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Owner/Agent Annual Meeting  
 

Tuesday, October 7, 2008 – Tucker, Georgia 
 

Agenda 
 
Meeting Location: The Platinum Ballroom of Comfort Suites, Tucker, Georgia 
 **Refreshments provided 
    
     
 9:00 am Welcome & Opening Remarks ……………………………………..Valerie Todaro, GHA 

 9:05 am HUD Update………………………………………………………………… Jeff Fleming 

 9:30 am Completed Voucher Payouts…………………………..….Karen Romaine Thomas, GHA 

 Voucher Submission to GHA ………………………………………Claude Oakley, GHA 

 Special Claims Highlights & Challenges…………………………...Claude Oakley, GHA 

 TRACS Update (including iMAX)……………………………….. ….Fred Hutchins, EPS 

10:15 am Contract Renewals/Rent Adjustments – Back to Basics…...................Lisa Johnson, GHA 

 …………………………………………………..…………………...... Kim Barnes, GHA 

 …………………………………………………..…………Gerald McCracken, Appraiser 

10:55 am Short Break 

11:05 am RHIIP, EIV & MOR Ratings…………………………………………..Jeff Wirrick, GHA 

11:35 am MORs: HUD Updates & Other News .............................................Denise Crowder, GHA 

12:05 pm Q & A……………………………………………………………...………………... …All 

12:30 pm Adjourn 

 
Thank you for coming and have a safe trip home! 
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Georgia Contract 
Staff Contact Information 
2296 Henderson Mill Road, Suite 306 

Atlanta, GA 30345-2739 
Phone:  (770) 939-3939 

Toll Free:  (888) 530-8266  
General Fax:  (770) 939-3886 

Electronic Fax for Vouchers Only:  (770) 939-3839 
TTY (Hearing Impaired Only) Toll Free:  (877) 349-8100 

Website:  www.ghaca.org 
 

Name Title Ext. E-mail Address     
 

For Contract Renewals/Rent Adjustments, please contact: 
 

Kim Barnes, CPO Asset Manager 2024 kbarnes@ghaca.org 
Lisa Johnson, SHCM Asst. Director, Asset Managers (GA)  2023 ljohnson@ghaca.org 
 

For monthly HAP Vouchers, please contact (also see EPS, Inc. below): 
 

Sylvia McDuffie Voucher/Financial Specialist 2018 smcduffie@ghaca.org 
Claude Oakley, MBA, MSc Director, Finance & Voucher Services 2025 coakley@ghaca.org 
Karen Romaine Thomas, MBA Chief Financial Officer 2015 kthomas@ghaca.org 
 

For Management & Occupancy Reviews/REAC/Resident Issues, please contact: 
 

Jayne Clary, COS Senior Field Office Manager 2017 jclary@ghaca.org 
Denise Crowder, COS, TCS Senior Field Office Manager II 2005 dcrowder@ghaca.org 
John Nocheherly, COS, HCCP SFOM/Senior Compliance Manager 2019 jnocheherly@ghaca.org 
Jeff Wirrick, MPA, AHM Chief Asset Management Officer 2012 jwirrick@ghaca.org 
 

For General Administration, please contact: 
 

Judy Karlish Accounting Manager 2002 jkarlish@ghaca.org 
Ophelia Maynard, MA  Administrative Support Manager 2013 omaynard@ghaca.org 
Tia Plunkett, MA, PHR HR Manager 2031 tplunkett@ghaca.org 
Bob Schneider QM/Programmer 2007 rschneider@ghaca.org 
Kelli Sterling Administrative Support Receptionist 2001 ksterling@ghaca.org 
Valerie Todaro, MBA, CPM  Chief Executive Officer 2016 vtodaro@ghaca.org 
 

For monthly TRACS/Voucher processing, please contact: 
 

EPS, Inc. (GHA Subcontractor) Staff Contacts: 
19 Gregory Drive Stacey Mumley, Ext. 144 
Suite 200 Kathleen Mooradian, Ext. 115        
S. Burlington, VT 05403 Website:  www.tracsexperts.com 
Phone:  (802) 660-2800 
Fax: (802) 660-1949 
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Owner Contract Renewal Package Checklist 

 
 Contract Renewal Request Form Cover Sheet (Attachment 3A-2, 

page 1) 
 Options Page (Attachment 3A-2, page 2) indicating the renewal 

option selected 
1. Option One:  Mark-Up-To-Market 
2. Option Two:  Renewal With Rents At or Below 

Comparable Market Rents And Without Restructuring 
3. Request Referral to OMHAR for: 

 Option 3A - Reduction of Section 8 Rent to 
Comparable Market Rents without 
Restructuring (OMHAR-Lite) 

 Option 3B - Restructure of the mortgage and 
reduction of Section 8 Rents to Comparable 
Market Rents (OMHAR-Full) 

4. Option Four:  Renewal of the Contract for Project  
Exempted from OMHAR    

5. Option Five:  Portfolio Reengineering Demonstration 
and Preservation Contract Renewals 

6. Option Six:  Opt-Out of the Section 8 Contract   
 Signed and Dated Certification Page 
 RCS (if applicable) 

 
 
 
 
 
 
 
 
Reference:  Section 8 Renewal Policy Guidebook 
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Owner Annual Adjustment Factor Renewal 

Checklist (AAF) 
 
 Cover letter requesting an AAF increase 
 Unit Turnover Report (Appendix 4) 
 Rent Comparability Study (RCS), if applicable 
 Certification of Compliance with the Requirements of Notice, if 

applicable (Appendix 3) 
 AAF RCS Adjustment Worksheet, if applicable  
 Utility data analysis: 

1. Identify the type of utilities covered by the utility 
allowance and submit supporting documentation 
from each utility company. 

2. A sufficient sample of data to determine if an 
increase is necessary. 

3. The data should cover a period of 12 months for 
each unit considered in the analysis. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reference:  HUD Notice H 2002-10 



 

Rev. 1/05 
 

 
Owner OCAF Rent Adjustment Package 

Checklist (OCAF) 
 
 Cover letter outlining request for the rent increase 
 Renewal Option Worksheet, 3A-2 
 OCAF Rent Adjustment Worksheet, 3B 
 Utility data analysis: 

1. Identify the type of utilities covered by the utility 
allowance and submit supporting documentation 
from each utility company. 

2. A sufficient sample of data to determine if an 
increase is necessary. 

3. The data should cover a period of 12 months for 
each unit considered in the analysis. 

 Verification of Debt Service: 
1. Mortgage Statement 
2. Amortization Schedule 

 Verification of Replacement Reserve authorized monthly amount 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reference:  HUD Handbook 4350.01, Chapter 7 
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Owner Budget-Based Rent Adjustment 

Checklist (BB) Other 
 
 Cover letter that briefly does all of the following:  

1. Summarizes the reasons why a rent increase is 
needed and the date the increase will be effective. 

2. Describe the project’s physical condition and any 
improvements that have been budgeted.  

3. Identify any proposed change in services, equipment 
or charges and the reasons for the changes. 

 Budget Worksheet 
 Statements and/or documentation from vendors, contractors, service 

providers, etc., of any increase request in excess of 5%.   
 Notice to Tenants (if applicable) 
 An executed copy of the Owner’s Certification Regarding Purchasing 

Practices and Reasonableness of Expenses. 
 Appendix 6 and an analysis are required if the Reserve for 

Replacement is being increased  
 Verification of the authorized current monthly Reserve for 

Replacement  
 Verification of Debt Service: 

 Current Mortgage Statement or  
 Amortization Schedule 

 Utility data analysis: 
1. Identify the type of utilities covered by the utility 

allowance and submit supporting documentation 
from each utility company. 

2. At least 50% of sample data from each unit type is 
required to determine if an increase is necessary. 

3. The data should cover a period of 6-12 months for 
each unit considered in the analysis. 

 
Reference:  Section 8 Renewal Policy Guidebook  
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Owner Budget-Based Rent Adjustment 
Checklist (BB) 236, BMIR, and Rent Sup 

 
 Cover letter that briefly does all of the following:  

1. Summarizes the reasons why a rent increase is 
needed and the date the increase will be effective. 

2. Describe the project’s physical condition and any 
improvements that have been budgeted.  

3. Identify any proposed change in services, equipment 
or charges and the reasons for the changes. 

 Budget Worksheet 
 Statements and/or documentation from vendors, contractors, service 

providers, etc., of any increase request in excess of 5%.   
 An executed copy of the Owner’s Certification Regarding Purchasing 

Practices and Reasonableness of Expenses. 
 Appendix 6 and an analysis are required if the Reserve for 

Replacement is being increased  
 Verification of the authorized current monthly Reserve for 

Replacement  
 Notice to Tenants (if applicable) 
 A status report on the project’s implementation of its current Energy 

Conservation Plan. 
 CFR 245 (submit at least 30 days after date on Notice to Tenants) 
 Verification of Debt Service: 

 Current Mortgage Statement or  
 Amortization Schedule 

 Utility data analysis: 
1. Identify the type of utilities covered by the utility 

allowance and submit supporting documentation 
from each utility company. 

2. At least 50% of sample data from each unit type is 
required to determine if an increase is necessary. 

3. The data should cover a period of 6-12 months for 
each unit considered in the analysis. 

 
Reference:  Section 8 Renewal Policy Guidebook  
 



 

 

Section 8  

Renewal Guide Changes 

   



 
U.S. Department of Housing and Urban Development 

            Office of Housing 
 

 

   

  

SPECIAL ATTENTION OF: 
Hub and Program Center 
Directors; Project Managers; 
PBCAs; Owners; and Management 
Agents 

TRANSMITTAL 
Section 8 Renewal Policy 
Guide Book 
Issued: 09/26/08 

 
 
1. This Transmits.  Page changes to the Section 8 Renewal 

Policy Guide Book dated 1/15/08 (revised as of 
12/12/06).  These changes are effective immediately. 

 
2. Explanation of Changes.  All page changes have light 

grey shading to denote what has changed on the page 
unless a section was completely removed.  Furthermore, 
if a complete chapter has been revised there will be 
no light grey shading. 

 
a. Chapter 15 has been revised to simplify its use.  

There are two key changes in the chapter.  First 
is the removal of the 6 percent return on equity.  
This passage is being moved to new Chapter 2 that 
will be released in the near future.  Secondly, 
we have removed the prohibition of identity-of-
interest transfer transactions. 

 
b. The addition of Attachment 20 provides for 

extension of the term of an existing 524 MAHRA 
Housing Assistance Contract renewed under Option 
One or Option Two of the Section 8 Renewal Policy 
Guide. 

 
1) The Department will permit a one time 

extension of the existing contract term if: 
 

 There is no resetting of contract rents 
upon execution of the contract extension; 
and 

 
 Annual rent adjustments and if applicable, 

RCS updates adhere to the original 
anniversary date. 

