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Dealing with 
Discrepancies as a 

Result of EIV Reported 
Information 
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SESSION SPEAKER

Dorothy Swayze
Local Services Manager

North Tampa Housing Development 
Corporation

Contact Information:
CGI Federal/NTHDC

Phone: (813) 554-1264 

Email: dorothy.swayze@cgifederal.com
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OBJECTIVES

You have printed the EIV Reports, now what?
• Today we will discuss: 

• How to read and interpret the information reported 
on each of the EIV reports including how to identify, 
investigate, and resolve discrepancies

• How to properly document the EIV reports and 
tenant files with required information 
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MASTER FILES

What are the Master File Reports?
• Identity Verification Reports

• Failed EIV Prescreening Report
• Failed Verification Report
• Pending Verification Report (not required – EIV 

generates this report for informational purposes only)
• New Hires Report
• Multiple Subsidy Report
• Deceased Tenant Report

These reports must be maintained In the EIV Master file 
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IDENTITY VERIFICATION

You have run the report, what now?

 Click on each report 
individually to 
view/print each report

 If 0 households are 
listed for one of the 
reports, print this 
screen as your 
monthly  report
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FAILED EIV PRE-SCREENING REPORT

Failed EIV Pre-Screening Report
• Identifies household members with invalid or missing 

SSN, Last Name, or Date of Birth in TRACS
• EIV will not have any income data for household 

members listed on the Failed EIV Prescreening 
Report 

• HUD Handbook 4350.3 Chapter 9, Exhibit 9-1 lists 
possible error codes and corrective actions for this 
report

• HUD Handbook 4350.3 Chapter 9, 9-12 C. provides 
guidance on how to use this report
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FAILED EIV PRE-SCREENING REPORT

Important 
information to 
review: 
• HOH Name
• Member with 

Error
• Error 

Description

Why would the SSN have a T in it?
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FAILED EIV PRE-SCREENING REPORT

If a tenant is listed on Failed EIV Pre-Screening:

1. Within 30 days resolve the issue
• Check information in tenant file against data on the 50059 
• If necessary, follow up with the tenant to confirm the 

personal identifier listed as incorrect on the report and 
obtain additional documentation of the correct information

• Correct all 50059 data that was incorrect and                  
submit the corrected 50059 to TRACS
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FAILED EIV PRE-SCREENING REPORT

2. Notate on the report for each tenant listed as to the 
action taken or reason for tenant being on the report 
• If discrepancy was corrected:  comments outlining 

actions taken to resolve discrepant data 
• If discrepancy was previously corrected: comments that 

corrections have already been made and EIV data has 
not yet been updated 

• If discrepancy is due to a member being exempt from 
providing SSN: comments why the member is not 
required to provide SSN
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FAILED EIV PRE-SCREENING REPORT

Are these notations acceptable? 
Why or why not?
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FAILED EIV PRE-SCREENING REPORT

3. Maintain documentation of all follow up actions 
taken including file notes, contact with tenant, 
and corrected 50059
• Failed Pre-screening Report with notations of follow 

up action taken in the Master file for 3 years from 
date of report

• Corrected 50059s and other documentation of 
follow up in the tenant file for term of tenancy                 
plus 3 years 
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FAILED EIV PRE-SCREENING REPORT

Common issues found during the MOR for the 
Failed EIV Pre-Screening Report:
1. Not printing and maintaining the report in a Master file 

even when 0 results found 
2. Not notating the report with follow up actions 
3. Not correcting discrepancies 
4. Not correcting within discrepancies within 30 days
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FAILED VERIFICATION REPORT

Failed Verification Report
• Identifies household members with SSN, Last Name, 

or Date of Birth not matching info reported by SSA 
• EIV will not have any income data for household 

members listed on the Failed Verification Report 
• HUD Handbook 4350.3 Chapter 9, Exhibit 9-2 lists 

possible error codes and corrective actions for this 
report 

• HUD Handbook 4350.3 Chapter 9, 9-12 C. provides 
guidance on how to use this report
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FAILED VERIFICATION REPORT

Important 
information to 
review: 
• HOH Name
• Member with 

Error
• Error Description
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FAILED VERIFICATION REPORT

What is the reason for the error for: 
• Peter Meck?
• Sweetie Pie?
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FAILED VERIFICATION REPORT

If a tenant is listed on Failed Verification 
Report:
1. Within 30 days resolve the issue

• Check information in tenant file against data on the 
50059 

• If necessary, follow up with the tenant to confirm the 
personal identifier listed as incorrect on the report and 
obtain additional documentation of the correct information

• Correct all 50059 data that was incorrectly entered and 
submit the corrected 50059 to TRACS

• Encourage tenant to contact SSA to correct incorrect              
data from SSA
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FAILED VERIFICATION REPORT

2. Notate on the report for each tenant listed as to the 
action taken or reason for tenant being on the report 
• If discrepancy was corrected:  comments outlining 

actions taken to resolve discrepant data 
• If discrepancy was previously corrected: comments that 

corrections have already been made and EIV data has 
not yet been updated 
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FAILED VERIFICATION REPORT

Are these 
notations 
acceptable?
Why or 
Why Not?

