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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?
« |dentity 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?

Verification Reports >> Identity Verification Report Selection >> Identity
Verification Reports

Identity Verification Reports as of MARCH 11, 2017

Contract Number FL29M999999
Re-Certification Month All

Printer Friendly Version

Identity Verification Reports

e Number of households Not-Verified (verification in process) 1
e Failed EIV Pre-Screening 2
s Failed Verification Report (Failed the SSA |dentity Test) 2

» Click on each report
iIndividually 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

ldentifies 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

NTHOC
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FAILED EIV PRE-SCREENING REPORT

Verification Reports >> |dentity Verification Report Selection >> |dentity Verification Report >>
Failed EIV Pre-Screening Report

» Failed EIV Pre-Screening Report by Contract as of MARCH 11, 2017

Contracts FL29M999999
Re-certification Month All
Households with Errors 2

Printer Friendly Version

Error Description Help

1 - 2 of 2 Households

Failed EIV Pre-Screening Report for Contract: FLZ28MY99999 ‘

HOH SSN: 999-99-9999| HOH Name: Mickey Mouse | Project *.mber: - | Propertv ~.amber:
800009999

Member SSN Member Name " _.or Description

T41-41-4141 Baby Mouse Failed SSN check

HOH SSN: 888-88-8888 | HOH Name: Betty Boop | Proje .«umber: - | Property Numb-_.
800009999

Member SSN Member Name error Description

111-11-1111 Veronica Bogp, 2 Failed DOB check.

Important

iInformation to

review:

e« HOH Name

e Member with
Error

e 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

1 - 2 of 2 Households

T41-41-4141 _____Baby Mouse _ Failed SSN check.

Eg ié’”‘?f&' R

MemberSSN  Member Name
111-11-1111 Veronica Boop

Error Description
Failed DOB check.

Member Name  Error Description

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.

2.
3.
4

Not printing and maintaining the report in a Master file
even when 0 results found

Not notating the report with follow up actions

Not correcting discrepancies

Not correcting within discrepancies within 30 days

Identity Verification Reports

® Number of households Not-Verified (verification in process) 0

e Failed EIV Pre-screening 0

e Failed Verification Report (Failed the SSA Identity Test) 6
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FAILED VERIFICATION REPORT

Failed Verification Report

ldentifies 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

NTHOC

NOILVHdOdd0) LININdOTIAIJ DNISNOH VdINV] HLIHON



FAILED VERIFICATION REPORT

1 - 5 of 5 Households

Failed Verification

Report Download

Data

Faile 3 eport for Contract: FL298023005
HOH SSN: 999-88-7777 | HOH Name: Papa Smurf ) Project Number: - | Property Number:

800008888 |
Member SSN Member Name Error u._ribtion

Verification faileu Surname matched, but date of birth

999-88-7777 Papa Smurf did not match with SSA 1c-~rds 08/08/1900
HOH SSN: 777-66-5555 | HOH Name: Sweetie Pie | Project Number: - | Proper, “umber:
800008888 |
Member SSN Member Name Error Description
777-66-5555 Sweetie Pie ;f?ggg%tggg failed - SSN not found in SSA records
HOH SSN: 444-33-2222 | HOH Name: Bueller Ferris | Project Number: - | Property Number:
800008888 |
Member SSN Mzember Name Error Description

. w.nncauon raled - Date of birth matched, but surname
444-33-2222 Bueller Ferris did not match with SSA records
HOH SSN: 111-99-8888 | HOH Name: Mary Mack | Project Number: - | Property Number:
800008888 |
Member SSN Member Name Error Description

Verification failed - Date of birth matched, but surname

111-77-6666 Peter Meck did not match with SSA records
HOH SSN: 555-44-3333 | HOH Name: Honey Bunn | Project Number: - | Property Number:
800008888 |
Member SSN Member Name Errer Cescription
522-11-0000 Sticky Bunn Verification failed - Surname matched, but date of birth

did not match with SSA records 12/12/1999

Important

Information to

review:

e HOH Name

e Member with
Error

» Error Description
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FAILED VERIFICATION REPORT

P, _—— [ — e m s e mp = iy ——— =

HOH SSN: 777-66-5555 | HOH Name: Sweetie Pie | Project Number: - | Property Number:

800008888 |
Member SSN Member Name Error Description
R Verification failed - SSN not found in SSA records

777-66-5555 Sweetie Pie 776665555
HOH SSN: 444-33-2222 | HOH Name: Bueller Ferris | Project Number: - | Property Number:
800008888 |
Member SSN Member Name Error Description

. Verification failed - Date of birth matched, but surname
444-33-2222 Bueller Ferris did not match with SSA records
HOH SSN: 111-99-8888 | HOH Name: Mary Mack | Project Number: - | Property Number:
800008888 |
Member SSN Member Name Error Description
111-77-6666 Peter Meck Verification failed - Date of birth matched, but surname

did not match with SSA records

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

If atenant is listed on Failed Verification

Report:

1. Within 30 days resolve the issue

 Check information in tenant file against data on the
50059

e 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

NOILVHdOdd0) LININdOTIAIJ DNISNOH VdINV] HLIHON



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

Failed Verification Report for Contract: F L298023005
soooossss | v : ] : = o !

Membar S5MN Mamber Mame Error Description
SO0-BE-77FT Papa Smiust ‘.."::’rril"lc,atluﬂ failed - Swmame matched, bat date of birth
' did not match with SSA records 08/ 081900

= FIT-66-5555 | . HOH Mame: F e
m{ S5 3ok i Sweetie Ple | Project Number: - | Property Numiesr:
Mamber SSN Membar Name Error Descripthon
777-66-5555 Ewetie 5 Verification failed - SSN not found in S5A record
o Rt i TTEEE5555 ' o
: e aa 1 MImm!.mm-l Pfﬁw-truumb-:
Member SSN Member Name Error Description
444-33-2223 Bueller Ferris Verification Failed - Date of birth matched, but surname

did not match with SS4 records

Mamber SSN Member Mame Error Description E e
111-77-6666 Peter Meck Werification failed - Date of birth matched, but surname
. did nok match with SSA records
HMW.I:MMMMMM Project Mumber: - | Proparty Number:
Membar SSN Mamber Name Error Dascription - :
222-11-0000 Sticky Bunn Verification failed - Surmame matched, but date of birth

did not match with SSA records 12/12/1999

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.

Are these
notations

acceptable?

Why or
Why Not?
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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:

Not notating the report with follow up actions

Not correcting discrepancies

Not correcting discrepancies within 30 days

Not printing and maintaining the report in a Master file
even when 0 results found

W

NTHOC
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NEW HIRES REPORT

New Hires Report

|dentifies 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?

