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 It is a pleasure to welcome you to the Spring 2018 
edition of our CA Quarterly Review. Our friends to the 
North are still dealing with winter conditions but here in 
Florida we are already enjoying beautiful Spring 
weather. In late January we moved our Tampa office to 
a new location a few miles from our previous address. 
We are now at 1509 West Swann Ave, Suite 250, 
Tampa, FL 33606. If you are familiar with Tampa and 
the Hyde Park Village area you know it is a great 
location so we are happy to be there. 
  
On March 13 HUD cancelled the solicitations for the 
PBCA rebid. Based on the extensive comments 
received to the draft solicitations, HUD decided to take 

additional time to ensure all comments and recommendations were considered 
in developing the final approach that will be taken to replace the current PBCA 
services. A new solicitation will be released and HUD provided a timetable of 
several months before that could be developed. PBCAs are currently under 
contracts that were extended through December 31, 2018. We are looking 
forward to future solicitations and the opportunity to continue serving as PBCA 
in Florida and the US Virgin Islands. 
  
As always, we recognize and appreciate your contributions to the provision of 
affordable housing to those in need. We value the partnership between 
NTHDC, HUD AND Owner/Agents and look forward to continue to assist and 
serve all involved. 
  
REMINDER! Be sure to update NTHDC’s address on form HUD-9887.  The 
change of address must be listed on all 9887s going forward or a finding may 
be issued.  New address: 1509 West Swann Ave., Suite 250, Tampa, FL 
33606. 
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Your property may be coming due for a Baseline Utility Allowance submission based on 

the triennial cycle.  You are reminded to reference the Winter 2017 Edition of the NTHDC 

Quarterly Newsletter for an in-depth article on how to prepare and submit a Baseline.  

You may also reference HUD Notice 15-04 and the Updated HUD UA FAQs for additional 

guidance regarding Baseline submission requirements. 

https://www.hud.gov/sites/documents/15-04HSGN.PDF
http://www.ahscohio.org/UserFiles/Documents/Ohio/Ohio%20Newsletters/UA%20FAQs%20July%202016.pdf
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On December 12, 2017, HUD published an interim final rule in the Federal Register that amends the 
regulatory language for PIH and Multifamily Housing rental assistance programs.  This interim rule went 
into effect on March 12, 2018. The rule aligns the current regulatory flexibilities with those provided in 
the Fixing America’s Surface Transportation (FAST) Act. In addition, it extends two of the administrative 
streamlining changes that were adopted in 2016 for the Housing Choice Voucher and Public Housing 
programs to Multifamily programs.  
 
The interim final rule implements FAST Act provisions that allow public housing agencies (PHAs) and 
multifamily housing owners to conduct full income recertification for families with 90 percent or more of 
their income from fixed-income sources every three years instead of annually. This interim final rule also 
aligns the current regulatory flexibilities with those provided in the FAST Act by modifying the earlier 
streamlining regulations. This makes the procedures for families meeting the fixed-income threshold as 
similar as possible to families who do not have 90 percent or more of their income from fixed sources, 
but still have some fixed income. 
 
In addition to streamlining fixed income stipulations, the interim final rule also indicates that an owner 
may: 

 Make utility reimbursements of $45 or less per quarter ($15 a month) on a quarterly basis. 

 Accept family declaration of assets under $5,000.  Third-party verification of all family assets 

will be required every 3 years. 
 
Use of streamlined procedures authorized by the rule are all at the option of the owner and not required.  
 
 
Are Owner/Agents still required to re-certify tenants? 
 
It is important to understand that the interim final rule does not override the requirement for the annual 
certification requirement process as set forth in chapter seven of the 4350.3.  Owner/Agents are still 
required to conduct the Annual Recertification process in the second and third years between the ‘full 
income verification.   
 
