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Section E-19 of the Form HUD-9834

Section E-19 of the Form HUD-9834

e Form HUD-9834 is the form used to conduct
MORS

e Section E Is the Leasing and Occupancy section
of the Form HUD-9834

e 19 is the Summary of Tenant File Review part of
Section E

* E-19 Is completed after the file reviews are
conducted using the Addendum A

e Form HUD-9834 is avalilable at:

http://www.hud. gov/offlces/adm/hudcllps/forms/hud
Qa.ctm#group4 o



Section E-19 of the Form HUD-9834

Section E-19
e E-19 consists of 8 parts (a. — h.)

a. Tenant Files and Records
b. Application/Tenant Selection
. Lease
. Certification/Re-Certification Activities
. Voucher Billing
Move-In Files
. Move-Out Files
. Application Rejection Files

o ©© ™ 0 o O



Section E-19 of the Form HUD-9834

19, Summary of Tenant File Review

Ths section applies only to subsidized projects and should be complefed affer the tenant fle reviews (See Addendum A ) The minimum file sample should
include review of files for new move-ins, recertifications, at least one Reject Applicant file, and atleast one Terminated/Move-out Tenant file. In order to
review specific functions (ufilify reimbursement, et rules/deposits, minimum rents, etc.) it may be necessary to target a portion of the files reviewed to
specific tenant families. The reviewer should adjust the fenant file sample to meef the needs of the review.

Number of Units Minimum File Sample

100 or fewer ilesplus | foreach 10 units over 50

101-600 101ilesplus 1 foreach 50 uaits or part of 30 aver 100
601-2000 20 fles plus 1 for each 100 wmits or part of 100 over 600
Over 2000 34 files plus 1 for each 200 vmits or partof 200 over 2,200
For each question, only answer “Yes ifthe files reviewed are acceptable. | Number of Files Reviewed =

Answer “No™ f the files are not acceptable and note the rumber of files with o

defictencies uttlizing the tenant file worksheet Addendum A

(Please note: There is no maximum number of files to be sampled)




Addendum A of the
Form HUD-9834



Addendum A of the Form HUD-9834

Addendum A

 Addendum A is a checklist attachment to the Form
HUD-9834 that gives the specific details for each
file reviewed as part of the MOR and is used when
answering the E-19 questions.

 One (1) Addendum A is completed out for each
certification (MI, MO, IR, IC) reviewed as well as for
each application rejection reviewed.



ADDENDUM A
OMS Approval Mo, 2502-017€
Esig. 11/30/201

Tenant File Beview Worksheet

Instructions: Feview the appropoate camber of tenant files and complets this workshest for each £le ren

ewed. Indicate the metal move-in datz

in the appropriate bon [ndicate by marking the appropriate bew (Yes, Mo, or 2/A) for each document avatlable tm the tenaet filz. For move-out
and applicant rejections files, reviewsr should only complets the pertinent sections.
Name of Reviewsr:
Type of Review:
El Appkcant Rejection D Tamazs Move-I= D Temant Mora-Crat D Cartificaton Recartification
Effective date of cerafication(s) reviewed:
I Certficaton Recertification, indicate cerfificaten oype:
CumiScation Type: D Loxitial I:l Am=sal I:l Imeariny I:l Crhiar
Family Nema Uit Fambar: Blorre-im Date:
Badroom Sirs |:| { Badroom |:| ! Badroom D I Bedroom |:| 3 Badroom El 4 Badroom |:| ¥ or mors Sadrooms
A. HOUSEHOLD INFOEMATION
1 & applicetion complsts, including te dets and tinss Yes [0 Mo [J Conmgnts
d by the owzer zpant?
ra the Boeschold membars idsntfied comectiy? Yes [] Mo ] Comnants
zd, spouse, dependant, co-bend, othar adudt]) 2

3. Is tha uns size appropaate for housebald?™ Ye: 0 o O Conants

las housabald incoms aligtls at muove-mmT Yes [] ®o [ Commants
(Thiz question apples caly to 5 renamt fils meve-in
review )

