not agree with the repayment schedule, they may 
file a civil suit, per PA law.  

NoBce of charges against security deposit must be provided to parBcipant within 30 days of the 
parBcipant move-out in accordance with Pennsylvania State Law. 

11.6 DefiniEon of ConEnuously Assisted 

An applicant is conBnuously assisted under the 1937 Housing Act if the family is already receiving 
assistance under any 1937 Housing Act program when the family is admi�ed to the Housing Choice 
Voucher Program. HACE will conBnuously assist a family if no more than 120 days have elapsed since the 
family has received assistance, except as required as a reasonable accommodaBon for a family that 
includes a person with disabiliBes.  

SECTION 12: INFORMAL REVIEWS AND HEARINGS 

12.1 Applicability 

HACE will conduct Informal Reviews and Hearings in accordance with all applicable HUD regulaBons 
contained in SecBon 24 of the Code of Federal RegulaBons; HUD NoBces; any applicable federal, state, or 
local law governing such process; and this AdministraBve Plan. An Informal Review will be offered to an 
applicant when HACE has denied Program assistance. An Informal Hearing will be offered to a parBcipant 
family when specific decisions have been made by HACE relaBng to individual circumstances of the family.  

12.2 Informal Reviews for Applicants 

A. Acceptable Reasons for Informal Reviews 
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Except as noted below, HACE will give an applicant an opportunity for an Informal Review of a 
determinaBon by HACE to deny assistance. Any such decision will be provided promptly to the 
applicant in wriBng and delivered by First Class Mail. The decision noBce will include a brief 
statement of the reason for the denial, the applicant’s right to a review, and the procedure to 
request a review.  

B. Unacceptable Reasons for Informal Reviews 

HACE will not provide an applicant with an opportunity for an Informal Review for any of the 
following reasons: 

1. DiscreBonary administraBve determinaBons by HACE. 

2. General policy issues or class grievances.  

3. A determinaBon of family unit size under HACE’s subsidy standards. 

4. A HACE determinaBon not to approve an extension or suspension of a Voucher term.  

5. A HACE determinaBon not to grant approval to lease a unit under the Program or to approve 
a proposed lease.  

6. A HACE determinaBon that a unit selected by the applicant is not in compliance with NSPIRE.  

7. A HACE determinaBon that the unit is not in compliance with NSPIRE because of the family 
size or composiBon.  

8. A determinaBon that family income is above HUD income limits for the family size. QuesBons 
may be reviewed with an HCV specialist.  

C. Request for Informal Review 

An applicant will be provided with HACE’s procedure for requesBng an Informal Review in the 
NoBce of Ineligibility. The applicant must request an Informal Review by wriBng to the address 
listed in the noBce. The request for an Informal Review must be received by HACE within 14 days 
of the date of such noBce. If the applicant fails to properly submit the request within the 
prescribed Bme, they will forfeit their right to an Informal Review, and the decision to deny 
assistance will be final.  

D. Informal Review Process 

The Informal Review will be conducted by a hearing officer appointed by HACE who has neither 
made nor approved the decision under review or by a subordinate of such person. The process 
will be in accordance with the following: 

1. The applicant will be noBfied of the date, Bme, and locaBon of the Informal Review within 
approximately 30 days of receipt of the request. HACE schedules Informal Reviews each 
month and may be conducted by phone, in person or other suitable means approved by 
HACE. 

a. The applicant may request, in advance, that HACE reschedule their review because of a 
reasonable inability to a�end.  

b. An applicant’s failure to a�end a scheduled Informal Review without advance 
noBficaBon to HACE will be reason for automaBc denial of the request without a 
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decision by the hearing officer on the merits of HACE’s determinaBon to deny 
assistance.  

2. Persons with disabiliBes will be afforded special consideraBons in the scheduling and 
conducBng of the Informal Reviews.  

3. The applicant will have a right to examine their file prior to the review.  

4. HACE must be given the opportunity to examine, at its offices, any family documents that are 
directly related to the review. HACE may copy any such document at its expense. If the family 
does not make the document available for examinaBon by HACE, the family may not rely on 
the document at the review.  

5. The applicant will have the right of representaBon by legal counsel at the applicant’s expense. 
HACE must be noBfied in advance if the applicant intends to be represented by legal counsel.  

6. Evidence, witnesses and any informaBon applicable to the review may be presented by either 
HACE or the applicant.  

7. The hearing officer will conduct the Informal Review in a manner intended to ensure proper 
order.  

8. A final decision will be made by the hearing officer based upon the facts and evidence 
presented at the Informal Review.  

12.3 Informal Hearings for ParEcipants 

A. Acceptable Reasons for Informal Hearings 

HACE will give a parBcipant an opportunity for an Informal Hearing for certain HACE 
determinaBons relaBng to individual circumstances of the parBcipant family. Any applicable 
determinaBon will be promptly provided to the parBcipant in wriBng and delivered by First Class 
mail. The noBce will include a brief explanaBon of the determinaBon, the applicant’s right to a 
hearing, and the procedure to request a hearing. HACE will offer a parBcipant family an Informal 
Hearing for the following reasons: 

1. A determinaBon of the family’s annual or adjusted income, and the use of such income to 
compute housing assistance payments.  

2. A determinaBon of the appropriate uBlity allowances (if any) for parBcipant-paid uBliBes from 
HACE’s uBlity allowance schedule.  

3. A determinaBon that a Voucher Program family is residing in a unit with a larger number of 
bedrooms than appropriate for the family unit size under HACE’s subsidy standards or a 
determinaBon to deny the family’s request for an excepBon from the standards.  

4. A determinaBon to terminate assistance for a parBcipant family because of the family’s acBon 
or failure to act in accordance with applicable HUD regulaBons or HACE policies (see 24 CFR 
982.552).  

5. A determinaBon to terminate assistance because the parBcipant family has been absent from 
the assisted unit for longer than the maximum period permi�ed under HUD regulaBons or 
HACE policy.  

B. Unacceptable Reasons for Informal Hearings 
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HACE will not provide a parBcipant family with an opportunity for an Informal Hearing for any of 
the following reasons:  

1. DiscreBonary administraBve determinaBons by HACE.  

2. General Policy issues or class grievances. 

3. Establishment of HACE’s schedule of uBlity allowances for families in the Program.  

4. A HACE determinaBon not to approve an extension or suspension of a Voucher term.  

5. A HACE determinaBon not to approve a unit or lease. 

6. A HACE determinaBon that an assisted unit is not in compliance with NSPIRE (unless a 
decision to terminate assistance was made due to parBcipant caused NSPIRE 
deficiencies).  

7. A HACE determinaBon that the unit is not in compliance with NSPIRE because of the 
family size.  

8. A determinaBon by HACE to exercise or not to exercise any right or remedy against the 
owner under a HAP contract.  

C. Request for Informal Hearings 

A parBcipant family will be provided with HACE’s procedure for requesBng an Informal Hearing in 
the determinaBon noBce. The parBcipant must request an Informal Hearing by wriBng to the 
address listed in the noBce. The request for an Informal Hearing must be received by HACE within 
14 days of the date of the noBce. If the parBcipant fails to properly submit the request within the 
prescribed Bme, they will forfeit their right to an Informal Hearing and the determinaBon will 
remain as final.  

HACE will noBfy the family that they may first ask for an explanaBon of the basis of a HACE 
determinaBon under B.1a, b, and c of this secBon. If the family does not agree with the 
explanaBon, they then may request an Informal Hearing in accordance with the Informal Hearing 
request procedures defined above.  

