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AR - Annual Recertification - an annual re-
examination of tenant income, assets, household,
etc

IR - Interim Recertification - used when there are
changes to income, assets, and household between
Annual Recertifications

IC - Initial Certification — used when assistance as
previously been Terminated, or if started to receive
subsidy for the first time but have already been
living on the property

TM - Termination - used when subsidy/rental
assistance is being terminated

MO - Move Out - used when household moves out of
the property

MI - Move In - used when household moves into the
property (different from IC)

UT — Unit Transfer - used when households transfer
between units on the property

GR - Gross Rent — used when rent changes



PURPOSE

« Annual Recertification (AR)

Annual update of household composition,
income, assets, deductions

AKA “Anniversary Date”

Effective 1%t day of month a household moved
into property (i.e. MI was 3/12/23, so AR would
be 3/1/24,3/1/25, etc)

NOTE: Initial Certifications (IC’s) can reset an
anniversary date
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1. Provide Initial Notice to tenant about next year’s annual recertification

2. Provide First Reminder Notice to tenant. If needed, provide up to two subsequent
reminder notices

3. Schedule a recertification interview

4. Collect information, as necessary, to verify income and family composition, and
obtain signatures on consent forms to allow verification of income and other
relevant characteristics from outside sources

S. Obtain and review relevant EIV Reports

)

. Conduct recertification interview

7. Verify family income, assets, and allowances (including citizenship, SSN, for all
applicable family members)

8. Enter all data into software, double check calculations

9. Notify the tenant of any change in the TTP or tenant rent resulting from the
recertification. (For rent increases, a 30-day notice must be provided)

10.0Obtain the original signature of the adult members of the household on the
HUD-50059, AND Owner representative signs the HUD-50059

11.Give tenant a copy

12. Submit to TRACS

13.Provide the tenant with the Initial Notice for next year’s annual recertification



REQUIRED
NOTICES

Annual Recertification (AR)

Initial Notice (provided at MI for first AR, AND provided
at each subsequent AR for the next one) - signed and
dated by tenant and management, and the original
maintained in the file (Exhibit 7-1 in 4350.3)

1st reminder notice at least 120 days prior to the
anniversary date? (Exhibit 7-2)

2nd reminder notice at least 90 days prior to the
anniversary date (Exhibit 7-3)

3rd reminder notice at least 60 days prior to the
anniversary date (Exhibit 7-4)
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Federal Housing Commissioner

Exhibit 7-1: Annual Recertification Initial Notice
Initial Motice  [To be signed by resident and owner at initial certification and at subsequent recertifications].

(Tenant's Name) {Date)
(Address)

Dear

As stated in paragraph [15, 10, or 9—indicate the paragraph number that corresponds to the paragraph of the model
lease being used for the tenant] of your lease, the U.S. Department of Housing and Urban Development (HUD) requires
that we review your income and family composition every year to redetermine rent and assistance levels.

To complete our review of your income and family composition, you must meet with (Resident Manager, Occupancy
Clerk, etc.) and supply the required information each year. (The Resident Manager, Occupancy Clerk, etc.) will conduct
your recertification interviews in (month and year). We will send you a reminder notice when it is time for your next
recertification interview. At that ime you must contact (the Resident Manager. Occupancy Clerk, etc.) to schedule an
appointment for an interview.

**Cooperation with the recertification requirement is a condition of continued program participation. You must report the
required information and provide the required signatures to enable the owner to process the recertification by the (insert
the 10™ day of the 11" month after the last annual receriification). **

When you attend the interview, you must bring the following information: (List all required information.)

I have read and understand this lefter describing the requirement for my participation in an annual recertification
interview.

Signature of the Head of Family Date

Signature of Witness

Public reporting burden for thés collection iz eztimated to average 10 minutes per response, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data nesded, and completing and reviewing the collection of infoemation. This
infiormation is reguired to obtain benefits and i voluntary. HUD may not collect this information, and you are not required to complete this form,
unless it displaye a currently valid OME confrol number. This information is authorized by 24 CFR 5,657, 880,603, 834 218, BB6. 324, B91.410,
891,610 and 891.750 require that the cwner must reexamime the income and compasition of all families at least annually. By providing tenants
noffication in advance of the scheduled recertiication meeting and the informiation they need to provide, the tenant is made aware of the
documents they need to retain throughout the recertiicaion period in order fo reduce their burden at the Gme of recertification. This information
is considersd non-sensitve and does no require any special protection.

form HUD-20100
12/2007

Audio
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Exhibit 7-2: **Sample** Annual Recertification
First Reminder Notice

(Tenant's Name) {Date, at least 120 days prior to the
(Addreas) upcoming recerification anniversary date)
Dear

It will =oon be time for your annual recertification. You received a notice of your upcoming annual
recerification at an interview just less than a year ago.