Papa Smurf – Corrected DOB on 59, submitted on 
may voucher. 
Sweetie Pie – Previously corrected, EIV not yet 
updated refer to notes on March report. 
Bueller Ferris – Name correct no correction needed. 
Peter Meck – Corrected last name on 59, submitted 
on may voucher
Stick Bunn – DOB not correct. 
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FAILED VERIFICATION REPORT

3. Maintain documentation of all follow up actions 
taken including file notes, contact with tenant, 
and corrected 50059
• Failed Verification Report with notations of follow up 

action taken in the Master file for 3 years from date 
of report

• Corrected 50059s and other documentation of 
follow up in the tenant file for term of tenancy plus 3 
years 
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FAILED VERIFICATION REPORT

Common issues found during the MOR 
for the Failed EIV Verification Report:
1. Not notating the report with follow up actions 
2. Not correcting discrepancies 
3. Not correcting discrepancies within 30 days
4. Not printing and maintaining the report in a Master file 

even when 0 results found 
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NEW HIRES REPORT

New Hires Report
• Identifies tenants who have started a job in the last 6 

months
• MUST generate this report at least quarterly (or more 

frequently as outlined in the Owner/Agent’s EIV 
procedures)

• HUD Handbook 4350.3 Chapter 9, 9-11 D. 1. c. 
provides guidance on how to use this report
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NEW HIRES REPORT

You have run the report, what now?

 Print the screen with 
summary report 
tab for master file 

 If 0 households
listed on the New 
Hires Report, print 
the 0 results screen 
as your report to 
place in the master 
file 
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NEW HIRES REPORT

 The Detail Report 
tab will provide the 
details of the new 
employment for 
each listed person 
(hire date, name 
of employer), but 
does not provide 
page breaks for 
each of the listed 
tenantsGood for working the report



N
O

RTH
TAM

PA
H

O
U

SIN
G

D
EVELO

PM
EN

TC
O

RPO
RATIO

N
NEW HIRES REPORT

 Since the Detail Report tab does not provide page 
breaks for each of the listed tenants, it is not ideal for 
placing in tenant files; You will have to redact other 
tenant information

 A better option is to click on each name individually on 
the Summary Report to get individual Detail Reports
to be printed for the tenant files and maintained along 
with all follow up documentation (notices, verifications, 
corrected 50059s etc.) 
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NEW HIRES REPORT

Summary report
For master file

Detail Report
For tenant file
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NEW HIRES REPORT

Important 
Information: 
• HOH
• Member on 

new hires 
report

• Hire date
• Employer 
• Last 

Certification
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NEW HIRES REPORT
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NEW HIRES REPORT
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NEW HIRES REPORT
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NEW HIRES REPORT

If a tenant is listed on the New Hires Report:
1. Within 30 days resolve the issue

• Review the detail report and tenant file to determine if 
tenant has already reported the change and the 
necessary recertifications processed
• If tenant has already reported the income and 

necessary recertifications/corrections processed, 
then notate the report accordingly

• If tenant has not already reported the income, then a 
follow up/investigation must be completed
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NEW HIRES REPORT

• Contact the tenant with written notice and give them 10 
days to report to the office discuss
• The owner/agent’s notice must:

1. Refer the tenant to the lease clause that requires 
the interim recertification

2. Give the tenant 10 calendar days to respond to the 
notice

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

• See HUD Handbook 4350.3 Chapter 7,Exhibit 7-7 for a 
sample letter
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NEW HIRES REPORT

• If tenant does not respond within 10 calendar days:
• Assistance must be terminated effective the first rent 

period following the 10-day notice period (See sample 
notice provided in HUD Handbook 4350.3 Exhibit 7-8) 

• If the tenant subsequently submits the required 
information, the owner must reduce the tenant’s rent on 
the first of the following month based on verifications of 
income obtained 
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NEW HIRES REPORT

• If tenant responds and confirms the information is correct:
• Obtain check stubs or 3rd party verification (if not a 

sufficient amount of check stubs) to calculate income
• If income is an increase of more than $200 a month, 

process an IR 50059 and/or make corrections to affected 
certifications

• Recertification/Correction effective dates will be 
retroactive to 1st of the month following the hire date for 
unreported income
• Tenant must payback any overpayment in assistance 

resulting from unreported income
• Allow tenant to enter into a repayment agreement                        

if needed
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NEW HIRES REPORT

• If tenant responds and disputes the information in EIV:
• Document the information obtained from the tenant
• Obtain 3rd party verification from employer and other 

sources based on information provided by the tenant
• If tenant does have unreported income that is an 

increase of more than $200 a month, process an IR 
50059 and/or make corrections to affected certifications 
with effective dates retroactive to 1st of the month 
following the hire date 

• Tenant must payback any overpayment in assistance 
resulting from unreported income
• Allow tenant to enter into a repayment agreement
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NEW HIRES REPORT

What if the tenant responds and says I was 
working, but I am not anymore? 
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NEW HIRES REPORT