The interim final rule only permits owner/agents to utilize streamlined requirements for verifying and 
adjusting fixed income sources for some families. Specifically, for families with an unadjusted income 
consisting of 90 percent or more from fixed income sources, owner/agents may: 
 

 In the initial year of a three-year cycle, complete an annual income determination consistent 
with all applicable HUD regulations and guidance; 

 
 

Continued on Page 3 
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FAST Act Interim Final Rule Effective March 12, 2018 
“Streamlining Rule” 82 FR 58335 

https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
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Are Owner/Agents still required to re-certify tenants? (continued) 

 
 In the second and third year of the three-year cycle, obtain from the family a certification that 

their fixed income sources have not changed, and that the family’s income is still made of at 
least 90 percent from fixed income sources; 

 If the family provides that certification in years two and three, adjust the family’s fixed income 
sources by the Cost of Living Adjustment (COLA) that is applicable to that fixed income 
source; 

 Establish policies regarding whether and how to adjust any non-fixed sources of income in 
the second and third years; 

 Begin the three-year cycle again beginning in year four. 
 
 
What is fixed income? 
 
For the purpose of streamlined reexaminations, HUD defines fixed income to mean periodic payments at 
reasonably predictable levels from one or more of the following sources: 
 

 Social Security, Supplemental Security Income, Supplemental Disability Insurance; 
 Federal, state, local, or private pension plans; 
 Annuities or other retirement benefit programs, insurance policies, disability or death benefits, 

or other similar types of periodic receipts; or 
 Any other source of income subject to adjustment by a verifiable COLA or current rate of 

interest. 
 
This definition is currently found in Housing Notice 2016-09 and PIH Notice 2016-05. 
 
 
How Will an Owner/Agent determine and apply the adjustment factor to adjust income? 
 
To apply an adjustment factor (verified COLA or the current rate of interest to the previously verified or 
adjusted-income amount) to a fixed source of income, the O/A must first verify all adjustment factors 
from either a public source or from tenant-provided, third party generated documentation.  
 
In the absence of such verification for any source of fixed income, third-party verification of income 
amounts must be obtained.  
 
Once an adjustment factor is obtained, verified, and documented in the tenant file, the O/A will then 
apply the applicable factor to the previously verified or adjusted income amount. This amount is then 
recorded as income on the household’s form HUD-50059. 
 

Continued on Page 4 
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What is the effect on the use of the Enterprise Income Verification (EIV) system?  
 
In the years when an O/A elects to utilize streamlined income determination, the fixed source of income 
does not have to be verified using the EIV system. The O/A may, however, use the EIV system at his/
her discretion and as indicated in the property’s policies and procedures. All non-fixed sources of 
income remain subject to full income-verification requirements. 
 
 
What happens if the Household signs a declaration of assets under $5,000? 
 
Households are required to report all assets annually.  The amount of interest earned on those assets is 
included as income used to calculate the tenant’s rent obligation.  This rule amends the regulations so 
that, for a family that has net assets equal to or less than $5,000, an owner, at recertification, may 
accept a family’s declaration that it has net assets equal to or less than $5,000, without annually taking 
additional steps to verify the accuracy of the declaration. Third-party verification of all family assets will 
be required every 3 years. 
 
 
Is further guidance expected to clarify the impact of this interim rule? 
 
At the time of this writing, the above guidance is based on notice HUD 16-09, the published interim rule, 
and HUD’s published FAQ on the interim rule.  HUD has stated that an additional notice will be 
published shortly.   
 
 
Where can I find more information? 
 
Click this link to view 81 FR 12354 published March 8, 2016: 
https://www.federalregister.gov/documents/2016/03/08/2016-04901/streamlining-administrative-
regulations-for-public-housing-housing-choice-voucher-multifamily 
 
Click this link to view 82 FR 58335 published December 12, 2017: 
https://www.federalregister.gov/documents/2017/12/12/2017-26697/streamlining-administrative-
regulations-for-multifamily-housing-programs-and-implementing-family 
 
Click this link for the FAQ file for the interim rule published on 12/12/17: 
https://www.hud.gov/sites/dfiles/PIH/documents/FAST_Act_FAQs_12.13.17.pdf 
 