Paragraph [15, 10, or 9—indicate the paragraph number that comesponds to the paragraph of the model
lease being used for the tenant] of your lease states that the Depariment of Housing and Urban
Development (HUD) requires that we review your income and family composition every year to determing
if you are =fill eligible to receive assistance paying your rent.

To complete our review of your income and family composition, you must meet with (Resident Manager,
Cecupancy Clerk, etc.) at (place of interview) and supply the required information. (Resident Manager,
COceupancy Clerk, ete. ) will be available for recertification interviews (dates and times available). Please
contact (Resident Manager, Oceupancy Clerk, etc.) (by phone, at the office) as soon as possible to
schedule an appointment for an interview.

Cooperation with the recertification requiremient is a condition of continued program participation. **You
muzt report the required information and provide the required signatures to enable the owner to process
your recerification.* |f you respond to this notice after (insert the 10" day of the 11™ month after the last
annual recerification), paragraph 15 of your lease (if applicable) gives us the right to implement any rent
increase resulting from the recerification without providing you a 30-day written notice.

(NOTE: Fortenants of all projects, except PRAC projects, add the following sentence.) If you do not
respond before (insert recerification anniversary date), paragraph [15 = *or * +14] of your lease gives us
the right to terminate your assistance and charge you the (*insert type of rent, either™ market rent,
contract rent or 110% of BMIR rent) effective {insert the receriification anniversary date).

(NOTE: Fortenants in PRAC projects add the following sentence.) If you do not respond before (insert
the recerification anniversary date), your tenancy may be terminated.

When you attend the interview, you must bring the following information:
(Lizt all required information. )

Sincerely,

{Managing Agent, Resident Manager, etc.)

Audio
WEBNARS




Exhibit 7-3: **Sample™ Annual Recertification
Second Reminder Notice

Audio
WORNARS

(Tenant's Name) {Date, 90 days pricr to the upcoming
(Address) recertification anniversary date)

Dear

On (date of First Reminder Notice) you received a notice requesting that you contact (Resident Manager,
Occupancy Clerk, etc.) to schedule your periodic recertification interview. So far you have not scheduled
your interview.

Cooperation in the recerfification process is a condition for receiving assistance. Paragraph [15, 10, or
8—indicate the paragraph number that cormesponds to the paragraph of the model lease being used for
the tenant] of your lease states that the Department of Housing and Urban Development (HUD) requires
that we review your income and family composition every year to re-determine rent and assistance levels.

To complete our review of your income and family composition, you must meet with (Resident Manager,
Occupancy Clerk, etc.) at (place of interview) and supply the required information. (Resident Manager,
Occupancy Clerk, etc.) will be available for recertification interviews (dates and times available). Please
contact (Resident Manager, Occupancy Clerk, etc.) (by phone, at the office) as soon as possible to
schedule an appointment for an interview.

Cooperation with the recertification requirement is a condition of continued program paricipation. **You
muzt report the required information and provide the required signatures to enalble the owner to process
your recertification*  |f you contact (Resident Manager, Occupancy Clerk, etc.) after (insert the 10" day
of the 11™ month after the last annual recertification), we will process your recertification but you will not
receive 30 days notice of any resulting rent increase.

(NOTE: Fortenants of all projects, except PRAC projects, add the following sentence.) If you do not
respond before (insert recertification anniversary date), paragraph [15 * *or* # 14] of your lease gives us
the right to terminate your assistance and charge you the (*inser type of rent, either™ market rent,
contract rent or 110% of BMIR rent) effective (insert the receriification anniversary date).

(MNOTE: Fortenants in PRAC projects add the following sentence.) If you do not respond before (insert
the recertification anniversary date), your tenancy may be terminated.