2. Notate on the New Hires Summary Report for each 
tenant listed as to the action taken or reason for 
tenant being on the report 
• If income was unreported: comments outlining actions 

taken to resolve the issue
• If income was reported:  comments indicating tenant 

reported the income and necessary recertification was 
done 

• If there was no income or income was less than $200 a 
month: comments to that affect

• If income was previously investigated on a prior new                          
hires report: comments to that affect 



N
O

RTH
TAM

PA
H

O
U

SIN
G

D
EVELO

PM
EN

TC
O

RPO
RATIO

N
NEW HIRES REPORT

Charlie Brown – Employment in another state 
terminated prior to MI. 
Bugs Bunny – Verification sent, Funny times 
hired never started; Fun Place – working not 
reported processed retro IR. 
Bo Duke – Income was reported at MI, no 
correction needed. 
Bell/Pan – unreported income from pan, 
verified, processed retro IR. No actual job 
reported for Tinker on detail report and tenant 
certified not working. 

Are these 
notations 
acceptable?

Why or  
Why Not?
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NEW HIRES REPORT

3. Maintain documentation of all follow up actions taken 
including file notes, notices and other contact with 
tenant, verifications, IR 50059, repayment agreement 
etc.
• Summary Report for New Hires Report with notations of 

follow up action taken in the Master file for 3 years from 
date of report

• Detail Report for New Hires Report for the individual 
tenant in the tenant file with the follow up documentation 
for term of tenancy plus 3 years 
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NEW HIRES REPORT

Common Issues found during the MOR 
regarding the New Hires Report:
1. Not following up/investigating new income for tenants 

listed on the report (or not doing so within 30 days)
2. Not notating the report or not notating the report with 

sufficient comments regarding follow up actions 
3. Not maintaining documentation of all follow up actions
4. Not printing the report at the frequency listed in policy 

and procedures
5. Not printing and maintaining the report in a Master file                         

even when 0 results found 
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MULTIPLE SUBSIDY REPORT

Multiple Subsidy Report
• Identifies tenants who may be receiving 

assistance at another property
• MUST generate this report at least quarterly 

(or more frequently as outlined in the 
Owner/Agent’s EIV procedures)

• HUD Handbook 4350.3 Chapter 9, 9-12 B. 
provides guidance on how to use this report



N
O

RTH
TAM

PA
H

O
U

SIN
G

D
EVELO

PM
EN

TC
O

RPO
RATIO

N
MULTIPLE SUBSIDY REPORT

You have run the report, what now?

 Print the screen 
with summary 
report tab for 
master file 

 If 0 households
listed, print the 0 
results screen as 
your report to 
place in the 
master file 
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MULTIPLE SUBSIDY REPORT

You have run the report, what now?

 The Detail Report 
tab will provide 
the details of the 
member and 
where the member 
may be receiving 
subsidy, but does 
not print with page 
breaks between 
listed members Good for working the report
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MULTIPLE SUBSIDY REPORT

• Since the Detail Report tab does not provide page breaks 
between listed tenants, it is not ideal for placing in tenant 
files; You will have to redact other tenant information

• Clicking on each name individually on the Summary Report 
will bring up individual Detail Reports, but it is important to 
note while it will bring up the information about where the 
member is receiving subsidy it does not list the member 
when done this way

• Print a Detail Report for the tenant file to be maintained 
along with all follow up documentation (notices, verifications 
corrected 50059s etc.) 
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MULTIPLE SUBSIDY REPORT

Summary report
For master file

Detail Report
For tenant file
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MULTIPLE SUBSIDY REPORT

Important Information: 
• Member receiving double 

subsidy
• HOH and relationship to the 

member receiving double 
subsidy

• Property information where 
the member is receiving 
subsidy elsewhere

• The HOH the member is 
listed as living with at other 
property and relationship

• Effective date of certification 
at other property and                 
property type
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MULTIPLE SUBSIDY REPORT
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MULTIPLE SUBSIDY REPORT

If a tenant is listed on the Multiple Subsidy 
Report:
1. Within 30 days resolve the issue

• Discuss the result with the tenant
• Contact the manager at the other property to verify 

whether or not the member is receiving assistance 
there

• Owner/Agent at both properties must determine at 
which property subsidy should be terminated

• Process termination of subsidy or corrections as 
needed
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MULTIPLE SUBSIDY REPORT

2. Notate on the Multiple Subsidy Summary Report for 
each tenant listed as to the action taken or reason for 
tenant being on the report 
• If multiple subsidy issue was resolved:  comments 

outlining actions taken
• If multiple subsidy was not an issue: comments 

explaining why there is no multiple subsidy issue 
and how this was determined
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MULTIPLE SUBSIDY REPORT

Are these 
notations 
acceptable? 

Why or          
why not?