Click this link for Housing notice 2016-09: Streamlining Administrative Regulations for Multifamily 
Housing Programs  https://www.hud.gov/sites/documents/16-09HSGN.PDF 
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https://www.federalregister.gov/documents/2016/03/08/2016-04901/streamlining-administrative-regulations-for-public-housing-housing-choice-voucher-multifamily
https://www.federalregister.gov/documents/2016/03/08/2016-04901/streamlining-administrative-regulations-for-public-housing-housing-choice-voucher-multifamily
https://www.federalregister.gov/documents/2017/12/12/2017-26697/streamlining-administrative-regulations-for-multifamily-housing-programs-and-implementing-family
https://www.federalregister.gov/documents/2017/12/12/2017-26697/streamlining-administrative-regulations-for-multifamily-housing-programs-and-implementing-family
https://www.hud.gov/sites/dfiles/PIH/documents/FAST_Act_FAQs_12.13.17.pdf
https://www.hud.gov/sites/documents/16-09HSGN.PDF
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On March 8, 2018, The Office of Multifamily Housing Programs has released an updated Resident Rights 
and Responsibilities brochure. It is available to download and print at:        
https://www.hud.gov/sites/dfiles/Housing/documents/resident_rights_brochure_8.pdf. 
 
Printed copies are not currently available from the Multifamily National Clearing House but may be available 
in limited quantities later this year. 
 
Translation of the updated brochure to other languages is currently pending and will be posted to HUD’s Fair 
Housing and Equal Opportunity website at: https://www.hud.gov/program_offices/fair_housing_equal_opp, 
once complete.  
 
NOTE: This is a new brochure, differing from the 10/1/17 version.  Owner/Agents must ensure that 
they implement the use of this new brochure for all MI and AR certifications signed 3/8/2018 and beyond.   
 
It will be reviewed at your MOR that the new brochure had been available at the time of the recertification or 
MI process.   
 
Here is an overview of the changes, the lines in bold are the major changes: 

Continued on Page 6 
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Release of Updated Resident Rights and Responsibilities Brochure 

Page 1: Provides additional clarification regarding which department of HUD issued the 
brochure and which programs brochure applies. 

   Issued by the Office of Multifamily Housing Programs 

 Brochure applies to assisted housing programs administered by the Office of Multifamily Housing Pro-
grams 

  

Page 2: Changed order of bulleted items 

   Statement moved from bottom of page to first paragraph “The brochure briefly lists some of the most 
important rights and responsibilities to help you get the most out of your home.” to first paragraph 

 Added “Property” before “Management Agent” 
  

Page 3: Provides clarification of rights involving lead-based paint in the assisted unit and 
disclosure of lead-based paint by the landlord. 

   Rights: Involving Your Apartment 

 Added “deteriorating paint” to first bullet 

 Added “The right to receive a lead disclosure form disclosing the landlord’s knowledge of any lead-
based paint or lead-based paint hazards, available records and reports, and a lead hazard infor-
mation pamphlet before you are obligated under your lease.” as bullet #2 

 Rights: Involving Resident Organizations 

 Reordered bullets moving “The right to be recognized by property owners/management company 
as having a voice in residential community affairs.” from bullet #5 to bullet #3 

  

https://www.hud.gov/sites/dfiles/Housing/documents/resident_rights_brochure_8.pdf
https://www.hud.gov/program_offices/fair_housing_equal_opp
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Here is an overview of the changes, the lines in bold are the major changes: (continued) 
 

Continued on Page 7 

 

Spring 2018 

Release of Updated Resident Rights and Responsibilities Brochure 

Page 4: Defines protected classes in greater detail, now references the law, and adds the 
right to reasonable accommodation. 

   Rights: Involving Nondiscrimination 

 Revised statement under this section to add the name of regulation that requires non-
discrimination and the right to reasonable accommodation.  The new brochure defines protected 
group in more detail. 

 Old version:  The right to equal and fair treatment and use of your building’s services and facili-
ties, without regard to race, color, religion, gender, sexual orientation, gender identity, disabil-
ity, familial status (children under 18), national origin (ethnicity or language), or in some circum-
stances, age. 

 New version:  The right, under the Fair Housing Act of 1968 and other civil rights laws, to equal 
and fair treatment and use of your building’s services and facilities, without regard to race, col-
or, religion, sex, disability, familial status (having children under 18) or national origin (ethnicity 
or language). Residents with disabilities are also reserved the right to reasonable accommoda-
tions. In some cases, the prohibition against age discrimination under the Age Discrimination 
Act of 1975 may also apply. In addition, residents have the right, under HUD’s Equal Access 
Rule, to equal access to HUD programs without regard to a person’s actual or perceived sexu-
al orientation, gender identity, or marital status. 