To help us process your recertification, you must bring the following information to your interview:
(List all required information.)

Please do not make us increase your rent. Go to the Rental Office today to st up yvour interview and to
discuss your recertification and any possible changs in rent. Thank you for your cooperation.

Sincerely,

(Managing Agent, Resident
Manager, etc.)




Exhibit 7-4: **Sample™ Annual Recertification
Third Reminder Notice/Notice of Termination

(Tenant's Mame) (Date at least 60 days prior to the
(Address) upcoming recertification anniversary date)

Dear

On (date of First Reminder Notice) and (date of Second Reminder Notice) we sent you notices requesting
you to set up your receriification interview. You still have not scheduled your interview. Paragraph
[15,10, or 9—indicate the paragraph number that comesponds to the paragraph of the model lease being
used for the tenant] of your lease states that the Department of Housing and Urban Development (HUD)
requires that we review your income and family composition every year to redetermine rent and
assistance levels.

To comiplete our review of your income and family composition, you must meet with (Resident Manager,
Ccecupancy Clerk, etc.) at (place of interview) and provide the required information **and signatures to
enable the owner to process your recerification. Your cooperation with the recerification requirement
a condition of continued program participation.** (Resident Manager, Occupancy Clerk, etc.) will be
available for recertification interviews (dates and times available). Please contact (Resident Manager,
Ccecupancy Clerk, etc.) (by phone, at the office) as soon as possible to schedule an appointment for an
interview.

If you meet with (Resident Manager, Occupancy Clerk, etc.) and provide all of the required information
**and signatures™, we will not terminate your assistance unless your income shows you are no longer

eli%inl& for agsistance. If you report to the Rental Office after (insert the cutoff date, the 10" day of the
11" month after the last annual recerdification), we will proceas your recertification but will not provide you
30 days notice of any resulting rent increase.

**To help us process your recertification, you must bring the following information to your interview.
{Lizt all required information_)**

(HOTE: For tenants of all projects, except PRAC projects, add the following.) If you do not respond
before (insert recerification anniversary date), paragraph [15 *=or*+ 14] of your lease gives us the right
to terminate your assistance and charge you the (**insert type of rent, either™ market rent, contract rent
ar **110% of BMIR rent) of 3 (insert the rent the tenant will be required to pay)*™* effective (insert
the recerification anniversary date). **This increase in rent will be made without providing you additicnal
nofice. If you fail to pay the increased rent, we may terminate your tenancy and seek to enforce the
termination in court.**

(HOTE: For tenants in PRAC projects add the following sentence.) If you do not respond before (insert
the recertification anniversary date), your tenancy may be terminated.

Please do not make us increase your rent. Go to the Rental Office today to set up your interview and to
discuss your recertification and any possible change in rent.

Thank you for your cooperation.

{Managing Agent, Resident,
Manager efc)

Audio
WORNARS




Notice of Termination of ASSISTANCE

Notice of Termination of Assistance (4350.3 Chapter 8, and 24 CFR 247.4) - Not required if all 1%,

274, and 3" Reminders have been sent on time BUT good practice to send this at the 30 day mark prior

to anniversary date

MUST contain:

v
v
v
v
v

v
v

The specific date the assistance will terminate

The reason(s) for terminating assistance

The amount of rent the tenant will be required to pay

Notification that if the tenant fails to pay the increased rent, the owner may terminate
tenancy and seek to enforce the termination in court; and

10/ days to discuss

VAWA (5380 & 5382) Forms

Reasonable Accommodation Lianguage

Served by:

Sending a letter by first class mail, stamped and addressed and including a return
address, to the tenant at the unit address; AND

Delivering to adult in unit or affixed/under/through the door.

The date on which the notice is deemed received by the tenant is the later of:

The date the first class letter is mailed; OR The date the notice is properly given.

s Service of the notice is deemed effective once the notice has been both mailed and hand

delivered.