 
2). Only the term of the existing MAHRA contract 

is affected by the extension.  If the PM/CA 



approves the request, the Owner and HUD/CA 
will sign the HAP Extension form. 

 
d. Change to Attachment 5 provides clarifying where 

the Owner may find where the initial equity was 
computed. 

 
 
Filing Instructions: 
Remove: Insert: 
Chapter 15 dated 01/15/08 
Attachment 5 dated 01/15/08 

Chapter 15 dated 09/10/08 
Attachment 5 dated 09/10/08 
Attachment 20 dated 09/10/08 

 
 
 
 
 

______/S/_________________________ 
Brian D. Montgomery 
Assistant Secretary for Housing- 
   Federal Housing Commissioner, H 
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Projects Preparing A Budget-Based Rent Increase 
 
Guidance for preparing a budget-based rent increase may be found 
in Chapter 7 of HUD Handbook 4350.1, REV-1.  Projects that have 
not previously prepared or submitted a budget based increase 
should carefully follow these instructions.  The basic components 
to be included are listed in Chapter 7, paragraph 7-22.   
 
Allowance for Owner Distribution For Profit Motivated Projects 
that Have Not Previously Submitted a Budget Based Rent Increase. 
 
Projects falling under this category may factor in an allowance 
for owner return/distribution as follows: 

 
 For Section 515/8 projects (regardless of whether they are for 

the elderly or families), 8% of the initial Owner equity. 
 For all other projects: 

 Elderly, 6% of the initial owner equity. 
 Families, 10% of the initial owner equity. 
 

To determine initial owner equity, the owner(s) should refer to 
the Maximum Insurable Mortgage Form (FHA 2580/HUD 92580). If the 
project was not insured or the HUD 92580 is not available, the 
Owner(s) must certify as to the amount of the initial equity and 
provide supporting documentation.    

 
For Section 515/8 projects: 
__________________________ x .08 = ______________________________ 
Initial Owner Equity    Allowance for Owner 
Return/Distribution 
 
For Elderly Projects: 
__________________________ x .06 = ______________________________ 
Initial Owner Equity    Allowance for Owner 
Return/Distribution 
 
For Family Projects: 
__________________________ x .10 = ______________________________ 
Initial Owner Equity    Allowance for Owner 
Return/Distribution 

 
I hereby certify that this accurately reflects the initial Owner 
equity in the project as of the date the project initially 
entered into a Section 8 contract. 

 
____________________________________________   __________________ 
Owner(s) Signature             Date 
 
The allowance for Owner Return/Distribution should be factored 
into the Rent Computation Worksheet (Appendix 5, Chapter 7 of the 
4350.1) in Box C, “Return/Net Income Reserve.”   
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Chapter Fifteen 

NONPROFIT SECTION 8 
PRESERVATION EFFORT  

15-1. Overview. 
 

One of HUD's primary goals is the long-term preservation of 
affordable housing.  This Chapter gives guidance on 
preservation efforts to save affordable housing by encouraging 
the repair/rehabilitation of Section 8 projects controlled by 
nonprofit entities and/or the sale of multifamily Section 8 
projects to nonprofit entities.  Throughout this Chapter, the 
two will be referred to as the Capital Repair Program and the 
Transfer Program respectively.  This Chapter has been broken 
into four parts.  Part One addresses the definition of 
Nonprofit Owner, Part Two addresses the general criteria for 
both programs, Part Three addresses the Capital Repairs 
Program and Part Four addresses the Transfer Program.  

 
PART ONE:  DEFINITION OF NONPROFIT OWNER 

 
15-2. Nonprofit Owner. 

 
A. An acceptable nonprofit owner must: 

 
1. Be financially solvent with no open or unresolved 

audit findings or findings from analyses of the 
audited annual financial statements. 

 
2. Have a tax exemption ruling from the Internal 

Revenue Service under Section 501(c) of the Internal 
Revenue Code of 1986. 

 
a. If the nonprofit is applying for the tax 

exemption ruling, the entity is eligible.  
However, increased rents will be withheld until 
the entity provides HUD with evidence that the 
tax exempt ruling has been issued. 
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b. Exceptions: 

 
1) Any project where the nonprofit owner was 

not previously required to have a 
501(c)(3) rating from the IRS to 
participate in HUD programs. 

 
2) Limited-Equity Cooperative entities that 

are not 501(c)(3) eligible. 
 

3. Have a resolution from the organization’s Board of 
Directors that authorizes the additional debt to be 
incurred to purchase and/or rehabilitate the 
project. 

 
B. An unacceptable nonprofit owner includes: 

 
1. A public body or instrumentality of a public body, 

or,  
 
2. An entity whose organizational documents permit any 

part of its net earnings to inure to the benefit of 
any private shareholder, contributor, or individual.  

 
15-3. Nonprofit Controlled For-Profit Entity.  

 
A nonprofit may form a for-profit entity for a specific 
project.  For example, the nonprofit may want to obtain low 
income housing tax credits and raise capital through the sale 
of the tax credits. 
 
A. For this Guide, the term nonprofit owner includes: 
 

1. A limited partnership with a sole general partner 
that is wholly owned and controlled by a nonprofit 
entity; or 

 
2. A limited liability company where the managing 

member of the LLC is wholly owned and controlled by 
a nonprofit entity. 

 
B. The nonprofit must meet the requirements of section 15-

2.A. above. 
 

PART TWO:  GENERAL CRITERIA FOR BOTH CAPITAL 
REPAIRS AND TRANSFER PROGRAMS 

 
15-4. APPLICABILITY. 
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A. This section applies to most multifamily housing projects 
with either: 

 
1. A non-MAHRA Section 8 contract, with rents below 

comparable market rents, that ends in HUD’s current 
fiscal year; or 

 
2. A 524(a) or (b) MAHRA Section 8 contract with rents 

below comparable market rents. 
 

B. Owners with the following Section 8 contracts cannot 
apply: 

 
1. Section 8 Moderate Rehabilitation projects 

administered by the Office of Public and Indian 
Housing. 

 
2. Section 8 Moderate Rehabilitation Single Room 

Occupancy Projects administered by the Office of 
Community Planning and Development. 

 
3. Section 8 contracts administered by OAHP. 

 
4. A non-MAHRA Section 8 contract that either: 

 
a. Is not eligible to renew in HUD’s current 

fiscal year; or 
 

b. Is eligible to renew in the current fiscal year 
but has rents at or above comparable market 
rents 

 
5. A 524(a) or (b) MAHRA Section 8 contract with rents 

at or above comparable market rents. 
 

15-5 Basic Requirements. 
 

A. The owner/purchaser must agree to accept: 
 

1. A twenty-year recorded Use Agreement.  If currently 
under a Use Agreement, the term must be extended for 
an additional 20 years.  For example, if the current 
Use Agreement ends in 2010 the term will be extended 
to 2030. 

 
Note: There are various conditions imposed by the 
use agreement, therefore the existing Use Agreement 
may have to be modified to include the conditions 
imposed by the sample Use Agreement found in 
Appendix 15-1. 
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2. A twenty year Section 8 contract, subject to annual 
appropriations. 

 
B. Terminating an existing Section 8 contract. 

 
1. HUD and the owner may terminate by mutual agreement 

most existing Section 524 MAHRA Contract(s) to take 
advantage of these programs. 

 
2. The following contracts cannot be terminated early 

to take advantage of these programs:  
 

 Non-MAHRA contract 
 Section 514 MAHRA contract 
 Section 524(b) MAHRA Contract with rents above 

comparable market rents 
 Section 524 (e)(1) MAHRA Demo Contract 
 Section 524(e)(2) MAHRA Preservation Contract 

 
C. Combine Multiple Contracts or Stages. 
 

1. Owners must combine multiple contracts or stages. 
 

2. The only exception to combining contracts is in 
cases where a project has both pre- and post-October 
1, 1981 contracts.  Due to conflicting income 
eligibility requirements for these two categories of 
contracts, it is not practical at this time to allow 
owners to combine a pre-October 1981 contract or 
stage with a post-October 1981 contract or stage. 

 
D. Renewal Options. 

 
1. The owner/purchaser renews under Option 2, Contract 

Renewals for Other Projects with Current Rents At or 
Below Comparable Market Rents. 

 
2. A nonprofit controlled for-profit entity, if 

eligible, may renew under Option 1, Mark-Up-To-
Market.  In this situation, the rent setting 
mechanisms of Option 1 override the rent setting 
mechanisms contained in Section 15-6. 

 
15-6. BUDGET BASED RENT INCREASE. 

 
A. If the owner/purchaser intends to renew the Section 8 

contract under Option 2 then they must submit a proposed 
budget-based rent increase not to exceed comparable 
market rents to pay for costs associated with the 
transaction including new debt.  The budget-based rent 
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increase request is prepared in accordance with paragraph 
16-1.A. of this Guide. 

 
In addition, the owner/purchaser must provide: 

 
1. A rent comparability study. 

 
a. If applicable, the comparable market rents 

assume all repairs and/or rehabilitation work 
was completed as of the date of the rent 
comparability study.  The concept of 
prospective rents, forecasting rents into the 
future is not acceptable. 

 
b. If the owner/purchaser contemplates the use of 

tax credits then the RCS must reflect the tax 
credit restricted rents. 

 
2. A detailed description of the proposed transaction 

including but not limited to: 
 

a. For the Transfer Program:  
 

1) A letter of intent to sell the project to 
an eligible nonprofit; and 

 
2) Cost of recapitalizing the replacement 

account. 
 

b. For the Capital Repairs Program the cost of:  
 

1) Capital repairs and rehabilitation (e.g., 
lead-based paint, energy efficient 
equipment, repairs, etc.) and 
recapitalizing the replacement reserve 
escrow; or 

 
2) Substantial rehabilitation. 

 
3. A Project Capital Needs Assessment (PCNA) or 

Comprehensive Needs Assessment (CNA) as discussed in 
Section 15-9. 

 
4. A detailed sources and uses funding statement. 

 
B. Upon receiving the owner/purchaser’s submission, the 

PM/CA checks the owner/purchaser’s RCS for completeness 
and timeliness. 

 
C. Effective Date of the New Rents. 
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The PM/CA will notify the owner/purchaser of the maximum 
new rent levels. 

 
1. For the Capital Repairs Program involving: 

 
a. Modest repairs or rehabilitation, the finalized 

new rents will not be available until the PCNA 
is completed, financing is approved and, if 
applicable, the critical repairs are complete. 

 
b. Substantial rehabilitation with a construction 

loan, the final rents will not be available 
until all the work is completed and accepted.  
(See Appendix 15-2, PROJECT-BASED SECTION 8 
HOUSING ASSISTANCE PAYMENTS - Addendum to 
RENEWAL CONTRACT.) 

