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NOTICE 

The Housing Authority of the City of Spartanburg will hold its regularly scheduled 
meeting of the Board of Commissioners at 4:00 P.M. on Tuesday, June 23, 2020. The 
meeting will be held via conference call.  

Conference Dial-In Number: 1-929-205-6099; Meeting ID: 230 114 605; Password: 
064445.  

Link to meeting, if using a computer: 
https://zoom.us/j/230114605?pwd=YnFJTGRObmdrU3Rhakt1REJ2VGdTdz09  

AGENDA 
CALL MEETING TO ORDER                                                                     Page # 
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VIII. Action Items and Resolutions 
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Admissions  and Continued Occupancy Policy (ACOP)                    29 
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Administrative Plan                                                                     35 

D. 2020-14 Approval of the Victoria Gardens Apartments Moving      
Services                                                                                    42 

https://zoom.us/j/230114605?pwd=YnFJTGRObmdrU3Rhakt1REJ2VGdTdz09
https://zoom.us/j/230114605?pwd=YnFJTGRObmdrU3Rhakt1REJ2VGdTdz09


 

E. 2020-15 Approval of the Single-Family Home Repairs                     46 
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H. 2020-18 Approval of Differential Pay for Spartanburg Housing    

Authority (SHA) Employees                                                     81 
 

IX. Monthly Reports  
A. CEO Monthly Report (verbal report) - Shaunté Evans             85 
B. Finance Report – Joe Calicdan              86  
C. SHA Program Dashboard 

i. Asset Management – Jessica Holcomb            93 
ii. Development and Capital Fund – Joseph Jackson          95 
iii. Housing Choice Voucher – Tiffany Askew           98  
iv. Community and Supportive Services – Cierra Fowler          100 

X. Executive Session 
A. Discussion of real estate matters pursuant to SC Code Section 30-4-70 

(a)(2) of the South Carolina Code of Laws. 
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XI. Other Business 

XII. Adjournment 
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MINUTES OF THE REGULAR BOARD MEETING OF THE COMMISSIONERS OF 
THE HOUSING AUTHORITY OF THE CITY OF SPARTANBURG 

SPARTANBURG, SOUTH CAROLINA 
May 26, 2020 

MEETING CALLED TO ORDER:  The meeting was held via public conference call. 

Following proper advance notice, the regular meeting of the Board of Commissioners of 
the Housing Authority for the City of Spartanburg was called to order at 4:05 p.m.      

I. Moment of Silence:
Observed

II. Roll Call:
Chuck White, John Fairey, Matthew Myers, Veronica Cunningham, Keisha Gray,
Andrew Poliakoff and Shaunté Evans.

III. Approval of Agenda:
Commissioner White made a motion to approve the agenda. The motion was
seconded by Commissioner Fairey and unanimously carried.

IV. Approval of Minutes:
A motion to accept the minutes of the regular board meeting of April 28, 2020 as
presented was made by Commissioner Fairey. The motion was seconded by
Commissioner White and unanimously carried.

V. Commissioner Comments
None

VI. Public/Staff Comments
Public comments: None
Staff comments: None

VII. Information Item:
A. An update to the Disposition of the Cammie Clagett Office Building was

presented and a discussion was held. Any questions raised by the board were
addressed. No motions or actions were made.

B. The presentation of the U.S. Department of Housing and Urban Development
(HUD) 5-Year and Annual PHA Plans was presented and a discussion was held.
Any questions raised by the board were addressed. No motions or actions were
made.
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VIII. Action Items and Resolutions:
Resolution #2020-10 – Approval of the General Records Retention and
Disposition Schedule Policy

This resolution was presented to request acceptance of the Resolution 2020-10 as
presented by Jessica Holcomb. Questions raised by the board were addressed.
Commissioner White made a motion to approve resolution 2020-10. The motion was
seconded by Commissioner Fairey and unanimously carried.

RESOLUTION NO. 2020-10
ADOPTED BY THE BOARD OF COMMISSIONERS OF THE HOUSING AUTHORITY OF
THE CITY OF SPARTANBURG
MAY 26, 2020

IX. Monthly Reports

A. Chief Executive Officer (Shaunté Evans)
CEO Monthly Report was presented orally by CEO Shaunté Evans. Discussion was
held and questions raised by the board were addressed.

B. Finance Report (Joe Calicdan)
The Finance Report was presented and reviewed by Joe Calicdan, and questions
raised by the Board were addressed.

Program Dashboards 

i. Asset Management
Jessica Holcomb presented the Asset Management Report. Questions raised by
the board were addressed.

ii. Development and Capital Fund
Joseph Jackson presented the Development and Capital Fund Report. Questions
raised by the board were addressed.

iii. Housing Choice Voucher
Tiffany Askew presented the Housing Choice Voucher Program Report. Questions
raised by the board were addressed.

iv. Community and Supportive Services
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Cierra Fowler presented the Community and Supportive Services Program 
Report. Questions raised by the Board were addressed. 

X. Adjournment
Commissioner White made a motion to adjourn the meeting, which was seconded by
Commissioner Fairey. The meeting was adjourned at 5:43 p.m.

Respectfully Submitted,
The Housing Authority of the City of Spartanburg
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Tuesday, June 23, 2020 

Housing Authority of the City of Spartanburg 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
2021 Public Housing Lease and Community Rules 
Information Item 
 
CONTACT PERSON: 
Jessica M. Holcomb 
Deputy Director of Asset Management and Special Projects 
864-598-6023 
 
SUMMARY: 
Public housing leases are the basis of the legal relationship between the Public Housing Authorities (PHA) 
and the tenant. All units must be occupied pursuant to a dwelling lease agreement that complies with the 
U.S. Department of Housing and Urban Development (HUD) regulations. An eligible family may occupy 
a public housing dwelling unit under the terms of a lease. The lease must meet all regulatory requirements 
and must also comply with applicable state and local laws and codes. The lease may be modified at any 
time by written agreement of the tenant and the PHA [24 CFR 966.4(a)(3)]. 
 
The PHA may modify its lease from time to time. However, the PHA must give residents 30 days advance 
notice of the proposed changes and an opportunity to comment on the changes. The PHA must also consider 
any comments before formally adopting the new lease [24 CFR 966.3].  
 
A Red Line Draft of Proposed Changes is attached. A public hearing will be held July 16, 2020, board 
approval will be requested July 28, 2020 and the lease will be implanted on October 1, 2020.   
 
FINANCIAL CONSIDERATIONS: 
None 
 
POLICY CONSIDERATIONS: 
After proposed changes have been incorporated into the lease and approved by the Board, each family must 
be notified at least 60 days in advance of the effective date of the new lease or lease revision. A resident's 
refusal to accept permissible and reasonable lease modifications that are made in accordance with HUD 
requirements, or are required by HUD, is grounds for termination of tenancy [24 CFR 966.4(l)(2)(iii)(E)]. 
 
 
Respectfully Submitted,  

  
Jessica M. Holcomb, Deputy Director of Asset Management and Special Projects 
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HOUSING AUTHORITY OF THE CITY OF SPARTANBURG RESIDENTIAL 
LEASE AGREEMENT 

THIS LEASE AGREEMENT is between the Housing Authority of the City of Spartanburg (hereinafter referred to as “Landlord” 
and/or “the Authority”), and, the Tenant Family listed below. 

I. Tenant Family. The “Tenant Family” (hereinafter referred to as “Tenant” and/or “Tenant Family”) is composed of the
individuals listed below. All members of the Tenant Family over age 18 are required to sign this lease. 