Notice of Termination of TENANCY

Notice of Termination of TENANCY (4350.3 Chapter 8, 24 CFR BEISai=le Nl

247.4, 24 CFR 247.6) - In order to terminate tenancy, the tenant RN S it
class mail, stamped and
addressed and including a
return address, to the tenant
at the unit address; AND
Notice must: * Delivering to adult in unit or
v' Be in writing affixed/ under/ through the
door

must provide the owner with a written 30-day notice to vacate the
unit, as required by the HUD lease.

v For tenants with a disability, the notice must be provided in a

form accessible to the tenant (e.g., in Braille or audio form for [ The date on which the

a tenant with a vision impairment) notice is deemed received by
v. State the specific date the tenancy will be terminated the tenant is the later of:

v/ State the reasons for the action with enough detail to enable - The date the first class
letter is mailed; OR The

State that ining in th it on the termination dat date the notice is
ate that remaining in the unit on the termination date properly given.

specified in the notice may resultin the owner seeking to * Service of the notice is
enforce the termination in court deemed effective once the
10 days to discuss notice has been both mailed
VAWA (5380/& 5382) Eorms and hand delivered.

the tenant to prepare a defense

Reasonable Accommodation lianguage



* Purpose:To update information that changes between
MI to AR, and AR to AR

» Identifying the Need for an Interim Certification (IR)
($200 threshold, change in family composition)

EIV
Tenant self reporting
INTERIM - Monitoring tenant communications and reports
RECERTIFI - Regular reviews of tenant files for income
CATIONS changes or household changes
(IR) - Other - credible information (you see them

working, or see other people in household
regularly)

« Important to proactively engage with tenants to identify
changes early

i .



INTERIM
RECERTIFI

CATIONS

(IR) - POST
HOTMA

 Identifying the Need for an Interim
Certification (IR)

* No more $200 threshold
* 10% threshold for increases
* 0-10% threshold for decreases

« Earned income vs Unearned income
between Annual Reexaminations (ARs)

 If income earner leaves

e If within 3 months of next scheduled
AR




. Discovery of change (either tenant reported, or EIV, or other means)

2. Send tenant an Interim Adjustment Initial Notice (AKA — “Meet Me” notice)

o N O U1 H

« If tenant does not respond in 10 days, send a Notice to Terminate
Assistance

. Obtain and review EIV Summary, Income Reports and Discrepancy Reports,

per your EIV Policies and Procedures

. Meet with tenant

. Collect information about changes

. Verify information that has changed

. Enter all data into software, double check calculations

. Notify the tenant of any change in the TTP or tenant rent resulting from the

recertification. (For rent increases, a 30-day notice must be provided IF tenant
responded/ reported timely)

. Obtain the original signature of the adult members of the household on the

HUD-50059, AND Owner representative signs the HUD-50059

10.Give tenant a copy

11.Implement Repayment Agreements, if needed
12. Submit to TRACS



INTERIM
RECERT -

TENANT
SELF
REPORTS

If the tenant reports it:

* Did they report it timely according to
your internal P&P?

* Gather verifications
* Do calculations, if applicable

* Process IR 50059 (double check your
effective date)

* Transmit to TRACS

* Notice of Rent Increase (if applicable) -
30 days

* Document file




IR - TENANT
DOES NOT

REPORT
THE
CHANGE

« Iffound as a result of tenant not reporting (i.e. EIV,
other sources)

* Contact the tenant with written notice and give them
10 days to report to the office discuss

* Your notice must:

* Refer the tenant to the lease clause that
requires the interim recertification

* Give the tenant 10 calendar days to
respond to the notice

* Inform the tenant that his or her rent may
be raised to the market rent if the 10-day
deadline is not met

* See HUD Handbook 4350.3 Chapter 7, Exhibit 7-
7 for a sample letter



Exhibit 7-7: *Sample™ Interim Adjustment Initial Notice

(Tenant's Name) (Date)
(Address)

Dear

(Management Agent, Resident Manager, efc.) believes that you have failed to report a change in your
(income or family composition). If this is true, your failure to report this change is a violation of paragraph
(16 or 24) of your lease (if applicable).

If you have failed to report a change, your lease gives us the right to terminate your rental assistance and
give it to another family. However, if you meet with (Resident Manager, Occupancy Clerk, etc.) by (10
calendar days from the date of this nofice) and report the change in your (income, family composition), if
any, we will not terminate your assistance unless your income shows you are no longer eligible for
assistance. Please do not make us take such a drastic step. Call (Resident Manager, Occupancy Clerk,
etc.) immediately to set up a meefing.