Contracts :

Re-certification Month:
Period Reviewed:
Households with New Hires:
Members With New Hires:

New Hires Report Summary

FL291111111
All
09/18/2016 - 03/18/2017
6
7
Download in Excel

Summary Reports

S |HosrasrOH
N " “=" |First
Name

*%%_%%_-9009 Charlie Brown
X%x %% 6666 Elmer  Fudd
*ER_XX_FTTT Bugs Bunny
***-**-3333 Bo Duke
EEX_¥¥_4444 Minnie Mouse
*¥%_%%-229) Tinker  Bell

¥kk %%-17111 Tinker  Bell

1+ = f of 7T Households

Detail Reports

Member Member Contract Project Unit

XX/XX/1980 Charlie
XX/XX/1981 Elmer
XX/XX/1982 Bugs
XX/XX/1983 Bo
XX/ XK/1984 Mickey
XX/XX/1985 Tinker
XX/ XX/1986 Peter

Printer-Friendly Version

Brown 800001111 FL291111111

Fudd 800001111 FL291111111
Bunny 800001111 FL291111111
Duke 800001111 FL291111111
Mouse 800001111 FL291111111
Bell 800001111 FL291111111
Pan 800001111 FL291111111

> Print the screen with
summary report
tab for master file

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

New Hires Report Summary

Contracts: > The Detall Report
:iﬂzgh?::::;::ﬂew Hires: 29”8{2016-03/18"201? tab WI” prOVIde the
e detalils of the new

Members With New Hires: 7
1-7 of 7 mouseholds employment fOr

Printer-Friendly Version

Summary Reports Ditail Reporti eaCh I|Sted person
v ot 3%  (hire date, name

*¥*%_%*-9999 Charlie Brown  XX/XX/1980 Charlie Brown 800001111 FL291111111

**¥*¥_%*¥_6666 Elmer  Fudd  XX/XX/1981 Elmer Fudd 800001111 FL291111111 Of e m p I Oye r) b ut
k%% _** 7777 Bugs  Bunny  XX/XX/1982 Bugs Bunny 800001111 FL291111111 !
**%_**_3333 Bo Duke  XX/XX/1983 Bo Duke 800001111 FL291111111 .
*¥¥%_%%-4444 Minnie  Mouse  XX/XX/1984 Mickey Mouse 800001111 FL291111111 does not prOVIde
**%_*%_222) Tinker  Bell XX/XX/1985 Tinker Bell 800001111 FL291111111

**% %% 1111 Tinker  Bell XX/XX/1986 Peter Pan 800001111 FL291111111

page breaks for

_ each of the listed
Good for working the report tenants
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NEW HIRES REPORT

» Since the Detall 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.)

Summary Reports Detail Reports

HOH
HOH Last Membe Member Contract Pr olect Uni t

***—**—9990 ph rlie Brown XX/ XX/1980 Charlie Brown 800001111 FL291111111
*Akk_*%*- 6666 Elmer Fudd XX/ XX/1981 Elmer Fudd 800001111 FL291111111
*Ek_¥k_FFTT Bugs Bunny XX/XX/1982 Bugs Bunny 800001111 FL291111111
*%k% *% 3333 Bo Duke XX/ XX/1983 Bo Duke 800001111 FL291111111
*A*R_**-4444 Minnie Mouse XX/ XK/1984 Mickey Mouse 800001111 FL291111111
#**k_*% 2222 Tinker  Bell XX/XX/1985 Tinker Bell 800001111 FL291111111 3
#%k%k_%*_13111 Tinker  Bell XX/XX/1986 Peter Pan 800001111 FL291111111 | x,

NOILVHdOdd0) LININdOTIAIJ DNISNOH VdINV] HLIHON



NEW HIRES REPORT

Summary Reports

Detail Reports

HOH
HOH Last |_.
Name

**%_**-9999 Charlie Brown

XX/XX/1980 Charlie Brown

**k*_**_66066 Flmer Fudd XX/ XX/1981 Elmer Fudd
***_**_7777 Bugs Bunny  XX/XX/1982 Bugs Bunny
*x%k_%%_3333 Bo Duke XX/ XX/1983 Bo Duke
*Akk_%k_4444 Minnie Mouse XX/ XX/1984 Mickey Mouse
HAE_KX_DIID Tinker Bell XX/ XX/1985 Tinker Bell
*%%_**_1111 Tinker  Bell XX/XX/1986 Peter Pan

Member Member Contract Project Unit

800001111 FL291111111
800001111 FL291111111
800001111 FL291111111
800001111 FL291111111
800001111 FL291111111
800001111 FL291111111
800001111 FL291111111

i New Hire Report

Wage and Benefit Report for Household of Charlie Brown

Contract Number FL291111111 Subsidy Type Section 8
Project: FAIRY TALE APARTMENTS Project Number
Property Id 800001111 Property: 800001111
Next Re-certification Date 09/01/2017 Form 50059 as of: 12/05/2016
Address:
Most Recent Type of Action: MI-Move-In Certification Effective Date: 09/23/2016
Head of Household: Charlie Brown
Social Security Number: #0999 Date of Birth: XX/XX/1980
Print Member Information|

Date of Birth: XX/XX/1980 Relationship: Head of Household
Employment Information

" Hire Date Received by
Hire Date State FEIN Employer Name and Address EIV
1MA02015 FL 0ad0e0d0d P e 11712016

Summary report
For master file

Detail Report
For tenant file

=
N D,_[w’.
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NEW HIRES REPORT

k New Hire Report

Wage and Benefit Report for Household of Charlie Brown
Contract Number FL291111111 Subsidy Type Section 8
Project: FAIRY TALE APARTMENTS Project Number
Property Id 800001111 Property: 800001111
Next Re-certification Date 09/01/2017 Form 50039 as of: 12/05/2016
Address: ‘
Most Recent Type of Action: MI-Move-In Certification Fffartt- T o, 09/23/2016
Head of Houseiold: Charlie Brown .
Social Security Number: 0099 Date of Birth: TounXI1980
Print Member Informati\_q

—— 3
Date of Birth: XXIXX/1980 Relationship: ST TIOU (
Employment Information
Hire Date ;;;ie FEIN Employer Name and Address ER‘EE e
11102015 FL 0404040404 Wﬁ;ﬁlﬁ%’“ﬁ?‘%’ﬂéﬁ%ﬁs INC 11/17/2016

Important

Information:

« HOH

e Member on
new hires
report

 Hire date

 Employer

» |Last
Certification
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NEW HIRES REPORT

New Hire Report
Wage and Benefit Report for Household of Bugs Bunny

Contract Number FL291111111 Subsidy Type Section 8
Project: FAIRY TALE AFPARTMENTS Project Number

Property Id 800001111 Property: 800001111
Next Re-certification Date 04/01/2017 Form 50059 as of: 06/03/2016
Address:

Most Recent Type of Action: IR-Interim Recertification Effective Date: 05/01/2016

Head of Household: Bugs Bunny

Social Security

Number: e TTTT Date of Birth: XXIXX/1982

Print Member Information
Household Member: Bugs Bunny SSN: EIETTTT

Date of Birth: XX/XX/1982 Relationship: Head of Household
Employment Information

. . Date
Hire Hire .
FEIN Employer Name and Address Received by
Date State
ElIV
Funny Times U.S.A INC.