Name Relationship Birth date Social Security # 

1.  Head /  /  

2.  /  /  

3.  /  /  

4.  /  /  

5.  /  /  

6.  /  /  

II. Leased Premises. The Landlord, relying upon the representations of the Tenant Family contained herein, leases to the Tenant 
Family, the dwelling unit known as (the "Premises" or “Dwelling 
Unit”) containing bedrooms. The Tenant Family may occupy the premises only as a private residence subject to the
terms and conditions contained herein. 

III. Term:   The initial term of this lease is one calendar year,     beginning . Thereafter, this 
lease will be automatically renewed for successive periods of one year each unless the family has violated the requirement for
resident performance of community service or participation in a required economic self-sufficiency program in accordance with 24 
CFR 960 subpart F or has violated the terms and conditions listed within this Lease. This Lease may be modified at any time by 
written agreement of the Tenant and the Landlord. 

IV. Deposit and Rent.   The Tenant has paid a security deposit of $ . Initial rent (prorated for a partial 
month) will be $ . After that, rent of $ _ per month will be payable in advance on the first day of 
each month. The tenant shall pay the amount of the monthly tenant rent determined by the Landlord in accordance with HUD 
regulations and other requirements. The amount of the tenant rent is subject to change in accordance with HUD requirements. 
During the term of this Lease, the Tenant shall receive written notice from the Landlord of any change in the amount of rent and 
the effective date of the change. 

This is the flat rent for the Premises. 

This rent is based on the income and other information reported by the Tenant Family. 

Rent and other charges are due and payable on the first of the month and may be paid by automatic bank draft or by use of 
electronic Walk In Payment System (WIPS card). Tenants will be charged a $25.00 fee for any item returned or automatic 
bank draft declined due to for insufficient funds. After the first i t e m  is returned for non-sufficient funds, the 
Landlord may require WIPS payments for all future payments. Tenants will also be charged a $25.00 late fee for insufficient 
funds from the automatic bank draft.  

The total amount for rent and other charges as billed is due and payable on the first day of each month. Partial payments 
may be rejected. 

Any charge may be disputed by Tenant, provided that the amount disputed is paid by the resident when due and placed in 
an escrow account by the Landlord pending the outcome of a hearing in compliance  with  the Landlord’s Grievance 
Procedure. 

Late payment of rent or other charges more than four times within a twelve month period shall constitute a material 
breach of this Lease, and is good cause for Landlord to terminate this Lease and recover possession of the premises from 
the Tenant, as provided herein. 

Any amount designated in a payment agreement between Tenant and Landlord for retroactive rental amounts due to Tenant’s 
failure to report required information must be paid in conjunction with the monthly rent. Failure to fulfill any payment 
agreement as executed is a serious violation of this Lease and will result in Lease termination. 
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V. Miscellaneous Charges.  The Landlord shall provide notice for any charges due including the due date.  The following charges 
shall be due and payable on the first of the month following two weeks written notice of the charges: 

 
A. Maintenance costs. The cost for services or repairs to the Dwelling Unit, common areas or grounds beyond normal wear and 

tear and caused by the Tenant Family or guests will be charged to the Tenant. Such charges will be determined according to 
the Schedule of Maintenance Charges posted by the Authority. Charges not listed on the Schedule of Maintenance Charges 
will be billed based upon the actual cost of parts and $20.00 per hour labor costs. If the repairs require overtime work, 
overtime rates will be charged. Maintenance charges shall be billed and are due and payable on the first of the month after a 
fourteen day billing notice. 

 
B. Excess Utility Charges. Where the Landlord provides utilities, a charge will be assessed for any utilities consumed in excess 

of the utility allowance. The utility allowance for Authority-provided utilities is included as an attachment to this Lease. 
Excess utility charges are billed and are due and payable with the rent on the first of the month after a fourteen day billing 
notice. 

 
C. Late Charges. The Landlord will assess charges for late payments. Payments, including rent, are late if not paid by the fifth 

calendar day of the month. Late rent will result in a $1525.00 charge. The Authority will provide written notice of any 
such charge which shall be due and payable within two weeks of the date of the notice. 

  
C. Court Costs. The Landlord will assess all associated court fees to the Tenant account. The Authority will provide written 

notice of any such charge which shall be due and payable within fourteen days of receiving the late fee notice.  
  
 

VI. Termination for Failure to Pay Rent and Repeated Late Payments: 
Failure to pay the amount owed in full by the fifth day of each month will result in a notice of Lease termination. The Lease 
termination shall allow fourteen days for the rent and other charges due to be paid in full. Failure to pay in full within this time 
will result in an eviction action being filed in the Magistrate Court. Once an eviction order is granted the eviction will proceed. 
Repeated late payments (four within a twelve month period) are a serious and repeated violation of this Lease and will result in 
termination of this Lease by the Landlord. 
 

Both parties acknowledge and agree as follows: 
 

Payment after eviction is filed: 
Money paid to the Landlord by the Tenant after an eviction action has been filed shall first be applied to any rent due and 
then to any other amounts owed by the Tenant. If the money paid by the Tenant exceeds all amounts owed, the Landlord 
shall refund the Excess by check mailed to the Tenant’s last known address. Tenant understands his/her obligation to 
pay rent in a timely manner under State law and the parties’ Lease Agreement. Tenant further understands that the 
authority has the right to evict even if payment is accepted after the fourteen-day notice period. Tenant understands and 
agrees that payments by Tenant after the Landlord has filed for eviction will NOT serve as waiver of the Writ of 
Ejectment (set out order) unless the Landlord notifies the Magistrate Court in writing before set-out occurs. 

 
 

 Remedy After Termination: 
 
 If the rental agreement is terminated, the Landlord has a right to possession, for rent, and a separate claim for actual damages 
for breach of the rental agreement, reasonable attorney's fees, collection costs, and court costs. 
 
Debt Collection After Tenant Vacates: 
Tenant shall pay all costs of collection of any unpaid amounts owed to the Landlord. The Landlord has the right, pursuant to 
the SC Setoff Debt Collection Act to collect any money owed to the Landlord by the Tenant through an offset of Tenant’s 
State Income Tax Refund. Tenant understands and agrees that if the Landlord chooses to pursue such debts owed by the 
Tenant through the Setoff Debt Collection Act, Tenant shall additionally pay all fees charged by the Department of 
Revenue, the SC Association of Counties, the Municipal Association of SC, and/or Landlord. If Landlord chooses to 
pursue debts in a manner other than setoff, Tenant agrees to pay all costs and fees associated with the selected   manner. 

 
Tenant further acknowledges that upon conclusion of participation in a HUD rental assistance program, 
 

The the Landlord is required to provide HUD with information concerning tenancy in accordance with Form HUD-52675 which is 
made an Attachment to this Lease. 
 

Upon eviction from the premises for drug-related or criminal activities, the Post Office will be notified by the Landlord in 
order to prevent further mail being delivered to the resident at the address of the Dwelling Unit. 

 
MASC Customer Agreement: 
Tenant agrees to pay all costs of collection of the applicant’s unpaid bills. The Spartanburg Housing Authority has the right 
pursuant to the South Carolina Setoff Debt Collection Act to collect any sum due and owed by the applicant through offset of 
the applicant’s state income tax refund. If Spartanburg Housing Authority chooses to pursue debts owed by the applicant 
through the Setoff Debt Collection Act, the applicant agrees to pay all fees and costs incurred through the setoff process, 
including fees charged by the Department of Revenue, the Municipal Association of South Carolina, and/or the Spartanburg 
Housing Authority. If Spartanburg Housing Authority chooses to pursue debts in a manner other than setoff, the applicant 
agrees to pay the costs and fees associated with the selected manner as well. 
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VII. Terms and Conditions: The following terms and conditions apply to this Lease. 
 