Crsr incoens? [ Low incoes? [
Vary low incoesa? [ Extrazaly low izcomse? [
3. If beusebold was zot incozos aligthls at move-t=, was Yes [ Mo [J Commgnts
2= axcapton gramted?
6. Is the lead-based paine acknondsdgemsns in the fils? Ye: [0 Ne 0 WAO | Commsuts
7. Diows the Alo confain the sehmicsty a=d racial Data Ve: 0 ®o O Commgnts
atvom a5 provided o the cwnen agent?
8. Have the HUD-#327/28E7-A Cozsnt Forms besn Yes [] Mo [J Conants
signed by bead, spouss, co-bead ragardbess of age and
Sapuily moanchers at least 16 years of age?
B, Was the HUD-PEET Fact Shest provided to the ts=ant? Ye: [] Neo ] Conpsanis
10. Do fila conesin s Rasident Fights a=d Yes O Ne O Conants
Fasponsibidites ecknewledzsnsnt?
form HIUT-88

Baf HUD Handbook

350.1, BEW-1
amd HUD Handbook 4566 2




ADDENDUM A
OMS Approval Mo, 2502-017€
Esip. 113042011

B. VEREIFICATION

Have tive following itesns been properh verified snd docomented?

pestzas?

1. Secial security mumhess for 2 family memhes at leas: Ye: 0 o O Compsants
6 years of age and older or cartification, ifma 55N
2. Eligthla ieigrant stxtus or citizenskan Yes [] Mo [] Conmeants
3. Criminal and drug screening; sex ofundar regiematon Yes (] Ho J Commgnts
4. Ochiar screscin 25 disclosed in Tanant Selection Plaz Yes L] Mo L] Conpsants
3. Dasaialicy Ye: 0 Ne O NAO Con:peants
6. Sradant stanz Yez: [ Ne [J ®A[ Conmgnts
T Am Yer ] Mo [ WAL Comnants
B, Did the boussheld certify whather or not they disposed Ye: [0 Ne O mad Copregnts
of assats during the past tos years?

C. LEASE

1. T tha cormect HUD mo: ase usad? Yes [1 o [ Lemmgon

Ye: ] Neo L] Conpsanis

3. A applcabls anachmants aitached to the 92w, o.8., Yes [ Mo [J Commants
bouss mulss, pet uzit inspection rapar:?

4. If secuzicy daposit i required, was it correc? Yes [0 Ne O mall Commgnis

If raguized, sooar amount bars
3. fpet deposit raquized, was it cormact? Ye: 00 N O ®ad Cenrants
Ifraquized, subar amount Sars

6. If pot deposat was paid = mstellments, was paymes: in Ye: [0 Ne [0 ®aAO Conants
acposdamee with the pat regnlationsT

7. Is tha mova-in inspection dated and signed by tsnant Yes 0 Mo O Conneants
2=d oamar'agent?

8. A Azsual imspecticns documssted = a7 Yy D Mo D Compsgois
D. CERTIFICATION RECERTIFICATION ACTIVITIES

. Wars racartification notces provided withiz e Yes ] Mo ] Compsants
raquired simeframgs?

2. Wars racsrtificetions comoplessd oo omue? Ye: [0 Xe [ Conpsants
3. Lstha cectificesion stgzed 2zd dated by the appropriate Ye: 0 No O Commgnts