Spongebob Squarepants – Was 
already removed from household, EIV 
not yet updated. 
Patrick Starfish – tenant states Patrick 
still lives with her and not the father.  
Manager from Coral apts states father 
reported child as living with him at 
least 50% of the time.  Waiting on 
Coral Reef to follow up with father. 
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MULTIPLE SUBSIDY REPORT

3. Maintain documentation of all follow up actions taken 
including file notes, contact with tenant and other 
property, and termination of assistance or corrections 
(if applicable) 
• Summary Report for Multiple Subsidy Report with 

notations of follow up action taken in the Master 
file for 3 years from date of report

• Detail Report for Multiple Subsidy Report for the 
individual tenant in the tenant file with the follow up 
documentation for term of tenancy plus 3 years 
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MULTIPLE SUBSIDY REPORT

Common Issues found during the MOR 
regarding the Multiple Subsidy Report:
1. Not printing the report at the frequency listed in policy 

and procedures
2. Not printing and maintaining the report in a Master file 

even when 0 results found 
3. Not notating the report or not notating the report with 

sufficient comments about follow up actions 
4. Not correcting/resolving discrepancies (or not doing 

so within 30 days)
5. Not maintaining documentation of all follow up actions
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DECEASED TENANT REPORT

Deceased Tenant Report
• Identifies tenants who may be deceased at 

your property (reported as deceased by SSA)

• MUST generate this report at least quarterly 
(or more frequently as outlined in the 
Owner/Agent’s EIV procedures)

• HUD Handbook 4350.3 Chapter 9, 9-12 D. 
provides guidance on how to use this report
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DECEASED TENANT REPORT

You have run the report, what now?

 Print the report 
for the master file 
even if 0 
households listed

Important 
information: 
• HOH
• Member 
• Date deceased 
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DECEASED TENANT REPORT

If a tenant is listed on the Deceased Tenant 
Report:
1. Within 30 days resolve the issue

• Confirm in writing the member is deceased with the 
HOH, next of kin, emergency contact etc.

• If member is deceased, process a: 
• MO 50059-A for sole household member
• IR 50059 to remove the deceased member

• If member is not deceased:
• Correct any incorrect data in TRACS
• Encourage tenant to contact SSA to correct                   

incorrect data in SSA system
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DECEASED TENANT REPORT

• Processing a MO 50059-A for sole household member
• Subsidy paid for up to 14 days after the date of death 

only
• List the correct MO reason code on the 50059-A
• List the correct date of death on the 50059-A  
• List the actual date of MO as the effective date on the 

50059-A 
• This date may be longer than 14 days after move 

out, but the correct voucher adjustment to stop 
subsidy  after the 14th day will be made when the 
correct reason code and the correct date of death is 
listed on the 50059-A  



N
O

RTH
TAM

PA
H

O
U

SIN
G

D
EVELO

PM
EN

TC
O

RPO
RATIO

N
DECEASED TENANT REPORT

2. Notate on the Report for each tenant listed as to the 
action taken or reason for tenant being on the report

Are these notations acceptable? 
Why or why not?
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DECEASED TENANT REPORT

3. Maintain documentation of all follow up actions taken 
including file notes, contact with HOH, next of kin 
emergency contact, etc.. and IR or MO 50059-A 
• Deceased Tenant Report with notations of follow up 

action taken in the Master file for 3 years from date of 
report

• 50059-As and other documentation of follow up in the 
tenant file for term of tenancy plus 3 years 
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DECEASED TENANT REPORT

Common Issues found during the MOR regarding the 
Deceased Tenant Report:
1. Not printing the report at the frequency listed in policy 

and procedures
2. Not printing and maintaining the report in a Master file 

even when 0 results found 
3. Not notating the report or not notating the report with 

sufficient comments regarding follow up actions 
4. Not maintaining documentation of all follow up actions
5. Not making correct voucher adjustments
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NO INCOME REPORTED ON 50059 REPORT AND
NO INCOME REPORTED BY HHS OR SSA REPORT

No Income Reported on 50059 and No Income 
reported by HHS or SSA Reports
• The No Income Reported on 50059 report will identify 

tenants with no reported income on the 50059
• The No Income Reported by HHS or SSA report will 

identify tenants with no reported income in EIV 
(wages, SS, SSI or unemployment)

• HUD Recommends Owner/Agents have a policy to re-
verify the status of tenants reporting zero income at   
least quarterly
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NO INCOME REPORTED ON 50059 REPORT AND
NO INCOME REPORTED BY HHS OR SSA REPORT

• Owner/Agents must use these report only as identified 
and described in their policies and procedures – not 
required to be printed unless specified you will do so in 
your procedures

• As part of procedures for using this report, Owner/ 
Agent must include using Income Report to determine 
if there is income

• HUD Handbook 4350.3 Chapter 9, 9-11 D. 1. a. and b. 
provides guidance on how to use these reports
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NO INCOME REPORTED ON 50059 REPORT AND
NO INCOME REPORTED BY HHS OR SSA REPORT

Common Issues found during the MOR regarding the 
No Income Reported on 50059 and No Income 
reported by HHS or SSA Reports:
1. Not using this report as outlined in the policies and 

procedures
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TENANT FILE REPORTS

What are the EIV Tenant File Reports?
• Existing Tenant Search
• Summary Report
• Income Report 
• Discrepancy Report