D. Informal Hearing Process 

The Informal Hearing will be conducted by a hearing officer appointed by HACE who has neither 
made nor approved the decision under review or by a subordinate of such person. The process 
will be in accordance with the following:  

1. The parBcipant will be noBfied by mail or other suitable means, of the date, Bme, and 
locaBon of the Informal Hearing within approximately 30 days of the receipt of request by 
HACE. The hearing may be conducted by phone, in person or other suitable means 
approved by HACE.  

• The parBcipant may request, in advance, that HACE reschedule their hearing 
because of a reasonable inability to a�end.  

• A parBcipant’s failure to a�end a scheduled Informal Hearing without advance 
noBficaBon to HACE will be reason for immediate denial of the request without a 
decision by the hearing officer on the merits of HACE’s determinaBon to 
terminate assistance.  
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2. Persons with disabiliBes will be afforded special consideraBons in the scheduling and 
conducBng of the Informal Hearings.  

3. The parBcipant will have a right to examine their file prior to the hearing.  

4. HACE must be given the opportunity to examine, at its offices, any family documents that 
are directly related to the hearing. HACE may copy any such document at its expense. If 
the family does not make the document available for examinaBon by HACE, the family 
may not rely on the document at the hearing.  

5. The parBcipant family will have the right of representaBon by legal counsel at the family’s 
expense. HACE must be noBfied in advance if the family intends to be represented by 
legal counsel.  

6. Evidence, witnesses and any informaBon applicable to the hearing may be presented by 
either HACE or the parBcipant family.  

7. The hearing officer will conduct the Informal Hearing in a manner to ensure proper order. 

8. A final decision will be made by the hearing officer based upon the facts and evidence 
presented at the Informal Hearing.  

12.4 Hearing Officer and Conduct of Informal Reviews and Hearings 

A. Hearing Officer 

The Hearing Officer for all HCV Program Informal Reviews and Informal Hearings will be the HACE 
Deputy Director or their designee. They or a subordinate of such person will have neither made 
nor approved the decision under review. The Hearing Officer will be responsible for insuring that 
all eligible requests for reviews and hearings are scheduled within approximately 30 days of the 
receipt of such requests. Following each of the reviews and hearings, the Hearing Officer will be 
responsible for promptly providing a decision le�er to the applicant or parBcipant family in 
accordance with this Plan.  

B. Conduct of informal Reviews and Hearings 

The Hearing Officer is authorized to regulate the conduct of hearings and reviews at their 
discreBon. This is a non-judicial funcBon; therefore, no formal procedure is required. It shall be 
the responsibility of the Hearing Officer to ensure that adequate informaBon is presented and 
that the order of the hearing proceeds accordingly. The Hearing Officer always will idenBfy the 
session (parBes present, date, Bme, place) and read the iniBal HACE determinaBon or decision 
which prompted the review or hearing. It is the responsibility of the Hearing Officer to take 
perBnent notes and acknowledge material and tesBmony needed to make a reasonable 
determinaBon. The need for a tape recording and transcript of the proceedings shall be at the 
discreBon of the Hearing Officer.  

12.5 Informal Review and Hearing Decisions 

The Hearing Officer is responsible for issuing to the applicant or parBcipant a wri�en decision 
within a reasonable length of Bme following the review or hearing. The decision le�er shall be 
sent to the family by First Class Mail. The le�er will contain a statement of the decision, and the 
reason(s) for the decision, including any applicable HUD regulaBons and/or HACE policies. Factual 
determinaBons that relate to the individual circumstances of the family will be based on a 
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preponderance of evidence presented at the review or hearing. HACE is not bound by any 
decision contrary to HUD regulaBons or requirements or otherwise contrary to federal, state, or 
local law.  

12.6 RestricEon on assistance to NonciEzens  

HACE will comply with the Informal Hearing provisions for the denial of assistance based on   
ineligible immigraBon status contained in 24 CFR part 5 subpart E.  

SECTION 13: REPAYMENT AGREEMENTS 

HACE provides, in certain instances, an opportunity for a family who owes money to HACE, for 
overpayments of assistance resulBng from unreported or misreported family informaBon, to enter into a 
repayment agreement and conBnue to parBcipate in the HCV Program. HACE will calculate the 
installment amounts and prescribe the terms of the repayment agreement.  

Only one repayment agreement will be offered to families who owe HACE money. If circumstances result 
in addiBonal monies owed by the family to HACE, such monies must be reimbursed in one payment, 
which will be due within no more than 60 days of the noBce to the family by HACE. Failure by the family 
to meet this requirement will result in the terminaBon of the HAP Contract.  

13.1 Misreported or Unreported Income 

When HACE idenBfies cases where the family has erroneously reported their household income, or has 
not reported all their household income, a determinaBon will be made as to whether the family’s acBon 
or inacBon appears to be deliberate and whether any Family ObligaBons have been violated. A repayment 
agreement may be offered if the family has not: 

A. Commi�ed fraud or willfully misrepresented informaBon; 

B. Violated any of the Family ObligaBons; or 

C. Previously breached a repayment agreement with HACE.  

13.2 Other Amounts Owed to HACE 

A family may owe HACE money for reasons other than overpayments as stated previously in this chapter 
(A). Repayment agreements for other amounts owed may be offered to families by HACE depending upon 
the origin of the outstanding debt and any rules governing the type of debt. The decision to offer a 
repayment agreement in this category will be made on an individual basis and is at the sole discreBon of 
HACE. 

13.3 Repayment Agreement Policy for ParEcipants 

The repayment agreement will be specific, idenBfying the reason for the reimbursement, term of the 
agreement, payment frequency and due date, installment amount and other binding condiBons 
structured by HACE. A repayment agreement must be executed by the family’s head of household within 
14 days of the offer by HACE; otherwise, it will be considered to be a refusal by the family to enter into 
the agreement. The repayment agreement policy conforms to the following:  
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A. Each installment will be due in advance without noBce to the family. Payments will be made to 
HACE’s main office or address idenBfied in the repayment agreement.  

B. A repayment agreement for a family will consist of a term of no longer than 12 months unless a 
longer Bme is approved by the ExecuBve Director or designee.  

C. Any breach of the terms or condiBons of a repayment agreement will result in the terminaBon of 
program assistance for the family in accordance with 24 CFR 982.552 (c)(vii).  

D. If a family is offered a repayment agreement for monies owed HACE, and the family refuses, the 
enBre amount will be due immediately. Failure by the family to pay HACE will be considered 
reason for the terminaBon of program assistance under 24 CFR 982.552(c)(v).  

E. Advance noBce of a terminaBon of program assistance under this paragraph and a right to an 
Informal Hearing will be provided to the family prior to a disconBnuaBon of assistance.  

F. If the family parBcipates in the FSS program, HACE may reduce the amount of the family’s escrow 
balance by the amount owed HACE.  

13.4 Repayment Agreement Policy for Owners 

In some cases the owner of an assisted unit under a HCV Program HAP Contract may have received excess 
assistance payments through no fault of their own. When overpayments cannot be deducted from the 
owner’s monthly HAP check, an agreement may be offered by HACE for reimbursement. Such agreement 
will be for no longer than 12 months and will include specific terms and condiBons structured at the 
discreBon of HACE and agreed to by the owner.  

13.5 ProsecuEon for Fraud 

If HACE determines that the family (or owner, if applicable) has commi�ed fraud aZer a repayment 
agreement has been executed, HACE may terminate assistance and may seek prosecuBon through the 
courts. In all cases involving fraud, HACE has the right to prosecute in accordance with applicable laws.  

SECTION 14: PROGRAM INTEGRITY AND PERFORMANCE 

14.1 Program Monitoring 

Monthly reports will be maintained to monitor the waiBng list and outstanding Vouchers to effecBvely 
manage the leasing schedule and to provide HACE with program demographics. A HAP contract register 
will be maintained and regularly reviewed to monitor the monthly Housing Assistance Payments.  