k]
"
8

i

form FUT-08
Baf HUD Handbook 4230.1, BEV-1
amd HUD Handbook 4566 2




ADDENDUM A
OMS Approval Mo, 2502-017€
Esip. 113042011

All reporied incoms and deductions verified E Party Venficacon? Amcunt Reporied Did meome miormacon om the 0059 agres with
and calculured correccly? oo S0059 verified fils informadon” If ne, comment oo
dizcrepancie: idengfied
4, Wagss Yes 0 Ne O
3. Social Security Benakts Yes [ Mo [J
6. Walfame/Publc Assisanca TANE Tes [0 Mo O
7. Ceber incoms Yes 0 %o O
B. Astual Incons fron: Assuis Ye: ] No ]
8, Impeeted imcoma whan asssts are geanar than Te: [] Ne ]
£3,000
10. Depandant Allowancs Yes [0 Xe O
11. Medizal Expecss Yes L] No L]
12, Dasekality Expemses Yes L] No L]
15, Chddcars Expazses Yes D Mo D
14. Eldscl bled bousshold allews=ce Yes 0 e
13. Aze 2ll axpensesallowances claimed Ye: ] Ne O] Commesis:
aligiblie under the HUD Handoook 43503 REV-
17
16. Was the correct unif se=s nsed for rant Tex ] e [ Coromesis:
detsrminaticn?
Enter the reviewer verified amennts for the Amoust Eeported on the Ind income informanon oo the S0059 seree with veriBed file
Followims: mformanion? [fng, comment on Discrepancies Identified.
Commagets:
17. Total Tapamt Paymez:
g Coromesis:
18. Tazamt Fant
5
E Commests:
18, Utileny Fasmburssoont
5
H Commezts:
istancs Paymes:
21.Ts tha tenamt paying mininnns reet? YVe: [J e J xad (Cormmeess:
22, Has 2 basdshup excapiioz besn mranied for Wes ] o ] ~a[] Commesis:
paying minimun: re=t?
23, Was a 30-day rent incresss notioa protaded Yes ] No ] ~a[l] Coromesis:
o enazs?
24, If apmlicabls, has tezant sxtered inte a Yes 0 ®e O xald Commmezts:
writtem payment plan for moniss dus to the
provact?

form FUT-08
Baf HUD Handbook 4230.1, BEV-1
amd HUD Handbook 4566 2




ADDENDUM A
OMS Approval Mo, 2502-017€
Esip. 113042011

tanre payment requestd on Ve: ] ®Ne ] NA[L Camamezts:
billing (FHUD-32670-4, Part 1)
tancs paymsnt om the J0055
adrastmemts hean mads b Yes [] o [] MA[L [
the momthly billing
F. MOVE-OUT FILE REVIEW OXNLY
1. Was thers 2 move-oat notice o emant? Ye: L] Ne [ Coromesis:
2, Was thers 2 move-out inspection” Ye: [0 Ne O Commmezts:
3. ftare 15 3 move-cut mepsction, i Sed? Tes D W D Coromesis:
2. Was the security degosit rafunded = tezant Ve: 1 ®Ne ] NAL Camamezts:
within 30 days or in 2ccosdance with satelocal
lavs whichervar is shoree?
as 2= deemzad 1ot of e damages a=d Wes ] o ] ~a[] Commesis:
chargss provided to the tee=ant?
6. Wara azy addizonal charges paid by tezant? Ye: [0 % O =4O Commagets:
: move-out date oz vomcher Yes L] Ne L [
racated unie?
. APPLICANT EETECTION EEVIEW ONLY
. Was the rezson the applice=? was demied Ye: [ Ne [ Commmezss:
adeittancs in eccordancs with the Teoamt
Salection Flan?
2. Did the rejection latar provids the applicant Ye: O %= O Commests:
the ngks o appaal”
ant appsaled, was the 2ppesl Yes [0 % O a0 Commests:
3 a0 then the person wlhe
te original dacistoz?
a5 the 2ppes] pro and applcant Yes [1 o 0 =aO Commests:

not:fied of appeal &a
tie masting?

withiz fve days of

form FUT-08
Baf HUD Handbook 4230.1, BEV-1
amd HUD Handbook 4566 2




A. Household
Information



A: Household Information

1. Isthe application complete, including the date and
time received by the owner/agent?

d Application dated/times/initialed by mgmt?
L Are all of the items answered and completely filled in?

1 Is the application dated/signed by the applicant and
management?

1 Does the application date, time, (and rejection/appeal, if
applicable) notes, and Ml info match the waiting list?

d Is the Supplement to Application Form attached, filled in
(or box checked that applicant elected not to provide
information), and signed?



A: Household Information

2. Are the household members identified correctly?
(head, spouse, dependent, co-head, other adult(s), live-
in aide) (Review field #s 34-65 on 50059)

1 Are names, birth dates, & social security numbers
entered correctly?

[ Are the relationship, sex, race and ethnicity, student,
and special status codes correct (including any joint
custody codes)?

d Are Impairment codes (mobility, hearing, visual)
correct?

J Are the Number of Family Members by type correct?

] Are the expected family additions (adoption, pregnancy,‘__
foster) codes correct?