 
2. For the Transfer Program, the final new rents will 

be effective once the transfer is approved and 
completed. 

 
3. In the case of a blended transaction, involving both 

a transfer and capital repairs, the rents will be 
adjusted after the strictest requirement in 1 or 2 
above has been met. 

 
15-7. UNASSISTED UNITS IN A HUD PROJECT. 

 
A. To protect low and moderate income tenants who live in 

other HUD subsidized units, including Rent Supplement, 
RAP, BMIR, and Section 236 properties (refer to Handbook 
4350.3 REV-1, Occupancy Requirements of Subsidized 
Multifamily Housing Programs) rents may be increased by 
no more then 10 percent as a result of the transaction. 

 
B. Owners who raise these rents are reminded that they must 

comply with the notification requirements in 24 CFR 245. 
 

15-8. CAP ON MARKET RENTS. 
 

If applicable, the PM/CA must lower the comparable market 
rents in the RCS to reflect any use restriction on the level 
of rents that can be charged; for example tax credit 
restricted rents. 

 
This requirement for adjusting the comparable market rents 
will apply during the life of the Section 8 contract. 

 
15-9. PROJECT NEEDS ASSESSMENT AND INCREASED DEPOSITS TO THE 

REPLACEMENT RESERVE ACCOUNT. 
 



Chapter Fifteen-REV 09-10-2008 7

A. The owner/purchaser’s mortgagee must submit a PCNA 
prepared in accordance with Appendix 15-3.  The PCNA 
includes: 

 
1. A Physical Inspection Report (PIR) containing 

detailed information about: 
 

a. The condition of the Project. 
 

b. Identification of the Project's immediate 
repair needs and expected repair, replacement, 
and major maintenance needs over various time 
periods: 

 
 The “near-term” from the transaction through 

the tenth year; 
 The “long-term” from the eleventh through 

the twentieth year of the transaction; and  
 The “remainder” from the twenty-first year 

until some future point in time.  For 
example:  two years beyond the maturity date 
of a note and mortgage. 

 
c. An estimated cost, adjusted for inflation, to 

complete the needs identified. 
 

2. A Statement of Resources and Needs, which discusses: 
 

a. The Mortgagee's review of and possible 
adjustment to the PIR. 

 
b. All critical repairs must be completed before 

final loan closing.  Any associated cost of 
doing the work must be paid no later than the 
closing. 

 
c. If applicable, non-critical repairs may be 

completed after final loan closing if the 
associated costs are escrowed at the closing. 

 
d. Recommendations to HUD regarding: 

 
1) The amount of the initial and monthly 

deposits to the replacement reserve. 
 

2) How the monthly deposit to the replacement 
reserve will be funded and its impact on 
the long-term viability of the project.  
This should detail the level monthly 
payment and a monthly payment that 
increases over time. 
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B. If the transaction does not include new debt, the 

owner/purchaser assumes the role of the mortgagee 
discussed in Section A above. 

 
C. PM/CA should review the additional application exhibits.  

If the material and recommendations are found acceptable, 
HUD may incorporate them, in part or whole, into HUD's 
underwriting determinations for a rent increase. 

 
D. Those projects that are legally required to submit CNA 

may submit a current CNA in lieu of a PCNA.  The CNA must 
have been updated or resubmitted within the previous 12 
months. 

 
15-10. HUD Mortgage Insurance Programs. 

 
A. An owner/purchaser may use the Department’s mortgage 

insurance programs with the Capital Repairs and Transfer 
Programs. 

 
B. The application for mortgage insurance will be processed 

as a for-profit transaction if the proposed mortgagor is 
a nonprofit-controlled for-profit entity as defined in 
Section 15-4. 

 
Note:  Form HUD-3433, Request for Preliminary 
Determination of Eligibility as Nonprofit Sponsor and/or 
Mortgagor, is not required. 

 
C. Davis-Bacon prevailing wage rate requirements are 

applicable under certain HUD mortgage insurance programs. 
 

Note:  Performance of rehabilitation under Appendix 15-2, 
PROJECT-BASED SECTION 8 HOUSING ASSISTANCE PAYMENTS - 
Addendum to RENEWAL CONTRACT, involving renewal of a 
Section 8 contract along with conventional financing does 
not trigger application of Davis-Bacon requirements. 

 
PART THREE:  CAPITAL REPAIRS PROGRAM 

 
15-11. General. 

 
The Capital Repairs Program is intended to cover the costs of: 

 
A. Capital repairs and rehabilitation (e.g., lead-based 

paint, energy efficient developments, repairs, etc.); and  
 

B. Recapitalize the replacement reserve escrow; or 
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C. Substantial rehabilitation; and  
 

D. New financing needed to cover the cost of repairs and 
rehabilitation. 

 
15.12. ADDITIONAL ACCEPTABILITY REQUIREMENTS FOR THE OWNER. 

 
The owner must be: 
 
A. In good standing and not subject to administrative 

sanctions (i.e., debarment, suspension, unresolved 
adverse audit findings or has failed to correct material 
violations of HUD rules); 

 
B. In compliance with the terms of the current Regulatory 

Agreement, Note, and Mortgage; and 
 
C. Current in debt service and all payments, including the 

Reserve Fund for Replacement (or current under a workout 
agreement). 

 
Note:  If the current owner is subject to administrative 
sanctions, they may still participate in the Transfer Program.  
Such owners may not receive funds from the transaction until 
all costs associated with bringing the project to an 
acceptable standard are covered. 

 
15-13. PROJECT Eligibility. 

 
The PM/CA checks that: 
 
A. The project has a physical inspection performed using the 

Uniform Physical Condition Standards [24 CFR Part 5] by 
the Real Estate Assessment Center (“REAC”) with a score 
greater than 30; and 

 
B. If applicable, a substantial rehabilitation proposal 

must: 
 

1. Be in compliance with HUD’s environmental 
regulations at 24 CFR Part 50. 

 
2. Have a relocation plan for the residents during the 

rehabilitation acceptable to HUD. 
 

PART FOUR:  TRANSFER PROGRAM 
 

15-14. General. 
 

Under the Transfer Program, HUD will permit a rent increase, 
provided the new rents do not exceed comparable market rent, 
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to facilitate a change in ownership from a for-profit owner or 
limited-dividend owner to a nonprofit owner or a nonprofit 
controlled entity; or from one nonprofit owner to another 
nonprofit owner or a nonprofit controlled entity. 

15-16. ADDITIONAL ACCEPTABILITY REQUIREMENTS FOR THE PURCHASER. 
 

A. The purchaser must have managerial experience in owning 
and/or operating multifamily projects or significant 
activities related to the provision of decent housing 
that is affordable to very low-, low-, and/or moderate-
income families. 

 
B. The nonprofit entity must have ties to the community.  

National or regional nonprofit organizations that are not 
active in the community may meet this requirement by: 

 
1. Entering into a joint venture with a local nonprofit 

organization; or 
 

2. Obtaining the support of a majority of the residents 
living in the project. 

 
15-17. PROJECT ELIGIBILITY. 

 
The Transfer Program without repair or rehabilitation requires 
that the project have a physical inspection performed using 
the Uniform Physical Condition Standards [24 CFR Part 5] by 
the REAC with a score greater than 60 with no uncorrected 
Exigent Health and Safety (EHS) violations.  Additionally, the 
property must not be designated as a “troubled project.” 
 

15-18. TRANSFER OF PHYSICAL ASSETS (TPA) FOR HUD INSURED TRANSACTION. 
 

To encourage nonprofit transfers, HUD will waive the transfer 
fee.  Follow outstanding TPA instructions found in HUD 
Handbook 4350.1, Asset Management and Project Servicing. 
 

15-19. RESIDUAL RECEIPTS AND REPLACEMENT RESERVE ACCOUNTS. 
 
A. With an old regulation Section 8 contract or a LMSA 

Section 8 contract, the seller may keep the funds in both 
the residual receipts and reserve for replacement 
accounts.  Therefore, the purchaser will be required to 
replenish the reserve for replacement account. 

 
B. With a new regulation Section 8 Contract, the funds in 

both the residual receipts and reserve for replacement 
accounts must stay with the project.  Furthermore, the 
purchaser must establish the adequacy of reserve for 
replacement account. 
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PART A 
OCCUPANCY/ACCESSIBLE UNITS/PROGRAM ACCESSIBILITY 

 
Authority:   
Section 504 of the Rehabilitation Act of 1973  (24CFR Part 8) 
Fair Housing Act/Title VIII Regulations (24 CFR Part 100.200) 
Uniform Federal Accessibility Standards (UFAS) (24 CFR Part 40) 
Regulatory Agreement 
 
For this Section, the reviewer must forward the form along with the instructions for completion to the owner/agent prior to the on-site review.  
For subsidized projects, the owner/agent must complete the project information above and the information in Sections I, II, and III below.  (See 
attached instructions.)  For unsubsidized projects, the owner/agent must complete the project information above and Sections I and II only.  
Section III consists of Section 504 compliance, which does not apply to projects that do not receive federal financial assistance.  The reviewer 
will obtain the completed form from the owner/agent during the on-site review. 
 

SECTION I – OCCUPANCY 
 
1.  This property was designed primarily for: 

 Exclusively Elderly 

 Exclusively Disabled 

 Elderly and Disabled 

 Family 

2.  Indicate the number of units currently occupied by client groups 
below 

Exclusively Elderly -  0_ 

Exclusively Disabled -  0 

Elderly/Disabled -  100 

Near-Elderly Disabled -  0 
Family - 0_ 

 3.  Is there a use agreement or any other document that indicates that this project must serve only elderly tenants? 

 Yes    No    Unknown   
If yes, specify type of document:                       Effective Date:         
(Please attach a copy of the document(s) indicated above.)                                      If yes, remember to obtain a copy of document             
4.  If this project is a “covered Section 8 housing project” (see instructions), is there an occupancy preference for the elderly in accordance 
with Section 651 of Title VI, Subtitle D of the Housing and Community Development Act of 1992?  (Refer to HUD Handbook 4350.3, 
REV-1) 

 Yes    No           (Note: If yes is checked, item a, b and c below must be filled in.) 
If No, proceed to question 5. 
If yes, please indicate: 
a.  the date of the elderly preference:        
b.  the number of units that must be reserved for occupancy by non-elderly persons with disabilities      , and, 
c.  the date used to determine the number of units reserved for non-elderly persons with disabilities       
 
5.  Is there an occupancy restriction for the elderly in accordance with Section 658 of Title VI, Subtitle D of the Housing and Community 
Development Act of 1992?  (Refer to HUD Handbook 4350.3, REV-1) 

 Yes    No 
6.  Total Number of Units Exclusively for 
the Elderly 
 

0 
 

7.  Total Number of Units Exclusively for 
Persons with Disabilities 

 
0 

8.  Total Number of Units that must be 
occupied only by Non-Elderly Persons with 
Disabilities 

0 

I certify that this information is true and accurate. 
Warning:  HUD will prosecute false claims and statements.  Convictions may result in criminal and/or civil penalties.  (18 U.S.C. 1001, 
1010, 1012; 31 U.S.C. 3729, 3802) 
Signature of Owner 
              The “owner’s” signature is required.  
        (HUD will not accept authorized agents or POA) 
(Pending – HUD’s clarification on signature authority)

Date: 
 
The “date” must be entered here 

 
 
 

SECTION II – ACCESSIBLE UNITS 
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Distribution of all wheelchair and other accessible units in the project.  
 