14.2 Ethics  

In accordance with federal regulaBons, HACE nor any of its contractors or subcontractors may enter into 
any contract or arrangement in connecBon with the parBcipant-based programs in which any of the 
following classes of persons has any interest, direct or indirect, during his or her tenure with HACE or for 1 
year thereaZer:  

A. Any present or former member or officer of the Housing Authority (except an HCV parBcipant 
commissioner). 

B. Any employee of the Housing Authority or any contractor, subcontractor or agent of the Housing 
Authority who formulates policy or who influences decisions with respect to the programs.  
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C. Any public official, member of a governing body, or State or local legislator who exercises 
funcBons or responsibiliBes with respect to HACE’s programs; or 

D. Any member of the Congress of the United States.  

Any member of the classes described above must disclose their interest or prospecBve interest to the 
Housing Authority and HUD.  

The Conflict of Interest prohibiBon under this secBon may be waived by the HUD Field Office upon the 
request of HACE for good cause.  

No Commissioner or HACE employee shall solicit or receive any giZ or consideraBon.  

ViolaBons of these requirements will result in disciplinary acBon as outlined in the HACE’s Employee 
Handbook and be determined by acBon of the Board of Commissioners.  

14.3 Quality Control 

HACE will conduct Quality Control reviews in five key management areas relaBng to specific performance 
indicators of the SecBon Eight Management Assessment Program (“SEMAP”). The reviews will be 
completed by HACE ExecuBve Director, a management designee, or an independent contractor in 
accordance with 24 CFR Part 985 to determine performance for the following:  

A. SelecBon from the WaiBng List 

B. Reasonable Rent 

C. DeterminaBon of Adjusted Income 

D. NSPIRE Quality Control InspecBons 

E. NSPIRE Enforcement 

The Quality Control Samples will be drawn in an unbiased manner and reviewed by the appropriate 
management individual as defined above for the purpose of determining if the work documented in the 
files conforms to program requirements. The minimum size of the sample will be as follows:  

 

UNIVERSE MINIMUM NUMBER OF UNITS IN SAMPLE 

50 or less 5 

51-600 5 plus 1 for each 50 (or part of 50) over 50 

601-2000 16 plus 1 for each 100 (or part of 100) over 600 

Over 2000 30 plus 1 for each 200 (or part of 200) over 2000 

 

14.4 Financial ReporEng 

All financial reporBng will be in accordance with applicable HUD regulaBons and General Accepted 
AccounBng Principles. 
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SECTION 15: SECTION 8 PROJECT BASED VOUCHER PROGRAM 

15.1 SecEon 8 Project-Based Voucher Program Goal and Approach 

A. The SecBon 8 Project-Based Voucher Program (PBV) goal is designed to accomplish two major 
objecBves for HACE:  

1. To increase the supply of assisted rental housing for eligible individual families; and  

2. To improve the efficiency and uBlizaBon of the SecBon 8 Housing Choice Voucher 
Program.  

B. In order to facilitate the administraBon of the PVB Program and to develop a system of checks 
and balances the following will occur: 

1. HACE will administer the PBV program for up to 20% of the maximum number or units 
HUD allows to be leased as stated in the annual HUD budget email to the PHA.  

2. The waiBng list team will be responsible for processing applicants as well as 
administering the waiBng list; and  

3. The SecBon 8 Division will be responsible for housing the eligible qualified applicants 
and will conBnue to administer the PBV program for the duraBon of the housing 
assistance payment contract with the owner.  

C. HACE reserves the right to consider all three (3) site selecBon opBons:  

1. Request for PBV Proposals.  

2. Winning a Previous CompeBBon.  

3. A�aching PBV to Certain PHA Owned or Controlled Projects without a CompeBBon.  

D. HACE reserves the right to do any one or any combinaBon of the following three (3) types of 
housing for PBV as defined in the PBV regulaBons.  

1. ExisBng housing 

2. RehabilitaBon 

3. New ConstrucBon 

15.2 Request for PBV Proposals and Site SelecEon Policy  

The PHA will not limit proposals to a single site or impose restricBons that explicitly or pracBcally 
preclude owner submission of proposals for PBV housing on different sites.  

A. PUBLIC NOTICE REQUIREMENTS 

1. The PHA will publish a Public NoBce for Request for PBV Proposals.  

2. This noBce will be published in the newspaper with the widest general circulaBon in the 
PHA’s jurisdicBon.  
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3. This noBce may include but not necessarily be limited to the following: 

a. A request for PBV proposal  

b. Contact informaBon to request a proposal submission package  

c. The addresses to send the proposal 

d. A statement that the submission package contains all required details and only proposals 
submi�ed using the PHA provided PBV Proposal format will be considered, and  

e. The Bme and date proposals are to be received.  

4. The Public NoBce will be published once each week for three (3) consecuBve weeks.  

5. The deadlines for receipt of proposals will be at least 30 calendar days from the publicaBon 
date of the last public noBce.  

6. The public noBce may specify the esBmated number or units that may be available.  

7. The PHA will maintain a log of the name and address of interested parBes to whom 
submission packages are sent or by whom submission packages are picked up at the main 
office, the date of the request and the date the packages are mailed or picked up.  

8. The Request for Proposals and Owner Proposal formats that are not picked up shall be sent 
by first class mail no later than (2) calendar days aZer receiving the request.  

9. The PHA will maintain a list of proposals received and the date they are received.  

10. The PHA will date, and Bme stamp the outside of the envelope.  

11. The PHA may hold a voluntary briefing for potenBal applicants. The date, Bme and locaBon 
of the briefing are to be provided in the Public NoBce.  

B. OWNER PROPOSAL SUBMISSION REQUIREMENTS 

1. A proposal package will be prepared and provided to interest parBes upon request.  

2. This package may include at least: 

a. Detailed informaBon required to be included in the proposal  

b. SelecBon evaluaBon factors 

c. InstrucBons to mark the outside of the proposal with the words “PBV Proposal” in the 
lower leZ-hand corner of the envelope or package.  

3. As appropriate the PHA may select what items are to be included in the Owners PBV 
proposal and list these items in the Request for PBV Proposals from the following items: 

a. A descripBon of the exisBng housing or housing to be constructed or rehabilitated, 
including: 

i. The number or units by size (square footage)  
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ii. Bedroom count  

iii. Bathroom count  

iv. Sketches of the proposed new construcBon or rehabilitaBon  

v. Unit plans 

vi. LisBng of ameniBes and services and  

vii. EsBmated date of compleBon 

b. For rehabilitaBon, descripBon must describe the property as is and must also describe 
the proposed rehabilitaBon 

c. Evidence of site control 

d. For new construcBon, idenBficaBon and descripBon of the proposed site, site plan, and 
neighborhood 

e. Evidence that proposed new construcBon or rehabilitaBon is permi�ed by current zoning 
or regulaBons, or evidence to indicate the needed re-zoning is likely and will not delay 
the project 

f. Proposed contract rent per unit, including:  

i. IndicaBon of uBliBes, services and equipment included in rent  

ii. IndicaBon of uBliBes, services and equipment included; and  

iii. For uBliBes not included, esBmated monthly average cost for each unit type for 
the first year of occupancy. 

g. A statement idenBfying: 

i. The number of persons (families, individuals, businesses and non-profit 
organizaBons) occupying the property on applicaBon submission date 

ii. Number of persons to be displaced, temporarily relocated or moved 
permanently within the building or complex 

iii. EsBmated cost of relocaBon payments and services, and the sources of the 
funding 

iv. The organizaBons(s) that will carry out the relocaBon acBviBes  

v. IdenBfy the owner and other project principals and the names of officers and 
principal members, shareholders, investors and other parBes having a 
substanBal interest  

vi. CerBficaBon showing the above-menBoned parBes are not on the U.S. General 
Services AdministraBon list parBes excluded from federal procurement and 
non-procurement programs 
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vii. Disclosure of any possible conflict of interest by any of the parBes that would be 
in violaBon of the Agreement to Enter into a HAP Contract or the HAP Contract 
itself.  

viii. Any informaBon on the qualificaBons and experience of the principal 
parBcipants 

ix. The owners plan for managing the maintaining units  

x. Evidence of financing or lender interest and the proposed terms of financing  

xi. DocumentaBon that site is free from environmental or safety hazards 

xii. DocumentaBon that site is not on a 100-year Flood Plan or does not involve a 
historic property, and  

xiii. Statement the rehabilitaBon is nor is not being undertaken in areas targeted for 
revitalizaBon.  