A: Household Information

3. Is the unit size appropriate for household?

 Is this household in compliance, based on family size and
the established Occupancy Standards (and are
appropriate verifications in place for households over-
housed for an eligible reason)?

1 *If not in compliance with the standards, has the tenant
a) been properly notified that they will either be
required to move to a more appropriate sized unit
within 30 days of a unit becoming available, or that they
can choose to remain in the larger unit and pay market
rent, and b) if choosing to move, has the household _
been entered on the proper transfer/waiting list2<



A: Household Information

4. \Was household income eligible at move-in? (This
question applies only to a tenant file move-in review.)

1 Was/is tenant income eligible at Ml in accordance with
the established income maximum allowable income
limits for this property (pre-1981/post-1981 universe)?

] Are the income limits correct on the 50059 for this
family size and location/area?



A: Household Information

5. If household was not income eligible at move-in, was
an exception granted?

 If tenant was not income eligible at M|, were the proper
waivers in place and the proper exception codes
entered/used?

1 (Also to be noted- If not age eligible for an elderly
property, are the waivers/codes in place?)



A: Household Information

6. Isthe lead-based paint acknowledgement in the file?

 If required (property built before 1978 and that has not
obtained lead free status and certification), are all
sections properly completed, initialed, and signed by
both management and the tenants?



A: Household Information

7. Does the file contain the ethnicity and racial Data
Certification as provided to the owner/agent?

1 Isthere a form for each family member (including new
members added to the household after Ml)?

1 Are the forms completed for both the race and the
ethnicity section and signed by the tenants?

1 If the tenant refused, is the refusal noted in the file?

A Is the form the most recent version available? -



A: Household Information

8. Have the HUD-9887/9887-A Consent Forms been
signed by head, spouse, co-head regardless of age
and family members at least 18 years of age?

dIs there a 9887 signed/dated by ALL adult members of
the household?

d Is there a separate 9887A signed and dated for ALL adult
members? |s each 9887A signed and dated by
management?

(1 Are the proper contact names and addresses listed in
the top section of the 9887 (3 boxes at the top of the
form)? 7 3



A: Household Information

8. continued...

[ Are the forms the most recent versions available?

J Has any member that turned 18 between certifications
come in to sign/date 9887/9887A forms when they
turned 187 (refer to HUD Notice 10-10)

9. Was the HUD-9887 Fact Sheet provided to the tenant?

 Is there a copy (or a sighed/dated acknowledgment) in
the file to show the HUD 9887 Fact Sheet was glven to
the tenant?




A: Household Information

10. Does the file contain the Resident Rights and
Responsibilities acknowledgement?

 Is there a signed/dated acknowledgment(s) in the file to

show the following had been provided to the tenant at
MI and at each AR:

a. Resident Rights and Responsibilities Brochure,
b. the HUD Fact Sheet “How Your Rent is Determined,”
c. the EIV & You brochure

1 Are each of the forms being provided the most recent
versions available? '
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B. Verification

1. Social security numbers for all family members :

 Is the proper documentation in the file for the social
security numbers of all household members (not just those
at least 6 yrs of age)? (Note- If adding a child under 6, is
there documentation in the file to show that 90 days notice
was given to obtain (and an additional 90 days if beyond
tenant’s control?)

 Is there verification/documentation of exemption status if a
member is exempt from this requirement?



B. Verification

1. continued...

dIs the EIV Summary Report printed and in the file to show
the correct information matches SSA records (names, birth
dates, ssn)...all members with a status of “verified”?

U If there was no match to EIV, was it noted and documented
as corrected?



B. Verification

2. Eligible immigrant status or citizenship:

 Is there a correctly completed Tenant Declaration of
Citizenship form for each household member (with correct
1-944#, Alien #, SAVE case #/verification, and supporting
documents, if applicable) including for new members
added to the household after MI?

 Is there a tenant completed Family Summary sheet that
includes ALL household members and, if applicable, was it
updated when the household composition changed
(members added or removed)?



B. Verification

2. continued...

 Is there a correctly completed Owner Summary of Family
sheet that includes ALL household members, the type of
citizenship verified by the Owner/Agent (EC/EN, etc...), and
the date the OA verified the citizenship type and, if
applicable, was it updated when the household composition
changed (members added or removed)?