(NOTE: For tenants of all projects, except PRAC projects, add the following sentence.) If you do not
respond before (10 calendar days from the date of this notice), paragraph [17 or 24] of your lease gives
us the right to terminate your assistance and charge you the (market renticontract rent/110% of the BMIR
rent) effective (insert the date that is the first day of the month following 10 calendar days from the date of
this notice).

(NOTE: For tenants in PRAC projects add the following sentence.) If you do not respond before (insert
10 calendar days from the date of this notice), your tenancy may be terminated.

Sincerely,

(Managing Agent,
Resident Manager, etc.)

Audio
WOBNARS




IR — TENANT
DOES NOT

REPORT
THE
CHANGE

 If tenant does not respond within 10
calendar days:

» Assistance must be terminated
effective the first rent period
following the 10-day notice period

 If the tenant subsequently submits
the required information, you must
reduce the tenant’s rent on the first
of the following month based on
verifications of income obtained




IR — TENANT

RESPONDS
TO 10 DAY
NOTICE

« If tenant responds and confirms the

information is correct:

» Recertification/Correction effective
dates will be retroactive to 15t of the
month following the hire date for
unreported income




IR - TENANT

RESPONDS
BUT
DISPUTES

Document the information obtained from the
tenant

Obtain 3 party verification from employer and
other sources based on Tenant must payback
any overpayment in assistance resulting from
unreported or under reported income

« Allow tenant to enter into a repayment
agreement if tenant cannot pay in full



Notice of Rent Increase as a Result of ARor IR

» Tenant compliance with timeframes
 Reminder Notices at AR
* Date the notices

» Sign/Date notices

* INCREASES

* Required 30 day notice UNLESS tenant failed to report/respond
timely

* Required information / refer to section of lease




Exhibit 7-6: **Sample** Model Form of Notification of Rent Increase Resulting
from Recertification Processing

(Tenant's Name)
(Address)

Dear Tenant:

This is to notify you that on the basis of our recent review of your income and family composition your rent
has been adjustedto5____. This new rent is effective beginning (month/dayfyear). This notification
amends Paragraph [3, 4, or 5—indicate the paragraph number that comesponds to the paragraph of the
model lease being used for the tenant.] of your lease agreement, which sets forth the amount of rent you
pay each month.

Pleass visit the site office within 7 days of receipt of this notice to sign and receive a copy of the **HUD-
50059**. The **HUD-50059" must be signed by the head, co-head, spouse and all other adult members
ofthe household. The copy of the *HUD-50059*" provides the information on your income that we used
to calculate your new rent and the amount of rental assistance, if any, HUD pays monthly on your behalf.

You may call if you wish to arrange a meeting to discuss thiz change. Thank you for
your cooperation.
Sincerely,

(Managing Agent,
Resident Manager, efc.)




Consent Forms

Two Kkinds:
1. HUD Generated (9887/9887A)

2. Owner Generated

All Adult family members must sign two HUD required
consent forms plus the owner'’s specialized verification

forms. Owners must create their own verification forms to

request information from employers, child care providers,
and . others.



9887/9887A Forms

« HOTMA will change signature requirements:
At time of application/move in
 \When member turns 18
* When adult added to household




9887/9887A Forms

Counsent: | conseat to aiow HUD, the OIA, or the PHA to request and obtaln Income Information from the federal and state agencies

Usted on the back of this form for the purposs of verifying my eligliity and kvel of benefits under HUD's assisted housing programs,

Sigratures, Addtional Sgnatures, f nezded

O P Db 1E.ard Ovet

O Farmdy Miredars 16300 Qv

Ofer Farnly Wonties 18 oné Over

Ofe Farwy Vieesny 18 ine Over Cowr Faredy Mioods 16and Ovee

ref. Handoooks 4330.3 Rew1 45711, 857128
45713 32 HOPE Il Nofice of Program Cuidalines

jral 1 retaived on fi at the proect st foem HUD-887 (0220:T)

A phctocopy of the signed consent may be usel

information authorized by your signature on He ind

forms. Ths would ccowr 7 the OIA doss not by

QA is required 1o send out anoher request for vericaion {for
exampie. the third parly fads %o respond). & fhis happens, the G
may aiach a photocopy of this consent to a photocopy of the
indincual verdicadon form that you sign. To avod the use of
photocopes, the OfA and fie indiadusd may agree to sign more
than one consent for each fype of verificztion that is nesded
The C& shal inform you, or & third parfy which you designate,
of the fndings madz on the basis of information verifed ender this
consent and shal give you an opporiundy % contest such Sindings
in accordance with Handbook 43503 Rew. 1.