C. SITE SELECTION POLICY 

The site selecBon policy and procedures herein promote the PBV goals by ensuring the supply of 
assisted rental housing is expanded while being in compliance with the SecBon 8 Project-Based 
Voucher Program Final Rule.  

1. A three (3) member team of the PHA staff will review, evaluate, and recommend a proposal. 
Proposals will not be opened unBl aZer the submission deadline.  

2. The PHA is under no obligaBon to award a PBV to any proposal received.  

3. As appropriate the ExecuBve Director shall recommend a proposal to the Board of 
Commissioners (Board), subject to the proposed site passing environmental review 
requirements, subsidy layering review, and Site and Neighborhood NSPIRE inspecBon.  

4. The proposal evaluaBon will be in two (2) Bers: 

a. The first Ber is meeBng wri�en qualifying factors required in a HUD regulaBon or a HUD 
noBce. Proposals not meeBng the qualifying factors will not be evaluated/rated in the 
second Ber. The PHA will prepare a qualifying factor form lisBng each factor and results 
of the qualifying factor review for each item and the signature of the persons performing 
the review. The qualifying factors are as follows:  

i. The proposal was received by the deadline.  

ii. The property is eligible housing per HUD regulaBons. The PHA will confirm the 
proposed units are not part of the list of prohibited units.  

iii. The proposal complies with the cap on the number of PBV units per building  

iv. The proposal meets the Site SelecBon standards per HUD regulaBons.  

v. The proposal meets zoning requirements  
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vi. The site is consistent with the goal of deconcentraBng poverty and expanding 
housing opportunity pursuant to elements listed in HUD regulaBons. The PHA 
will use a form to document that each element listed in the regulaBon was 
considered.  

vii. The site facilitates compliance with Civil Rights Requirements listed in HUD PBV 
regulaBons.  

viii. The site meets Housing Choice Voucher NSPIRE site standards.  

ix. If needed, the proposal passes the HUD environmental review and HUD subsidy 
layering review.  

b. Proposals meeBng all Qualifying Factors are then evaluated in the second evaluaBon Ber 
based upon the PHA’s EvaluaBon SelecBon Criteria: 

i. The EvaluaBon SelecBon Criteria will be consistent with HUD regulaBons and 
guidelines, including 24 CFR 983.57 (d) and (e).  

ii. The criteria will be wri�en and adopted by the PHA’s Board of Commissioners 
prior to the first Public NoBce.  

iii. Each criteria will be assigned a maximum point value indicaBve of its relaBve 
importance.  

iv. An EvaluaBon SelecBon Criteria raBng sheet will be prepared, lisBng each 
criteria, the maximum points, the points awarded for each criteria, the total 
points awarded, voluntary comments, the name of the reviewer, and the date 
of the review.  

v. Each proposal will be independently rated by each evaluator over the same 
period of Bme.  

vi. The evaluaBon team may meet to determine a recommendaBon. 

vii. The PHA is not obligated to select the highest rated proposal if a reasonable 
explanaBon can be provided to the PHA’s Board of Commissioners.  

viii. If appropriate, the PHA’s quality and design requirements in addiBon to Housing 
Quality Standards may be included as a raBng factor.  

ix. For ExisBng Housing, a pre-selecBon NSPIRE inspecBon will be made to 
document that the units substanBally meet NSPIRE requirements. The results of 
pre-selecBon inspecBon of exisBng units will be an evaluaBon/raBng factor if 
exisBng units are being considered. The definiBon for “substanBally meets 
NSPIRE” is a unit that has NSPIRE deficiencies that require only minor repairs to 
correct. “Minor repair’s” is defined as repairs that could be expected to be 
made within 48 hours of receiving the NoBce of Needed Repairs.  
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x. All proposed PBV units in the project must meet the definiBon of substanBally 
meeBng NSPIRE.  

xi. Evidence of financial commitment as compared to construcBon/rehabilitaBon 
cost and debt service may be a raBng factor.  

xii. An operaBon cash flow projecBon may be a raBng factor.  

xiii. A wri�en Management Plan describing how the owner will fulfill the occupancy 
and maintenance requirements may be a raBng factor.  

c. For proposals with omissions or discrepancies applicants will be noBfied by le�er and 
will be allowed ten (10) calendar days to correct or complete the proposal. If the 
correcBons or addiBonal requested informaBon is not received by the deadline, the 
proposal will be considered incomplete and rejected.  

d. Within seven (7) calendar days of the PHA’s Board of Commissioners approval, the PHA 
will provide wri�en noBficaBon of the selected proposal(s) to all parBes submi«ng a 
proposal.  

e. Within 14 calendar days of Board approval, the PHA will publish a public noBce 
announcing the parBes selected to receive PBV in the same newspaper in which the 
Public NoBce of PHA Request for PBV Proposals was published.  

f. If the PHA has any direct or indirect interest in selected proposals, the PHA will request 
the selecBon process be reviewed by the local HUD Field Office or HUD approved 
independent enBty, to determine the proposal was appropriately selected based on the 
selecBon procedures specified in the PHA’s HCV AdministraBve Plan and HUD 
regulaBons. The requirements at 24 CFR 983.59 for independent enBty to perform the 
inspecBon, reasonable rent determinaBon and determinaBon of iniBal occupant rent 
shall be followed.  

g. DocumentaBon regarding the basis for the proposal selecBon will be made available at 
the ExecuBve Director’s office under the control of an assistant to the ExecuBve Director 
for at least three (3) years from the date the Board approved the proposal.  

D. WINNING A PREVIOUS COMPETITION 

NOTE: The regulaBons permit agencies that a�ach Project Based Vouchers to projects that have 
won a previous local, state, or federal housing related compeBBon.   

        HACE will not issue a Public NoBce.  

1. HACE may provide owners with a PBV Request for Proposals to give them informaBon about 
the PBV program.  

2. HACE will provide the owners with its PBV Owner Proposal format so it can collect all of the 
informaBon needed for the PBV process.  
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3. DocumentaBon must be provided by the owner or the enBty responsible for the housing 
compeBBon to show that having a commitment for PBV units was NOT a factor in winning 
the compeBBon. Examples of potenBal compeBBons include LIHTC and the HOME program.  

4. The housing-related award must be given within 3 years of the PBV selecBon date.  

5. All of the procedures above will be followed for proper evaluaBon of all required factors for 
site selecBon, with the excepBon of the following items that do not apply to the process for 
winning a previous compeBBon:  

a. Receiving the proposal by the deadline  

b. Providing wri�en noBficaBon to all parBes submi«ng a proposal, and  

c. Publishing a public noBce announcing the parBes receiving PBV.  