1072042016 FL 11-1111111 Neverland, FL 333331885 111 T7/2016
0822016 FL  66-1666666 | UN Palace 10M 712018

Meverland, FL 33233-1800
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NEW HIRES REPORT

New Hire Report

Wage and Benefit Report for Household of Bo Duke

Contract Number FL291111111 Subsidy Type Section 8
Project: FAIRY TALE APARTMENTS Project Number

Property Id 200001111 Property: 200001111
Mext Re-certification Date 11/01/2017 Form 50059 as of: 12/06/2016
Address:

Most Recent Type of Action: iMi-Move-In Certification Effective Date: 11/22/2016

Head of Household: Bo Duke

Social Security

Number: " 3333 Date of Birth: XXIXX/1983

Household Member: Bo Duke S5N: L3333

Date of Birth: XXIXX/1983 Relationship: Head of Household

Print Member Information

Employment Information

. . Date
Hire Hire .
FEIN Employer Name and Address Received by
Date State
EIV

MAPA AUTO PARTS
08/22/2016 FL BE-1111111 o 4 FL 33333.5555 014242017

DRIVE INSTRUCTORS OF AMERICA
D4/29/2016 FL 20-5050505 ;) T FL 329921111 01/24/2017
02/09/2015 FL  50-3333333 DRAG RAGING USA 0172402017

255 CENTRAL PEWY, AUTO FL 32222-2232
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NEW HIRES REPORT

jNew Hire Report
Wage and Benefit Report for Household of Tinker Bell

Contract Number FLZ91111111 Subsidy Type Section 8
Project: FAIRY TALE APARTMENTS Project Number

Property Id 800001111 Property: 800001111
Next Re-certification Date 07/01/2017 Form 50059 as of: 03/03/2017
Address:

Most Recent Type of Action: IR-Interim Recertification Effective Date: 10/01/2016

Head of Household: Tinker Bell
Social Security Number: w111 Date of Birth: KOHXIM1986

Print Member Information
Tinker Bell S5N: =E 1111

Date of Birth: XX/XX/1986 Relationship: Head of Household

Employment Information
EIV received no Employment (W4) data.

Report Date: 02M19/2017

* The difference between the gross and net benefit may include the Medicare premium andfor additional deductions, such as garnishments, which are not listed on this report.

Confidential Privacy Act Data. Civil and Criminal penalties apply to misuse of this data.
Report Generated By - MPAXXX DOROTHY SWAYZE

Print Member Information

SSN: > BT8T
Date of Birth: Relationship: Other family Member
Employment Information
. Hire Date Received by
Hire Date State FEIN Employer Name and Address EIV
10/09/2016 13-5158250 1OV RUS 111712016

19525 Make Believe HWY, Neverland, FL 33322-1111

ﬂ,ox
e~
NITELA,
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NEW HIRES REPORT

If atenant is listed on the New Hires Report:

1. Within 30 days resolve the issue
 Review the detalil report and tenant file to determine if
tenant has already reported the change and the
necessary recertifications processed
« |f 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

e 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

NTHC
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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

NTHC
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NEW HIRES REPORT

e [f tenant responds and confirms the information is correct:

Obtain check stubs or 3" 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 15t 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

NTHC
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NEW HIRES REPORT

e [f tenant responds and disputes the information in EIV:

Document the information obtained from the tenant
Obtain 3 party verification from employer and other
sources based on information provided by the tenant
If tenant does have unreported income that is an
iIncrease of more than $200 a month, process an IR
50059 and/or make corrections to affected certifications
with effective dates retroactive to 15t 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

NTHOC
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NEW HIRES REPORT

What if the tenant responds and says | was
working, but | 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
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NEW HIRES REPORT

Frinter-rriendly version

Summary Reports

_Detail Reports
= roH - o . - R —T
HOH SSN :DH 114 First EHDH DOB Mcmber Member Property Id {Contract |Project Unit

ame First Name |Last Name : {Number (Number |Address

|Name

¥*%-*%-9999 Charlie Brown  XX/XX/1980 Charlie Brown 800001111 FL291111111
*%%.%%.6666 Elmer  Fudd XX/XX/1981 Elmer Fudd 800001111 FL291111111
***.%%.7777 Bugs Bunny  XX/XX/1982 Bugs Bunny 800001111 FL291111111
¥%%.%%-3333 Bo Duke XX/XX/1983 Bo Duke 800001111 FL291111111
*¥%-¥%-4444 Minnie  Mouse  XX/XX/1984 Mickey Mouse 800001111 FL291111111
*H-%%.2222 Tinker  Bell XX/XX/1985 Tinker Bell 800001111 FL291111111
i**-*'-lll.l Tinker Bell XX/XX/1986 Peter Pan 800001111 FL291111111

Charlie Brown — Employment in another state
terminated prior to M.

Bugs Bunny — Verification sent, Funny times
hired never started; Fun Place — working not
reported processed retro IR.

Bo Duke — Income was reported at Ml, 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

o Detall 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.

2.

> W

Not following up/investigating new income for tenants
listed on the report (or not doing so within 30 days)
Not notating the report or not notating the report with
sufficient comments regarding follow up actions

Not maintaining documentation of all follow up actions
Not printing the report at the frequency listed in policy
and procedures

Not printing and maintaining the report in a Master file
even when 0 results found

o i P B 8
i | D |
k! 1 ey o
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MULTIPLE SUBSIDY REPORT

Multiple Subsidy Report

ldentifies 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
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MULTIPLE SUBSIDY REPORT

You have run the report, what now?

Contract Numb_er: _ M“ple — 44 | > P rl nt the Scree n
E:a"r]::rgrﬁ::i?:wng b SVithin PIH and MF Program- Wlth S u m m arv
Search Criteria: All household mer-tcrs re p O rt tab for
Printer-Friendly Version .
Download in Excel maSter flle
1 -2 of 2 Members > If O hOUSGhOldS

CIINLT DM Detail Reports _ listed, print the O
m— er Name °"' i e SHeS Sou results screen as

*Ekx_*k%_F7TF SPONGEBOB SQUAREPANTS XX/XX/2012
PATRICK STARFISH XX/XX/2010 your re port to
place in the
master file
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MULTIPLE SUBSIDY REPORT

You have run the report, what now?

Multiple Subsidy Report Summary | I

Contract Number: FL29M444444 > T h e D etal I R e p O rt
Members Receiving Multiple Subsidies: 2 I I

Search Criteria: Within PIH and MF Programs tab WI ” prOVI de
Search Criteria: All household members the detal IS Of the

Printer-Friendly Version

Download in Excel member and
where the member
Al i) Detail Reports may be rece|V|ng

subsicy, but does

Kkx kx FITT SPONGEBOB SQUAREPANTS XX/XX/2012 2

PATRICK STARFISH XX/XX/2010 2 nOt prlnt Wlth page
breaks between

Good for working the report listed members

1-2 7«2 Members
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MULTIPLE SUBSIDY REPORT

Since the Detall 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.)