Each of these reports must be maintained In the Tenant File 

Note:  The No Income Reported on 50059 and the No Income 
Reported by HHS or SSA can either be master file reports or 
tenant file reports depending on how you have outlined in your 
procedures how you will use these 2 reports
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Existing Tenant Search
• MUST generate this report prior to move-in, one report 

for each household member including dependents; and 
for each member added to the household after MI

• System searches for a match based on SSN in both 
Public Housing and Multifamily Properties

• Identifies household members that are currently receiving 
subsidy to help avoid Double Subsidy problems 

• Use of the report must be included in the Tenant Selection 
Plan

• HUD Handbook 4350.3 Chapter 9, 9-12 A. provides 
guidance on how to use this report

EXISTING TENANT SEARCH
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Does the existing tenant search need to be run 
on a newborn added to the household after MI?

EXISTING TENANT SEARCH
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EXISTING TENANT SEARCH

You have run the report, what now?

 Print the report for each 
household member for the 
tenant file even if no 
matches found

Important information:
• HOH at other property the 

member is currently receiving 
subsidy 

• Property and O/A information 
where the member is receiving 
subsidy 

• Last certification type and 
effective date
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If there is a household member that is listed 
as being an existing tenant:
1. Discuss the result(s) with applicant
2. Contact the manager at the other property to verify 

applicant is a tenant there
3. Coordinate the move-out / move-in dates to avoid double 

subsidy problems
4. Notate report(s) with comments regarding discussions 

with tenant and/or manager from other property and 
coordination plans

5. Maintain the reports in the tenant file for term of tenancy 
plus 3 years, or if applicant does not MI then with the 
application for 3 years from the date of the report 

EXISTING TENANT SEARCH
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If there is a household member that is listed 
as being an existing tenant:
1. Discuss the result(s) with applicant
2. Contact the manager at the other property to verify 

applicant is a tenant there
3. Coordinate the move-out / move-in dates to avoid double 

subsidy problems
4. Notate report(s) with comments regarding discussions 

with tenant and/or manager from other property and 
coordination plans

5. Maintain the reports in the tenant file for term of tenancy 
plus 3 years, or if applicant does not MI then with the 
application for 3 years from the date of the report 

EXISTING TENANT SEARCH
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EXISTING TENANT SEARCH

Called manager at Empire Apts who 
confirmed tenant to MO on 4/1.  Called back 
on 4/1 to verify if tenant moved out, and 
manager confirmed tenant moved out and 
will process a MO for 4/1.  Processing MI for 
4/2.  

Are these 
notations 
acceptable? 

Why or          
why not?
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Common Issues found during the MOR 
regarding the Existing Tenant Search:
1. Report not being run or not run prior to MI
2. Report not being run for all household 

members including dependents 
3. Report not being run for members added to 

the household after MI
4. Not notating follow up actions taken on the 

report or in the file

EXISTING TENANT SEARCH
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Summary, Income, & Discrepancy Reports
• All 3 reports are automatically generated each time the 

Income Report is run in EIV
• System searches for available personal identifiers and 

income data for each member and matches that data to 
information listed on the last 50059 submitted to TRACS

• Must generate these reports within 90 days after MI or 
IC 50059 submission to TRACS

• Must generate these reports at each AR & IR (and  
other times if so outlined in O/A procedures)

• HUD Handbook 4350.3 Chapter 9, 9-11 A, B, and C. 
provides guidance on how to use these reports

SUMMARY, INCOME, & DISCREPANCY REPORTS
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Summary Report 
• Lists all members of the household with their personal 

identifiers and Identity Verification Status
• Status will be either:

1. Verified – info on 50059 matches SSA
2. Failed – member info does not match
3. Not Verified – member 50059 info has not been sent to 

EIV 
4. Deceased – member reported by SSA as deceased  

EIV will only have income info for tenants whose status is 
Verified

SUMMARY REPORT
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SUMMARY REPORT

You have run the reports, what now?
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• Must review the Summary Report each time the 
Income Report is generated

• Must print and retain the Summary Report in tenant 
file for term of tenancy and 3 years after move-out
• If all members have a status of “Verified” the 

report does not have to be printed again unless 
there is a change in family composition or the 
listed status of a member changes

• Must continue to print and maintain in the tenant 
file all Summary Reports that do not list all 
members as “Verified”

SUMMARY REPORT
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• Review the Summary Report each time the Income 
Report is generated

• Resolve any Failed or Deceased status for any member 
within 30 days of running the report
• Correct 50059 data entry errors and resubmit the 

50059
• Encourage tenant to contact SSA to correct incorrect 

data from SSA  
• call or visit local office

• Maintain file notes and documentation of all follow up 
action taken to resolve the Failed or Deceased status 
• Includes maintaining documentation of verified 

exemption for any member of the household that is 
exempt from providing a SSN

SUMMARY REPORT
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Common Issues found during the MOR regarding the 
Summary Report:
1. Not printing and maintaining the report   
2. Not following up/resolving failed status
3. Not maintaining documentation of all follow up actions
4. Not reprinting when there is a change in household 

composition 

SUMMARY REPORT
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Income Report
• Income Report includes information for each 

household member for:
• Wages

• Including New Hire Information
• Unemployment benefits
• Social Security benefits