A. Landlord Obligations: The Landlord is obligated: 

 
1. To maintain the Dwelling Unit and the project in decent, safe and sanitary condition. 
2. To comply with the requirements of applicable building codes, housing codes, and HUD regulations materially 

affecting health and safety.; 
3. To make necessary repairs to the Dwelling Unit. 
4. To keep project buildings, facilities, and common areas, not otherwise assigned to Tenant  forTenant fo r  

maintenance and upkeep, in a clean and safe condition.; 
5. To maintain in good and safe working order and condition electrical, plumbing, sanitary, heating, ventilating 

systems and other facilities and appliances, including any elevators, supplied by the Landlord. 
6. To provide and maintain appropriate receptacles and facilities (except containers for the exclusive use of the 

individual Tenant Family) for the deposit of ashes, garbage, rubbish, and other waste removed from the dwelling 
unit and premises by the Tenant as required by this Lease. 

7. To supply running water and reasonable amounts of hot water and a reasonable amount of heat at 
appropriate times of the year according to local custom and usage, except where heat or hot water is generated 
by an installation within the exclusive control of Tenant and supplied by a direct utility connection. 

8. To notify Tenant of the specific grounds for any proposed adverse action by the Landlord. Such notices will 
inform Tenant of the right to request a hearing. Such action includes, but is not limited to, a proposed lease 
termination, transfer of the tenant to another unit, or imposition of charges for maintenance and repair, or for 
excess consumption of utilities. In the case of a proposed adverse action other than a proposed Lease termination, 
the Landlord will take no action until the time for requesting a hearing has expired. If the Tenant requests a 
hearing, the Landlord will take no  action  until any applicable grievance process has been completed (certain 
offenses have been excluded from the SHA grievance procedure as allowed by applicable federal law). The notice 
of proposed adverse action shall inform the tenant of the right to request such hearing. A notice of Lease 
termination shall constitute adequate notice of proposed adverse action. 

9. The Landlord shall provide the following equipment and utilities as designated within the Dwelling Unit: 
 

  Range                                 
   Water 
   Refrigerator 

               _____ Trash Pick-Up 
_____  Washer 

   Gas  
  Electric 
   Sewer 
_____  Dryer 

                            _____  Garbage Disposal 
For utilities provided by the Landlord, any charges above the amount included as the utility allowance, which is 
indicated as an Attachment to this Dwelling Lease, will be billed to the Tenant. 

 
For utilities provided by the Tenant, the rent will be reduced through use of the utility allowance shown

as an attachment to this Lease. 
 

B. Tenant Obligations: The members of the Tenant Family (including guests) are obligated: 
 

1. Not to assign the Lease, nor sublease the Dwelling Unit; 
2. Not to provide accommodation to boarders or lodgers; 
3. To use the dwelling unit solely as a private dwelling for the tenant and the tenant’s household  as identified in this 

Lease, and not to use or permit its use for any other purpose; 
4. To abide by necessary and reasonable regulations promulgated by the Authority for the benefit and well- being of 

the housing project and the tenants which shall be posted in the project office and incorporated by reference in this 
Lease; 

5. To comply with all obligations imposed upon tenants by applicable provisions of building and housing codes 
materially affecting health and safety; 

6. To keep the dwelling unit and such other areas as may be assigned to the tenant for the tenant’s exclusive use in a 
clean and safe condition. This includes keeping front and rear entrances and walkways free from hazards and trash, 
and keeping the yard free of debris and litter. Tenant Families who have no household memberhousehold member able 
to perform such tasks because of age or disability may be excused from these duties. 

7. To dispose of all ashes, garbage, rubbish, and other waste from the dwelling unit in a sanitary and safe manner; 
8. To use only in a reasonable manner all electrical, plumbing, sanitary, heating, ventilating, air- conditioning and 

other facilities and appurtenances including elevators; 
9. To refrain from, and to cause the household and guests to refrain from, destroying, defacing, damaging, or 

removing any part of the dwelling unit or project; 
10. To pay reasonable charges (other than for wear and tear) for the repair of damages to the dwelling unit, or to the 

project (including damages to project buildings, facilities or common areas) caused by the tenant, a member of 
the household or a guest; 

11. To act, and cause household members or guests to act, in a manner which will not disturb other residents’ peaceful 
enjoyment of their accommodations and will be conducive to maintaining the project in a decent, safe, and 
sanitary condition; 

12. To assure that no tenant, member of the tenant’s household, or guest, or any other person under the tenant’s control 
engages in: 
A. Any criminal activity that threatens the health, safety or right to peaceful enjoyment of the premises; 
B. Any drug-related criminal activity on or off the premises. 
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An arrest or conviction is not necessary to determine a violation of the Lease. The Authority will use a 
preponderance of the evidence standard. An expedited hearing will be allowed in accordance with the 
Grievance Procedure. The t er m “dr ug-r el at ed cr i mi nal ac t i vi t y,” as use d wi t h t hi s Leas e  Agreement shall be 
interpreted to mean the illegal possession, manufacture, sale, distribution, or  use of a drug, or the possession of 
a drug with intent to manufacture, sell, distribute or use the drug.   

13. To assure that no other person under the tenant’s control engages in: 
A. Any criminal activity that threatens the health, safety or right to peaceful enjoyment of the premises by other 
residents; or 
B. Any drug-related criminal activity on the premises. 
 An arrest or conviction is not necessary to determine a violation of the Lease. 

14.13. To assure that no member of the tenant household engages in an abuse or pattern of abuse of alcohol that affects 
the health, safety, or right to peaceful enjoyment of the premises by other residents. The consumption of 
alcohol will not be allowed in common areas of any Authority owned property. An arrest or 
conviction is not necessary to determine a violation of the Lease. The Authority shall use a preponderance of 
the evidence. 

15.14. To pay promptly any utility bills for utilities supplied to Tenant by a direct connection to the utility 
company, and to avoid disconnection of any utility service. Failure to maintain utilities shall render the unit 
uninhabitable and shall be considered a serious violation of the Lease.  

16.15. To adhere to the Authority’s Housekeeping Standards. 
17.16. To notify the Authority promptly of known need for repairs to his Dwelling Unit, and any unsafe or unsanitary 

conditions in the Dwelling Unit or in common areas and grounds of the Project.  The Authority shall be responsible 
for repair of the unit within a reasonable time provided, that if the damage was caused by the tenant, tenant’s 
household or guests, the reasonable cost of the repairs shall be charged to the tenant. The Authority shall offer 
standard alternative accommodations, if available, wh e re  necessary repairs cannot be made within a reasonable 
time. Provisions shall be made for abatement of rent in proportion to the seriousness of the damage and loss in 
value as a dwelling if repairs are not made in accordance with this section or alternative accommodations not 
provided, except that no abatement of rent shall occur if the tenant rejects the alternative accommodation or if 
the damage was caused by the tenant, tenant’s household or guests; 

18.17. To refrain from littering or leaving trash and debris in common areas and to dispose of all garbage, rubbish, 
and other waste from the Dwelling Unit in the containers approved or provided by the Authority. 

19.18. To make no alterations, or repairs, or redecorate the interior of the Dwelling Unit or to the equipment, without 
written consent of the Authority including changes to locks or installation of new locks on exterior or interior 
doors. To use no nails, tacks, screws, brackets, or fasteners on any part of the Dwelling Unit (a reasonable 
number of picture hangers accepted) without authorization from the Authority. 