NTHC
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MULTIPLE SUBSIDY REPORT

NN G LS Detail Reports

m Member DO Member Subsitly Count |

*kK_KK_FTFT

*k%_KX_FTTG

SPONGEBOB SQUAREPANTS
PATRICK STARFISH

XX/XX/2012
XX/XX/2010

2
2

Summary report
For master file

Detail Report
For tenant file

Member Information

Member SSN
Member Name
Member DOB
Count of Subsidies

Household Information of Households Where SPONGEBOB SQUAREPANTS Receives Subsid

HOH SSN

HOH Name

Relationship to HOH

Subsidy Type

Contract Number

Project Number

Property Number
Owner/Management Agent name
Owner/iManagement Agent Telephone
50059 Effective Date
Certification Type

Unit Address

HOH SSN

HOH Name
Relationship to HOH
Program Type
Project Code

50058 Effective Date
Type of Action

Unit Address

PHA

PHA Address

PHA Telephone Numbers

sxe_ws 7777
SPONGEBOB SQUAREPANTS
HHKAI2012

2

TIRNN2222
SANDY CHEEKS
Child

Section 8
FL29M444444

800000000

Bikini Bottom Management, Inc.
555-555-5655

11/01/2016

Annual Recertification

I#k_a & _8?85

Squidward Tentacles
Foster Child/Foster Adult
Voucher

02/01/2017

Annual Reexamination

9999 SANDY LANE #3101, Bikini Bottom, FL, 34444
FLOOO Bikini Bottom, City

111 W. Fishy Street, , Bikini Bottom, FL, 34000-
Office: (555) 555-4444 Fax: (555) 555-4443
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MULTIPLE SUBSIDY REPORT

Member Information

Member SSN
Member Name
Member DOB
Count of Subsidies

il’*_**_????

SPONGEBOB SQUAREFANTS
HOUNOU2012

2

Household Information of Households Where SPONGEBOB SQUAREPANTS Receives Subsid

HOH $5N

HOH Name
Relationship to HOH
Subsidy Type
Contract Number
Project Number
Property Number

Owner/Management Agent name
Owner/Management Agent Telephone

50059 Effective Date
Certification Type
Unit Address

HOH S5N

HOH Name
Relationship to HOH
Program Type
Project Code

50058 Effective Date
Type of Action

Unit Address

PHA

PHA Address

PHA Telephone Numbers

SANDY CHEEKS
Child

Section &
FLZOM444444

800000000

Bikini Bottom Management, Inc.
565-555-6655

11/01/2016

Annual Recertification

*..8785
Squidward Tentacles
Foster Child/Foster Adult
Woucher

02/01/2017

Annual Reexamination

9599 SANDY LANE #3101, Bikini Bottom, FL, 34444
FLOOO Bikini Bottomn, City

111 W. Fishy Street, , Bikini Bottomn, FL, 34000-
Office: (555) 555-4444 Fax: (555) 555-4443

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

Member Information

Member SSN
Member Name
Member DOB
Count of Subsidies

R _FTTE
Fatrick Starfish
XOXI2010

2

Household Information of Households Where Patrick Starfish Receives Subsid

HOH SSN

HOH Name
Relationship to HOH
Subsidy Type
Contract Number
Project Number
Property Number

Owner/Management Agent name
Owner/Management Agent Telephone

50059 Effective Date
Certification Type
Unit Address

HOH SSN

HOH Name
Relationship to HOH
Program Type
Project Code

50058 Effective Date
Type of Action

Unit Address

PHA

PHA Address

PHA Telephone Numbers

“*—**—BB 88
Mister Krabs
Child

Section 8
FL29M444444

800000000

Bikini Bottom Management, Inc.
555-555-5555

05/01/2016

Annual Recertification

:htt_**_[]225

Plankton Chumb

Other youth under 18

Public Housing

FLOOG000003

02/06/2017

MNew Admission

153 SHARK COURT 153, Bikini Bottom FL, 32222
FLOO1 Bikini Bottom (AHC)

111 W. Fishy Street, , Bikini Bottom, FL, 34000
Office: (555) 555-4444 Fax: (555) 555-4443
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MULTIPLE SUBSIDY REPORT

If atenant 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

1 - 2 of 2 Members

Summary Reports

Member Name =

5 [
* Ak K FTTT SPONGEBOB SQUAREPANTS XH/HK/2012
******* 7776 PATRICK STARFISH XX/KK/2010 2

1 - 2 of 2 Members

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.

Are these
notations
acceptable?

Why or
why not?
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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
iIndividual 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.

2.

Not printing the report at the frequency listed in policy
and procedures

Not printing and maintaining the report in a Master file
even when 0 results found

Not notating the report or not notating the report with
sufficient comments about follow up actions

Not correcting/resolving discrepancies (or not doing
so within 30 days)

Not maintaining documentation of all follow up actions

o i P B 8
i | D |
k! 1 ey o
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DECEASED TENANT REPORT

Deceased Tenant Report
ldentifies tenants who may be deceased at

your property (reportec

as deceased by SSA)

MUST generate this re

port 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?

Deceased Tenants Report by Contract for Reexamination Month - All

FL29R868585

% of
single
mem | _
-ber
dece
-ased
house

99 122 1

L29RBOBEE I |

HOH SSN: ***-*%-3323 | HOH Name: JR Ewing | "HOH DOB: XX/¥V. 945 |

Member Deceased Date Re~_i«ed by
Date T e

02/01/2017 * 03/01/2017

Memhbe~Z Lo

XX/XX/1945

Member SSN Member Name

FAok_kX_93973

JR Ewing

» Print the report
for the master file

even if 0
households listed

Important
Information:

e HOH
e Member
e Date deceased
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DECEASED TENANT REPORT

If atenant is listed on the Deceased Tenant

Report:

1. Within 30 days resolve the issue
e 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
 |R 50059 to remove the deceased member
 If member is not deceased:
e 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 14" day will be made when the
correct reason code and the correct date of death Is
listed on the 50059-A

NTHOC
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DECEASED TENANT REPORT

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

Deceased Tenants Report By Contract FL29R888888
HOH SSN: ***-**-Z?JHEI'HE_H:HHM'JI Ewing | HOH DOB: XX/XX/1945 | e S

TH¥-w-2323 IR Ewing XX/XX/1945 02/01/2017 * 03/01/2017

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

e« 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

Not maintaining documentation of all follow up actions

Not making correct voucher adjustments

o B

NTHC
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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

y ".-“;_.\.
b4

NITEFLR,
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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

NTHC
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EXISTING TENANT SEARCH

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

|dentifies 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
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EXISTING TENANT SEARCH

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

You have run the report, what now?

>  Print the report for each

No match found in PIH programs for SSN: ***_*%*_0000

household member for the
FOMsSN. e tenant file even if no
HOH LastNaane Syl matches found
Property ID 822222222
Contract Number  FL292222222 . .
pojeter Important information:
ubsidy Type ection
g\gw;irmagmcnt Jedi Management, Inc. » H O H a.t Oth e r p ro pe rty th e
Ament Teleptome " 999-555-8888 member is currently receiving
i[l?.fogn—rype of Annual Recertification S u b S i dy
50059 Effective = . .
S ~e Property and O/A information
5 where the member is receiving
;:LIIIERT-‘ This. i:dividual.mﬁ;urren::r assisted. o Su bsidy
participation status before admission into program. ® LaSt Ce rtlfl Catl O n type an d

effective date &

-

N o lwiia:
h N ||_ |“J\

NOILVHdOdd0) LININdOTIAIJ DNISNOH VdINV] HLIHON



EXISTING TENANT SEARCH

If there 1s 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 Ml then with the
application for 3 years from the date of the report
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EXISTING TENANT SEARCH

If there 1s 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 Ml then with the
application for 3 years from the date of the report
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EXISTING TENANT SEARCH

MF Tenant Match Results
55N: Y90.8R-0099
HOH 55N: L LY
HOH First Mame Luke

HOH Last Name Skywalker

: 1 mateh found.