1 Are the correct eligibility codes (EC, EN, etc...) and if

applicable, the correct Alien Registration #s, entered on the
50059?



B. Verification

3. Criminal and drug screening: sex offender registration:

 Is there documentation in the file that criminal background,
drug activity/evictions, and national sex offender screening
was completed in all states the applicant has lived, as well
as in accordance with the Owner/Agent’s Tenant Selection
Criteria and HUD required guidelines?

(1 Do the screening results comply with the selection criteria?

 If any household members were added at a later date
(including Live In attendants, if applicable,) are the proper
documents obtained/added to the file? |



B. Verification

4. Other screening as disclosed in Tenant Selection Plan:

 Is there documentation of additional Owner/Agent and/or
HUD required screenings in the file (credit,
residential/landlord history, EIV Existing Tenant Search,
references, home visits, etc...)

1 Do the screening forms ask proper qualifying questions and
do results comply with the selection criteria?

 If any household members were added at a later date
(including Live In attendants, if applicable,) are the proper
documents obtained/added to the file? :



B. Verification

5. Disability:

 Is the tenant given opportunity to report their disabled
status (i.e. on the application, recertification questionnaire,
etc...)

[ If tenant reports disabled status, is there proper 39 party
verification of the specific definition of disability that is in
place for the property type to support the eligibility for the
S400 allowance and medical expenses?



B. Verification

5. continued...

d ** Remember, a disability can exist even if the tenant does
not receive SSI disability benefits- and some programs
require additional 3" party verification other than SSlI
award definitions.

 If disabled, was the tenant given the opportunity to report
eligible medical expenses incurred- both at Ml and
Recertifications?



B. Verification

6. Student status:

 Is the tenant given the opportunity to report student status
changes at all certifications (Mls, ICs, ARs, and IRs)- (are
they instructed/asked to report any student status (part
time or full time)?

 If tenant reports student status, is there proper
documentation to show any applicable exceptions from the
student rule or 3" party verification of student status,
student and/or parental income that is to be counted,
financial aid over the amount of tuition etc...”?

Q If applicable, is the proper special status correct on the
500597 P



B. Verification

/. Age:

 Is there proper verification of age, if applicable, in the file in
accordance with the Owner/Agent and/or HUD policies?

 If any household members were added at a later date, are
the proper documents added to the file?



B. Verification

8. Did the household certify whether or not they disposed of
assets during the past two years?

 Is there a certification from the tenant that they did/did not
dispose of any assets in the past 2 years for each M, IC, and

AR?

 If there were assets disposed of, were they disposed of for
less than fair market value? If yes, is there
documentation of cash value and amount actually received,
was it properly calculated, and if applicable, was the
difference entered as an imputed asset to be counted for
the correct, specific amount of time? @
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C. Lease

1. Isthe correct HUD model Lease used?

 Is the correct and current version of the lease being used?

1 Does the lease have the form number and date, and public
reporting burden statement? *If using the HUDClips version
of the lease, does it also have the proper OMB
number/expiration date?

 Is the lease properly completed for ALL sections that
require entry from the Owner/Agent (such as A-V for Model
Lease, A-Q for 202/8 Lease)? a



C. Lease

1. continued...

(1 Are the correct initial and renewal lease terms entered in
accordance with the specific property type requirements
(LMSA, PDSA, etc...)?

(d Has any of the lease language been altered in any way? If
yes, is there documentation of HUD approval?

1 If lease is updated at AR, are the term and renewal dates
(and all other Owner/Agent completed sections) completed
correctly?



C. Lease

2. Is the original lease and subsequent leases or addendums
sicned by the owner/agent, head, spouse, co-head, and all
other adult members of the household?

d Is the lease (and any HUD approved addendums) in the file
and properly signed/dated by ALL adult members of the
household and management?

3. Are applicable attachments attached to the lease, e.g.,
house rules, pet rules, unit inspection report?

 Are all attachments included & signed/dated by the tenant
(House Rules, Pet Rules, VAWA Addendum, etc...)?



C. Lease

4. If security deposit is required, was it correct?

(1 Was the security deposit amount collected in accordance to
the property type requirements?