Bedroom Size 0 1 2 3 4 5 Other  Total 
1. All units  
 

0 100 0 0 0 0 0 100 

2. Total units with project-based 
rental assistance 

0 100 0 0 0 0 0 100 

3. Mobility accessible units  
 

0 20 0 0 0 0 0 20 

4. Vision and/or Hearing     
     accessible units  

0 0 0 0 0 0 0 0 

*5. (Total Accessible Units) 
 

0 20 0 0 0 0 0 20 

6. Number of persons on waiting 
list who have requested 
accessible units 

0 32 0 0 0 0 0 32 

7. Number of accessible units 
occupied by elderly or family 
tenants  

0 0 0 0 0 0 0 0 

8. Number of accessible units 
occupied by non-elderly tenants 
with disabilities who require the 
features of the unit  

0 10 0 0 0 0 0 10 

9. Number of accessible units 
occupied by elderly tenants with 
disabilities who require the 
features of the unit   

0 10 0 0 0 0 0 10 

10. Percentage of Total Units with Project-Based Rental Assistance  
(Total line 2 divided by Total line 1 x 100)  100 % 
 
11.  Percentage of Total Units that are mobility accessible  
(Total line 3 divided by Total line 1 x 100)  20 % 
 
12. Percentage of Total Units that are vision and/or hearing accessible  
(Total line 4 divided by Total line 1 x 100)  00 % 
 
*If a unit is both mobility accessible and vision or hearing accessible, count the unit only once in line 5. 
 
I certify that this information is true and accurate. 
Warning:  HUD will prosecute false claims and statements.  Convictions may result in criminal and/or civil penalties.  (18 U.S.C. 1001, 
1010, 1012; 31 U.S.C. 3729, 3802) 
Signature of Owner 
 
   The “owner’s” signature is required.  
        (HUD will not accept authorized agents or POA) 
 
 

Date: 
 
The “date” must be entered here 

(Pending – HUD’s clarification on signature authority) 
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SECTION III – PROGRAM ACCESSIBILITY 
SECTION 504 OF THE REHABILITATION ACT OF 1973 

 
Section 504 Coordinator [24 CFR 8.53 (a)] 

 
1. Does the recipient (as defined in 24 CFR 8.3) employ at least 15 employees? 

 

  Yes         No   (Note:  If yes, #2 must be filled in along with the name and telephone number). 
 
If  “Yes”, answer Question 2.; If “No“ skip to Question 3. 

 
2.  Is at least one person designated to coordinate its Section 504 responsibilities?         

 

  Yes         No       N/A        
 
If YES, provide the person’s name and telephone number below. 
 
Name:                                  
 
Telephone Number:              
 
Program Accessibility Under Section 504, a federally assisted Housing Development is required to ensure that its program is 
usable by and accessible to persons with disabilities.  This includes, but is not limited to, maintaining housing and non-housing 
facilities that are structurally accessible for persons with disabilities.  The extent to which facilities must be structurally 
accessible depends in part, on whether they are new, altered, or existing.  In addition, owner/agents are required to ensure that 
effective communication methods are used while communicating with persons with disabilities.   
 
 
 YES NO COMMENTS 
3. Has the owner/agent taken steps to ensure 

effective communication using:  
   

a.  Qualified sign language and oral 
interpreters? 

        

b.  Readers?         

c.  Use of tapes?          

d.  Braille materials?         

Other (Describe):   TTY Number is available for the 
hearing impaired. 

I certify that this information is true and accurate. 
Warning:  HUD will prosecute false claims and statements.  Convictions may result in criminal and/or civil penalties.  (18 U.S.C. 1001, 
1010, 1012; 31 U.S.C. 3729, 3802) 
Signature of Owner 
    
The “owner’s” signature is required.  
        (HUD will not accept authorized agents or POA) 
 

Date: 
 
The “date” must be entered here 

(Pending – HUD’s clarification on signature authority) 
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INSTRUCTIONS FOR COMPLETING PART A 
 
General instructions:  Complete the project name, FHA/project number, and section 8/pac/prac information in the form header for each page: 
 
SECTION I - Owner/Agent must respond to all questions in this section.   
1.  Check the appropriate box that the project was designed to serve. (Check only one box.  Do not leave blank.) 

   Exclusively Elderly - defined as a person 62 years of age or older.  (This option is for projects that were designed to serve only elderly 
persons/families, i.e. Section 202 PRAC properties) 
   Exclusively Disabled – Refer to HUD Handbook 4350.3, REV-1, Figure 3-6 for the applicable definition of disability. (This option is for 
projects that were designed to serve only persons with disabilities, i.e., Section 202/8 Projects for the Disabled and Section 811 projects.  
Please note that Section 202-8 Projects for the Disabled were developed to serve only non-elderly persons with disabilities.  However, the 
Section 811 Projects were developed to serve persons with disabilities regardless of age as long as the minimum age requirement (age 18) is 
met.) 
   Elderly and Disabled – defined as a property that serves the elderly and non-elderly persons with disabilities.  (This option is for projects 
that were originally designed to serve only elderly persons/families, however the owner may have elected a preference under Section 651 of 
Title VI, Subtitle D of the Housing and Community Development Act of 1992 (Title VI-D) to reserve a percentage of units for non-elderly 
persons with disabilities in accordance with the provisions of Section 652, Title VI-D.  See instruction 4 below for Section 651 definition.) 
   Family – defined as all persons regardless of age or disability.  (This option is for projects that serve all families with no restrictions or 
preferences as long as the minimum age requirement is met.  Please note that family projects may have some units that are reserved for 
persons with mobility/vision/hearing impairments which would require the applicant to meet the needs of the unit.) 

2.  Enter the number of units occupied by each client group.  (Please note that the term “near-elderly disabled” is defined as a person who is at 
least 50 years of age and below the age of 61 with a disability as defined in HUD Handbook 4350.3, REV-1.) (Enter zero “0” if there are 
no units occupied by the listed client group – do not leave blank) 

3.  If there is a use agreement or other document that references that the property must serve only elderly persons, answer “Yes”, indicate in the 
space provided, and attach a copy of the document(s) listed.  If there is no use agreement or other document that references that the property 
must serve only elderly persons, answer “No”.  If you are unclear on the term “use agreement,” or are not able to locate the “use agreement” 
or any other document that defines the occupancy of your project, the answer is “unknown”.   Other documents include the regulatory 
agreement, loan commitment papers, financial documents, bid invitation, owner’s management plan, application for funding, and/or 
application for mortgage insurance.  Please refer to HUD Handbook 4350.3, REV-1, paragraphs 3-17 and 3-18.  If you do not have a copy of 
HUD Handbook 4350.3, REV-1, copies can be obtained from www.hudclips.org or the HUD Customer Service Center at (800) 767-7468.  
(Do not leave blank).   

4.  Section 651 of Title VI-D permits an owner to give *preference to elderly families if (1) the project was originally developed to serve the 
elderly and (2) it is a “covered Section 8 housing project.”   “Covered Section 8 housing projects” are projects that were constructed or 
substantially rehabilitated pursuant to assistance provided under section 8(b)(2) of the United States Housing Act of 1937, as in effect before 
October 1, 1983, that are assisted under a contract for assistance under such section.   

*A “preference” allows an owner to give priority to elderly persons when selecting tenants for occupancy.   
Section 651 of Title VI-D applies to the following programs: 

 The Section 8 New Construction Program, 24 CFR part 880 

 The Section 8 Substantial Rehabilitation Program, 24 CFR part 881 

 The State Housing Agencies Program (insofar as it involves new construction and substantial rehabilitation) , 24 CFR part 883 

 The New Construction Set-Aside for Section 515 Rural Rental Housing Projects Program, 24 CFR part 884 

 The Section 8 Housing Assistance Program for the Disposition of HUD-Owned Projects (insofar as it involves substantial 

rehabilitation), 24 CFR part 886 subpart C 
“Covered Section 8 housing projects” do not include those developed with funding under the following programs: 

Section 202; 
Section 202/8; 
Section 202 or 811 PRAC; 
Section 221 (d)(3); and/or 
Section 236. 

If an owner elects a Section 651 preference for the elderly, the owner must reserve a number of units for non-elderly persons/families with 
disabilities.  Title VI-D requires that the owner review the occupancy records on January 1, 1992 and October 28, 1992 (the date of enactment for 
Title VI-D), determine the number of non-elderly persons with disabilities that occupied units on those two dates, take the higher of the two 
numbers and then take the lesser of that number and 10 percent. 
     For example, an owner has a “covered Section 8 project” that consists of 100 units and decides to implement an elderly preference 

under Section 651.  The first thing the owner has to do is find the occupancy records for January 1992 and see how many units 
were occupied by non-elderly persons or families with disabilities on January 1.  In this example, it was 10 units. 

 



Project Name:   
 

FHA/Project#                                             /  Date of Review:      
 

Section 8/PAC/PRAC#                                            /  REMS#  
 

  ADDENDUM B 
 

 
form HUD-9834 (04/07) 

Ref. HUD Handbook 4350.1, REV-1 
and HUD Handbook 4566.2 

Page 7 of 13 

     Then the owner must find the occupancy records for October 1992 and see how many units were occupied by non-elderly 
persons/families with disabilities on October 28th (the date of the enactment of the Act).  In this example it was 15 units. 

     To obtain the number of units that must be reserved for non-elderly disabled persons or families, the owner must take the higher 
number of the two dates (January 1, 1992 and October 28, 1992), which, in this example is 15. 

     Then the owner must compare that number with 10 percent of the total project units (in this example, it’s 10) and use the lower 
number for the number of units that must be reserved.  Since 10 is less than 15, for this example the owner must reserve 10 units for 
non-elderly disabled persons or families. 
     If an owner determines that there were no non-elderly persons or families occupying units on either January 1, 1992 or October 28, 
1992, the required number of units to be reserved for non-elderly persons with disabilities would be zero (0).  However, owners are 
encouraged to exceed the number of reserved units for non-elderly persons with disabilities if the need exists in the community.  