 Your Responsibilities 

 Added statement “You should be aware of the following responsibilities:” to first paragraph. 

  

Page 5: Clarifies and expands programs in which residents have the right to be involved 
in decisions affecting their home. 

   Responsibilities: To the Property and Your Fellow Residents 

 Bullet #7 – moved beginning paragraph mark 

  In decisions affecting your home 

 First paragraph: Capitalized “Contract Administrator” and clarifies and expands programs in which 
residents rights applies (underline text added)  If your building was funded or currently receives 
assistance under HUD’s Rental Assistance Demonstration (RAD), Section 236 (including the 
Rental Assistance Program (RAP), Section 221(d) (3)/below market interest rate (BMIR), Section 
202 Direct Loan, Rent Supplement, Section 202/811 Capital Advance programs, 811 (Project 
Rental Assistance), or is assisted under any applicable project-based Section 8 program (except 
for the Section 8 Moderate Rehabilitation program), you have the right to be notified of or, in some 
instances, to comment on the following 

  

Page 6: 
  

6
th

 bullet now references the law. 
The statement the owners are required to accept Enhanced Vouchers has been 
removed. 

   Eligibility for Enhanced Vouchers:  Removed “which owners are required to accept” 

 Bullet #10 - Added regulatory document  “identified by the Uniform Relocation Act” 
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Here is an overview of the changes, the lines in bold are the major changes: (continued) 

Spring 2018 

Release of Updated Resident Rights and Responsibilities Brochure 

Page 7: Expands instructions to obtain contact information. 

   Provides residents the right to contact property owners. 

 Provides method to obtain contact information of HUD’s Account Executive. 

 Adds the HUD EPA National Lead Information Center as an agency that can provide additional assis-
tance. 

 Includes TTY number for persons who are deaf or hard of hearing or have speech disabilities. 

 Provides residents with selection path when searching for their local field office online. 

 For additional help or information, you may contact: 

 First bullet changed “property manager” to “property owner” 

 Bullet #2  added method to contact HUD’s Account Executive  “Refer to on-line resources for con-
tact information” 

 Added The HUD-EPA National Lead Information Center 1-800-424-LEAD 

 Added Persons who are deaf or hard of hearing or have speech disabilities may reach the num-
bers above through the Federal Relay (FedRelay) teletype (TTY) number, 800-877-8339, or by 
other methods shown at www.gsa.gov/fedrelay. 

 Added to locate your local field office, select: Contact My Local Office (under the I Want To sec-
tion) 
  

http://www.gsa.gov/fedrelay
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Spring 2018 

Live-in Aides 

Have you had a tenant request a live-in aide?  Then you know, verifying the need for a live-in aide may 
be the easy part.  Determining who can be a live-in aide and the resulting leasing/occupancy issues 
typically generate the most questions from owner/agents.   
 
A live-in aide is defined as a person who resides with one or more elderly persons, near-elderly persons, 
or persons with disabilities, and who:  

Is determined to be essential to the care and well-being of the person(s);  
Is not obligated for the support of the person(s); and  
Would not be living in the unit except to provide the necessary supportive services.      

 
Both HUD and the Fair Housing Act prohibit owners from following policies or practices that discriminate 
overtly on the basis of disability such as a policy which prohibits tenants from having live-in aides.         
 
 
Who Qualifies for a Live-in Aide? 
 
A tenant qualifies for a live-in aide when they meet the definition of “person with disabilities” or “disability 
(Handicap)” as defined for Civil Rights Protections and need assistance of a live-in aide to provide the 
necessary supportive services essential to their care and well-being. 
 
Owners must obtain verification from the tenant’s physician, psychiatrist, or other medical practitioner of 
health care provided certifying that the live-in aide is needed to provide the necessary supportive 
services essential to the care and well-being of the person.   
 
The owner must approve a live-in aide if needed as a reasonable accommodation to make the program 
accessible to or usable by the family member with a disability. 
 
The owner may not require applicants or tenants to provide access to confidential medical records or to 
submit to a physical examination.         
 
If a person’s disability is obvious, or otherwise known to the provider, and if the need for the requested 
accommodation is also readily apparent or known, then the provider may not request any additional 
information. The tenant file should be documented to support why verification was not obtained.        
 