The O/A must provide you with informafSion obtained undsr fhis
consent in accordance with State prvacy laws.

if 2 member of the household who is r=quired % sign the consent
formssunable psgnherequrednmsoniime, deeto exdensaing crcum-

Penalties for Misusing this Coasent:

Sigeature of Appicant o Tenant & Dale

| have read and undesstand the purpose of this consent and its
uses and | understand that misuss of this conssat can lead to
perscoal penalies 10 me.

Name of Project Owner or hisher representative

HUD._ the O(A 2nd any PHA (or asy empioyes of HUD, the Ol4, or the PHA| may be subject 1o pensifies for unauthonzed disclosurss or mproper
uses of iniormation colizcizd based oa e consent om.

Use of the informaton collected based on B form HUD S687-A s resincizd b the purposes ciizd on the form HUD 3537-A_ Ay perscn whe
knowngly or wiliully requesss, cbisins or discioses any imformation under false pretemses conceming an applicant or fenant may be subjecito a

wwawmmwmdmmmnﬂwmhm and seck oher refed asmaybe
opriate, aganst the officer o employse of HUD, e GfA or e PHA responsiie for the unauthodzed disciosure or improper use.

r=f. Hancbooks 43503 Rev. 1, 45711, 45712845713
ang HOPE [l Nooe of Prooam Guidsines

Orgral 5 retamed on 9= at e prosct 82




Owner Generated Consent Forms

4350.3 Appendix 6-A: Guidance for Development
of Individual Consent Forms

4350.3 REV-1

Appendix 6-A

Appendix 6-A: Guidance for Development of Individual Consent Forms

REQUIREMENTS FOR INDIVIDUAL CONSENT. See sample consent below.
Individual verification consent forms must contain the following consumer protections:

a. State in bold (or other emphasis) in a prominent place that the applicant/tenant
does not have to sign the consent if it is not clear who will provide the information
or who will receive the information.

NOTE: This can be re-worded to suit the owner's individual style. This customer
protection assures individuals that their consents will be used by authorized
individuals only.




Owner Generated Consent Forms

Figure 5-5: Language Required on all Consent Forms

The following statement must appear on all consent forms developed by
oWners:

“Title 18, Section 1001 of the U.S. Code states that a person is guilty of a
felony for knowingly and willingly making false or fraudulent statements to
any department of the United States Government. HUD and any owner (or
any employee of HUD or the owner) may be subject to penalties for
unauthorized disclosures or improper use of information collected based on
the consent form. Use of the information collected based on this
verification form is restricted to the purposes cited above. Any person who
knowingly or willingly requests, obtains or discloses any information under
false pretenses concerning an applicant or participant may be subjectto a
misdemeanor and fined not more than $5,000. Any applicant or participant
affected by negligent disclosure of information may bring civil action for
damages, and seek other relief, as may be appropriate, against the officer
or employee of HUD or the owner responsible for the unauthorized
disclosure or improper use. Penalty provisions for misusing the social
security number are contained in the Social Security Act at 208 (a) (6), (7)
and (8). Violation of these provisions are cited as violations of 42 U.5.C.
408 (a) (6), (7) and (8)




Requirements & Consequences

» Applicants and adult family members must sign consent forms to
authorize the owner to collect information to verify eligibility,
income, assets, expenses, and deductions.

» Applicants and tenants who do not sign required consent forms
will not receive assistance.




Tenant has filled out their paperwork and checklist

oo oo O 0 O 00

Review the checklist and obtain any missing or incomplete
Clarify inconsistent information. Ask the applicant/tenant for
additional information as needed.

Ask through questions about income sources and assets
(HOTMA will change some eligibility for assets at S8 properties)
Give copies of required brochures and information (EIV and
You, Resident Rights and Responsibilities, etc)

Discuss consequences for non-compliance and penalties for
providing false information.