Property ID 822222222

Contract Number  FL292222222

Project Number

Subsidy Type Section 8
Emﬂﬂmm Jedi Management, Inc.
Owner/Management

A t Telephone D99-555-RE88

50059 Type OF
Mction

0059 Effective
Date 114012016

Unit Address -

Annual Recertification

ALERT! This individual may be currently assisted.

Foliow-up with respective PHA/Owner/Agent to confirm individual's program
participation status before admission into program.

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 Ml for
4/2.

Are these
notations
acceptable?

Why or
why not?
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EXISTING TENANT SEARCH

Common Issues found during the MOR

regarc
1.
2.

3.

Re
Re

Ing the Existing Tenant Search:
port not being run or not run prior to Mi

oort not being run for all household

members including dependents

Report not being run for members added to
the household after Ml

Not notating follow up actions taken on the
report or in the file

o i P ™ F .
i | D |
[ LY o p o
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SUMMARY, INCOME, & DISCREPANCY REPORTS

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
iInformation listed on the last 50059 submitted to TRACS
Must generate these reports within 90 days after Ml 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

NTHC
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SUMMARY REPORT

Summary Report
« Lists all members of the household with their personal
identifiers and Identity Verification Status

e 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

NTHC
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SUMMARY REPORT

You have run the reports, what now?

Example 1: Individual(s) with an EIV Identity Verification Status of Verified
Household Members

Member First Member Last It:l‘t=.~nt|tyr Verification

#4%_%%_0000 SANDRA XX/XX/1984 24 EZ?;:EOI g Verified
#%%_%%_000] JOHN S XX/XX/20052 Child Verified

Example 2: Individual(s) with an EIV Identity Verification Status of Failed
Household Members

Member SN+ [MemberFirstName 4 | MemberLastName $  |DateofBith 4  |Age $ [Relationship _ldentty Verification Status

0080 SERGIA KXXK/1956 53 Head Falled

Example 3: Individual(s) with an EIV Identity Verification Status of Not Verified
Household Members

Member First Member Last Date of Birth|AgelRelationship Identity Verification
Name Name Status

##%_%%_0001 JOHN XX/XX/198622 Ezi‘:e‘fol g Not Verified
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SUMMARY REPORT

 Must review the Summary Report each time the
Income Report is generated
e 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
e Must continue to print and maintain in the tenant
file all Summary Reports that do not list all
members as “Verified”

NTFLA,
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SUMMARY REPORT

 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
e Includes maintaining documentation of verified
exemption for any member of the household that is
exempt from providing a SSN

NTHC
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SUMMARY REPORT

Common Issues found during the MOR regarding the
Summary Report:

Not printing and maintaining the report

Not following up/resolving failed status

Not maintaining documentation of all follow up actions
Not reprinting when there is a change in household
composition

N

NTHC
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INCOME REPORT

Income Report

* Income Report includes information for each
household member for:

« Wages
* Including New Hire Information
e Unemployment benefits

e Social Security benefits
e SS, SSI, Dual Entitlements, and Medicare
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INCOME REPORT

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

e Child Support

e \Welfare

 Family Contributions
« Pensions
 [ncome from Assets

NTHOC
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INCOME REPORT

Wages

Information is updated quarterly - approximately 1 to 2

months after the end of the calendar quarter

Income Report is 3" 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
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INCOME REPORT

You have run the report, what now?

Wage and Benefit Report for Household of Katniss Everdeen

4020

Contract Number FL29L999999 Subsidy Type Section 8
Project: District 12 APARTMENTS Project Number
Next Re-certification Date 06/01/2017 Form 50059 as of:  03/03/2017
Address:
Most Recent Type of Action: AR-Annual Recertification Effective Date: 06/01/2016
Head of Household: Katniss Everdeen
Social Security s irth-
Number: -**9958 Date of Birth: FHTKHN9T72
Print Member Information
Date of Birth: AXIXX1M1972 Relationship: Head of Household
Employment Information
EIV received no Employment (W4) data.
Wages
Pa Date
Y AmountFEIN Employer Name and Address Received by
Period
EIV
Q3of MARSHALLS OF M&, INC,
2016 $1,219.00 04-444444 770 COCHITUATE RD, FRAMINGHAM MA 021152017
01701-4666
oot 04444444 MARSHALLS OF MA, INC,
$920.00 12501 W SUNRISE BLWD, SUNRISE FL 33323- 081312016
2016 070
Qlof 04-444444 MARSHALLS INC
016 $851.00 12801 W SUNRISE BLYD, SUNRISE FL 33323- D6/03/2016
4020
Q4 of 04444444 MARSHALLS INC
§1,176.00 12801 W SUNRISE BLYD, SUNRISE FL 33323- 06/03/2016
2015 4020
Q3of 04-444444 MARSHALLS INC
2015 5793.00 12801 W SUNRISE BLYD, SUNRISE FL 33323- 0211912016
4020
BT 04-444444 MARSHALLS INC
B $664.00 12801 W SUNRISE BLWD, SUMRISE FL 33323- 11/15/2015
4020
ol of 04444444 MARSHALLS INC
M5 3577.00 12501 W SUNRISE BLWD, SUNRISE FL 33323~ 05/22/2015
e 04-444444 MARSHALLS INC
014 $1,175.00 12801 W SUNRISE BLYD, SUNRISE FL 33323- 02/20/2015

» Review the report

» Compare report
wage information to
what was reported by
the tenant

» Compare past wage
Information to wage
iInformation on
50059s

o
-y

T
NITEFLR,
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INCOME REPORT

Wage and Benefit Report for Household of Katniss Everdeen

Number:

Contract Number FL291999999 Subsidy Type Section 3
Project: District 12 APARTMENTS Project Number

Next Re-certification Date 06/01/2017 Form 50059 as of:  03/03/2017
Address:

Most Recent Type of Action: AR-Annual Recertification Effective Date: 06/01/2016
Head of Household: Katniss Everdeen

Social Security s = 9955 Date of Birth: XXIXXI1972

Print Member Information

Emplovment Infermiaiion
EIV received no Employment (W4) data.