 
Who can be a Live-in Aide? 
 
A live-in aide is chosen by the tenant and is a person who is determined to be essential to the care and 
wellbeing of the tenant.  However, this person can’t be obligated for the support of the tenant and would 
not be living in the unit except to provide the necessary supportive services.   
. 

        Continued on Page 9 
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Spring 2018 

Live-in Aides 

Who can be a Live-in Aide? (continued) 
 
The live-in aide must disclose and provide verification of their SSN and must be screened for drug abuse 
and other criminal activity, including State lifetime registration as a sex offender.  Owner established 
screening criteria may also be applied to live-in aides, except for the criterion regarding the ability to pay 
rent on time because live-in aides are not responsible for rental payments. Owners must process an EIV 
Existing Tenant Search for the live-in aide.  If the live-in aide does not pass the owner’s screening 
criteria, the owner must consider an alternate live-in aide selected by the tenant.  
 
The most common question asked by owner/agents is whether or not a relative can be a live-in aide.  
There is no rule against a relative being a live-in aide, provided that the relative is:  

Essential to the care and well-being of the tenant;  
Is not obligated for the support of the tenant; and,  
Would not be living in the unit except to provide the necessary supportive services.      

 
An adult child is eligible to move into a Section 202/8 project after initial occupancy only if they are 
essential to the care or well-being of the elderly parent(s). The adult child may be considered a live-in 
aide if they: 

Would not be living in the unit except to provide the necessary supportive services; 
Are not obligated for the support of the tenant; 
Are determined to be essential to the care and well-being of the tenant; and,  
There is a verified need for a live-in aide in accordance with the Handbook.  

 
An adult child is not eligible to move into a Section 202 PRAC or Section 811 PRAC after initial 
occupancy unless they are performing the functions of a live-in aide and are eligible to be classified as a 
live-in aide for eligibility purposes.       

 
Only the live-in aide can live in the unit with the tenant. No other member of the live-in aide's family can 
live in the unit. A live-in aide is "a person who resides with one or more elderly persons, near-elderly 
persons, or persons with disabilities."      
 
Tenant files should be clearly documented regarding the status of the live-in aide.  
 
 
Leasing/Occupancy Issues 
 
When determining an appropriate unit size for the household, owners must count the live-in aide 
however, when determining family size for establishing income eligibility, the live-in aide is not included. 
 
 

        Continued on Page 10 
 
 
 



 10 

 

Spring 2018 

Live-in Aides 

Leasing/Occupancy Issues (continued) 
 
Although a live-in aide occupies the unit, the live-in aide is not considered a tenant.  The live-in aide’s 
income is excluded from the household’s annual income and they may never be counted as a dependent.      
 
Unreimbursed out-of-pocket expenses for services provided by the live-in aide such as nursing services 
(dispensing of medications or providing other medical needs) and personal care (such as bathing or 
dressing), are considered as eligible medical expenses. Homemaker services such as housekeeping and 
meal preparation are not eligible medical expenses.       
 
The live-in aide qualifies for occupancy only as long as the individual needing supportive services 
requires the aide’s services and remains a tenant.  The live-in aide may not qualify for continued 
occupancy as a remaining family member. 
 
Owners are encouraged to use a HUD-approved live-in aide addendum.  The live-in aide addendum 
must establish that a live-in aide is not eligible to remain in the unit once the tenant is no longer living in 
the unit, regardless of the circumstances for the tenant’s departure. The live-in aide addendum may give 
the owner the right to evict a live-in aide who violates any of the house rules.  The live-in aide should not 
be listed on the lease except on the live-in aide addendum. 
 
Owners are obligated to transfer tenants to different units as a reasonable accommodation to a 
household member’s disability when a larger unit is needed to accommodate a live-in aide. Transfers 
which are needed as a reasonable accommodation should be made on a priority basis.   
 
Information contained in this article was found in the HUD Handbook 4350.3 REV-1, Change 4, Chapter 
3, Paragraphs 3-6 and 3-23 and Chapter 4, Paragraph 4-7.  Additional live-in aide guidance can be found 
in Chapters 6 and 7. 
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Spotlight on the Section 8 Renewal Policy Guide 

 
 
The HUD Section 8 Renewal Policy Guide provides comprehensive guidance for renewing expiring 
Section 8 HAP contracts and incorporates all procedures contained in previous Section 8 expiring 
contract Housing Notices.  The Policy Guide is a living document that is expected to over time contain 
nearly all of the information related to the renewal of expiring Section 8 HAP contracts.   
 