20.19. Not to install additional equipment or major appliances, including air conditioners, space heaters or kerosene 
heaters; 

21.20. Not to store any vehicles, grills,  or gasoline within or around the Dwelling Unit; 
22.21. To give prior notice to the Authority before leaving the Dwelling Unit unoccupied for any period 

exceeding one-calendar week; 
23.22. Not to display, use, or possess any illegal firearms, (operable or inoperable) or illegal weapons  (as defined by 

South Carolina law) anywhere on the property of the  Authority;  including any  firearms which are not properly 
registered and licensed to the person in possession of the firearm or to the person legally  residing  within  the  
Dwelling  Unit,  if  so  required  by  applicable  law. The display, use, or 
possession of ANY firearm or other weapon by any member of the Tenant Family (including guests and other 
persons under the Ttenant Ffamily’s control) on the property of the Authority is an unequivocal, free and 
voluntary expression of the tenant family that it will be solely liable for any and all consequences of such display, 
use, or possession, and its agreement to hold the Authority absolutely harmless from all such actions and or 
activities. 

24.23. To take reasonable precautions to prevent fires and to refrain from storing or keeping highly volatile or flammable 
materials upon the premises including but not limited to the attic and crawl space. Any fire which is caused by the 
Tenant, a member of the tenant household, a guest or visitor, shall result in the Tenant being charged for the 
costs of repairs and, dependent upon the individual circumstances through a preponderance of the evidence, 
possible termination of the Dwelling Lease for violation of health and safety; 

25.24.   To refrain from keeping, maintaining, or harboring any animal in the Dwelling Unit except according           to 
the Authority’s Pet Policy; 

26.25. To act cooperatively with neighbors and the Authority staff and to refrain from acting or speaking in an abusive 
or threatening manner toward neighbors and the Authority staff;. 

27.26. Not to commit any fraud in connection with any Federal housing assistance program, and not to receive 
assistance for occupancy of any other unit assisted under any Federal housing assistance program during the term of 
the lease;. 

28.27. To insure ensure that each adult in the Tenant Family performs at least eight (8) hours per month of qualifying 
community service in accordance with HUD regulations and the Authority’s Admissions and Continued Occupancy 
Policy;. 

29.28. To refrain from erecting radio or television antennas or satellite dishes on any part of the Dwelling Unit and 
grounds. Satellite dishes may be not affixed to either the building or the grounds. A small portable tripod or 
container may be used with the written consent of the Authority. The Tenant and provider must enter the Resident 
and Provider Acknowledgement for Satellite Communications Equipment prior to any installment of equipment. 
Failure to request and obtain written permission from the Authority will be considered a violation of the Lease 
Agreement.; 

30.29. To remove from the Authority property any vehicles without valid registration and license tag. Any 
inoperable or unlicensed vehicle will be removed from the Authority’s property at Tenant's expense. 
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Automobile repairs or washing vehicles are not permitted on the project site. 
31.30. To refrain from parking any vehicles on areas that may damage the grass or irrigation system or maintaining any 

items in the outside area assigned to the Dwelling Unit which may result in damage to the grounds. (i.e. pools, 
swing set, etc.) Resident acknowledges that they will be subject to charges incurred for restoring the property of the 
Authority due to failure to comply with this requirement;. 

32.31. To refrain from performing any vehicle repairs in the parking area or on the project site. Oil leaks and other 
issues causing damage will result in a charge to the tenant;. 

33.32. To refrain from placing signs of any type in or about the dwelling except those allowed under applicable zoning 
ordinances and then only after having received written permission of the Authority;. 

34.33. To use appropriate, and properly install, window coverings such as blinds, shades, drapes or curtains to establish 
a uniform neat appearance. Bedspreads, sheets, or other items which are not normally utilized as window coverings 
are not allowed;. 

35.34. To refrain from placing indoor furniture on porches. This includes any upholstered furniture.  Must 
properly maintain any patio or outdoor furniture furnished by the Authority;. 

36.35. To report changes in income and family composition in writing to managementthe Property Manager within ten 
days of the date of its occurrence in accordance with Section IX of this Lease Agreement and to obtain prior 
written approval from the Authority before allowing anyone to move into the unit, other than by birth, adoption, 
or court awarded custody. Failure to accurately report any changes in accordance with these requirements is 
considered a serious Lease violation;. 

37.36. Not to allow regular accommodations for overnight visitors, particularly those residing within near proximity or 
within a fifty mile radius of the Dwelling Unit;. 

38.37. To report any overnight visitors in writing to the Property Manager. A visitor may not be allowed to stay in the unit 
in excess of fourteen cumulative days within a calendar year. The Tenant may not allow continuous extended 
overnight visits, particularly for those visitors residing within short proximity (50 mile radius) of the dwelling 
unit;. 

39.38. To refrain from harboring any fugitive felon or parole violator within the Dwelling Unit;. 
40.39. To refrain from harboring any person attempting to allude the Police Department due to current criminal activity;. 
41.40. To cooperate in allowing access to the Dwelling Unit by the Authority for inspection purposes or to show the 

Dwelling Unit for re-leasing after a 48 hour notice is given by the Authority or to allow access for work 
requested by the Tenant. Work requested by the Tenant does not require further notification from the Authority 
for accessing the Dwelling Unit;. 

41. To refrain from smoking inside of the dwelling unit and in common areas, other than those designated by the 
Landlord for that purpose. To adhere to the SHA Smoke Free Policy;. 

42. To refrain from hanging laundry or other articles shall from the outside of the Dwelling Unit on porches or HVAC 
cages or on the inside across doors or stairways, and shall not to be hung or draped over ceiling fans, or over air vents. 

42.  
43. To refrain from disconnecting, damaging, or otherwise rendering useless any smoke detector within the Dwelling 

Unit. Failure to observe this obligation shall result in a charge of $50.00 to the Tenant and possible 
termination of the Lease. 

44. To report sightings of pests or evidence of their existence to the property managermanagement of the site, 
and conduct preventive measures to avoid pest infestation by adhering to housekeeping standards. To pay for 
damage by infestation that is found to be occupant caused. To not refuse periodic pest control treatment measures 
and to make units accessible for treatment after a 48 hours’  notice has been provided by management or 
the pest control contractor. To cooperate with and follow all reasonable instructions for preparing the apartment 
and household for treatment, as prescribed by the pest control contractor and/or management. To comply fully with 
the terms and conditions of the Pest Policy. 

45.   To be responsible for insuring personal property against any and all losses and contingencies. It is recommended that 
residents obtain renter’s insurance. The Authority will not be liable under any circumstances for damage to, destruction 
of, or loss of your personal property.   

 
VIII. Occupancy and Use of Premises 

 
A. The Tenant Family, with the prior written approval of the Authority, may use the Premises for legal profit- making activities. 

 
B. The Tenant is obligated to report in writing to the Authority any changes in household composition within ten days of 

the occurrence. The Authority must approve in advance any additions to the household members named on the lease, 
excluding natural births, adoptions, and court-awarded custody. Approval will be granted, if the new household members, 
including live-in aides and foster children, pass the Authority's screening criteria and a unit of the appropriate size is 
available. Moving additional persons into the Premises without prior written approval is a serious violation of this Lease. 
Social security numbers and birth certificates must be provided in order to add a member to the Lease. 

 
C. Tenant must report deletions (for any reason) from the persons named on this Lease to the Authority in writing, within 10 

days of the occurrence. 
 
D. Adult children may not move back into the unit unless it is determined that the move is essential for the mental or physical 

health of Tenant and the change does not disqualify the family for the size of the unit it is currently occupying. 
 