Wages

§§3iou Amount FE
2“5’12’ $1,219.00 04-444444
%1‘5" $820.00 Rl
%fsﬂ 5881.00 firasasis
?5‘12* $1,176.00 Rl
%“12‘ 5793.00 faasssss
%@f $664.00 R
%11? $977.00 firassass
?511? $1,175.00 R

Employer Name and Address

MARSHALLS OF MA, INC,
770 COCHITUATE RD, FRAMIMGHAM MA

017014666

MARSHALLS OF MA, INC,
12801 W SUNRISE BLVD, SUNRISE FL 33323-

4020
MARSHALLS INC

12801 W SUNRISE BLYVD, SUNRISE FL 23323-

4020
MARSHALLS INC

12801 W SUNRISE BLYVD, SUNRISE FL 33323-

4020
MARSHALLS INC

12801 W SUNRISE BLYD, SUNRISE FL 33323-

4020
MARSHALLS INC

12801 W SUNRISE BLYD, SUNRISE FL 33323-

4020
MARSHALLS INC

12801 W SUNRISE BLWD, SUNRISE FL 33323-

4020
MARSHALLS INC

12801 W SUNRISE BLVD, SUNRISE FL 33323-

4020

Date
Received by
EIV

02152017
08/ME2016
06/03/206
06/03/2016
021872016
111502015

05222015

0212072015

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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INCOME REPORT

Employment Information

. . Date
Hire  Hire .
FEIN Employer Name and Address Received by
Date State
EIV
Happytowne.
12052016 FL  26-262628 LoEb AN, | bl FL 322332033 012412017
Wages
Pa Date
Y  AmountFEIN  Employer Name and Address Received by
Period
EIV
Q3 of FASTTRACK INC
2016 51,122.00 27-2083308 4 nonp STATION RD, GAS FL 33355-3355 Tnazme
e FASTTRACK ING
o $139.00 27-2083508 10000 STATION RD, GAS FL 33355-3355 06/03/2016
Qs of FASTTRACK ING
s 403,00 27-2083508 10000 STATION RD, GAS FL 33355-3355 110152015
- FASTTRACK ING
=k $897.00 27-2083508 10000 STATION RD, GAS FL 33355-3355 12/03/2014

What is this
Income report
telling you?
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INCOME REPORT

Summary Income Discrepancy Certification
Report Report Report Page W h I h c 1 m
Head of Household: Peter Parker at IS t IS I n CO e
Social Security sxx_r% 5555 Date of Birth: XXIXX/1982

Number:

report telling you?

Print Member Information

SSN:
Relationship

Mary Jane Watson

XX/XX/1982
Employment Information
EIV received no Employment (W4) data.

Wages
Pa Date

Y Amount FEIN Employer Name and Address Received by
Period

EIV

Q3 of $829.00 20-0594333 055 DRESS FOR LESS, INC. 02/19/2013
2017 Mew York
Q3 of QUEENS SCHOOL BOARD
39T 5413200 59-6000530 SUCENS 1212012017
Q2 of $385.00 200594333 ROSS DRESS FOR LESS, INC. 1212012017
2017 MNew York
Q2 of QUEENS SCHOOL BOARD
Q29 5535500 596000530 oS 1212012017
Qi of QUEENS SCHOOL BOARD
aLe $5,940 00 59-8000530 QUCENS 0511612017
Q4 of QUEENS SCHOOL BOARD
ool $1,149.00 536000530 [ OFENS 051612017
Q3 of ADECCO US4, INC.
e $927.00 94-3286700 HOECCO 0211512017
Q3 of DOLLAR TREE STORES INC
o $447.00 54-1387365 0O LLAR 02119/2018
Q3 of WALMART BENEFITS DEPT
S3oT 5132200 710794409 [ ALMAR 1210312014
Q2 of WALMART BENEFITS DEPT
aed 51.724.00 710794409 (P HAR 08/26/2014 il
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INCOME REPORT

Summary Income -
Report Report

Head of Household: Peter Parker

Social Security

Number: - -5555)

Income Discrepancy Certification
Report Page
Date of Birth: KKIXA/1982

Print Member Information

Employment Information
EIV received no Employment (W4) data.

Relationship:

Wages
Pa Date

Y Amount FEIN Employer Name and Address Received by
Period

EIV

Q3 of £829.00 20-0594333 R053 DRESS FORLESS, INC. 02192018
2017 Mew York
Q3 of QUEENS SCHOOL BOARD
ok $4,132.00 59-6000530 GO LNS 1212902017
Qz of 5385.00 200594333 053 DRESS FOR LESS, INC. 12292017
2017 Mew York
Q2 of QUEENS SCHOOL BOARD
o $5,355.00 596000530 QULENS 12129/2017
o1 of QUEENS SCHOOL BOARD
017 $5,940.00 59-6000530 | OEENS 05/16/2017
Q4 of QUEENS SCHOOL BOARD
o $1,149.00 556000530 QUCENS 05M6/2017
Q3 of ADECCO USA, INC.
e $927.00 94-3286700 {,DECE0 02502017
EE i $447.00 54-1387365 DOLLAR TREE STORES INC 02H9/2016
2015 New York
Q3 of WALMART BENEFITS DEPT
o $1322.00 710794409 [ALMAR 1210312014
Q2 of WALMART BENEFITS DEPT
e $1,724.00 710794409 YALMAR 02/26/2014

Wil 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?
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INCOME REPORT

Relationship:

Employment Information
EIV received no Employment (W4) data.

Wages
Pay
. . Amount FEIN Employer Name and Address

Period

Q2 of HPS LLC

2019 §1.998.00 47-4417389 by oy 758 PICAYUNE MS 29456-0758

Qi of HPS LLC

2019 $450.00 47-4417389 b1y by 750 PICAYUNE MS 30466-0758

Q4 of HPS LLC

2018 $978.00 474417389 b1y b oy 759, PICAYUNE MS 30466-0758

03 of DYNAMIC VENTURE INVESTMENTS LLC

e $2.008.00 81-2116185 7830 LEM TURNER RD, JACKSONVILLE FL
32208-2754

Q2 of C&S WHOLESALE SERVICES INC

2018 568.00 04-3564875 7 ~ \pbORATE DR, KEENE NH 03431-5042

02 of REMEDY INTELLIGENT STAFFING INC

e $383.00 33-0880963 31473 RANCHO VIEJO RD STE 103, SAN JUAN
CAPO CA 92675-1804

02 of G.C. SERVICES LIMITED, PARTNERSHIP

oo $990.00 76-0199626 2050 ART MUSEUM DR STE 200,
JACKSONVILLE FL 32207-2579

1 of SODEXHO MARRIOTT SERVICES

babn $043.00 52-2282035 9801 WASHINGTONIAN BLVD.,
GAITHERSBURG MD 20878-5355

0 of FANATICS RETAIL GROUP FULFILLMENT INC

oy 55.870.00 26-3789483 5245 COMMONWEALTH AVE, JACKSONVILLE
FL 32254-1629

03 of REMEDY INTELLIGENT STAFFING INC

b $3.252.00 33-0880963 31473 RANCHO VIEJO RD STE 103, SAN JUAN

CAPO CA 92675-1804

Date

Received by
EIV

111572019
081772019

05/M16/2019
01/118/2019
0171872019

01118/2019
011872019
01118/2019
011872019

0171872019

Income Report run for

2/1/2020 AR:

o 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

« Ml was 02/25/2018
with wage income

Are there any issues?
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INCOME REPORT

Obtain traditional 39 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

o P ™ F .
i | D |

b |_ ¥
k! 1 ey o
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INCOME REPORT