Owners and Agents of Section 8 properties are encouraged to become familiar with the guidance found 
in the Renewal Policy Guide.  HUD occasionally updates the guidance and posts the new Renewal Policy 
Guide along with a Transmittal of Changes to the Section 8 Renewal Policy Guide website. 
 
This article touches on various owner/agent responsibilities but is not meant to be an all-encompassing 
resource that outlines each of the owner/agent duties.  You are reminded to bookmark and frequently 
visit the Section 8 Renewal Policy Guide in its entirety when seeking guidance related to the Section 8 
HAP contract. 
 
Owners are reminded that if the project’s HAP contract is expiring they must give a one-year 
written notice to the tenants of the contract’s termination or expiration.  The one-year notification letter 
must state the owner’s intentions to renew or not renew at the time of the contract’s expiration (Section 
11-4).  However, a one year notification is not required when an owner is terminating a contract early to 
renew the contract for 20 years or the remaining life of the use agreement.  Appendix 11-2 of the Section 
8 Renewal Policy Guide is a sample One-Year Notification Letter to be used when the Owner intends to 
renew. 
 
Owners who are submitting a budget-based rent increase or a Mark Up To Market (MUTM) 
increase must follow the tenant notification procedures outlined in 24 CFR Part 245 Subpart D.  A 
copy of the 30 day notice provided to the tenants as well as the Owner’s Certification of Compliance with 
the tenant comment period must be included to the Contract Administrator as part of your submission 
(Section 2-17 A. 1.). 
 
For projects that have paid tenant utilities, the owner must submit an analysis of the project ’s 
Utility Allowance (See HUD Notice 2015-04) so that processing may be completed and any resulting 
change may be implemented on the effective date of the contract anniversary.  Owners are encouraged 
to submit their Utility analysis prior to 150 days from contract anniversary, but should not submit more 
than 180 days from the contract anniversary.  In the event that the owner’s utility analysis results in a 
possible decrease in the utility allowance(s) to the tenants, owners must follow the tenant notification 
procedures in 24 CFR Part 245.  A copy of the 30 day notice provided to the tenants as well as the 
Owner’s Certification of Compliance with the tenant comment period must be included in your submission 
to the Contract Administrator (Section 2-17 B. 1.)   

 
       Continued on Page 12 

https://www.hud.gov/program_offices/housing/mfh/mfhsec8
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Spotlight on the Section 8 Renewal Policy Guide 

 
For contracts that are expiring, at least 120 days prior to but no earlier than 180 calendar days 
before expiration of the Section 8 Contract the owner must submit (Section 2-17 A. 2.): 
 

 Contract Renewal Request Form, HUD 9624 
 An analysis of the project’s Utility Allowances (See HUD Notice 2015-04) 
 If applicable:  

 The OCAF Rent Adjustment Worksheet, HUD 9625; 
 A RCS; and/or 
 A budget-based rent increase request prepared in accordance with Section 2-15 of the 

Section 8 Renewal Policy Guide 
 

Projects that are eligible for the auto OCAF rent adjustment in years of Amend Rents should 
expect to receive an auto OCAF letter from your Contract Administrator at approximately 150 calendar 
days before the anniversary date of the contract.  Upon receipt of the auto OCAF letter and Exhibit A, the 
owner will review the OCAF adjusted rents and will (Section 2-17 B. 3.):  
 

 Elect to receive the auto OCAF rent adjustment, or  
 Request a budget-based rent adjustment (if permitted under the terms of the renewal 

contract).  An owner/agent may request a zero budget-based rent adjustment to maintain rents 
at current levels.  The owner/agent does not need to submit a budget if they check the 
appropriate box on the auto OCAF letter and return it to the Contract Administrator.   

 
If the owner/agent wishes to move forward with the application of the auto OCAF, they must return the 
auto OCAF letter to the Contract Administrator with the appropriate box checked. 
 