E. The Tenant Family may provide reasonable accommodation for guests or visitors for a period not exceeding fourteen 

(14) days each year with the advance written consent of the Authority and in accordance with Part 
VII.B. of this Lease Agreement. Upon written request to the Housing Managermanagement, the term may be extended. 
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IX. Redetermination of Rent, Dwelling Size, and Eligibility. 
 

Tenant Family understands and acknowledges that the Dwelling Unit is contained within a federally subsidized housing 
program and, as such, is subject to specific requirements and restrictions in accordance with Federal law. 

 
A. The Authority will reexamine the status of the Tenant Family at least once a year. SHA will comply with HUD 

regulations that permit less frequent reexaminations where applicable.  Tenant Family must supply accurate information 
about family composition, age, income and sources of income, assets, community service activities, and related 
information for all members of the household. The Authority will use this information to decide eligibility and rent and 
whether the dwelling size is still appropriate for the Tenant Family needs.  Failure to supply such information when 
requested is a serious violation of this Lease and could result in termination of the Lease.  

 
B. The Authority must verify all information annually unless otherwise governed by HUD regulations. Tenant agrees to sign 

releases for third-party sources, present documents for review, or provide other suitable forms of verification. The Authority 
will give Tenant reasonable notice of any actions Tenant must take, and of the date by which they must take such action. 
Failure to furnish information and sign necessary documents required in order for the Authority to determine the income and 
family composition is a serious violation of the Lease and will result in termination of the Lease. 
Tenant acknowledges that the Authority shall further use the HUD electronic system (hereinafter referred to as EIV) for 
verification of income. Discrepancies discovered during this process, if any, must be corrected and/or satisfactorily 
documented by Tenant. 

 
C. Rent will change during the period between regular reexaminations if the Tenant has reported the change to the Authority 

in writing within ten days of its occurrence or if the Authority discovers that the information provided has been 
misrepresented, or if the Authority determines there has been an error in the rent computation. 

 
1. Change in circumstances. If Tenant can verify a change in his/her circumstances (such as decline in or loss of income) 

that would justify a reduction in rent, the Authority will reduce the rent effective the first of the month following the 
month in which the change was reported. Rent may not be reduced if Tenant’s TANF grant is reduced because 
Tenant committed welfare fraud or failed to comply with a welfare department economic self-sufficiency 
requirement. If the Authority grants a reduction, Tenant must report subsequent increases in income in writing 
within 10 days of the occurrence, until the next scheduled reexamination. (Failure to report within the 10 days may 
result in a retroactive rent charge.) 

2. Misrepresentation. If it is found that Tenant has misrepresented the facts upon which the rent is based and, the rent is 
less than should have been charged, the Authority may apply an increase in rent retroactive to the first of the month 
following the month in which the misrepresentation occurred. Retroactive amounts due exceeding $15,000 are not 
eligible for an extended payment agreement for reimbursement to the Authority. 

3. Federal Requirements/Errors. The Authority will adjust rent after a change in Federal law or regulations controlling 
rent formulas or procedures. The Authority will adjust the rent as a result of audits in the event that an error has been 
discovered in the rent computation. 

4. Changes in family composition. The Authority will adjust the rent following a change in family composition. If Tenant 
has not reported such changes to the Housing Manager in writing within 10 days of the occurrence, retroactive rent will 
be charged. 

 
D. Rent Adjustment Notices. The Authority will notify the Tenant in writing of any rent adjustment due to the situations 

described above. The notice will state the effective date of the rent adjustment. 
 

1. Decreases. Adjustments decreasing the rent shall become effective on the first day of the  month following the date 
the change was reported, provided Tenant reported the change in a timely fashion. 

2. Increases. When an increase in income and Tenant reported the change within ten calendar days of the 
occurrence, the increase will become effective on the first day of the second  month  following the reported change. 

3. Misrepresentation. In the case of a rent increase due to misrepresentation, failure to report a change in family 
composition, or failure to report an increase in income, the Authority will apply the increase in rent retroactive 
to the first of the month following the month in which the misrepresentation or failure to report occurred. In the 
event the misrepresentation results in a retroactive amount which is higher than 
$15,000, prosecution may be initiated by the Authority in accordance with Federal and State lawthe lease may be 
terminated. 
 

E. Transfers. 
 

1. Tenant agrees that if the Authority determines that the size or design of the Dwelling Unit is no longer 
appropriate to Tenant Family’s needs, Tenant will accept a new lease for a different Dwelling Unit of the 
appropriate size or design. 

2. The Authority may move a Tenant Family into another unit if necessary to rehabilitate or demolish Tenant's 
unit. 

3. A Tenant without disabilities occupying a unit with special features must transfer to a unit without such features 
should a Tenant with disabilities need the unit. 

4. With involuntary transfers, Tenant must move into a Dwelling Unit made available by the Authority. Tenant 
will have five (5) business days to move, following delivery of a transfer notice. 

5. The Authority will consider any Tenant requests for transfers following the transfer priorities established in the 
Admissions and Continued Occupancy Policy. 
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F. At the annual re-certification, Tenant Family must certify compliance with the community service requirement, if applicable. 
 

X. Accommodations for Persons with Disabilities. 
 

1. If a Tenant makes a written request for special unit features in support of a documented disability, the Authority 
will modify the Tenant's existing unit. If the cost and extent of the modifications needed are tantamount to those 
required for a fully accessible unit, the Authority may offer to transfer Tenant to another unit with the features 
requested. 

2. If Tenant, due to physical or mental impairment, is no longer able to comply with the material provisions of this 
Lease, and cannot arrange for someone to aid him/her in complying with lease requirements, and the Authority 
cannot make any reasonable accommodation that would enable Tenant to comply, the Authority will assist 
Tenant, or a designated member(s) of the family, to find more suitable housing and move Tenant from the 
Dwelling Unit. 

3. SHA will modify policies, rules, and procedures in order to accommodate persons with disabilities so that such 
individuals can make effective use of the housing programs.  

 
XI. Use of Security Deposit. Tenant may not use the security deposit to pay rent or other charges while occupying the 

Dwelling Unit. The Landlord will use the security deposit at the termination of this Lease: 
 
A. To pay the cost of any rent or any other charges owed by Tenant at the termination of this Lease. 

 
B. To reimburse the cost of repairing any intentional or negligent damages to the Dwelling Unit caused by the Tenant 

Family or guests over and above normal wear and tear. 
 

The Landlord will refund any remaining security deposit balance within thirty (30) days AFTER Tenant has vacated 
the unit and provided Landlord with a forwarding address. Landlord will inspect the Dwelling Unit immediately after Tenant 
vacates the unit. If the Authority makes any deductions, it will provide Tenant with a written statement of any costs for 
damages and/or other charges so deducted. 
 

XII. Damage to the Unit. If the Dwelling Unit is damaged and conditions hazardous to the life, health, or safety of the Tenant 
Family exist: 

 
A. Tenant must immediately notify the Landlord of the damage. 

 
B. The Landlord is responsible for repairing the unit within a reasonable period after receiving notice of the damage. If the 

Tenant Family or its guests caused the damage, the Landlord will charge the reasonable cost of the repairs to Tenant. 
 
C. The Tenant Family will be offered a replacement Dwelling Unit, if available, when the Landlord is unable to complete 

repairs within a reasonable time. The Tenant Family must accept any replacement unit offered by the Landlord. If, 
however, Tenant Family or guests caused the hazardous condition, the Landlord will not offer a replacement Dwelling 
Unit. 