Unemployment Benefits

Information is updated quarterly - approximately 1 - 2

months after the end of the calendar quarter

EIV serves as 3" 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

NTHOC
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INCOME REPORT

Unemployment Benefits

Pay Period
Q4 of 2016
Q3 of 2016
Q2 of 2016
Q1 of 2016
Q4 of 2015
Q3 of 2015
Q2 of 2015

Amount
21 544.00
$1,750.00
%1.561.00
£1,831.00
51 ,530.00
$1,918.00
21,096.00

Date Received by EIV
0272017
11172016
08/202018
05f262016
04012016
11182015
11M1a82015

-

NTH)XC
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INCOME REPORT

Obtain traditional 39 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

NTHC
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INCOME REPORT

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

o i P B 8
i | D |
k! 1 ey o
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INCOME REPORT

Sacial Security Benefits

Verification Data

Baneafit History

Date Received by EIV: 02/09/2017

Payment 5 tus Code: G - Current payment status Date Gross Benefit
ilroad t
pate of curt Enfisement: f;ﬁ‘:ﬂ‘bﬁ' road payment) 122016 $1385.00  Denefits paid
Net Montiily B £p Il_:lP' TR 1272014 $1 382.00 Benefits paid
et Monthly Bipefit if Payatle: $1,279. 1212013 %1,360.00 Bensfits paid
Payee Name am Address: Road Runner 122012 <1 340.00 Benefits paid
APT1 ' .
032012 §1,317.00 Benefits paid
o Deatn Valley HWY 1202011 $1317.00  Benefits paid
1242009 §1,271.00 Benefits paid
02/2009 $1,271.00 Bensfits paid
Lump Sum
Date Amount
12101720168 52 556.00
Date Received by EIV: 19-FEB-17
Dual Entitlement
Verification Data Benefit History
Claim Number: 263104218-D Date Gross Benefit
Payment Status Code: AD - Adjusted for dual entitement  12/2016 S723.00 Benefitz not paid
Date of Current Entitlement: 091996 122015 $720.00 Benefitz not paid
Net Monthly Benefit if Payable: 5£723.00 1212014 £720.00 Benefits not paid
Payee Name and Address: Road Runner 1212013 S708.00 Benefitz not paid
APT 1 122012 5695.00 Benefits not paid
400 Death Valley HWY 122011 2636.00 Benefits not paid
Anvil FL 1202010 S862.00 Benefits not paid
02/2009 $662.00 Benefits not paid

Medicare Data

Payee Name and Address:

Verification Data

Premium Buy-in Buy-in Start Buy-ii: Stop

$0.00

$98.00

Road Runner Hospital

APT 1 Insurance: =

400 Death Valley HWY Supp.

Anwil FL Med.
Insurance:

M

M

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

Social Security Benefits

Verification Data

Benefit History

Payment Status Code: G - Current payment status Date Gross Benefit
{except railroad payment) :
Date of Current Entitlement:  07/1995 1%81? 21 ggg% :;::E E::g
Net Monthly Benefit if Payable: 51,279.00 1212013 $1.360.00 Benefits paid
Payee Name and Address: Road Runner 1242012 <1 340.00 Benefits paid
APTA ' .
032012 $1,317.00 Benefits paid
o Deatn Valley HWY 1202011 $1317.00  Benefits paid
122009 $1,271.00 Benefits paid
02/2009 $1,271.00 Benefits paid
Lump Sum
Date Amount
1210172016 52 556.00
Date Received by EIV: 09-FEB-17
Dual Entitlement
Verification Data Benefit History
Claim Number: 263104218-D Date Gross Benefit
Payment Status Code: AD - Adjusted for dual entilement  12/2018 £723.00 Benefits not paid
Date of Current Entitlement: 091996 122015 $720.00 Benefitz not paid
Net Monthly Benefit if Payable: 5£723.00 1212014 £720.00 Benefits not paid
Payee Name and Address: Road Runner 1212013 S708.00 Benefitz not paid
APT1 1202012 S693.00 Benefits not paid
400 Death Valley HWY 122011 2636.00 Benefits not paid
Anvil FL 1202010 S862.00 Benefits not paid
02/2009 5862.00 Benefits not paid
Date Received by EIV: 02/09/2017
Medicare Data
Verification Data Premium Buy-in Buy-in Start Buy-in Stop
Payee Name and Address: Road Runner Hospital o5 oo N
APT 1 Insurance: ™"
400 Death Valley HWY Supp.
Al FL Med. $99.00 M
Insurance:

Gross Benefit $1388
Net Benefit $1279

$1388-$1279 = $109

Medicare $99

Unaccounted
difference of $10

o
-y
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INCOME REPORT

Obtain traditional 3" 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

o i P B 8
i | D |
k! 1 ey o
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INCOME REPORT

Common Issues found during the MOR
regarding the Income Report Include:

1.

2.
3.

Not run within 90 days after Ml or IC 50059
submission

Not run at IR

Not following up on possible unreported or
underreported income (report run and placed
In the file but not reviewed)

Not maintaining documentation of all follow up
actions

k r P ™ F .
o |
|— Yy @
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INCOME DISCREPANCY REPORT

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
iIncome 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

y ".-“;_.\.
b4

\ R | —\m-,-’\.‘.
NEFLA,
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INCOME DISCREPANCY REPORT

You have run the reports, what now?

Summary Report Income Report BULIAEREIEGLNELTTE LIy Certification Page

Head of Household Information

o— ion D et Important information:
Social Security Number: e 2222 .
( J
Contract Number FL291999999 50059 belng analyzed
Project Number » Income from 50059
Project: ABC Apartments .
Effective Date of Action: 11/01/2015 e Period of Income (PO|)
Next Re-certification Date: 10/01/2016 | d | |
Projected Annual Wages and Benefits from Form HUD-50059: 50.00 Mot P Reporte aCtua annua
Period Of Income for Discrepancy Analysis 08/01/2014 - 07/31/2015 Income
— —
Discrepancy Analysis —____[Acuuale— 4 aMiaized Last Quarier | .
Reported Annual Wages and Benefits from EIV Data: 23 111.71 $18,026.02 ° RepOrted annualized
Amount of Annual Income Discrepancy: ($23,111.71) ($18,026.02) :
Amount of Monthly Income Discrepancy: ($1,925.98) (%1,502.17) Income from |aSt quarter
H . e r10nesy
Percentage of Income Discrepancy: {100%} (100%]) ° Annual and monthly
m:::t;r;;izfis:t:tr::nr‘:;air:iat'lnl:z:lerrepnn:ingnfinl::nme.F'Iease discuss this income discrepancy with the tenant. Posifive numbers discrepancy
Confidential Privacy Act Data. Civil and Criminal penalties apply to misuse of this data.
Report Generated By - MPAXXX SUZIE QUE
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INCOME DISCREPANCY REPORT

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

NTHC
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INCOME DISCREPANCY REPORT

What is this report saying?