E. ATTACHING PBV’S WITHOUT A COMPETATIVE PROCESS  

1. HACE may a�ach PBV assistance to units in a project in which they have an ownership 
interest or over which they have control without following a compeBBve process. HACE may 
implement this opBon only if it is engaged in an iniBaBve to improve, develop, or replace a 
public housing property or site.  

2. HACE will follow the most recent HUD definiBon of “ownership interest” and “control” 
provided in regulaBon or NoBce.  

3. The public housing properBes or sites may be in the public housing inventory or may have 
been removed from the public housing inventory through any available legal removal tool 
within 5 years from the date on which the PHA executed the AHAP or HAP Contract pursuant 
to the non-compeBBve selecBon.  

4. Any rehabilitaBon or new construcBon project will meet the required $25,000 per unit 
minimum threshold.  

5. HACE may also consider ExisBng Housing under this site selecBon method. The units must 
meet the definiBon for “substanBally meets NSPIRE”. The $25,000 unit minimum threshold is 
not required.  

6. All of the procedures above will be followed for proper evaluaBon of all required factors and 
site selecBon.   

F. SELECTION OF PHA OWNED UNITS 
1. HACE may select PHA –owned units no ma�er which site selecBon opBon is used.  

2. A unit is “owned by a PHA” if the unit is in a project that is either owned by the PHA, 
including having a controlling interest in the enBty that owns the unit, or owned by an enBty 
that is wholly controlled by the PHA, or owned by a limited liability company (LLC) or limited 
partnership in which the PHA (or an enBty wholly controlled by the PHA) holds a controlling 
interest in the managing member or general partner.  

3. When needed, HACE will use the HUD definiBon for “controlling interest” as published in a 
regulaBon or noBce.  
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4. As needed, HACE will establish a separate legal enBty solely to be the Owner for the PBV HAP 
Contract.  

5. HACE will engage an Independent EnBty to perform various funcBons of the PBV process as 
indicated by HUD. An independent enBty is either a unit of general local government or a 
HUD-approved independent enBty. HACE will submit to the local HUD Office of Public 
Housing a joint PHA and independent enBty cerBficaBon cerBfying that the PHA and the 
independent enBty have no legal, financial or other connecBon that could cause either party 
to be improperly influenced by the other, and that the independent enBty will perform its 
duBes in an unbiased manner.  

G. HUD-VASH PROJECT BASED VOUCHERS   
1. The items below apply to HUD VASH set aside awards to the PHA.  

a. HUD-VASH units awarded through the HUD-VASH set aside are exempt from both the 
project cap and the PBV program limitaBon.   

2. The items below apply to VASH units that the PHA voluntarily applies to the VASH program.  

a. All units exclusively made available to HUD VASH families are exempt from the PBV 
project cap, but they do apply to the PBV program limitaBon.  

b. HUD approval to project based VASH units is not needed. Agencies must consult with the 
partnering Veterans Affairs Medical Center (VAMC) or DSP to ensure their support.  

c. The PHA may execute a single PBV HAP Contract to include both HUD VASH and other 
PBV units. The PHA must indicate the number of units exclusively available to HUD VASH 
families in Exhibit A of the PBV HAP Contract.  

d. The PHA and the Owner may agree to amend the PBV HAP Contract to re-designate a 
regular PBV unit as a HUD VASH unit. The PHA must first consult with the VAMC or DSP.  

e. The PHA and the Owner may agree to amend the PBV HAP Contract to re-designate a 
unit specifically designated for HUD VASH families as a regular PBV unit as long as the 
unit is not funded through a HUD funded VASH PBV set aside award.  

f. The unit cannot be on the grounds of a medical facility. The unit must also be eligible 
under the PHA’s PBV program limitaBon and project cap.  

3. The items below apply to both HUD VASH awards and units the PHA voluntarily applies to 
VASH families.  

A. If the PHA is going to use the compeBBon site selecBon method an include VASH units, 
the site selecBon procedures in item B. above will be followed.  

B. If the PHA is going to use the winning a previous compeBBon site selecBon method, the 
site selecBon procedures in item C. above must be followed.  
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C. If the PHA is going to use the a�aching PBV to certain PHA owned or controlled site 
selecBon method, then the site selecBon procedures in item D. above will be followed.  

D. If the PHA is going to use the site selecBon method of PHA Owned units, then the site 
selecBon procedures in item E. above will be followed.  

E. HUD-VASH supporBve services only need to be provided to all HUD-VASH families 
receiving PBV assistance in the project, not all families receiving PBV assistance in the 
project.  

F. If a HUD-VASH families does not require or no longer requires case management, the 
unit conBnues to count as exempted from the project cap as long as the family resides in 
the unit.  

G. When the PHA is informed by the VAMC or DSP that the family’s assistance must be 
terminated for failure to parBcipate in the required case management without good 
cause, the PHA must terminate the family’s assistance and provide a reasonable Bme to 
vacate the unit. The PHA must terminate assistance to the family at the earlier of the 
Bme the family vacates, or expiraBon of the reasonable Bme period given for the family 
to vacate. A reasonable Bme period to vacate the units is 60 days, with the possibility of 
one addiBonal extension of 60 days. The PHA realizes that terminaBng assistance for 
failure to parBcipate in case management without good cause, can be a very sensiBve 
and volaBle issue that may take Bme to resolve to enable the family to relocate.  

H. The Lease terminates at the same Bme as the terminaBon of assistance. If the family fails 
to vacate the unit within the established Bme, the Owner may evict the family. It the 
Owner does not evict the family, the PHA will remove the unit from the PBV HAP 
Contract or amend the PBV Hap Contract to subsBtute a different unit in the project if 
the project is parBally assisted. The PHA may add the removed unit to the PBV HAP 
Contract aZer the ineligible family vacates the property.  

H. PBV PERCENT LIMITATION 
        The PHA may project-base an addiBonal 10% of its ACC authorized units above the 20%    
        program limit by serving one or more of the excepBon categories listed in this secBon.         
        Whether the PHA serves one or more of the excepBon categories, the total excepBon units  
        will not be more than 10% of the authorized ACC units as noted on the most recent annual  
        budget memo from HUD.  

 

1. Homeless: For the PBV Program, HUD requires the definiBon used in SecBon 103 of the 
McKinney-Vento Act to be used for PBV Program Cap purposes. It is also provided in NoBce 
2017-21. Note that this definiBon is different than the definiBon used for the PHA’s Homeless 
preference.   

2. Veteran: The PHA will use the same definiBon for Veteran as used for the PHA’s preference 
for the HCV program. That definiBon is the VerificaBon of Local Preferences secBon of this 
HCV AdministraBve Plan. HUD VASH PBV allocaBon is not included in the 10% excepBon.  
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3. SupporBve Housing Services: The units provide supporBve housing to persons with 
disabiliBes or to elderly persons. SupporBve housing services means a project that makes 
supporBve services available for all of the assisted families in the project and provides a 
range of services tailored to the needs of the parBcipant.  

a. Such services may include but are not limited to meal service, housekeeping aid, 
personal assistance, transportaBon, health-related case management, childcare, 
educaBonal and employment services, job training, counseling, or other services 
designed to help the recipient live in the community as independently as possible.  

b. The services may or may not be provided by the owner or provided on site. They will be 
reasonably available to the families receiving assistance in the project.  

c. The PHA will not require parBcipaBon in supporBve services as a condiBon to live in the 
excepted unit.  

d. Services will be available as long as the parBcipant is the unit.  

e. The length of Bme the services are actually provided, the frequency of services, and the 
depth or extent of the services will be reasonable as determined by the PHA’s 
coordinator of services or by the Property Manager and may depend on the type of 
service being provided.  

f. With the excepBon of an assisted living facility as defined by HUD PBV regulaBons, the 
Owner cannot require the parBcipants to pay charges for meals or supporBve services. 
For assisted living faciliBes as defined by HUD PBV regulaBons, owners may charge for 
meals and supporBve services, but it will not be part of the rent nor counted in the 
reasonable rent determinaBon process.  