 
D. In the event the repairs cannot be completed in a reasonable time, and alternative accommodations are not available, 

rent will be abated in proportion to the seriousness of the damage and loss in value as a dwelling. If Tenant rejected 
alternative accommodations or the Tenant Family or guests caused the damage, abatement of rent will not occur. 

 
XIII. Move-in and Move-out Inspections. 

 
A. Move-in Inspection. The Landlord and the Head of Household will inspect the Dwelling Unit prior to occupancy by Tenant. 

The Landlord will give Tenant a written statement of the condition of the Dwelling Unit, both inside and outside, and note 
any equipment provided with the unit. The Landlord and Tenant will sign the statement. The Landlord will retain a copy 
of the statement in Tenant's folder. The Landlord will correct any deficiencies noted on the inspection report, at no charge 
to Tenant. 

 
B. Move-out Inspection. When Tenant vacates, the Landlord will inspect the unit and give Tenant a written statement of the 

repair charges, if any, for which Tenant is responsible. A representative of the Tenant Family may join in such inspection. 
 
 

XIV. Entry of Premises During Tenancy. 
 
A. Tenant agrees to permit the Authority’s authorized agent, employee, or contractor to enter Tenant's dwelling during 

reasonable hours for routine maintenance (9:00 A.M. to 6:00 P.M.); for Tenant requested maintenance (8:00 A.M. to 
8:00 P.M.); and also during reasonable hours upon forty-eight (48) hours’  notice for making improvements or other 
repairs, inspecting the unit, or showing the unit for re-leasing. 

 
B. The Landlord will give Tenant at least 48 hours’ notice that the Authority intends to enter the Dwelling Unit whenever 

possible. Advance notice may not be possible in the case of emergencies. When Tenant calls to request maintenance 
on the Dwelling Unit, the Landlord will attempt to provide such maintenance at a time convenient to Tenant, however, 
the Landlord will not provide prior notice for work which has been requested by the Tenant. In the event an adult member 
of the household is not present at the time of entry, the Authority will leave a written statement prior to leaving specifying 
the date, time and purpose of the entry. 
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XV. Notice Procedures. 

 
A. Notices to the Landlord. Any notice to the Landlord must be in writing, delivered to the Project Office or to the Landlord's 

main office, or sent by prepaid first-class mail, addressed as follows: Housing Authority of the City of Spartanburg, PO BOX 
2828, Spartanburg, SC 29304. 

 
B. Notices to Tenant. Notice to the Tenant Family will be in writing, delivered to any adult member of the Tenant Family, or 

sent by first-class mail addressed to Tenant. If Tenant is visually impaired, all notices will be in an accessible format. 
 

XVI. Termination of the Lease: 
 
A. Termination by Tenant. Tenant may terminate this Lease by giving thirty (30) day’s written notice to the Landlord. Tenant 

will be responsible for returning the keys to the unit upon vacating. Failure to return the keys and arrange for a move-out 
inspection may result in rent continuing to be charged to the Tenant. 

 
B. Termination by the Authority. The Landlord may terminate this Lease only for serious or repeated violations such as failure 

to make payments due under the lease, failure to fulfill household obligations or for other good cause as listed in Sections VII, VIII 
and IX. . Other good cause includes but is not limited to: 

 
1. Engaging in criminal activity. 
2. Engaging in alcohol abuse that is determined to be detrimental or harmful to other residents or to their right to 

peaceful enjoyment of the premises. 
3. Registration as a sex offender during tenancy. 
4. Discovery of facts after admission that made the Tenant ineligible. 
5. Discovery of material false statements or fraud in connection with an application or with reexamination of income. 
6. Failure of a family member to comply with the community service requirements contained in the Landlord’s 

community service policy. 
7. Failure to permit access to the unit after proper advance notification for the purpose of performing routine 

inspections, making improvements, or showing the dwelling unit for re-leasing, and failure to permit access without 
advance notice if there is reasonable cause to believe that an emergency exists. 

8. Changing of locks on the Dwelling Unit to prohibit necessary and reasonable access by the Landlord. 
9. Failure to report any changes in family composition or income. 
10. Failure to provide by Policies established by the Landlord as posted in the Project Office and made a part of this 

Lease through attachment. 
11. Failure to honor the terms and conditions of any payment agreement executed with the Landlord. 
12. Harboring a fugitive. 
13. Abusive, threatening or violent behavior, either verbal or physical, toward other residents or Landlord staff. 
14. Failure to execute a lease revision after written notice of at least 60 days before the lease revision is to take 

effect and specifying a reasonable time limit for acceptance by Tenant. 
15. Any other grounds for termination set forth in Parts VII, VIII, and IX of this Lease. 

 
VAWA provides that no person may deny assistance, tenancy, or occupancy rights to public housing to a tenant solely on the basis of 
“criminal activity directly relating to domestic violence, dating violence, sexual assault, or stalking that is, engaged in by a member of 
the household of the tenant or any guest or other person under the control of the tenant,  if the tenant or affiliated individual is the victim 
or threatened victim of such domestic violence, dating violence, sexual assault, or stalking [FR Notice 8/6/13]. 
 
VAWA further provides that incidents of actual or threatened domestic violence, dating violence, sexual assault, or stalking may not be 
construed either as serious or repeated violations of the lease by the victim or threatened victim of such violence or as good cause for 
terminating the tenancy or occupancy rights of the victim of such violence [24 CFR 5.2005(c)(1), FR Notice 8/6/13]. 

C. Notice Requirements. The Landlord will give advance written notice of the proposed termination of the Lease as follows: 
 

1. 14 days for failure to pay rent; 
2. A reasonable time, but not to exceed thirty days, considering the seriousness of the situation. 
3. In the case of drug-related or violent crime, a reasonable time based upon consideration of the seriousness of the 

offense and the likelihood of danger to the community. In these cases, no grievance process is available or 
applicable in accordance with the Authority’s grievance procedure and applicable federal law. 

 
D. Contents of Notice. The notice of termination to Tenant will state specific reasons for the termination, inform the Tenant of 

his/her right to make a reply and advise the Tenant of the right to examine Landlord documents relevant to the termination, 
or to have any representation the Tenant may choose at the Tenant’s expense. 

The notice to vacate will conform to Federal and State Law. The notice shall also inform the Tenant of their right to request a 
hearing in accordance with the Grievance Procedure and the applicable time allowed for the request. 

 
In the event the termination is due to the violent or drug-related crime, the Landlord shall notify the Tenant that it has 
excluded such offenses from its grievance procedure in accordance with Landlord’s written grievance procedure and 
applicable federal law. The notice shall inform the Tenant that no grievance procedure is available. 

 
E. In evicting for criminal activity, the Landlord has discretion to consider all of the circumstances of the case including, 

the seriousness of the offense, the participation by or awareness of family members, and the effects that the eviction would 
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have both on family members not involved in the proscribed activity and on the family's neighbors. In appropriate cases, 
the Landlord may permit continued occupancy by remaining family members and may impose a condition that family 
members who engaged in the proscribed activity will neither reside in nor visit the unit. The Landlord may require a 
family member who has engaged in the illegal use of drugs to present credible evidence of successful completion of a 
treatment program before he or she is allowed to reside in the unit. 

 
XVII. Amendment. Neither party may amend the terms of this Lease except in writing signed by the Landlord and every adult in 

the Tenant Family. The Tenant Family agrees to cooperate and sign any amendment to this lease upon request. The 
attachments containing rules and regulations applicable to the Tenant Family are provided as a matter of information but are 
subject to modification from time to time at the sole discretion of the Landlord. 