Summary Report Income Report Income Discrepancy Report Certification Page

Head of Household Information

MName: Willow D Mater

Scocial Security Number: = -2222

Contract Number FL2919399399

Project Number

Project: ABC Apariments

Effective Date of Action: 11/01/2015

Next Re-certification Date: 10/01/2016

Projected Annual Wages and Benefits from Form HUD-50059: 5000  Mote

Period Of Income for Discrepancy Analysis 08/0172014 - 0773172015
[Discropancy Analysis _ ______lAcuals____|Annualized Last Quarter |
Reported Annual Wages and Benefits from EIV Data: 523.111.71 $18.026.02
Amount of Annual Income Discrepancy: ($23,111.71) ($18,026.02)
Amount of Monthly Income Discrepancy: ($1,925.98) ($1,502.17)
Percentage of Income Discrepancy: (100%) (100%)

 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 ‘

b

-

) &

N :-
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INCOME DISCREPANCY REPORT

How do you interpret this information?

« There is possible unreported income that needs to be
iInvestigated to determine if there is a valid discrepancy
because:

* Inthe 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?
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INCOME DISCREPANCY REPORT

What is this report saying?

Summary Report Income Report RBULIGERNECELELWEENL 4 Certification Page

Head of Household Information

Name: Mona T Lopez

Social Security Number: mrrrr0999

Contract Number FL2aM444444

Project Number

Project: XYZ APARTMENTS

Effective Date of Action: 05/01/2015

Next Re-certification Date: 05/01/2016

Projected Annual Wages and Benefits from Form HUD-50059: £9.496.00 Mote

Period Of Income for Discrepancy Analysis 02/01/2014 - 0173172013
|Discrepancy Analysis —|Acuals __|Amnualized Lost Quarter _
Reported Annual Wages and Benefits from EIV Data: £20,350.43 $21,320.80

Amount of Annual Income Discrepancy: (510,854 43) ($11,624.80)

Amount of Monthly Income Discrepancy: ($904.54) ($985.40)

Percentage of Income Discrepancy: (53.34%) (95.46%)

MNofe:Megafive numbers represent potential under reporfing of income. Please discuss this income discrepancy with the tenant. Positive numbers
represent potential decrease in tenantincome.

Confidential Privacy Act Data. Civil and Criminal penalties apply to misuse of this data.

Report Generated By - MPAXXX SUZIE QUE
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INCOME DISCREPANCY REPORT

What is this report saying?

; Summary Report Income Report EULIGERERCHE WL a0 Certification Page

Head of Household Information

Name: WANDA A HARRIS

Social Security Number: A2

Contract Number FL23R111111

Project Number

Project: COUNTRY APARTMENTS

Effective Date of Action: 06/01/2015

Next Re-certification Date: 04/01/2016

Projected Annual Wages and Benefits from Form HUD-50059: $16,090.00  mote

Period Of Income for Discrepancy Analysis 03/01/2014 - 02/28/2015
Discspaney mnalysis s Amualaad Lost Quater
Reported Annual Wages and Benefits from EIV Data: $2,155.64 $4,814.40

Amount of Annual Income Discrepancy: $13,934 36 $11.275.60

Amount of Monthly Income Discrepancy: $1,161.20 $939.63

Percentage of Income Discrepancy: 100% 100%

Nofe;Negafive numbers represent potenfial under reporting of income. Please discuss this income discrepancy with the tenant. Posifive numbers represent pofenial decreasein
tenant income.

Confidential Privacy Act Data. Civil and Criminal penalties apply to misuse of this data.

Report Generated By - MPAXXX SUZIE QUE
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INCOME DISCREPANCY REPORT

What is this report saying?

Summary Report Income Report RUJuERMETEELETWEELI 0 Certification Page

Head of Household Information

Name: AVERY GREY

Social Security Number: R

Contract Number FL23M111111

Project Number

Project: HAPPY HOMES

Effective Date of Action: 05/01/2015

Next Re-certification Date: 05/01/2016

Projected Annual Wages and Benefits from Form HUD-50059: $11,310.00  Mote

Period Of Income for Discrepancy Analysis 02/01/2014 - 01/31/2015
Discropancy Analysis __lAcuals __Annualized Last Quarter |
Reported Annual Wages and Benefits from EIV Data: $10.476.14 $14 442 T1

Amount of Annual Income Discrepancy: $833.66 ($3,132.71)

Amount of Monthly Income Discrepancy: $69.49 ($261.06)

Percentage of Income Discrepancy: 7.96% (21.69%)

Mote;Megative numbers represent potential under reporting of income. Please discuss this income discrepancy with the tenant. Positive numbers
represent potential decrease intenantincome.

Confidential Privacy Act Data. Civil and Criminal penalties apply to misuse of this data.

Report Generated By - MP4XXX SUZIE QUE
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INCOME DISCREPANCY REPORT

Head of Household Information

Name: Clark Kent

Social Security Number: 1111

Contract Number FL29M0000000

Project Number

Project: METROPOLIS APARTMENTS
Effective Date of Action: 06/01/2017

Next Re-certification Date: 06/01/2018

zagj{;egtited Annual Wages and Benefits from Form HUD- $20,147.00  Note

Period Of Income for Discrepancy Analysis 03/01/2016 - 02/28/2017
Discrepancy Analysis Actuals ___|Annualized Last Quarter |
Reported Annual Wages and Benefits from EIV Data: $33,558.54 $33,137.87
Amount of Annual Income Discrepancy: ($13,411.54) ($12,990.87)
Amount of Monthly Income Discrepancy: ($1,117.63) ($1,082.57)
Percentage of Income Discrepancy: (39.96%) (39.2%)

N/ A period revtened
was prior to- Ml

Are these
notations
acceptable?

Why or
Why Not?

o
-y

T
NITEFLR,
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INCOME DISCREPANCY REPORT

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 3 party verification - required if
unreported/underreported income
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INCOME DISCREPANCY REPORT

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.
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INCOME DISCREPANCY REPORT

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

ITHIC
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INCOME DISCREPANCY REPORT

e 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
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INCOME DISCREPANCY REPORT

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
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INCOME DISCREPANCY REPORT

« |f 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
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INCOME DISCREPANCY REPORT

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

h N | I D Rt
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INCOME DISCREPANCY REPORT

 |f 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
iInformation/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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INCOME DISCREPANCY REPORT

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

Notify the tenant, giving them a 30 day notice if the rent
increases for their portion of the rent
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INCOME DISCREPANCY REPORT

 |f 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

iInformation 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

o See Exhibit 7-7 For a sample notice
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INCOME DISCREPANCY REPORT

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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INCOME DISCREPANCY REPORT

 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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INCOME DISCREPANCY REPORT

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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INCOME DISCREPANCY REPORT

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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INCOME DISCREPANCY REPORT

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 (Ml,
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

NTHOC

NOILVHdOdd0) LININdOTIAIJ DNISNOH VdINV] HLIHON



INCOME DISCREPANCY REPORT

« |f the tenant cannot pay In full, the owner/agent must
all allow the tenant to enter into a repayment
agreement

* |f 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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INCOME DISCREPANCY REPORT

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

o P ™ F .
i | D |
k! 1 ey o
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REPAYMENT AGREEMENTS

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

NTHOC
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REPAYMENT AGREEMENTS

 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

o P ™ F .
i | D |
k! 1 ey o
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REPAYMENT AGREEMENTS

Common Issues found during the MOR
regarding Repayment Agreements Include:

1.
2.

Payments not being collected
Payments collected have not been returned to

HUD on the voucher
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