• SS, SSI, Dual Entitlements, and Medicare

INCOME REPORT
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Income Report will not have information on 
income from other sources such as:

• Child Support
• Welfare
• Family Contributions
• Pensions
• Income from Assets

INCOME REPORT
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Wages
• Information is updated quarterly - approximately 1 to 2 

months after the end of the calendar quarter
• Income Report is 3rd party verification that tenant is 

employed
• Must obtain 4 consecutive, recent paystubs from tenant 

to calculate income
• Wage information in EIV cannot be used to         

calculate income  

INCOME REPORT
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INCOME REPORT

 Review the report
 Compare report 

wage information to 
what was reported by 
the tenant

 Compare past wage 
information to wage 
information on 
50059s

You have run the report, what now?
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INCOME REPORT

Important 
Information: 
• Last certification type 

and effective date 
listed in TRACS

• Member with wages 
and relationship to the 
HOH

• New Hire Information
• Wages paid for the 

last 8 quarters
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What is this 
income report 
telling you?

INCOME REPORT
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What is this income 
report telling you?

INCOME REPORT
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Will this Ross 
income result in a 
income discrepancy 
report when EIV is 
run for a 3/1/2018 
AR and no IR’s 
have been done 
since last AR?

Why or why not?

INCOME REPORT
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Income Report run for 
2/1/2020 AR:
• Last Certification 

was an AR on 
2/1/2019 with no 
wage income

• Certification before 
that was an IR 
6/1/2018 to remove 
wage income

• MI was 02/25/2018 
with wage income

Are there any issues?

INCOME REPORT
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Obtain traditional 3rd party verification of 
employment if:
• Tenant insists they are not employed, but wage 

information is listed in EIV
• Tenant reports recently gaining or losing a job
• Tenant reports they are working but no wage 

information is in EIV
• Tenant is unable to provide the required paystubs

• Do not wait for the tenant to accumulate 4 check stubs 
before processing the IR

INCOME REPORT
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Unemployment Benefits
• Information is updated quarterly - approximately 1 - 2 

months after the end of the calendar quarter
• EIV serves as 3rd party verification that tenant is 

receiving unemployment benefits
• Must obtain 4 consecutive benefit “paystubs”  or benefit 

letter from tenant to calculate income
• Information in EIV cannot be used to calculate 

income  

INCOME REPORT



N
O

RTH
TAM

PA
H

O
U

SIN
G

D
EVELO

PM
EN

TC
O

RPO
RATIO

N
INCOME REPORT
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Obtain traditional 3rd party verification of 
Unemployment Benefits if:
• Tenant insists they are not receiving unemployment,  

but benefit information is listed in EIV
• Tenant reports they are receiving unemployment,  but 

no benefit information is in EIV
• Tenant is unable to provide documentation 

INCOME REPORT
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Social Security Benefits
• Information is updated quarterly - approximately 1 to 2 

months after the end of the calendar quarter
• EIV serves as third party verification and can be used to 

calculate annual income from SSA benefits  as long as 
the tenant agrees with the information

• SSA COLA is not available in EIV until the end of the 
calendar year 

INCOME REPORT
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INCOME REPORT

Important Information: 
• Gross and net 

amounts currently 
being received

• Benefit type 
• Medicare Information

Based on the available 
information in EIV, is 
there enough 
information to calculate 
income and deductions 
from Medicare?
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INCOME REPORT

Gross Benefit $1388
Net Benefit $1279

$1388-$1279 = $109

Medicare $99

Unaccounted 
difference of $10
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Obtain traditional 3rd party verification of SSA 
Benefits if:
• Tenant disagrees with information in EIV
• The difference between the gross benefit and the net 

benefit cannot be explained by Medicare amount that is 
listed in EIV
• EIV will not have information on Medicare Part D 

(prescription drug plan)
• If tenant reports paying for Part D, additional 

verification is required
• Tenant may have garnishments or amounts for an 

overpayment being withheld

INCOME REPORT
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Common Issues found during the MOR 
regarding the Income Report Include:
1. Not run within 90 days after MI or IC 50059 

submission 
2. Not run at IR
3. Not following up on possible unreported or 

underreported income (report run and placed 
in the file but not reviewed)

4. Not maintaining documentation of all follow up 
actions

INCOME REPORT
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Income Discrepancy Report
• Must be printed and maintained each time the Income 

Report is printed and maintained even if no 
discrepancies are listed

• EIV compares the income from the 50059 with income 
reported from NDNH and SSA

• An Income Discrepancy will be reported if the annual 
income in TRACS is different from the actual or 
annualized income in EIV by more than $2400 per year 
(higher or lower) for the period of income listed on the 
report