4. Poverty Rate of 20 percent or less: PBV units that are in a census tract with a poverty rate of 
20 percent or less, as determined in the most recent American  

Community Survey 5 Year EsBmates. A project that qualifies for the increased project cap at 
the Bme of the HAP contract execuBon, conBnues to qualify for the increased cap regardless 
of the changes of the poverty rate for the census tract.  

I. HOUSING TYPE 
1. HACE retains discreBon to determine which housing type to select among the  

eligible Excepted units pursuant to 24 CFR 983.56. 
2. Depending on the PHA’s needs, parBcular housing types may receive points in the  

proposal evaluaBon/raBng process.  
J. PROJECT CAP EXCEPTED UNITS 

1. Excepted units may be of the PBV contact and are not to be counted toward the cap on the 
number of PBV units in a building.  

2. Excepted units must be used for a “Qualifying” family.  
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3. HACE may consider elderly or disabled families, or families offered a qualifying service as 
“Qualifying” families: 

a. Families offered qualifying service that may include but is not limited to meal service, 
housekeeping aid, personal assistance, transportaBon, health-related case management, 
childcare, educaBonal and employment services, job training, counseling, or other 
services designed to help the recipient live in the community as independently as 
possible.  

b. The extent the services are actually provided will be reasonable as determined by the 
PHA’s coordinator of services or by the Property Manager and may depend on the type 
of service being provided.  

c. The PHA is prohibited from requiring parBcipaBon in medical or disability related 
services other than drug or alcohol treatment in the case of current abusers as a 
condiBon of living in an excepted unit.  

d. The services do not need to be provided by or at the project. 

e. At least one family member must be receiving at least one qualifying service.  

f. If the parBcipant completes the FSS Contract or ParBcipaBon or other supporBve service 
requirement, the unit conBnues to count as an excepted unit for as long as the family 
resides in the unit.  

g. If supporBve services are disconBnued the family shall conBnue to be a “Qualified” 
family as long as the family resides in the unit.  

h. If the family vacates the unit, the unit shall remain as “Excepted” if it is re-rented to 
another “Qualifying” family.  

i. The PHA shall monitor the family’s parBcipaBon in supporBve services once each year as 
part of the annual reexaminaBon of the family. The family shall provide a third-party 
verificaBon to document parBcipaBon in supporBve services.  

j. If a family fails without good cause to complete its FSS Contract of ParBcipaBon or other 
supporBve services requirement by the PHA, the PHA will require the family to vacate 
within 60-90 calendar days ending on the last day of a month. At that Bme, the PHA will 
terminate the family’s assistance and cease paying HAP payments on behalf of the non-
qualifying family.  

k. If the non-qualifying family fails to vacate within the 60-90 calendar day period, the unit 
must be removed from the PBV HAP Contract unless the project is parBally assisted, and 
the Contract can be amended to subsBtute the unit. The Owner may terminate the Lease 
and evict the parBcipant.  



99 | P a g e   A p r i l  2 0 2 4  
 
 

l. The PHA will monitor the receipt of supporBve services during the annual family 
recerBficaBon. The family will be required to provide third party verificaBon of the actual 
services received and how oZen the services were received.  

4. New ConstrucBon of RehabilitaBon.  

If an owner is proposing to pledge the HAP Contract as security for financing, the owner 
must submit the financing document to the PHA for review. In determining approvability of 
the pledge arrangement, the PHA must ensure that the financing documents do not modify 
the contact and do not contain any requirements inconsistent with the contact. Any contract 
must be limited to amount payable under the contact in accordance with the terms of the 
contact.  

15.3 Rehabilitated or Newly Constructed Units.  

1. The PHA and the owner will enter into an Agreement to Enter into a HAP Contact (AHAP) for 
Project –Based Voucher provided by HUD.  

2. “Timely compleBon” of the development shall be defined in the AHAP.  

3. If the development work is not completed (i.e., occupying permit being issued) within the 
Bmely compleBon period, the PHA reserves the right to either terminate the AHAP or 
provide an extension to the Bmely compleBon period.  

4. The PHA may, as needed, determine the acceptability of work drawings and specificaBons 
and require addiBonal drawings and specificaBons in the work descripBon secBon of the 
AHAP.  

5. The AHAP cannot be executed unBl aZer the PHA receives approval of the Subsidy Layering 
Review (if needed) and approval of the Environmental Review.  

6. AZer receiving the approval in item 5 (above), the AHAP shall be executed within 30 calendar 
days.  

7. The AHAP will clearly describe the required evidence of compleBon that will be provided by 
the owner.  

8. The PHA will review all evidence of compleBon and either approve or require addiBonal 
evidence.  

9. The PHA will use the HUD issued Project-Based Voucher Housing Assistance payments (HAP) 
contract.  

10. For exisBng housing, the HAP contact shall be executed within fourteen (14) calendar days 
aZer the units and buildings pass NSPIRE inspecBon.  

11. For newly constructed or rehabilitated housing, the HAP contact will be executed fourteen 
(14) calendar days aZer.  
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a. The PHA has inspected the completed units and buildings and determined the 
development work was completed pursuant to the AHAP; 

b. The owner has submi�ed all required evidence of compleBon; and  

c. The PHA has accepted the evidence of compleBon.  

12. The term of the HAP Contract will be for up to twenty (20) years unless there is a 
documented and compelling reason for a lesser term of not less than one (1) year.  

A. CONDUCT OF DEVELOPMENT WORK  
1. If needed, the PHA shall monitor Davis-Bacon wage requirements bi-weekly.  

2. The PHA will maintain adequate documentaBon in an easily audited format for all items 
required to be monitored per the AHAP.  

3. The PHA will provide a DocumentaBon of CompleBon CerBficaBon to the owner pursuant 
with 24 CFR 983.155. 

B. EXTENSION OF HAP CONTRACT 
1. The HAP Contract may be extended for terms of up to 20 years if deemed appropriate by the 

PHA.  

2. When determining appropriateness for a HAP Contract extension, the PHA may consider: 

a. The owner’s history of compliance with the HAP contract; 

b. The owner’s history of properly screening clients and enforcing the lease; 

c. The PBV units can sBll be properly supported by the PHA Five-Year and Annual Plan or 
other documented community needs; 

d. The PHA determines that PBV is sBll the best use of the HCV program budget authority; 
and  

e. The project conBnues to provide affordable housing for low-income families.  

C. SUBSTITUTION AND ADDITION OF CONTRACT UNITS 
1. When considering the subsBtuBon of a contract unit, in addiBon to the subsBtute unit 

meeBng NSPIRE requirements, the PHA may take into consideraBon: 

a. A request for reasonable accommodaBon; 

b. Changes in the condiBon or use of units in the building; 

c. A resulBng improvement in program or building management; and  

d. Other reasonable jusBficaBons.  

2. When adding units to PBV HAP Contract during the first three (3) years of the contact, the 
PHA may take into consideraBon: 
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a. The regulatory limits per building and 20% of the maximum number of units HUD allows 
to be leased as stated in the annual HUD budget email to the PHA; 

b. A request for reasonable accommodaBon;  

c. Changes in the condiBon or use of units in the building; 

d. A resulBng improvement in program or building management; and  

e. Other reasonable jusBficaBons.  