 
XVIII. Waiver. No delay or failure by the Landlord in exercising any right under this Lease will result in a future waiver of 

that or any other right. 
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ATTACHMENTS: If indicated by an (X) below, the Authority has provided the Tenant Family with the following attachments: 
(  ) Utility Allowance (  ) HUD Form 52675 
(  ) Move-in Inspection Report (  ) Standard Maintenance Charges 
(  ) Grievance Procedure (  ) Lead Hazard Information Pamphlet 
(  ) Lead Disclosure Addendum (  ) Community Service Policy 
(  ) VAWA                                                          (  ) Smoke Free Policy 
(  )  HUD Form 5382 (  ) Rent Selection Form 
(  ) Pet Policy (  ) HUD Form 92006 
(  ) Housekeeping Standards (  ) Vehicle & Parking Policy 
(  ) What You Should Know About EIV (  ) Minimum Rent Hardship Policy 
(  ) Pest Control Policy (  ) Reasonable Accommodation Process 
(  ) Complex Information & Rules Attachment            (  ) Bed Bug Policy 
(  ) Pre-Authorized Payment (  ) Other   
  

 
The Tenant Family agrees that all the provisions of this Lease and all attachments have been received and reviewed with the 
Landlord and are understood. We agree to be bound by the terms and conditions as written. We acknowledge that a copy of this Lease 
and all attachments have been received and thoroughly explained to us. 

 
   

HEAD OF HOUSEHOLD DATE 
 
   

CO-TENANT: DATE 
 
   

CO-TENANT: DATE 
 
   

COMMUNITY MANAGER/OCCUPANCY DATE 
 
CERTIFICATION WARNING! Title 18, Section 1001 of the US Code states that a person is guilty of a felony for knowingly and 
willingly making false or fraudulent statements to any department of the U.S, Government. 

 
I, , as Head of Household certify that I, and the other members of the Tenant 
Family, have not committed any fraud in connection with any federal housing assistance program, unless such fraud was fully 
disclosed to the Landlord before execution of this Lease, or before the Landlord approval for occupancy of the unit by the Tenant 
Family. 

 
I have not failed to report any change of status regarding household composition and income in connection with any Federally 
Assisted Housing Program. 

 
I further certify that all information or documentation submitted to the Landlord by me or other members of the Tenant Family in 
connection with any federal housing assistance program are true and complete to the best of my knowledge and belief. 

 
   

Signature of Head of Household Date 
 
   
  Signature of Co-Tenant         Date 
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COMMUNITY POLICIES AND RULES 
 
1) Community Orientation Sessions; 

a) New residents must attend a Community Orientation Session within the first 60 days of occupancy. 
Community Orientation Session dates and times will be posted in Property Management Offices. 

 
2) Rental Collection: 

a) Rent is DUE and PAYABLE in advance on the first day of each month and shall be considered delinquent 
after the fifth calendar day of the month. 

b) A late fee of $1525.00 will be added on the 5th of the month. 
a) Also on the 5th day of the month a 14 day Notice to Vacate will be issued to the resident for failure to pay rent, 

demanding payment in full or the surrender of the premises. 
b) This will serve as a notice to the resident that they will have fourteen days to pay the rental payment in full before a 

Writ of Ejectment will be filed with the Spartanburg County Magistrate Court. At which time any 
$45  courtCourt associated cost will be applied to the rental account. When a court date is awarded, the resident will 
only be allowed to pay in full all amounts owed. 

c) Repeated late payments (four within a twelve month period) are a serious and repeated violation of this  the Lease 
and will result in termination of this the Lease by the Landlord. 

 
3) Office Hours: 

a) The management office will have all office hours posted on site. The office phone number is (864)- 
  . 

 
4) Maintenance Request: 

a) During business hours, you must report work orders to your management office. You may call the 
EMERGENCY work order line at (864) 598-6128 only for emergency service requests after 5:00 PM, Monday 
thru Friday and anytime on weekends and holidays. The emergency line is for true EMERGENCIES only. 

 
5) Emergency calls: 

a) The following are considered emergencies: 
i) No heat 
ii) No Electricity 
iii) Gas Leaks or Smell of Gas 
iv) Flooding of your apartment 
v) Fire 
vi) Carbon Monoxide Presence 
vii) Total Stoppage of the plumbing drain system when there is only one toilet or drain 

 
6) Storage: 

a) Resident agrees not to store anything in violation of any statute, regulation, or city ordinance. 
b) This includes but is not limited to storage of explosives or highly flammable materials or goods or any 

environmentally hazardous substances or materials or equipment. 
c) This provision includes charcoal lighter fluid any type of equipment with a gasoline motor, ie: mopeds, dirt bikes and 

lawn mowers. 
d) This provision includes storage of such items inside of dwelling units, hallway, breezeway or garage. 

 
7) Noise Levels: 

a) Be considerate of your neighbors and reduce the volume of your stereo, television set, radio, or other musical 
instrument after 10:00 PM so that the noise from your apartment will not disturb your neighbors. No loud parties, 
blaring automobile systems, televisions, stereos, etc., will be permitted at any time on the premises or common 
areas. 

 
8) Conduct: 

a) Resident is to conduct himself and his guests (guests include any person in the apartment or on the  premises with 
resident’s consent) are to conduct themselves in such a manner that other Resident’s peaceful and quiet enjoyment of 
the premises is not disturbed and to assure that actions are not offensive, noisy, dangerous, or disruptive to the rights, 
privileges and welfare of other Residents and persons. Resident is responsible for actions of his guests while on the 
premises. 

 
9) Laundry: 

a) Laundry or other articles shall NOT be hung for any purpose from the outside of Resident’s apartment or on the 
inside across doors or stairways, and shall not to be hung or draped over ceiling fans or over air vents. 

b) “Outside” shall include HVAC units or cages, balconies and patios of Resident’s apartment. 
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c) Clotheslines, other than those provided by Management, shall NOT be erected or used at any time. 
 
10) Window Coverings: 

a) Drapes; blinds or window coverings provided by management shall NOT be removed without prior written approval.  
Any other draperies or other window coverings must be white or lined in white so only white may be seen from 
outside your apartment. 

b) Residents are required to use and properly install appropriate window coverings such as blinds, shades, drapes or 
curtains to establish a uniform neat appearance. 

c) Bedspreads, sheets, or other items which are not normally utilized as window coverings are not allowed. 
 
11) Plumbing 

a) Use toilets, sinks, tubs, drains, and other plumbing fixtures only for the purpose for which it was intended. 
b) Please do NOT put grease in commodes or drains; it will stop up the sewer line. 
c) Please report promptly to Management, any leaking faucets or plumbing fixtures or anything that requires 

immediate attention. 
 
12) Physical or Verbal Abuse: 

a) No Resident, family member or guest of a Resident, shall verbally or physically abuse the Manager or any other 
employee of Management SHA at any time. 

b) Violation of this policy is grounds for immediate termination of your lease. 
 
13) Children: 

a) Residents are responsible for the appropriate supervision of minor children and guests. 
b) Residents should refrain from leaving toys, bicycles, or other personal property in a public area or on access 

areas when not in actual use. 
c) For safety reasons, rollerblading, skating, riding bikes, or other wheeled equipment is not permitted in garages, 

parking areas, or sidewalks or other walkway. 
d) Residents and their children are asked to respect and take care to preserve and protect all trees, shrubbery, plantings, 

or other portions of the common areas, including any graveled areas, landscaping woodchips, etc. 
e) Climbing on trees or bushes, sitting on fences, removing decorative stone, or any other landscaping material, 

climbing on garages, or throwing anything on roofs is prohibited. 
 