INCOME DISCREPANCY REPORT



N
O

RTH
TAM

PA
H

O
U

SIN
G

D
EVELO

PM
EN

TC
O

RPO
RATIO

N
INCOME DISCREPANCY REPORT

Important information:
• 50059 being analyzed
• Income from 50059
• Period of Income (POI)
• Reported actual annual 

income
• Reported annualized 

income from last quarter
• Annual and monthly 

discrepancy  

You have run the reports, what now?
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What is the Period of Income (POI)?
• The period of income (POI) will be a 12 month period 

beginning 15 months prior to the effective date of the 
last 50059 in TRACS  
• The Income Discrepancy Report is analyzing the income 

that was listed on the last 50059 which may be almost a 
year old when this report is run  

• This report is not analyzing the income for the 
recertification you are currently processing and running 
the Income Reports for

INCOME DISCREPANCY REPORT
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INCOME DISCREPANCY REPORT

What is this report saying?

• From 8/1/14-7/31/15 reported income was $23,111.71
• The last quarter of income from 8/1/14-7/31/2015 

annualized was $18.026.02
• Last 50059 effective 11/1/2015 $0 was reported as income
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How do you interpret this information? 
• There is possible unreported income that needs to be 

investigated to determine if there is a valid discrepancy 
because: 
• In the 15 months prior to the last certification the tenant 

was receiving income
• At the time of the certification the tenant reported $0 

income

Is this enough information to determine if this is a valid 
discrepancy?

INCOME DISCREPANCY REPORT
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INCOME DISCREPANCY REPORT

What is this report saying?
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INCOME DISCREPANCY REPORT

What is this report saying?
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INCOME DISCREPANCY REPORT

What is this report saying?
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INCOME DISCREPANCY REPORT

Are these 
notations 
acceptable?

Why or  
Why Not?

N/A period reviewed 
was prior to MI
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If a tenant has a discrepancy listed on the  
Income Discrepancy Report:
1. Within 30 days from the date of the report review and 

resolve the discrepancy 
• Determine if O/A error (calculation), tenant error 

(unreported/underreported), or false alarm
• Review the file, verifications, and 50059(s)
• Check for verification, miscalculation, or data entry 

errors
• If necessary, send notice to tenant and discuss the 

possible discrepancy with them
• If necessary, obtain 3rd party verification - required if 

unreported/underreported income

INCOME DISCREPANCY REPORT
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2. Notate the report with actions taken including 
explanation why a discrepancy may be a false positive

3. Maintain Income Discrepancy Report with notations in 
the tenant file along with documentation of all follow up 
action taken to resolve possible unreported or 
underreported income including contact with tenant, 
verifications, corrected/additional 50059s, repayment 
agreement, additional file notes etc.

INCOME DISCREPANCY REPORT
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How do you investigate?
• You must determine if the discrepancy is valid or 

invalid and what additional information may be 
needed 
• Review the Income Discrepancy Report

• Read and interpret the listed information 
• Review the Income Report to determine what 

income EIV indicates the tenant was receiving 

INCOME DISCREPANCY REPORT
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• Review the tenant file documentation
• The 50059 for which the Income Discrepancy Report 

was generated
• Tenant reported information for that certification
• Income verifications for that certification
• If necessary, 50059s and income verifications for 

prior certifications as well (up to 5 years)
• Look at the 50059 and compare it to the information 

reported by the tenant, verifications in the file, and 
the information on the Income Discrepancy Report 
and Income Report

INCOME DISCREPANCY REPORT
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• Make sure there were no errors in calculation of the 
income or other incorrect data on the 50059 that is 
causing EIV to generate the discrepancy 
• What are examples of errors on the 50059 that could 

cause EIV to generate an income discrepancy?
• Income amount incorrect
• Income type miscoded

• Make sure all tenant reported information was verified
• Make sure all verified information was included on the 

50059

INCOME DISCREPANCY REPORT
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• If after this review you find that you can determine the 
Income Discrepancy Report lists an invalid
discrepancy without further follow up: 
• Notate on the report why the discrepancy is invalid in 

detail including how you determined this and maintain 
any backup documentation in the file

• What are some examples of when this would occur? 
• Tenant lost job, became employed, or had a change 

in hours shortly before the certification
• Tenants social security benefits changed, started, or         

stopped shortly before the certification 

INCOME DISCREPANCY REPORT
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• If after review you find an error that can be corrected without 
further follow up and resolves the discrepancy (i.e. 
owner/agent error): 
1. Process a corrected 50059 for all affected 50059’s  (MI, AR, 

GR, IR) and submit the corrected certification(s) to TRACS 
• Maintain the corrected 50059(s) in the tenant file

2. Notify the tenant, giving them a 30 day notice if the rent 
increases for their portion of the rent  

3.   Make the necessary voucher adjustments 
• Tenants are not responsible to repay overpayments in 

assistance caused solely by Owner/Agent error 
• Tenants are entitled to reimbursement for underpayments 

in assistance caused solely by Owner/Agent error.  If 
necessary make the necessary reimbursements to the 
tenant

4.   Notate the Discrepancy Report what was done to correct the 
discrepancies

INCOME DISCREPANCY REPORT
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• If after review you find an error that is not the fault of 
the tenant, but requires additional follow up/verification 
before it can be corrected; for example:  
• Tenant reported the information, but it was not verified
• There is an error on the verification not followed up on