D. CONDITION OF CONTRACT UNIT  
1. When determining the need for addiBonal NSPIRE requirements, the following items may Be 

considered:  
a. Assurance of conBnued compliance with any design, architecture or quality 

requirements listed in the AHAP or HAP Contract; and  

b. Request for reasonable accommodaBon.  

2. AddiBonal NSPIRE requirements are located in SecBon 7 of this SecBon 8 AdministraBve Plan.  
15.4 Management  

A. OWNER RESPONSIBILITIES  

1. The owner shall develop a wri�en management plan that will be reviewed by HACE during 
the proposal evaluaBon/raBng process.  

2. HACE will review the owner’s compliance performance with the HAP Contract on or about 
the anniversary date of the contact.  

3. The owner shall appropriately screen applicants referred by HACE.  

4. Provide HACE with a copy of any terminaBon of tenancy noBficaBons on the following day.  

5. Offer vacant, accessible units to a family with one or more members with a disability 
requiring accessibility features of the vacant unit.  

B. WAITING LIST AND SELECTION FOR PARTICIPATION 
 

1. The HACE HCV Program will establish a separate waiBng list for each PBV project unless 
increased efficiency can be achieved by having the same waiBng list for two more PBV 
developments.  

2. All applicants of the appropriate bedroom size(s) on the HCV Program will have the 
opportunity to be placed on the PBV waiBng list when it is first established.  

3. Applicants who pass the HUD required HCV Program screening will be referred to the Owner.  

4. HACE may place families referred by the owner of project-based voucher units on its PBV 
waiBng list. Families will be referred to housing units from the waiBng list.  
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5. Concerning Income TargeBng, in any fiscal year, not less than 75% of families admi�ed to the 
combined parBcipant-based and Project-Based Voucher Program should be extremely low-
income families.  

6. PBV units will not remain vacant for an excessive period of Bme to meet the Income TargeBng 
percentage.  

7. Pursuant to 24 CFR Part 982.201 (b)(III), allowing low income parBcipants to received 
HCV/PBV assistance if conBnually assisted, Part 982.201(d), ConBnually Assisted ParBcipants, 
and Part 982.203(b)(1), allowing special admissions conBnually assisted due to 
demoliBon/disposiBon of public housing units. Public housing residents being displaced due 
to demoliBon/disposiBon will be permi�ed to receive Project-Based Voucher assistance 
without being placed on the HCV/PBV WaiBng List.  

 

 

C. FILLING VACANT UNITS  

1. When the Owner noBfies the PHA of vacancies in the PBV units, the PHA will refer to the 
owner one or more families of the appropriate size on the waiBng list. A family that refuses 
the offer of a unit with Project-Based assistance will maintain its place on the waiBng list.  

2. The owner must noBfy the PHA within two (2) calendar days of learning of a vacancy.  

3. The owner will confirm occupancy, usually through rent payment, once each month.  

4. The PHA will refer applicants to the Owner within two (2) calendar days aZer receiving noBce 
of vacancies. Such referral shall be in the form of providing the Owner with a copy of the 
SecBon 8 pre-applicaBon or applicaBon.  

5. The Owner must rent all vacant units to eligible families referred by the PHA from its waiBng 
list. The PHA will determine eligibility for parBcipaBon in accordance with HUD requirements.  

6. If the PHA does not refer a sufficient number of interested applicants of the PHA waiBng list 
to the Owner within 30 calendar days of the Owner’s noBficaBon to the PHA of a vacancy, the 
Owner may adverBse for or solicit applicaBons from eligible very low-income families. The 
Owner must refer these applicants to the PHA to determine final eligibility.  

7. The Owner shall noBfy rejected applicants within three (3) calendar days of the decision in 
wriBng with a copy to the PHA.  

D. BRIEFING WITH THE FAMILY 

1. Within five (5) calendar days aZer accepBng PBV, the PHA will provide an oral briefing and 
wri�en briefing packet pursuant to 24 CFR 983.252. 

E. OVERCROWDED, UNDER OCCUPIED AND ACCESSIBLE UNITS  

HACE’s subsidy standards apply to the PBV program and will determine the appropriate  
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       unit size for the family size and composiBon.  
 

1. If HACE determines that the family is occupying a wrong-size unit (overcrowded or under-
occupied) or a unit with accessibility features that the family does not require and the unit is 
needed by a family that requires the accessibility features, HACE will promptly noBfy the 
owner of this determinaBon and offer family conBnued assistance in the form of: 

a. PBV assistance in an appropriate-size unit, in the same project or in another project;  

b. Other project-based housing assistance (e.g., by occupancy of a public housing unit);  

c. ParBcipant-based rental assistance under the HCV program; or  

d. Other comparable public or private parBcipant-based assistance (e.g., under the HOME 
program). 

 

 

2. TerminaBon of Housing Assistance Payment 

a. If HACE offers the family the opportunity to receive ParBcipant-based rental assistance 
under the HCV program, HACE must terminate the HAP payment for a wrong-sized or 
accessible unit: 

i. At the earlier of the expiraBon of the term of the family’s voucher (including any 
extension granted by HACE), or  

ii. The date upon which the family vacates the unit.  

iii. If the family does not move out of the wrong-sized unit or accessible unit by the 
expiraBon of the date of the term of the family’s voucher, HACE must remove the 
unit from the HAP contract.  

b. If HACE offers the family the opportunity for another form of conBnued housing 
assistance, not in the parBcipant-based voucher program, and the family does not accept 
the offer, does not move out of the PBV unit within a reasonable Bme as determined by 
the PHA, or both, HACE will terminate the housing assistance payment for the wrong-
sized or accessible unit at the expiraBon of a reasonable period as determined by the 
PHA and remove the unit from the HAP contact.  

3. To support reposiBoning efforts and to enable conBnued assistance from PH to PBV, the PHA 
reserves the right to temporarily over-house parBcipants unBl a unit of the appropriate size 
becomes available in the project. If needed, pursuant to relocaBon requirements, HACE 
would pay any difference between the unit size for which the parBcipant is eligible and the 
over-housed unit size.  

F. ReducBon in Number of Units Covered 
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1. Owners must lease all assisted units under HAP Contract to eligible families. Leasing of 
vacant units to ineligible parBcipants is a violaBon of the HAP Contract and grounds for all 
available legal remedies including suspension or debarment from HUD contacts and reducing 
the number of contact units.  

2. HACE may reduce the number of units if a unit is vacant for 120 days since NoBce of Vacancy 
from the Owner to the PHA and the PHA has made good faith efforts to refer applicant to 
Owner.  

3. RestoraBon 

4. HACE will agree to an amendment of the HAP contact to provide subsequent restoraBon of 
any reducBon made, if: 

a. HACE determines that the reducBon is jusBfied by demand; 

b. The Owner otherwise has a record of compliance with obligaBons under the HAP contact 
and  

c. Contract authority is available.  

G. MAINTENANCE AND INSPECTIONS 
1. The owner must provide all services, maintenance and uBliBes as agreed under the HAP 

Contract, subject to abatement of housing assistance payments or other applicable remedies 
if the owner fails to meet these obligaBons.  

2. HACE plans to at least perform annual NSPIRE re-inspecBons of units under PBV HAP 
Contact. A random sample of at least 20% of the contact units for each building will be 
selected for the re-inspecBon. An internet random selecBon instrument will be used for the 
random selecBon. Turnover inspecBons will not be counted toward the number of annual re-
inspecBons. If more than 20% of the re-inspecBons fail NSPIRE standards, then 100% of 
contracted units in the building will be re-inspected. The PHA may provide the property 
manager with 60 days’ noBce of the re-inspecBons and encourage the owner to prepare for 
the re-inspecBons. If a unit has more than fiZeen (15) NSPIRE fail items, that unit will be re-
inspected during the following year.  