Answer question 4 as follows: 
If there is an elderly preference in accordance with Section 651 of Title VI-D, answer “Yes”.  If there is no preference provided 
to elderly families, answer “No”.  (Do not leave blank).   
 
If yes, answer the following: 
(a) If there is an occupancy preference in accordance with Section 651, indicate the effective date of the preference. 
(b) If there is an occupancy preference in accordance with Section 651, indicate the total number of units that must be reserved 

for non-elderly persons with disabilities based on the two dates above. 
(c) If there is an occupancy preference in accordance with Section 651, indicate which date (see above) was used to determine 

the number of units that must be reserved for non-elderly persons with disabilities. 
5.  Section 658 of Title VI, Subtitle D of the Housing and Community Development Act of 1992 (Title VI-D) permits owners of “other federally 
assisted housing” to continue to restrict occupancy to elderly families in accordance with the rules, standards, and agreements governing 
occupancy in such housing in effect at the time the housing was developed.  If (A) the project was originally developed to serve the elderly and 
(B) the project has continually served elderly tenants.  These projects include:  
  Section 202 Direct Loans (prior to the Section 202 PRAC program) 
   Section 221(d)(3) BMIR properties  (New Construction and Substantial Rehabilitation) 

  Section 236 properties  
Answer question 5 as follows: 

If there is an elderly restriction in accordance with Section 658 of Title VI-D, answer “Yes.”   If there is no elderly restriction and occupancy 
is not limited to elderly applicants, answer “No.”  (Do not leave blank).   

6.  If the property designates a number of units that can be occupied only by elderly persons, indicate the number of units.  If the property does 
not have units that can only be occupied by elderly persons, enter zero “0”.  (Do not leave blank).   

7.  If the property designates a number of units that can be occupied only by persons with disabilities, indicate the number of units.  If the 
property does not have units that can only be occupied by persons with disabilities, enter zero “0”.  (Do not leave blank).   

8.  If the property has units that must be occupied by non-elderly persons with disabilities, indicate the number of units.  If the property does not 
have units that must be occupied by non-elderly persons with disabilities, enter zero “0”.  (Do not leave blank).   

 
CERTIFICATION: 
Self-Explanatory (Must be signed and dated by the owner) 
 
SECTION II - Owner/Agent must respond to all questions in this section.   
1.  Enter the total number of units (by bedroom size) and enter total in the ”Total” column.  (Total must match numbers entered for each 
bedroom size.  Do not leave blank.) 
2.  Enter the total number of units (by bedroom size) that are receiving project based rental assistance.  (Total must match numbers entered for 
each bedroom size.  Do not leave blank.) 
3.  Enter the number of mobility accessible units (by bedroom size) and enter total in the “Total” column.  A mobility accessible unit is one that is 
located on an accessible route, and when designed, constructed, altered, or adapted, can be approached, entered, and used by individuals with 
physical disabilities, including those who use wheelchairs.  (Although accessibility features include items such as grab bars, flashing fire alarms, 
widened doorways, entrance ramps, etc, this question should be answered by stating the number of subsidized units that (when constructed) are 
fully accessible in accordance with the Uniform Federal Accessibility Standards (UFAS) which is used to ensure compliance with Section 504 of 
the Rehabilitation Act of 1973.  These standards were jointly developed by the General Services Administration, the Department of Housing and 
Urban Development, the Department of Defense, and the United States Postal Service, under the authority of sections 2, 3, 4, and 4a, 
respectively, of the Architectural Barriers Act of 1968, as amended, Pub. L. No.90-480, 42 U.S.C. 4151-4157.  Copies of the UFAS are available 
from the Architectural and Transportation Barriers Compliance Board , 1331 F Street, NW, Suite 1000, Washington, D.C. 20004-1111, 
Telephone: (202) 272-0080, email address: info@access-board.gov.    If the property is accessible in accordance with Minimum Property 
Standards (MPS), indicate the number of units that are MPS accessible.   Unsubsidized units are not required to meet the requirements of UFAS, 
however those units should be counted if they are fully accessible to persons who use wheelchairs.)  (Total must match numbers entered for 
each bedroom size.  Do not leave blank) 
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4.  Enter the number of units (by bedroom size) that are accessible for vision or hearing impairments and enter total in the “Total” column.  (Refer 
to UFAS.  See instruction number 3 above) (Total must match numbers entered for each bedroom size.  Do not leave blank) 
5.  Total the units from rows 3 and 4 for each bedroom size and enter total in the “Total” column.  (Total must match numbers entered for 
each bedroom size.  Do not leave blank.) 
6.  Enter the number of persons currently on the waiting list for an accessible unit (by bedroom size) requiring the features of the unit and enter 
total in the “Total” column.  (Total must match numbers entered for each bedroom size.  Do not leave blank.) 
7.  Enter the number of accessible units (by bedroom size) that are currently occupied by elderly or family tenants and enter total in the Total 
column.  (Total must match numbers entered for each bedroom size.  Do not leave blank.) 
8.  Enter the number of accessible units (by bedroom size) occupied by non-elderly tenants with disabilities requiring the features of the unit and 
enter total in the “Total” column.  (Total must match numbers entered for each bedroom size.  Do not leave blank.) 
(These tenants must have a mobility impairment as defined above.) 
9.  Enter the number of accessible units (by bedroom size) occupied by elderly tenants with disabilities requiring the features of the unit and enter 
total in the “Total” column.  (Total must match numbers entered for each bedroom size.  Do not leave blank.) 
(These tenants must have a mobility impairment as defined above.) 
10.  Self-explanatory  (Do not leave blank.) 
11.  Self-explanatory  (Do not leave blank.) 
12.  Self-explanatory  (Do not leave blank.) 
 
CERTIFICATION: 
Self-Explanatory (Must be signed and dated by the owner) 
 
SECTION III – Owner/Agent must respond to all questions in this section.  (Not applicable to unsubsidized projects) 
1. The Section 504 Coordinator is required if the owner employs 15 or more employees in all its activities.  This includes this project 

combined with other projects they may own and/or manage.  Answer Yes or No.  If yes, proceed to Question 2; if no skip to Question 3.   
2. Answer Yes or No to this Question.  If yes, please provide the name and telephone number of the coordinator for Section 504 related 

activities at the project and go to Question 3. 
3.Answer Yes or No to each item and provide comments as necessary. 
 
CERTIFICATION: 
Self-Explanatory (Must be signed and dated by the owner) 
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Welcome! 
Georgia Owners and Agents

Annual Meeting

October 2008

FORM   WFORM   W--99

Income Tax Requirements

Internal Revenue Code (Sec 6721):

-Correct Tax Identification Number is 
needed

-Penalty for incorrect numbers

VOUCHER SUBMISSION TO GHAVOUCHER SUBMISSION TO GHA

Presented byPresented by

Claude Oakley, Director of Finance & Voucher 
Services

This session discusses the following: 

1. How to get your HAP voucher to GHA

2. Some of the challenges that we have 
encountered and their solutionsencountered and their solutions

3. How to submit a Special Claim to GHA 
within the HUD mandated 180-day 
timeframe 

THE HAP VOUCHER PROCESSTHE HAP VOUCHER PROCESS

After you have successfully prepared the

voucher from your system: 

Question

1. How do you get the voucher to GHA 
(or EPS)?

HOW TO GET THE VOUCHER TO GHA HOW TO GET THE VOUCHER TO GHA 
& EPS& EPS

THREE EASY STEPS TO SUCCESS!
1. As stated earlier, fax a copy of the voucher to EPS 

on or before the 10th of the month. For example, the 
October 2008 HAP voucher should be faxed no 
later than September 10, 2008. 

2 Immediately fax the same voucher to us (GHA)2. Immediately fax the same voucher to us (GHA) 
using the dedicated GHA Fax Number: 770-939-
3839. 

3. Make sure the signed summary page of the HAP 
voucher (HUD form 52670) is the 1st page.  Do not 
include a cover page.
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HOW TO GET THE VOUCHER TO GHA HOW TO GET THE VOUCHER TO GHA 
& EPS & EPS 

To fax the voucher to EPS, use Fax Number 
802-660-1949.
Always review your fax transmission report 
to ensure that the transmission was 
successful. Do not assume that the fax was 
sent error free!

These steps are critical because all our 
processes are 100% automated. We do not 
manually read or handle your voucher.

WHAT IS THE PROCESS FOR WHAT IS THE PROCESS FOR 
GETTING HAP VOUCHERS PAID ?GETTING HAP VOUCHERS PAID ?

AFTER THE VOUCHER HAS BEEN RECOMMENDED 
BY EPS TO GHA

1. All vouchers approved by GHA are returned to EPS pp y
for transmission to TRACS.

2. Voucher responses are sent by TRACS to each 
property. Both EPS and GHA are aware of these 
responses. 

3. A message such as VSP 00 or VSP 10 means that 
the voucher has been sent to Treasury for payment. 
Messages such as VST 53, VSR 26, or VST 41 
need further resolution.

WHAT IS THE PROCESS FOR WHAT IS THE PROCESS FOR 
GETTING HAP VOUCHERS PAID?GETTING HAP VOUCHERS PAID?

4. On or about the end of the month, HUD disburses 
the HAP funds to GHA, which then sets up the ACH 
deposits to the property within 24 hours.

5 If you need to change your bank account the 11995. If you need to change your bank account, the 1199 
form can be retrieved from the GHA website: 
www.ghaca.org

6. The 1199 should be completed and returned to us 
14 days ahead of the scheduled payment date.

IF YOU DO YOUR PART, THEN GETTING PAID IS AS 
SIMPLE AS ABC!!!

CHALLENGES & SOLUTIONS CHALLENGES & SOLUTIONS ––
HAP VOUCHERSHAP VOUCHERS

1. Vouchers not being sent on time.

Solution: Send in your property vouchers no later 
than the 10th of each month.  This is the only 
way, subject to the availability of funds, that you 
will be paid on time. p

2. Vouchers not being faxed to GHA at all.

Solution: GHA and EPS are two separate entities.  
Always fax a property voucher to GHA @ 770-
939-3839.

CHALLENGES & SOLUTIONS CHALLENGES & SOLUTIONS --
HAP VOUCHERSHAP VOUCHERS

3. Properties continue to attach a cover page to their 
voucher.

Solution: Because your faxed vouchers are 
received electronically it inhibits the imagingreceived electronically, it inhibits the imaging 
of the voucher.  Very Important: Do not attach 
a cover page to your faxed voucher. The HAP 
voucher summary page (HUD 52670) should 
be the 1st page.