1 If a payment agreement was established, was/is it enforced
and properly collected?

1 Does the amount of the security deposit match on the

lease, 50059, and security deposit agreement/policy, if
applicable?



C. Lease

5. If pet deposit required, was it correct?

 If applicable, was the correct pet deposit collected in
accordance with established pet rules and policies?

 If there is a pet, are the proper required documents in the
file (registration, inoculation, emergency caretaker, etc...?)

6. If pet deposit was paid in installments, was payment in
accordance with the pet regulations?

d If applicable, was payment plan (and subsequent
payments) made in accordance with the pet rules (tenants
permitted to pay $50 down and $10 per month)? -



C. Lease

7. Is the move-in inspection dated and signed by tenant and
ownher/agent?

(d Does the Ml inspection form have all of the correct
information entered (name, date, unit #, items condition,
etc...) and does it have the proper required “decent, safe,
and sanitary” statement?

 If using the HUD sample Ml inspection, does it have the
proper form numbers, etc... and have there been
unapproved changes made?



C. Lease

7. continued...

d Was Ml inspection conducted jointly before the Ml/Lease
completed?

d Is the Ml inspection form properly signed and dated by both
the tenant and management?



C. Lease

8. Are Annual inspections documented in file?

(d Was an annual inspection documented in the file (within 1
year from date of Ml and at least annually after) and does
the form have all of the correct information entered
(name, date, unit #, item’s condition, inspector, etc...)?



D. Certification/
Recertification
Activities



D. Certification/Recertification Activities

1. Were recertification notices provided within the required

timeframes?

(d Was the Initial Notice provided at M| and each AR, signed
and dated by tenant and management, and the original
maintained in the file?

J Were the recertification reminder notices provided timely
as required (120, 90, and 60 days) and dated copies
maintained in the file?



D. Certification/Recertification Activities

1. continued...

d Do all of the notices reference the correct
paragraph/section of the lease regarding recertification,
have the correct contact info, appointment date range,
cutoff date, next recert date, items to bring, and/or
contract rent, etc... as required for each notice in the HUD

Handbook 4350.3, Chapter 77



D. Certification/Recertification Activities

2. Were recertifications completed on time?

(J Was the recertification processed in a timely manner with
regard to when the tenant reported for the recert,
processing verifications (3 party, secondary, tenant
certification, etc...)?

 If for AR, does the recert month match the Ml month (or
month of IC, if applicable)?

4 If for IR, was the effective date correct?



D. Certification/Recertification Activities

3. Is the certification signed and dated by the appropriate
parties?

d Is the 50059 properly signed and dated by ALL adult
household members and management?



D. Certification/Recertification Activities

4., \Wages

d *Make sure ALL types of verification forms being used have the
proper HUD required language and clauses.

 Were proper verifications obtained and processed timely and
correctly, as well as calculated and entered correctly on the
50059 (including documentation why 39 party not available
when applicable)?

1 Are the EIV Income Report and EIV Discrepancy Reports printed
at IR/AR and 90 days after M| submission, and are they in the file
along with any additional verifications/ discrepancy notes/
resolutions/follow-up information/documentation, if applicable?



D. Certification/Recertification Activities

5. Social Security Benefits

( Were proper verifications obtained and processed timely

and correctly, as well as calculated and entered correctly on
the 500597

L If EIV is solely used as 3™ party verification of social security
income at AR, does the amount match what was reported
by the tenant?

J Are the required EIV reports at IR/AR and 90 days after Ml
submission in the file along with any discrepancy
notes/resolutions/follow-up, if applicable?



D. Certification/Recertification Activities

6. Welfare/Public Assistance/TANF

(d Were proper verifications obtained and processed timely
and correctly, as well as calculated and entered correctly
on the 50059 (including documentation why 39 party not
available when applicable)?



D. Certification/Recertification Activities

7. Other income

1 Were proper verifications obtained and processed timely and
correctly, as well as calculated and entered correctly on the
50059 (including documentation why 39 party not available
when applicable)?

1 If applicable, are the proper zero-income certifications in the file
for household members with no source of income?



D. Certification/Recertification Activities

8. Actual Income from Assets

1 Were proper verifications obtained and processed timely and
correctly, as well as calculated and entered correctly on the
50059 (including documentation why 39 party not available

when applicable)?