• Take necessary follow up steps:
1. Send notice to the tenant and obtain any additional 

information/documentation from the tenant  
2. Obtain missing or additional verifications 
3. Determine if the discrepancy is valid or not and                    

proceed accordingly
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• Invalid Discrepancy
1. Notate on the report why the discrepancy is invalid
2. Maintain backup documentation

• Valid Discrepancy
1. Process a corrected 50059 for all affected 50059’s (MI, AR, 

GR, IR), and submit the corrected certification(s) to TRACS 
• Maintain the corrected 50059(s) in the tenant file

2. Notify the tenant, giving them a 30 day notice if the rent 
increases for their portion of the rent  

INCOME DISCREPANCY REPORT
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• If after review you find no owner/agent errors that would 
have caused the discrepancy, and no reason to 
determine it to be an invalid discrepancy, you must 
investigate further by:  
1. Notifying the tenant of the error in writting and identify what 

information is believed to be incorrect 
• Refer to the lease claus that requires interim recertification
• Give tenants 10 days to meet/discuss the discrepancy, 

and state failure to do so may result in termination of 
assistance

• See Exhibit 7-7 For a sample notice 

INCOME DISCREPANCY REPORT
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2.  Obtaining third party verification of the income identified 
as the cause of the discrepancy 

3. Obtaining additional information and verifications as 
necessary 

• After meeting with tenant and all additional information 
and verifications are obtained: 
• Determine if the discrepancy is valid or not and 

proceed accordingly  
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• Invalid Discrepancy
1. Notate on the report why the discrepancy is invalid 

and all follow up actions taken to determine this 
2. Maintain all backup documentation (notices, 

verifications, additional documentation etc.) 
obtained and/or used 

• Valid Discrepancy
1. Determine if the unreported information was an 

unintentional or intentional program violation on 
the part of the tenant and proceed accordingly  
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• Unintentional program violation: 
• Occurs when the tenant misunderstands or forgets the 

rules
• In these situations owner/agent must correct the rent 

for all affected certifications going back up to 5 years 
and the tenant is obligated to repay the difference in 
the rent 
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• Intentional program violation: 
• Occurs when the tenant knowingly provided inaccurate 

or incomplete information and this can be 
substantiated through documentation

• In these situations owner/agent must pursue the 
incident as fraud following the guidance in HUD 
Handbook 4350.3 Chapter 8, 8-19 (which includes 
termination of tenancy and filing a civil action to 
recover subsidy overpayments) 
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• Because the burden of proof required for fraud, most are 
determined to be unintentional program violations 

1. Notify the tenant in writing of the violation and provide 
them with the opportunity within 10 days to discuss.
• Refer HUD Handbook 4350.3 Chapter 8 8-18 D. for 

specific notice requirements when a program violation is 
determined

2. Process a corrected 50059 for all affected 50059’s (MI, 
AR, GR, IR), and submit the corrected certification(s) to 
TRACS

3. Notify the tenant in writing of final decision, the change in 
rent, their obligation to repay all past overpayments in 
subsidy and the amount due 
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• If the tenant cannot pay in full, the owner/agent must 
all allow the tenant to enter into a repayment 
agreement

• If the tenant error was over-reporting of income 
and/or failure to report decreases in income, the 
tenant is not entitled to reimbursement of over-
payments rent

4.  Notate the Discrepancy Report in detail what was done 
to correct the discrepancies

5.  Maintain all backup documentation (notices, verifications, 
additional documentation etc.) obtained and/or used 
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Common Issues found during the MOR 
regarding the Income Discrepancy Report 
Include:
1. Not printed when the Income Report was printed
2. Not run within 90 days after MI/IC submission or a 

recertification 
3. Not following up on possible unreported or 

underreported income (report run and placed in 
the file but not reviewed)

4. Not maintaining documentation of all follow up 
actions
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Repayment Agreement Tips
• Make sure repayment agreements include all required 

information and language (refer to HUD Handbook 
4350.3 Chapter 8, 8-23 B.)

• All affected 50059s must be submitted to TRACS
• Owner/Agents are not required to repay the full amount 

of the payback up front - only required to repay HUD as 
the payments are received from the tenant; so an 
offsetting adjustment to the voucher the corrections 
appear on must be made 
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• Owner/Agent must enforce the repayment agreement 
by both collecting the payments as agreed from the 
tenant and returning the funds to HUD as agreed on 
the voucher
• Failure to pay repayment payments is the same as 

not paying rent
• Up to 20% of each payment collected/returned to HUD 

may be retained by owner/agent for cost of managing 
the payments 

• Repayment agreements may be renegotiated if income 
increases or decreases

• More than 1 repayment agreement can be entered into 
with the tenant 
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Common Issues found during the MOR 
regarding Repayment Agreements Include:
1. Payments not being collected 
2. Payments collected have not been returned to 

HUD on the voucher

REPAYMENT AGREEMENTS
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