CHALLENGES & SOLUTIONS CHALLENGES & SOLUTIONS --
HAP VOUCHERSHAP VOUCHERS

4. Vouchers faxed to the wrong number.
Solution: The voucher should be faxed (without a 

cover page) to 770-939-3839.
5. Properties with multiple contracts are being faxed p p g

together.
Solution: Fax each voucher separately.  After the 1st

voucher is sent, wait five minutes, then fax the 
2nd voucher.  Repeat the process as many times 
as needed.
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CHALLENGES & SOLUTIONS CHALLENGES & SOLUTIONS --
HAP VOUCHERSHAP VOUCHERS

6. Properties are not responding on a timely basis.  
This affects processing and approval of the 
voucher.

Solution: Please respond to the call for information 
immediately, or we can not guarantee on time y, g
payment. 

SPECIAL CLAIMS HIGHLIGHTS SPECIAL CLAIMS HIGHLIGHTS 
& & 

CHALLENGESCHALLENGES

Presented by 

Claude Oakley, Director of Finance & Voucher 
Services

ENHANCEMENTSENHANCEMENTS

Here are some enhancements to guarantee 
more efficient processing:

1 The processing guide is the standard by1. The processing guide is the standard by 
which we are all held accountable.

2. GHA has since deployed its own
technology-driven worksheets to improve
efficiency.

HIGHLIGHTS OF THE HIGHLIGHTS OF THE 
PROCESSING GUIDEPROCESSING GUIDE

1. No move-in date is needed if it’s been more 
than 60 days since unit became available 
for occupancy.

2 Owner is responsible to have data shown in2. Owner is responsible to have data shown in 
TRACS.

3. GHA must return incomplete package within 
30 days after receiving it.

4. GHA must tell the owner why it considers 
the claim incomplete.

HIGHLIGHTS OF THE HIGHLIGHTS OF THE 
PROCESSING GUIDE PROCESSING GUIDE 

5. When owners receive the incomplete 
package (returned by GHA), they will have 
30 days to get it back to GHA. Claims 
received after 30 days will be denied.

6. Owners have 30 days to appeal a denied or 
reduced claim from date of GHA’s letter.

7. GHA has 30 days to approve or disapprove 
the appeal received from owners.

8. Payment for approved claim must be made 
by owners within 90 days from GHA’s 
approval.

CHALLENGES & SOLUTIONS  CHALLENGES & SOLUTIONS  --
SPECIAL CLAIMSSPECIAL CLAIMS

1. Information missing (TRACS printout, leases)
Solution: Only claims with complete supporting documentation 
can be processed. 

2. Inadequate use of the GHA checklist as a guideline
Solution:  Complete GHA checklist and attach it to the claim.

3. Non-submission of original HUD form 50059 at time of move-in
Solution:  Send in original form 50059 instead of the annual 
recertification.

4. Non-submission of letters for rejected applicants 
Solution:  Send rejection letter for every rejected applicant.
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CHALLENGES & SOLUTIONS  CHALLENGES & SOLUTIONS  --
SPECIAL CLAIMS SPECIAL CLAIMS 

5. Missing signature on HUD forms - 52670-A, 52671-C

Solution:  Sign the relevant HUD forms at the time of 
submitting the claims. 

6. Incorrect calculation of actual number of days for claim y
period

Solution: The claim period begins the day after the 
date the unit becomes available for occupancy by 
another tenant.

7. Incorrect date used for when unit is ready for 
occupancy

Solution: Documentation must show that owner has 
taken all reasonable steps to rent the vacant units.  

CHALLENGES & SOLUTIONS CHALLENGES & SOLUTIONS --
SPECIAL CLAIMS SPECIAL CLAIMS 

8. Using incorrect contract rent at move-out date 
Solution: Use contract rent at date of move-out. 

9 Not enough information on the vacancy /9. Not enough information on the vacancy / 
reconditioning log or other forms to indicate start 
and end date of the process of getting the unit 
ready.
Solution: Waiting list and reconditioning log must 
be legible and designed in a manner which makes 
for easy reading.  It must meet HUD requirements. 

SUMMARYSUMMARY

From a quality control perspective, we are 
partners together, and to that extent GHA 
promises to: 

1. Process and return your Special Claims y p
within 30 calendar days of receipt of that 
claim. 

2. Take all reasonable steps to inform you 
whenever the HAP funds are not going to 
be paid on the due date.

3. Return all telephone calls within 24 hours 
after retrieving the message.

CONTRACT RENEWALS/RENT CONTRACT RENEWALS/RENT 
ADJUSTMENTS ADJUSTMENTS –– BACK TO BASICSBACK TO BASICS

Presented byPresented by 

Lisa Johnson, Assistant Director of Asset Managers

Kim Barnes, Asset Manager

CONTRACT RENEWALSCONTRACT RENEWALS

There are Four Key Pieces of Information 
Required for a Complete Contract Renewal 
Request:

• Contract Renewal Request Form Cover Sheet
• Option Page (select 1 of the 6 available options)
• Certification Page (sign and date it)
• Rent Comparability Study (if applicable)

Checklists and the required forms are located 
on GHA’s website at  www.ghaca.org

OWNER’S SUBMISSIONOWNER’S SUBMISSION

Q: When should you submit your 
renewal request?

A: At least 120 days before the 
expiration date of the HAP 
contract.
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CONTRACT RENEWAL OPTIONSCONTRACT RENEWAL OPTIONS

• OPTION ONE (Mark Up-To-Market)

• OPTION TWO (Rents At or Below Comparable 
Market Rents)

• OPTION THREE (Request Referral to OAHP)OPTION THREE (Request Referral to OAHP)

• OPTION FOUR (Renewal for Projects Exempted 
From OAHP) 

• OPTION FIVE (Portfolio Reengineering / Preservation 
Renewals) 

• OPTION SIX (Opt-Out of the Section 8 Contract)

NOTESNOTES

Refinancing:  

• Please inform GHA if your property has 
undergone refinancing since the lastundergone refinancing since the last 
Contract Renewal or Rent Adjustment.

RENT COMPARABILITY STUDY RENT COMPARABILITY STUDY 
(RCS)(RCS)

GHA reviews for Section 8 guidebook compliance and 
completeness (within 5 business days).

GHA forwards Rent Comparability Study (RCS) to GHA 
appraiser, who performs an Administrative Desk 
ReviewReview. 

Rent Comparability Studies are valid for 5 consecutive 
contract years.

If required for an AAF Rent Adjustment, and is less than 
5 years old, the RCS must be updated.

RENT ADJUSTMENTSRENT ADJUSTMENTS

There are Four Types of Rent Adjustments:

• Annual Adjustment Factor (AAF)

• Operating Cost Adjustment Factor (OCAF)• Operating Cost Adjustment Factor (OCAF)

• Budget Based Rent Adjustment (BB)

• Special Rent Adjustment

OWNER SUBMISSIONOWNER SUBMISSION

Q. When should you submit a Rent           
Adjustment request?

A. For contracts under MAHRA, 120 days 
prior to contract anniversary date.

For contracts under original term, 60 
days prior to the contract’s anniversary 
date.

ANNUAL ADJUSTMENT FACTOR (AAF)ANNUAL ADJUSTMENT FACTOR (AAF)

The Package Should Include the Following:

1. Cover Letter Requesting an AAF Increase

2. Unit Turnover Reportp

3. Rent Comparability Study (if the current Gross 
Rents are greater than the current published Fair 
Market Rents)

4. Certification of Compliance (if applicable)

5. Utility Data Analysis 
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OPERATING COST ADJUSTMENT FACTOR OPERATING COST ADJUSTMENT FACTOR 
(OCAF)(OCAF)

The Following Documents Must be Included in 
the Package:

OCAF Rent Adjustment Worksheet
Utility Data Analysis
Verification of Debt Service (Mortgage Statement / 
Amortization Schedule)
Verification of Replacement Reserve (authorized monthly 
amount)

BUDGETBUDGET--BASED RENT ADJUSTMENTSBASED RENT ADJUSTMENTS

Checklist for Budget-Based Rent Adjustments: 

1. Cover letter stating reasons for increase, the 
project’s physical condition, and any proposed 
change in service

2 Budget Worksheet (HUD 92574 A)2. Budget Worksheet (HUD-92574-A)
3. Statements/documentation from service provider 

for line item increases > 5%
4. Notice to tenants (if applicable)
5. Executed Owner’s Certification Regarding 

Purchases and Practices and Reasonableness of 
Expenses – Appendix 3

BUDGETBUDGET--BASED RENT ADJUSTMENTS BASED RENT ADJUSTMENTS 

6. Status report on energy conservation plan 
(Section 236 & BMIR projects)

7. Signed request for increase in R & R –
A di 6Appendix 6

8. Utility data analysis (type of utility, data 
sample –12 months)

9. Verification of debt service (mortgage 
statement and/or amortization schedule)

BUDGETBUDGET--BASED RENT BASED RENT ADJUSTMENTS  ADJUSTMENTS  

Supporting Documentation:

• Adequate documentation must be provided to justify 
t th t i f th ll bl trequests that are in excess of the allowable amounts.

• Service Coordinator expense items must be listed 
separately. 

• For request to increase monthly Replacement Reserve 
deposits, a Reserve Analysis must be submitted.  

• Failure to provide the required documentation will result 
in adjustments to the operating budget.

SPECIAL RENT ADJUSTMENTSSPECIAL RENT ADJUSTMENTS

Special Rent Adjustments are allowed for 
properties that calculate rent increases using 
the Annual Adjustment Factor (AAF).

A Special Adjustment may be requested for 
increases in property taxes, insurance, and 
utilities. 

UTILITY ALLOWANCE ADJUSTMENTUTILITY ALLOWANCE ADJUSTMENT

Documents Required for a Utility Allowance 
Adjustment:

• Cover letter requesting an adjustment 

• Utility Analysis

• Tenant documentation from the utility provider. 
Must be for at least 50-80% of each unit type.
Documentation must include at least 6 months
of data.  All data is based on Tenant Actual 
Usage.  
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RENT SCHEDULESRENT SCHEDULES

Rent Schedules Must Meet the Following
Requirements:

• Complete and accurate
• Section 8 units separated from non-Section 8 units

Neatly prepared and legible (preferably typed)• Neatly prepared and legible (preferably typed)
• The name and title of all principals comprising the 

Mortgagor Entity must be listed in Part G on Page 2.
• SSN & EIN are no longer required.

Remember that approved rents cannot be implemented, 
nor a gross rent change preformed unless you have an 

EXECUTED RENT SCHEDULE.