1 Do verifications obtained contain all needed information to
properly calculate both the income from each of the assets as
well as the cash value (i.e. interest rates, dividends, withdrawal
penalties, broker fees, current savings value, 6 month average

checking value etc...)?



D. Certification/Recertification Activities

9. Imputed income when assets are greater than S5,000

(d Were proper verifications obtained and processed timely
and correctly, as well as calculated and entered correctly
on the 50059 (including documentation why 39 party not
available when applicable)?

10. Dependent Allowance

(d Were proper allowances given for dependents (including
for dependent students or dependent disabled over the
age of 18)?



D. Certification/Recertification Activities

11. Medical Expenses

(d Were proper verifications obtained and processed timely
and correctly for eligible expenses, as well as calculated
and entered correctly on the 500597

12. Disability Expenses

(d Were proper verifications obtained and processed timely
and correctly for eligible expenses, as well as calculated
and entered correctly on the 500597



D. Certification/Recertification Activities

13. Childcare Expenses

(J Were proper verifications obtained and processed timely
and correctly for eligible expenses, as well as calculated and
entered correctly on the 500597?

 Is there proper verification to determine if the household
qualifies for childcare expenses and that it does not exceed
the income generated from this care?

It the proper work code entered on the 500597



D. Certification/Recertification Activities

14. Elderly/disabled household allowance

1 Was the proper allowance given for households where the

HOH, Spouse, or Co-Head is over the age of 62 or verified as
disabled?

15. Are all expenses/allowances claimed eligible under the

HUD Handbook 4350.3 REV-1?

(d Were households eligible for all of the expenses and/or
allowances claimed?



D. Certification/Recertification Activities

16. Was the correct unit rent used for rent determination?

d Does the contract rent and utility allowance match the rent
schedule in affect at the time of the 50059 effective date?

 If applicable, is the GRC 50059 printed in the file and
signed/dated by management (and the tenant if the
tenant’s portion changed or there is a change in the utility
reimbursement)?

 If applicable; if the GRC was entered after a certification
was previously processed/entered, and it changed that
50059’s Contract Rent, Utility Allowance, TTP, Tenant Rent,
Subsidy, etc... was a new, corrected 50059 printed for the
file and sighed/dated as necessary? A



D. Certification/Recertification Activities

17. Total Tenant Payment

dIs the TTP correct and does it agree with the verified
information in the file?

18. Tenant Rent

 Is the Tenant Rent correct?



D. Certification/Recertification Activities

19. Utility Reimbursement

 Is the Utility Reimbursement correct?

d Was the correct amount (including the partial month’s pro-
rated portion from Ml, if applicable) paid to the tenant
within 5 business days of receiving the funds on a voucher
from the HUD HAP?

d Is there documentation available that shows when the HAP
payment was received and when the reimbursement was
actually paid/disbursed to the resident for every month?



D. Certification/Recertification Activities

20. Assistance Payment

 Is the subsidy payment correct?

J Was the 50059 signed/dated/acknowledged by the tenant
prior to being reported on a voucher?



D. Certification/Recertification Activities

21. Is the tenant paying minimum rent?

[ Is the tenant paying the minimum TTP of $257?

22. Has a hardship exception been granted for paying
minimum rent?

1 If the tenant was at the minimum TTP level of $25, did they
request (and were they granted) a hardship waiver to avoid
paying the minimum rent?  If so, it the proper
documentation in the file and proper processes bemg
followed?



D. Certification/Recertification Activities

23. Was a 30-day rent increase notice provided to tenant?

(1 Was the tenant given proper 30 day notice of any increase
in rent?

1 If 30 day notice was not given, is/was there documentation
or notation in the file to document why notice was not
required?



D. Certification/Recertification Activities

24. If applicable, has tenant entered into a written payment
plan for monies due to the project?

d Is the tenant on any written payment plan for monies
owed? If yes, is management following up to ensure
the plan being is adhered to, proper payments are noted,
and/or enforcing the agreement?