If the owner/agent wishes to move forward with a budget-based rent adjustment, they must return to the 
Contract Administrator the signed auto OCAF letter indicating the request for a budget based rent 
adjustment as well as all documentation required for a budget-based rent adjustment as defined in HUD 
Handbook 4350.1 Chapter 7. 
 
Projects that are not participating in the auto OCAF rent adjustment in years of Amend Rents 
must again follow the tenant notification procedures in 24 CFR Part 245 Subpart D if the rent increase is 
not an OCAF adjustment.  Whenever an owner’s utility analysis results in a possible decrease in the 
utility allowance(s) to the project tenant notification procedures in 24 CFR Part 245 must also be followed 
even if the rent adjustment type is an OCAF adjustment.  Should a notice need to be issued for both a 
rent increase and a utility allowance decrease, a single notice is sufficient so long as the owner clearly 
identifies both items within the notice.  A copy of the 30 day notice provided to the tenants as well as the 
Owner’s Certification of Compliance with the tenant comment period must be included in your submission 
to the Contract Administrator (Section 2-17 C. 1.). 
 

           Continued on Page 13 
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Spotlight on the Section 8 Renewal Policy Guide 

 
Owners must submit the package to the contract administrator at least 120 days prior to but no earlier 
than 180 days before the anniversary date of the contract:  
 

 OCAF Rent Adjustment Worksheet , HUD 9625;  
 An analysis of the project’s Utility Allowances (See HUD Notice 2015-04) 
 If applicable:  

 An RCS; and/or  
 A budget based rent adjustment, prepared in accordance with Section 2-15 of the Section 

8 Renewal Policy Guide or a RHS approved budget that does not exceed comparable 
market rents. 

 
If your project is subject to a Rent Comparability Study and is in a multiyear long term contract 
under Option One, Mark-Up-To-Market, Option Two, Contract Renewals for Other Projects with Current 
Rents at or Below Comparable Market Rents, or Option Five, Portfolio Re-engineering Demonstration 
Program (Demo) Contracts, the owner must (Section 2-17 C. 4.): 
 

 Submit a new RCS at the end of each five-year life cycle.  The new RCS must be submitted 
and reviewed in accordance with the instructions found in Chapter 9 of the Section 8 Renewal 
Policy Guide. 

 Under Option One and Two, the owner is required to submit a new RCS every five years.  
However, in cases where the five-year life cycle of the RCS does not currently align with a 
multiyear contract’s five-year life cycle, an owner does not need to obtain another RCS until 
the time when the multiyear contract reaches the end of the five-year life cycle.  In such cases, 
any rent adjustment during the years when a project has an aged RCS will be limited to the 
OCAF.  The owner must obtain a new RCS at the end of the contract’s five-year life cycle 
(Section 2-5 E. 2.). 

 
Again, the information included in this article is a brief summary of owner/agent requirements and is not 
meant to be an all-encompassing document.  This does not replace the requirement for the owner/agent 
to be familiar with and follow the regulations outlined in the Section 8 Renewal Policy Guide. 
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One of the top reasons that Special Claims are denied continues to be related to the timing of a claim 
submission.  For all types of Special Claims, an Owner/Agent is allowed one original submission, one re-
submission, and one appeal.  This article will briefly detail the required timeframes for each submission 
and suggest some best practices for tracking these time frames in order to reduce the number of 
unnecessarily denied claims.  
 
Initial Submission 
 
All Special Claims’ original submissions must be submitted to the Contract Administrator (CA) within 180 
days of when unit was available for occupancy.  For example: a unit was vacated 1/1/18, cleaning took 
place 1/2/18, painting took place 1/3/18, making the unit ready for occupancy 1/4/18.  The owner/agent 
has 180 days from 1/4/18 to submit a claim to the CA. If the claim is not submitted by 180 days from the 
unit ready date, the claim will automatically be denied.   
 
Best practice: 
 

1. Create a log or spreadsheet to track vacant units.  Upon completion of cleaning and 
reconditioning the unit, enter the unit ready date into the log and calculate the 180

th
 day form 

this ready date.   
2. Set up automated reminders for 30, 60 and 90 days from this unit ready date on the log/

spreadsheet. 
3. For every MI certification submitted, check if there is a claim that should be submitted for that 

unit, and if so, submit it right away. 
 