INTERNET LINKSINTERNET LINKS
All HUD Handbooks, Housing Notices, 
Section 8 Renewal Information and

Forms can be downloaded from:
http://hudclips.org

Georgia HAP Administrators, Inc. 
www.ghaca.org

RHIIP, EIV & MOR RATINGSRHIIP, EIV & MOR RATINGS

Presented byPresented by

Jeff Wirrick, Chief Asset Management Officer

RHIIP RHIIP -- INTERIM ERROR TRACKING LOG INTERIM ERROR TRACKING LOG 
(ETL)(ETL)

Memorandum dated August 12, 2008

ETL Purpose: To captureETL Purpose:  To capture 
discrepancies noted on the 59 while 
conducting the MOR

ETLETL

MOR Process only – 4 Categories:

1. Eligibility

2 Calculation2. Calculation

3. Timing

4. Reporting

ETLETL

Error Resolution:
1. Payment Plan

2 Funds recovered through voucher2. Funds recovered through voucher 
adjustment

3. Owner resolved as non-discrepancy 
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ETLETL

Reporting Requirements:
• Semiannual

• # of discrepancies only (resolved vs. in-# of discrepancies only (resolved vs. in
process)

• First report due October 30, 2008

ENTERPRISE INCOME VERIFICATION ENTERPRISE INCOME VERIFICATION 
SYSTEM (EIV)SYSTEM (EIV)

1. Memorandum dated July 25, 2008

2. GHA monitoring role:

• Verify owner/agents are aware of 
systemsystem

• Appropriate action is being taken to 
resolve discrepancies

• Ensure written policy & procedures are 
in place

– Using the data consistently

– Protecting the data

EIVEIV

As a rule, GHA is not authorized to 
provide EIV data to owners/agents.

GHA is not assessing findings on the 
MOR related to use of the EIV system.

MOR RATINGSMOR RATINGS

Generally, assessed based on definition in 
HUD Handbook 4350.1 REV-1.

Internal GHA Guidance:

1. Minimum parameters

2. Ensures consistency

3. Some flexibility/discretion

MOR RATINGSMOR RATINGS

REAC Score:
• 90 and above = Superior
• 85 and above = Above Average
• 60 to 84 = Satisfactory
• 59 and Below = Below Average/Unsat

Severity of 59 discrepancies (as 
aggregate)

MOR RATINGSMOR RATINGS

Appeals

• Below Average and Unsatisfactory only• Below Average and Unsatisfactory only

(On average 3-4 per year)

• Consult with HUD 
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MANAGEMENT & OCCUPANCY MANAGEMENT & OCCUPANCY 
REVIEWSREVIEWS

HUD Updates & Other News HUD Updates & Other News 

Presented by

Denise Crowder, Senior Field Office Manager II

MANAGEMENT & OCCUPANCY REVIEWSMANAGEMENT & OCCUPANCY REVIEWS
HUD Updates & Other NewsHUD Updates & Other News

On May 14, 2008, the U.S. Department of Housing and
Urban Development (HUD) informed PBCAs, along with p ( ) g
HUD staff, of recent changes in FHEO procedures and 
HUD forms, pursuant to conducting the Management 
and Occupancy Review (MOR).  These changes are 
effective immediately and are described below.  

MANAGEMENT & OCCUPANCY REVIEWSMANAGEMENT & OCCUPANCY REVIEWS
HUD Updates & Other NewsHUD Updates & Other News

Starting June 2008 and thereafter, 
Management and Occupancy ReviewsManagement and Occupancy Reviews 
completed by Georgia HAP Administrators, 
Inc. (GHA) will be conducted in 
accordance with these changes. 

As currently required, the owner or assigned representative is
responsible for completing and certifying Part A, Sections I, II and III 
of ADDENDUM B. This form is forwarded to the owner prior to 
conducting the MOR and is collected by GHA staff/auditor while on 
site.

HUDHUD--9834, ADDENDUM B, Part A 9834, ADDENDUM B, Part A –– CHECKLIST FOR CHECKLIST FOR 

ONON--SITE LIMITED MONITORING AND SECTION 504 REVIEWSITE LIMITED MONITORING AND SECTION 504 REVIEW

This overall data collection procedure has not changed – GHA is 
still required to collect this form.  What has changed is that in
cases where the form has not been accurately or fully completed 
(blanks, missing or unauthorized signature, etc.), GHA is now
required to issue a HUD 10-Day Notice, informing the owner that 
the form must be accurately completed and forwarded directly to the
local HUD office.  

HUDHUD--9834, ADDENDUM B, Part A 9834, ADDENDUM B, Part A –– CHECKLIST FOR CHECKLIST FOR 

ONON--SITE LIMITED MONITORING AND SECTION 504 REVIEWSITE LIMITED MONITORING AND SECTION 504 REVIEW

GHA’s role remains as previously designated, in that our
responsibility rests entirely in assessing the general
accuracy and completeness of the form and forwarding
it to the local HUD office for Title VI compliance and
submission to FHEO.  All corrective actions will be
h dl d b HUD/FHEOhandled by HUD/FHEO.   

The reason for this change is to ensure HUD maintains
at all times an inventory of all housing units that are
designated in whole or in part for elderly families,
disabled families or both.  Therefore, accurately
completing all sections of Part A is vital to this endeavor
and now hereafter carries adverse administrative actions
by HUD when not satisfactorily completed. 

HUDHUD--9834, ADDENDUM B, Part A 9834, ADDENDUM B, Part A –– CHECKLIST FOR CHECKLIST FOR 
ONON--SITE LIMITED MONITORING AND SECTION 504 REVIEWSITE LIMITED MONITORING AND SECTION 504 REVIEW

At the time of the Management and 
Occupancy Review, GHA will obtain the 
“original owner/agent signed” FHEO 
d tdocuments. 

The GHA auditor will review the 
documents for general accuracy and 
completeness.
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HUDHUD--9834, ADDENDUM B, Part A 9834, ADDENDUM B, Part A –– CHECKLIST FOR CHECKLIST FOR 

ONON--SITE LIMITED MONITORING AND SECTION 504 REVIEWSITE LIMITED MONITORING AND SECTION 504 REVIEW

If the FHEO documents are
inaccurate/noncompliant, such as blank 
spaces, missing or incorrect owner’s 
signature etc the owner/agent must besignature, etc., the owner/agent must be 
given a copy of the HUD 10-Day Notice.

The owner site representative must sign and 
date the HUD 10-Day Notice.  In addition, the 
GHA Field Office Asset Manager must sign 
and  date the notice, as well.

GUIDANCE ON HOW TO COMPLETE GUIDANCE ON HOW TO COMPLETE 
ADDENDUM B, SECTIONS I, II AND IIIADDENDUM B, SECTIONS I, II AND III

Addendum B Part A – HUD 
10 Day Notice Letter

GUIDANCE ON HOW TO COMPLETE GUIDANCE ON HOW TO COMPLETE 
ADDENDUM B, SECTIONS I, II AND IIIADDENDUM B, SECTIONS I, II AND III

Sample Addendum B –
FHEO Owner’s Signature g
Required 

CLARIFICATION OF SIGNATURE AUTHORITY CLARIFICATION OF SIGNATURE AUTHORITY 
FOR  PART A, ADDENDUM B, FORM HUD 9834FOR  PART A, ADDENDUM B, FORM HUD 9834

Clarification of Signature Authority for Part A, Addendum B,
form HUD 9834 - final HUD clarification is pending.

GHA’s policy remains such that the individual signingGHA s policy remains such that the individual signing
the document must be so designated by the owner
vis-à-vis our Signature Authorization Form. As
long as the person is authorized on the GHA form, we
will accept the document.

Signature Authorization Form

HUD FORMS FROM HANDBOOK HUD FORMS FROM HANDBOOK 
4350. 3 REV4350. 3 REV--1 1 

The following HUD forms have been

updated and can be found at 

http://www hud gov/offices/adm/hudclipshttp://www.hud.gov/offices/adm/hudclips

under “What’s New” dated May 15-19,

2008.
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HUD FORMS FROM HANDBOOK HUD FORMS FROM HANDBOOK 
4350. 3 REV4350. 3 REV--1 1 

HUD-50059:  new OMB expiration date

HUD Model Leases:  assigned HUD form number, 
OMB approval number and OMB expiration date

HUD-9887/HUD-9887-A Consent Forms:  includes 
OMB approval number; expiration date not required

HUD-27061-H Race & Ethnic Data Reporting Form:  
new OMB expiration date

Sample Forms - Assigned HUD form number, OMB approval 
number and OMB expiration date

While conducting the Management and 
Occupancy Review, GHA auditors will verify 
that these new forms have been implemented 
pursuant to HUD instructions.  The overall 
expectation is that owners/agents are aware

HUD FORMS FROM HANDBOOK HUD FORMS FROM HANDBOOK 
4350. 3 REV4350. 3 REV--1 1 

expectation is that owners/agents are aware 
of these new forms and have begun 
implementation, particularly with respect to 
new admissions and the annual recertification 
process.  Again, GHA evaluation of these 
changes began June 2008. 

HUD FORMS FROM HANDBOOK HUD FORMS FROM HANDBOOK 
4350. 3 REV4350. 3 REV--1 1 

HUD-50059, Owners Certification of Compliance with HUD’s 
Tenant Eligibility and Rent Procedures - new OMB expiration date

Effective Date: Until such time as the owners/agents’ (O/A) computer 
software is updated to incorporate the new expiration date on the HUD-
50059, after printing out the form HUD-50059 from their software, O/As 
must cross out the old expiration date and write in the new expiration 
date of 3/31/2011. The expiration date should be changed prior to 
obtaining tenant signatures. If for any reason the O/A does not use a 
computer  generated form as the certified/signed HUD-50059, the O/A 
must use the form HUD-50059 posted on HUDCLIPS that includes the 
revised OMB expiration date of 3/31/2011. 

HUD Model Leases - Assigned HUD form number, OMB 
approval number and OMB expiration date

• HUD-90105a – Exhibit 4-A, Model Lease for Subsidized 
Programs (Family Model Lease) 

HUD FORMS FROM HANDBOOK HUD FORMS FROM HANDBOOK 
4350. 3 REV4350. 3 REV--1 1 

• HUD-90105b – Exhibit 4-B, Model Lease for Section 202/8 
or Section 202 PAC 

• HUD-90105c – Exhibit 4-C, Model Lease for Section 202 
PRAC 

• HUD-90105d – Exhibit 4-D, Model Lease for Section 811 
PRAC 

HUD model leases with the OMB and Expiration Date, 
in Word Document form or downloaded from in Word Document form or downloaded from 
hudclips.orghudclips.org, must be used for all new admissions 
and for existing tenants, beginning with annual 
recertifications, effective January 1, 2009 and later 
(b i i ith th S t b 1 2008 120 d

HUD MEMORANDUM Dated September 18, 2008HUD MEMORANDUM Dated September 18, 2008
Clarification on HUD Model LeasesClarification on HUD Model Leases

(beginning with the September 1, 2008 120-day 
recertification process).