Discuss the use of EIV

Explain verifications

Compare to reported information during the last certification
and clarify /verify significant changes, or EIV reports, etc.
Obtain consent forms.

** Management should be using their own checklists at this point



Verifications

Minimum verification/calculation requirements

Verify with proper and acceptable verification all

factors relating to eligibility (at MI) and TTP calculation
(at M, IR, AR)

Use the correct order of verification methods and
document file accordingly.

Correctly list all verified information on the 50059

HOTVIAWIll change how: assets

non-essentialipersenal pProper /)




Exhibit 7-5: Sample Recertification Interview and Verification Record

WEBNARS

Aud ’.ol

Mame of Tenant:

Address/Unit No.:

1. Date Initial Letter Mailed to Tenant to Amrange Receriification Interview: _ ([

2. Date and Type of Action Required to Follow Up Initial Letter to Amrange Recerification
Interview:

Type of Action

SAMPLE

(EXH I B IT 7-5) 3. Date Recertification Interview Completed /[ If interview not completed, give

reason.

4. Membher #1*
Verifications Sent To: Processing Dates:
Written Oral
Sent Rec’d Rec'd

d. I 1

e. [ |

* This information should he completed for all househald members. Include additional sheets as
needed.




Verifications

\erifications being collected as needed at each of
the three intervals:

1. Prior to move-in - Verify Income, assets,
expenses, and deductions and all eligibility:
requirements

2. As part of the annual recertification process -
\erify each family’'s Income, assets, expenses, and
deductions

3. between annual receritifications (Interm Recents =
IR)=_Verily changes in income; allowances; or family
characteristics reported




Verifications

* For each verification, are they no more than 120 days old
from the date of receipt (not the effective date of the
50059)

» Note: Time limits do not apply to information that does
not need to be re-verified such as:

b. Disability: status

C. Family: membership

d: Citizenship g 5'
mmigration's




Verifications

» Contain all required information to determine all relevant
data

In accordance with HUD regulations (i.e. # of check stubs,
current balance for savings but 6 months average for.
checking, etc) — this will change under HOTIIA

o Align with EIV information

> Calculated correctly.
1P affected?

Corrections ornew certs done; ifneeded, and submitted

0 TRACS



Verification
Forms by O/A

e HUD Handbook 4350.3

* Appendix 6-B:
Verification of Disability —
Instructions to Owners
and Sample Formats

* Appendix 6-C: Guidance
About Types of
Information to Request
When Verifying
Eligibility and Income



Verifications

4350.3 Appendix 3 — Acceptable Forms of
Verification

In chart form

Alphabetical

Appendix 3: Acceptable Forms of Verification

ACCEPTABLE SOURCES
by s | rowsoanyappucant | e Dectanion |
Factorto be Verified | Written """ | *Provided by Applicant® *Provided b licant Self-Declaration Verification Tig

* Age. * MNone required. * None required. = None reguired. * Birth Cerfificate
+ Baptismal Certificate
*(See Chapter 3, * Military Discharge papers
Paragraph 3-28.C)* * alid passport
s Census document
showing age
* Maturalization certificate
* Social Security
Administration Benefits
printout




Verifications

« HOTMA changes acceptable forms of verification for
Social Security Numbers




Calculations

HUD Handbook Once all sources of Calculate projected Calculate income
4350.3 Chapter 5 income are known annual income by from assets
and verified, owners annualizing current
must convert income.
e Income that may not
S Lo last for a full 12 months

(e.g., unemployment




Calculations

* Unique circumstances — You are expected to make a reasonable judgment
as to the most reliable approach to estimating what the tenant will receive
during the year. In many of these challenging situations, midyear or
interim recertifications may be required to reflect changing
circumstances.

« HOTMA has clarified numerous definitions for types of income which
will help




EIV at ARvs IR

4350.3 Exhibit 9-5 — Use of EIV Reports

Exhibit 9-5

4350.3 REV-1

USE OF EIV REPORTS

REPORT

*UPDATE

REPORT USE

FILE DOCUMENTATION

RETENTION

TSP

P&P

Summary Report

Summary of
household information
from the current.
active certification in
the TRACS file at the
tfime of the income
match.