3. If HACE noBfies the owner the unit(s) under contract are not in decent, safe and sanitary 
condiBon and the owner fails to take correcBve acBon within the Bme prescribed in the 
noBce, HACE may exercise any or all its rights or remedies under the HAP Contract, including 
abatement of the housing assistance payment or terminaBon of the HAP Contract.  

H. RENT AND HOUSING ASSISTANE PAYMENTS   
1. The Owner will not charge more than one (1) month’s rent as a security deposit and will not 

charge a security deposit that is higher than non-subsidized units.  

2. HACE will maintain documents to clearly jusBfy the determinaBon or rent to owner pursuant 
to 24 CFR 983.301. 

3. Rent Adjustments 
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a. If the Owner wishes a rent increase, the Owner must request a rent increase by wri�en 
noBce to the PHA at least 90 days before the HAP Contract anniversary date.  

b. To be eligible for an increase, the Owner must comply with all requirements of the HAP 
Contract, including NSPIRE for all contract units.  

c. The adjusted rent will be reasonable in comparison with rents charged for comparable 
dwelling units in the private, unassisted local market.  

4. Special Rent Adjustments  

a. A special rent adjustment may be approved only to reflect increases in the actual and 
necessary cost of owning and maintain the contract units due to substanBal and general 
increases in: 

i. Real Property taxes; 

ii. Special governmental assessments; 

iii. Cost of uBliBes not covered by regulated rates.  

b. The owner must submit financial informaBon, as requested by HACE that supports the 
request for a special adjustment.  

5. Owner CerBficaBon of Rent  

By accepBng each monthly housing assistance payment from HACE, the owner cerBfies that 
the rent to owner is not more than rent charged by the owner for comparable unassisted 
units in the premises.  

6. Reasonable Rent  

a. HACE will not enter into an agreement or HAP Contract unBl it is determined the iniBal 
rent to the owner is a reasonable rent in comparison to rent for other comparable 
unassisted units. To make this determinaBon the PHA will consider; 

i. The locaBon, quality, size, unit type, and age of the contract unit; and  

ii. Any ameniBes, housing services, maintenance and uBliBes to be provided by the 
owner in accordance with the lease.  

b. The iniBal rent to the owner for a unit may not exceed the reasonable rent as 
determined by the PHA in accordance with 24 CFR 983. 

7. FMR/ExcepBon Rent Limit 

The iniBal gross rent for the unit shall not exceed 110% of the established Fair Market Rent 
on the date the Agreement to enter into a HAP Contract is executed. The FMR/excepBon rent 
is determined by the PHA in accordance with 24 CFR 982.504. 

I. SECTION 18 DEMOLITION/DISPOSITION 
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1. HACE may receive ParBcipant ProtecBon Vouchers (TPV) as part of a DemoliBon/ DisposiBon 
project for Public Housing units. The PHA may receive TPVs for relocaBon and a separate 
allocaBon to TPVs for replacement.  

2. HACE may project base the TPVs and follow the Project Base Voucher (PBV) requirements, 
with the possible exclusion of rent calculaBon. The receipt of TPVs may enable the PHA to 
use higher Payment Standard depending on the amount of the TPV Award from HUD. The 
PHA will make the decision on a project-by-project basis.  

3. Public Housing residents with an income that exceeds Very Low-Income limits but who are 
within the Low-Income limit may receive a Project Based Voucher under the ConBnually 
Assisted ParBcipants regulaBons.  

4. For Public Housing residents who are over income, the PHA will follow the relocaBon 
requirements for either temporary or permanent relocaBon. The PHA will consider enabling 
the resident to pay full rent in the project without the unit being part of the PBV contact. If 
the unit is vacated by the over income resident, the PHA may add the PBV unit to the PBV 
Housing Assistance Payment Contract.  

 

 

 

 

 

SECTION 16: MODERATE REHABILITATION / SINGLE ROOM OCCUPANCY 

The Housing Authority of the City of Erie (HACE) provides Project Based Vouchers specifically for 
Columbus Apartments (SRO) and Lodge on Sass (MOD REHAB/SRO). These vouchers are in accordance 
with HUD’S HCV Program 24 CFR 982; MOD REHAB/SRO Program 24 CFR 882 Subpart H and PBV SRO 
Program 24 CFR 983. Project Based Vouchers are defined as a�ached to a specific unit (not the 
ParBcipant). HACE has the discreBon to delegate certain responsibiliBes to the Owner.  

Owner will comply with all applicable federal, state and local nondiscriminaBon and Equal Opportunity 
Laws including the Fair Housing Act; Title VI of the Civil Rights Act of 1964; the Age DiscriminaBon Act of 
1975; ExecuBve Order 11063; SecBon 504 of the RehabilitaBon Act of 1973; and Title II of the Americans 
with Disability Act and HUD’s Equal Access Rule 24 CFR 5.106 as described in the HCV AdministraBve Plan 
as pertaining to PBV MOD REHAB/SRO.  

Community Shelter Services own and manage Columbus Apartments and Lodge on Sass. Both 
communiBes provide housing for homeless single individuals. Homeless individuals are defined under 
Title IV of the McKinney-Vento Homeless Assistance Act. Clients are first referred to the Shelter at 
Community Shelter Services through the Homeless ConBnuum of Care Coordinated Entry System, which is 



107 | P a g e   A p r i l  2 0 2 4  
 
 

managed by Erie County Care Management (ECCM). Upon their stay, they may apply for residency at 
Columbus Apts and Lodge on Sass.  

The Owner is responsible for adverBsing and outreach necessary to establish a sufficient waiBng list of 
eligible applicants to fill the units. This may include adverBsements in a local newspaper of general 
circulaBon, noBficaBon to Social Service Agencies, public announcements, radio adverBsements and/or 
specific markeBng through “minority media”.  

HACE delegates the responsibility of maintaining the waitlists to the Owner of the buildings. The Owner 
will be responsible for maintaining and providing to HACE a Monthly Waitlist Report for program 
compliance. This will include date and Bme of applicaBon, name, date of birth, social security number, 
homeless/address, date of eligibility/ineligible, offer of housing date with outcome (no show, unable to 
locate, housed, etc.) Preference will be given to homeless individuals on the waiBng list.  

HACE will require the Owner of the faciliBes to report on a monthly basis, the Homeless Case 
Management SupporBve Services provided to residents. SupporBve Services provided may include drug 
and alcohol counseling, outpaBent health services, employment and nutriBonal counseling, services 
essenBal for maintaining independent living, assistance obtaining Federal, State, and local benefits. 
Employment and/or volunteer services at each community is encouraged.  

Owner compliance with this AdministraBve Plan and related procedures will be monitored through 
weekly meeBngs along with the Monthly Service Report and the Monthly Waitlist Report. Owner’s non-
compliance may result in the suspension, abatement, terminaBon of rental assistance or the Housing 
Assistance Contract. 

Delegated responsibiliBes to the Owner include the following: 

1. Maintaining and administering the waitlist 

2. ApplicaBon intake process: HUD required forms signed, income, assets, etc. 

3. DocumentaBon of homelessness 

4. Le�er of eligibility/ineligibility aZer HACE determinaBon 

5. Interims and RecerBficaBons process 

6. Program Briefing 

7. Lease execuBon 

HACE is responsible for the final determinaBon of eligibility including the ParBcipant and HAP porBon of 
rent. Eligible applicants selected for parBcipaBon must meet the same requirements as in the HCV 
Program.  

The NSPIRE Standards for the MOD REHAB/SRO Program are the same standards as the HCV Program as 
defined in the HCV AdministraBve Plan. 
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