Note: Leases posted on HUDClips will continue to 
include the OMB Approval and Expiration Date.  
Therefore, owners/agents who obtain their leases from
HUDClips will be required to re-issue leases to 
tenants when there is a change in the OMB expiration 
date.

On the Other Hand…
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HUD Memorandum Dated September 18, 2008HUD Memorandum Dated September 18, 2008
Clarification on HUD Model LeasesClarification on HUD Model Leases

Per the memo, HUD also received approval to remove 
the OMB approval number and expiration date from the 
HUD model leases generated by TRACS software or 
other software programs developed or purchased by an 

/ towner/agent. 

This eliminates the problem of owners/agents who use 
the leases generated by their TRACS or other software 
programs needing to reissue leases when there is a 
change in the OMB expiration date.

HUD FORMS FROM HANDBOOK HUD FORMS FROM HANDBOOK 
4350. 3 REV4350. 3 REV--11

Modifications subject to or pending 
HUD approval require proper notice to 
the tenants Modifications havingthe tenants.  Modifications having 
prior HUD approval are not subject to 
tenant notification requirements.  The 
addendum should not include the 
OMB number or expiration date. 

HUD UPDATESHUD UPDATES

202/8 Lease Addendum for Current Tenants
Below is sample language that should be used by
properties using the Section 202/8 Lease.  Per HUD
Washington, the format below is acceptable:

Since the OMB leases cannot be modified at the timeSince the OMB leases cannot be modified, at the time
of annual recertification, the owners/agents with Section 
202/8 leases can attach a page on the back of the
lease stating something like this:

“The initial one-year lease term has been 
satisfied. The lease term is now month to month 
beginning on ______________ and ending on
____________.”

HUD-9887/HUD-9887-A, Consent forms –

“reposted” – inclusion of OMB Approval

Number/Expiration date on the forms 

not required because it is not 

considered an information collection.

Effective Date: O/As must continue to 

use these forms for new admissions and 

at annual recertification.

Race & Ethnic Data Reporting Form – new OMB expiration date
(form HUD-27061-H)

Effective Date: O/As must begin using this form immediately for new
admissions and, when applicable, at the time of a tenant’s interim or
annual recertification.

“Clarification” from the local HUD Office in Atlanta, GA – the Race 
& Ethnic Data Reporting Form with new OMB expiration date should be& Ethnic Data Reporting Form with new OMB expiration date should be 
used for all new admissions and when there is an addition to the 
household composition only. When there is an addition to household 
composition, the head of household/adult household member must 
complete the Race & Ethnic Data Reporting form at the time of the 
interim change or during the annual recertification.

The Race & Ethnic Data form is a one time form, and household
members are not required to complete this form annually.

Sample Forms - Assigned HUD form number, OMB approval number 
and OMB expiration date

 HUD-90100 – Exhibit 7-1 – Sample Initial Notice 
 HUD-90101 – Exhibit 5-4 – Sample Certification for Qualified 

Long-Term Care Insurance Expenses 
 HUD-90102 – Appendix 6-B – Sample Verification of Disability 

When Eligibility for Admission or Qualification for Certain Income 
Deductions is Based on Disability – Section 202/8, Section 202 
PAC, Section 202 PRAC and Section 811 PRAC 

 HUD-90103 – Appendix 6-B – Sample Verification of Disability 
When Eligibility for Admission or Qualification for Certain Income 
D d ti i B d Di bilit F ith llDeductions is Based on Disability – For use with all programs 
Except Section 202/8, Section 202 PAC, Section 202 PRAC and 
Section 811 PRAC 

 HUD-90104 – Exhibit 3-1 – Sample Request for Exception to 
Limitations on Admission of Families with Incomes Above 50% 
of the Area Median Income 

 HUD-90106 – Appendix 5, Sample Move-in/Move-Out Inspection 
Form 

Effective Date: O/As using the sample forms listed above without any 
changes or modifications must begin using the forms immediately. 
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O/As not using the sample forms provided 
above and who have developed their own 
modified forms are not required to use the forms 
as posted on HUDCLIPS but may continue to 
use the forms they have developed. The 
modified forms they have developed must noty p
include the HUD form number, OMB approval 
number, or OMB Expiration date or Public 
reporting burden language. O/As must follow 
the guidance in Appendix 6-A of Handbook 
4350.3 REV-1 for development of individual 
consent forms.

HUD UPDATESHUD UPDATES

Tax Rebates 2008

The tax rebates received by tenants from 
President Bush’s economic stimulus programPresident Bush s economic stimulus program 
are not to be counted as income. The HUD 
Handbook 4350.3 Rev- 1 defines income 
inclusions and exclusions. Specific reference 
that relates to the tax rebate can be found in 
Chapter 5-6.F.3 and Exhibit 5-1 Income 
Exclusions (9): “Temporary, nonrecurring, or 
sporadic income (including gifts) is not 
counted.”

IMPORTANT REMINDER

Treatment of Medicare Premium
When an applicant’s/tenant’s Medicare premium is paid 
by the State or some other entity the Medicare premium

HUD UPDATESHUD UPDATES

by the State or some other entity, the Medicare premium 
is not included in annual income nor is it included as a 
medical expense. The Medicare premium is excluded 
income under 24 CFR 5.609(c)(4) of HUD’s 
regulations. This is a change to guidance issued during 
the EIV training session in June 2007. Owners/agents 
who have processed certifications/recertifications for 
elderly or disabled tenants that include the Medicare 
premium as income should process corrections to the 
certifications/recertifications.

OTHER NEWSOTHER NEWS
IRS Responds to Gas Costs by Increasing 2008 Mileage Rates -
The IRS acknowledged the rise in gasoline prices by announcing an
increase  in optional standard mileage rates through Dec. 31, 2008.
Optional standard rates are used at Section 8 sites to calculate medical 
expense deductions [HUD Occupancy Handbook 4350.3, REV-1, CHG-2,
Exhibit 5-3].

The new rates are set forth in IRS Announcement 2008-63.
The primary use of mileage rates is for calculating the deductible costs of
operating a motor vehicle for business charitable medical or movingoperating a motor vehicle for business, charitable, medical, or moving 
purposes. The rates will increase to 58.5 cents a mile for all business 
miles driven between July 1, 2008, through the end of calendar year 2008. 
The increase is a rise of eight cents from the previous rate of 50.5 cents, 
which was in effect from Jan. 1, 2008.

The new six-month rate for computing deductible medicalcomputing deductible medical or moving 
expenses will also increase by eight cents to 27 cents a mile, up from 19 
cents for the first six months of 2008. 

OTHER NEWSOTHER NEWS

GHA’s Paperless Process
As some of you are aware, GHA has been sending 
documents, forms and letters to the owners, agents and sitedocuments, forms and letters to the owners, agents and site 
Managers via e-mail.  We will now be sending the MOR 
scheduling letters via e-mail (in PDF format) to the owners, 
agents and site management offices.  Simultaneously, we will
mail a hard copy of the scheduling letter to the owner.

Upon receipt of your scheduling letter, please submit the 
required listed documents to your assigned Field Office Asset
Manager.  These can be submitted via email/scanned if you
like.

MOR BEST PRACTICES MOR BEST PRACTICES 
FOR OWNERS &  MANAGEMENT FOR OWNERS &  MANAGEMENT 

AGENTSAGENTS
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BEST PRACTICES 2008BEST PRACTICES 2008

Sign up for  RHIIP Listserv Newsletters

BEST PRACTICES 2008BEST PRACTICES 2008

Sign up for the Enterprise Income 

Verification System (EIV System) so they 

can obtain upfront verification of acan obtain upfront verification of a 

tenant’s income.

BEST PRACTICES 2008BEST PRACTICES 2008

Ensure site staff is adequately trained 
and attend/schedule formal training at 
least every 2 years.y y

BEST PRACTICES 2008BEST PRACTICES 2008

At annual recertification, have resident 
l t tifi ti ti icomplete a recertification questionnaire.

BEST PRACTICES 2008BEST PRACTICES 2008

Include a Recertification Calculation 
Worksheet or calculator tape in the file 
that lists all sources of income, assets ,
and medical expenses used in order to 
arrive at the rent reflected on the 
50059.

BEST PRACTICES 2008BEST PRACTICES 2008

Have someone from the corporate office 
attend the Management and Occupancy 
Review. If they are unable to attend the y
entire day, have someone from the 
corporate office attend the exit 
conference, preferably in person, but if 
not possible, via phone.
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BEST PRACTICES 2008BEST PRACTICES 2008

Remember when implementing “new” 
forms, the outdated copies/versions are 
obsolete and any remaining blank forms y g
in your files should be discarded.  Also, 
documents should be dated so that it is 
easy for management to identify 
implementation dates of current 
forms/documents. 

BEST PRACTICES 2008BEST PRACTICES 2008

Inform residents and their next of kin, in 
advance, that subsidy is only available 
for 14 days after the death of a sole y
resident. After that time the family must 
have all items removed from the unit and 
the keys turned in. 

BEST PRACTICES 2008BEST PRACTICES 2008

Use one form to acknowledge receipt  of 
HUD required documents (i.e. Residents 
Rights & Responsibility Brochure, HUD g p y ,
Fact Sheets, etc.) at time of move-in and 
recertification.

BEST PRACTICES 2008BEST PRACTICES 2008

1. Implement a checklist for the move-in 
process and designate someone to 
quality control documents on a regular q y g
basis.

2. At www.ghaca.org you can find 
examples of checklists.

BEST PRACTICES 2008BEST PRACTICES 2008

Include the following question on your application:

Are you currently living in Section 8 housing?
 Yes  or   No

If yes do you understand that you may not collectIf yes, do you understand that you may not collect
Section 8 subsidy at two locations at the same 
time? You must be completely moved out of your 
current apartment, return the key and complete the 
move-out inspection with the current management 
before you qualify to receive subsidy at ABC 
Apartments. ABC Apartments will require a copy of the 
move-out inspection at the time you sign your lease.

BEST PRACTICES 2008BEST PRACTICES 2008

Document why interim recertifications or 
corrections to recertifications were 
completed. p
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BEST PRACTICES 2008BEST PRACTICES 2008

Keep Section 8 documents separate from 
other housing program (i.e., Tax Credits, 
HOME) information.  Clearly identify the ) y y
separate program requirements so the 
tenant/applicant understands the 
differences in each program. 

Thank you for coming and have a Thank you for coming and have a 
safe trip home!safe trip home!

GHA website: www.ghaca.orgGHA website: www.ghaca.org
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