Provides Identity
Verification Status by
identifying tenants
whose personal
identifiers:

X

$

Must be used at
recertification (annual
and interim)

e To validate a
tenant’s SSN

To review and
resolve discrepant
or invalid personal
identifiers of
tenants with a
“failed” or
“deceased” status

Summary Report(s) as
verification of the SSN for all
household members whose
Identity Verification Status is
“Verified”.

Correspondence or
documentation received to
resolve a tenant’s “Failed” or
“Deceased” status.

Documentation for household
members identified as exempt
from disclosing and providing
verification of a SSN:

Tenant file

Summary Report and
supporting documentation must
be retained in the tenant’s file
for term of tenancy plus 3
years.

Note: O/As may remove and
destroy copies of verification
documentation received from
the tenant to verify their SSN
once the Identity Verification
Status shows “Verified”.

O/As are encouraged to
minimize the number of tenant
records that contain documents




l!lﬂmgs tHat !!! c!angmg n !W

due to HOTMA

Use

summary Report) Frequency

Frequency and Use




Consequences

When can you terminate ASSISTANCE?
» Failure to sign consent forms

» Failure to sign 50059 (barring any extenuating circumstances)
» Failure to respond on time




Consequences

When can you terminate TENANCY?
» Material noncompliance
* Substantial lease violations
* Fraud
* Repeated minor violations
 Nonpayment of rent
» Failure to disclose and provide verification of SSN(s)
» Failure to sign and submit consent forms
Drug abuse and other criminal activity
Vaterial failure to carry out obligations under a State liandlord and
Tenant Act
Other good cause
You CANNOT refuse torenew a lease solely because a'lease
term has expired




Billing & Vouchering

* Submitting the Certification to TRACS

- Understand timelines and deadlines for submissions. (

)

- Make sure any
from the tenant are
submitted on the voucher as well




Billing & Vouchering

e Post-Submission Follow-Up

- Monitor for any feedback or requests for additional
information.

and immediately correct anything
listed.

- Address any discrepancies or issues raised.

compare your Final Voucher Report to your Rent Roll




Extenuating Circumstances

Use appropriate code on
50059

These are not Eligibility Waivers, as indicated for Item 116.
{MAT10 Section 2 Field 100)

Leave blank if the tenant has ngned thus (re)certification. If the tenant has not
signed this (ve)certification, this Item must be filled m wath one of these codes.

1 = Medical
2 = Late annual (re)certification due to accommodation or extenuating
kircumstances.

3 = Late annual (re)certification due to owner/agent delay
A-Laemal(re)cauﬁmw&nwdwdpmydehy(}'ammplu

5= Mxhnr}Dcplwmm

6 =Eviction In Progress. Must be for a valid HUD Handbook reason.

7= Court order

§ = No Signature Required (Retroactive GR done after 3 MO or a GR
correction to a previously transmitted 50039 where the only change is the GR
modification of the contract rent and where none of the TTP, Tenant Rent, or
Uity Allowance changes). See 202D MAT Guide: Chapter 7, Paragraph 9.8
9= No signature required for 60 days (basad on anticipated voucher reported
on date). An example would be a retroactive GR causing a correction to a
previously transmitted 50059 and where any of the TTP, Tenant Reat or Utility
Allowance changes. A signatuye is required but the cert may be transmitted
immediately and the signature collected within 60 days,

10 = Other

When the tenant 35 able {q sign, submit a comrected (re)certification with the
tenant’s signature and leave this Item blank.
Note: With respect to Code 8-—thus is to be used whenever a full cert for a

moved-out tenant i3 comected by a GR——even in cases where a code 9 would
normally be used. This 12 becauss a tenant signature will never be obtained.

Note: A code of “Y™ 15 allowed when correcting a (re)certification ongmally
created umder TRACS 202C or earlier with a “Y™" m this Item

(MATI0 Section 2 Field 9)

Regarding required signatures on Section A of this completed
farm, refer to the TRACS 202D MAT Guide: Chapter 7,
Paragraphs 9-5.A.7.fand 9-8.B.




HUD MULTIFAMILY AR
AND IR CERTIFICATIONS:
Q&A AND THANK YOU

For any questions related to this Training or any other Training needs, please email us at
support@webinarmailings.com or call us at +1 562-340-6155
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