Re-Submission 
 
Once the claim has been submitted timely (within 180 days), the CA will review and process this claim 
within 30 days of receipt.  If the Claim is considered incomplete you will receive a notification letter.  
Additional information and response must be submitted within 30 days of the date on the letter from the 
CA.  If the complete package is not returned within 30 days of the date of the notification, the claim will 
automatically be denied. 
 
Best Practice: 
 

1. Upon receipt of an incomplete notification letter, begin working on the re-submission 
immediately.  Gather necessary documentation and email it to the CA.   

2. Communicate with your CA if you are having difficulties locating necessary documentation.  
Your CA may be able to assist or offer other options. 

 
 

Continued on Page 15 

Special Claims Timeframes 
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Appeal 
 
Once your claim has been processed, and it was either denied or adjusted, you have the right to appeal.  
This appeal along with supporting documentation must be submitted within 30 days of the date on the 
denial/adjusted notification letter.  If your appeal is not received within 30 days, the claim may no longer 
be appealed. 
 
Best Practice: 
 

1. Upon receipt of a denied/adjusted claim, begin working on the appeal immediately.  Gather 
necessary documentation as well as an explanation as to why the appeal should be 
considered.   

 
Post Approval 
 
Once your claim is approved and you have received the approval letter from the CA, be sure to voucher 
for that claim within 90 days of the date of the approval letter.  If the claim is not vouchered for within 90 
days, the voucher will deny the claim amount and there is no option for appeal.  
 
Best Practice: 
 

1. Upon receipt of the approval letter, be sure the claim is entered into your software system so 
that it generates on the next voucher.  If your software requires you to check a box to include it 
on the voucher be sure to complete this step. 

2. Verify that the claim was paid on that voucher.  If you do not see it on the paid voucher, follow 
up with your CA and/or software vendor. 

 
 
 
 

Special Claims Timeframes 

What’s New on HUD Clips 

Posted Date  Link to Full Notice Description 

12/12/2017 FR- 5743-I-04 Streamlining Administrative Regulations for Multi-
family Housing Programs and Implementing Family 
Income Reviews Under the Fixing America's Sur-
face Transportation (FAST) Act 

https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
https://www.gpo.gov/fdsys/pkg/FR-2017-12-12/pdf/2017-26697.pdf
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North Tampa Housing Development Corporation (NTHDC) is the HUD Con-
tract Administrator and is responsible for responding to resident concerns. 
NTHDC Call Center has a team of Customer Relation Specialist (CRS) that will 
receive, investigate and document concerns such as, but not limited to the 
following: 

 Questions or concerns regarding work order follow-up. 

 Questions regarding the calculation of your rent. 

 Address health & safety and HUD Handbook 4350.3 concerns. 
 

Call Center Purpose: 

 Call Center aids in ensuring HUDs mission of providing Decent, Safe and Sanitary Housing. 

 Serve as a neutral third party to residents, owners and the public. 

 Assist with clarifying HUD Occupancy Handbook 4350.3 requirements. 
 

Call Center Contact Information and Business Hours: 

 Hours of Operation: 8:30 a.m. to 5:30 p.m.  

 Contact Numbers:  800-982-5232 |  TTY English:  800- 955-8771  |  TTY Español:  877-955-8773   

 Fax Number:  614-985-1502 

 Written Summaries: 2000 Polaris Parkway, Suite 110, Columbus, Ohio 43240 

 Email: PBCAContactCenter@cgifederal.com  

 Website: www.nthdc.org 
 

Concerns can be submitted by the following: 

 Phone 

 Fax 

 Mail 

 Email 

 Voicemail 

 FOIA- Freedom of Information Act request must be submitted directly to HUD 
 

Required Information to open an inquiry: 

 Property name 

 Caller’s name (anonymous calls accepted) 

 Caller’s telephone number with area code 

 Caller’s address including apartment number 

 A brief, detailed description of the caller’s concern(s)                                                       
 

1509 W. Swann Ave. Suite 250, Tampa, Florida 33606 
Tele: (813) 873-8200 | Fax: (813) 877-1412 | TTY English: (800) 955-8771 | TTY Español: (877) 955-8773 | 

Contact Center (800) 982-5232  

All Residents of HUD Subsidized Properties 

mailto:PBCAContactCenter@cgifederal.com