 If the tenant is paying a repayment agreement for
unreported income (and the Owner/Agent did a manual
adjustment adding the full amount back onto the voucher
agreeing to pay back HUD as the tenant pays,) are these
monies being reported and confirmed as paid back to HUD
on the voucher as they are received from the tenant?




D. Certification/Recertification Activities

24. continued...

 If for EIV discrepancy/unreported income, does the
repayment agreement include all required
language/information, has the Owner/Agent adhered to the
EIV Policies and Procedures and the 40% of income
payment rule, if applicable, and/or made revisions to the
payback agreement if income decreased and/or increased?
(remember, you the Owner/Agent cannot require the
tenant to pay more than 40% of income including the
payback, unless both agree to pay a higher amount.)
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E: Billing

1. Does the assistance payment requested on the monthly
billing (HUD-52670-A, Part 1) agree with the assistance
payment on the 50059 data requirements?

d Does the voucher show the correct regularly monthly
subsidy was requested as listed on the 500597

2. Ifrequired, have adjustments been made to the monthly
billing?

(d Does the voucher adjustment section show the correct
requested pro-rated rent (and any additional months, if
applicable) amounts as well as any refunds to HUD for
overpaid subsidies?




F. Move-Out Flle
Review



F: Move-Out File Review

1. Was there a move-out notice from tenant?

d Does the Owner/Agent require, and did the tenant
provide, notice to vacate in accordance with established
policies and guidelines?

2. Was there a move-out inspection?
(d Was there a MO inspection conducted at the time of MO?

U If there were damages above normal wear and tear, were
they noted on the MO inspection form?



F: Move-Out File Review

3. Ifthereis a move-out inspection, is it dated?

(d Was the MO inspection signed and dated by
management (and tenant, if applicable)?



F: Move-Out File Review

4. Was the security deposit refunded to tenant within 30
days or in accordance with state/local laws whichever is
shorter?

(d Was the security deposit (or balance thereof) refunded to
the tenant within 30 days of move-out?

d Was interest properly calculated and paid on the security
deposit as required, if applicable?

s the file documented with a copy of the check/check #
amount refunded, and date sent to the tenant? 7y



F: Move-Out File Review

5. Was an itemized list of the damages and charges provided
to the tenant?

(d Does the security deposit disposition letter itemize the

charges to the tenant and was is sent within 30 days of
move-out?

1 Do the charges correspond to the move-out inspection and

other documentation (accounting statements, etc... ) in the
file?

 Is there sufficient documentation in the file to show that all

charges were actual costs (receipts, invoices, work orders,
etc...)? @



F: Move-Out File Review

6. Were any additional charges paid by tenant?

(d Were there additional charges paid by the tenant?

 If there were additional charges/payments made by the
tenant, and there was a special claim processed, were those
payments documented as returned/refunded to HUD?



F: Move-Out File Review

7. Does the tenant move-out date on voucher match the
date the tenant vacated unit?

(J Does the actual move-out date match the voucher?

J Were the proper adjustments made on the voucher to
reimburse HUD for the overpaid subsidy?

 If tenant was deceased and was the only family member,
was the move out date 14 days or less from the date of
death, and is there documentation in the file for the date of

death?



G. Applicant
Rejection Review



G: Applicant Rejection Review

1. Was the reason the applicant was denied admittance in
accordance with the Tenant Selection Plan?

(d Does the reason for rejection comply with the Tenant
Selection Criteria and HUD guidelines?

d Was the rejection information and date/time correctly
entered on the waiting list?



G: Applicant Rejection Review

2.

Did the rejection letter provide the applicant the right to

J

appeal?

Did the written rejection letter state the specific reason
for rejection; provide the right to respond in writing or
request a meeting within 14 days, and advise that person
with disabilities have the right to request reasonable
accommodations to participate in the formal hearing
process?

If the applicant appealed, was the appeal reviewed by

someone other than the person who made the original

decision?

If appealed, did someone other than the original person
review the appeal?



G: Applicant Rejection Review

4. Was the appeal processed and applicant notified of
appeal decision within five days of the meeting?

d If appealed, was the applicant notified in writing of the
appeal decision within 5 days of the meeting/hearing?

 If the appeal was overturned and the applicant reinstated,
were they reinstated and re-entered on the waiting list in
accordance with established policies and procedures?
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