14) Balconies/Patios/Breezeways: 

a) Balconies or patios may not be used for storage or hanging clothes. 
b) No carpeting of balconies/patios is allowed unless approved by Management. 
c) In accordance with local laws and safety concerns, no grilling, cooking or any open flame is permitted on 

balconies, patios or garages. 
d) It is not permitted to run electric cords from the apartment to a balcony or patio area. 
e) Bird feeders and feeding of other animals are prohibited. 
f) Plants are permitted but Residents are expected to put protection under plants to prevent water or dirt from staining 

the balcony or patio area or leaking to any other balcony or patio area. 
i) Residents will be responsible for any water or material falling from a balcony area or damage done to a balcony 

or patio. 
ii) Care should be taken with pots to use natural dirt and planting material that is not flammable. 
iii) Some fertilizers and potting material are combustible when placed in heat or sun and should not be used in 

the balcony or patio area. 
15) Keys: 

a) Additional keys will be provided at a charge of $1512.50 per key (garage, laundry, dwelling unit, and mailbox) if a 
Resident request. 

b) If the Resident requests their apartment lock to be changed, there is a charge of $50.00 which includes two keys. 
c) If the Resident loses a key so that it is necessary to change locks, the charges for changing locks and new keys are 

to be paid by Resident at the time of the next full month rental cycle. 
If you lock yourself out of your apartment or lose your key during regular business hours, you will be charged a 
service charge of $15.00 plus the cost of new key and any materials required to make any necessary repairs. You must 
provide identification as proof that you are a resident of the apartment. Without identification you will not be granted 
access to the apartment. 

d) If you lock yourself out of your apartment or lose your key outside of regular business hours, you must call a 
locksmithcall the emergency line. You are responsible for the charge of the locksmith the afterhours labor at a rate of 
$20.00 per hour for a one hour minimum and the lock out at a rate of $15.00. Management or maintenance staff will 
NOT respond to afterhours calls for lock outs. 
 

16) Trespass Notice Program: 
a) Residents are expected to honor the Public Safety Officers Trespass Notice Program by reporting any and all 

suspicious persons who do not live in your community. 
b) SHA reserves the right to restrict guests on SHA properties. 

 
17) Satellite Dishes: 

a) Satellite Dishes installation is prohibited by the Spartanburg Housing Authority on the structure or premises 
of Spartanburg Housing Authority without prior written approval. 

b) Any unapproved dish or any dish that is improperly installed or fails to remain properly installed will be removed 
and charges assessed the resident. 

Page 21



c)  
 
 
 
18) Air Conditioners: 

a) Installation of window air conditioners requires pre-approval by Spartanburg Housing Authority. 
b) Installation must be completed in professional manner and must be inspected to ensure compliance with good 

workmanship manner. 
c) Removal and damage charges will be assessed to residents. 
d) Window units will not be allowed in sites where central A/C is available. 

 
19) Excessive Utility Usage: 

a) Meter readings are recorded such that the reading is for the previous month and payment is due on the rent statement 
two (2) months following the reading; for example, utilities used in December will be reflected as amount due on the 
March Rent Statement. 

 
20) Trash and Debris: 

a) Community shall be kept in a clean, safe and sanitary condition. 
b) You are responsible for the exterior of your apartment including the front and rear areas. 
c) The community is to remain free of trash and debris. 
c)d) Cooking grease is not to be disposed of down drains or outside of windows or the dwelling unit.  
d)e) No indoor furnishings are allowed on the outside of the apartment. 
e)f) Do not discard garbage or objects of any kind on the grounds, parking lots or around the dumpster area. 
f)g) Large items are to be placed inside the dumpster enclosure closest to your apartment. 
g)h) A fee of $50.00 will charged if trash is found on the grounds with your name or address. 
h)i) Remember, you are also responsible for the actions of your guests. 

 
21) Trash Dumpsters and Roll-Out Carts 

a) Dumpsters are for the sole usage of community residents only. 
b) The following items ARE NOT to be placed in the dumpsters: dirt, leaves, shrubbery clippings, 

construction material; car parts; batteries; tires; furniture; appliances. 
c) It is resident’s responsibility to have the roll-out carts and/or recycle bins placed curbside on the day of pick up 

and removed no later than noon on the following day. 
 
22) Water Beds: 

a) Waterbeds are prohibited in Spartanburg Housing Authority units due to load factors and potential water damage.  
Under no circumstances are waterbeds permitted. 

 
23) Tenant Lockout Procedures: In the event you are locked out of your apartment; (1) you must contact Maintenance 

Dispatch (after-hours will be forwarded to answering service for dispatch). (2) You must provide identification as proof 
that you are a resident of the apartment; without identification, you will not be granted access to the apartment. (3) You 
will be charged a minimum service charge of $15 during normal business hours and an additional $20 per hour for a 
minimum of one hour afterhours plus the cost of any materials. for lock-out calls during the normal work hours and 
$45.00 for after-hours calls, plus the cost of material to make any necessary repairs. 

 
24) Tampering with Smoke Detectors: 

a) The Housing Authority has installed and maintains smoke detectors in each apartment for the safety of residents. 
b) It is considered a serious violation of the lease to remove or disable the smoke detector. 
c) Any Resident who is found to have tampered with the smoke detector will be issued a written warning on the first 

instance. A second offence is $2550.00, and a third offence will result in a charge of $50.00lease termination. 
d) Any subsequent violation will be subject in the issuance of an Eviction Notice. 

 
25) Sprinkler Heads: 

a) Residents of Archibald Rutledge Apartments shall not place any items in the vicinity of the sprinkler system 
heads that might impair the effectiveness of these devices. 
 

26) Elderly/Disabled Services: 
a) In the event that you have special needs, request a referral for assessment from the Spartanburg Housing Authority 

Services Coordinator. 
b) If you are in need of reasonable accommodation, as a result of a disability, please notify SHA management; In some 

cases, documentation from a physician or other acceptable sources may be required. 
 
27) Illegal Parking: 

a) Under no circumstances may resident vehicles or visitor vehicles be parked in any areas other than paved areas 
designated for parking. 

b) Residents may be assigned parking permits that must be affixed to cars registered to the residents. 
c) Parking of vehicles on lawn areas is strictly prohibited and violators may be ticketed or towed. 
d) Repeated violations may result in the termination of the lease. 
e) Abandoned , inoperable, unregistered, or derelict vehicles may not be parked on Housing Authority property. 
f) Towing of such vehicles will be accomplished in accordance with South Carolina Statue Section 56-5- 5850. 
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28) Vacating of Units: 

a) You are required to provide 30-day NOTICE OF INTENT TO VACATE prior to moving. 
b) Keys must be returned to the Community Manager to avoid additional rent charges. 

 
29) Smoking: 

a) In accordance with HUD regulations, the Housing Authority of City of Spartanburg (SHA) has adopted a smoke-
free policy for all public housing sites. The policies are effective as of July 30, 2018. 

b) The term “smoking” means any inhaling, exhaling, burning, or carrying any lighted cigar, cigarette, pipe, vape, e-
cigarette or other prohibited tobacco product in any manner or any form. Prohibited tobacco products include water 
pipes or hookahs. 

c) Residents are responsible for ensuring that household members and guests comply with this rule. 
30) Pet Policy: 

a) Residents are to refrain from keeping, maintaining, or harboring any animal in the Dwelling Unit except according 
to the Authority’s Pet Policy. 

b) Failure to properly dispose of pet waste will result in progressive fines. Continued violation of proper disposal of 
pet waste may result in the termination of the lease. 

31) Elevators: 
a) Elevators are to be used for personal transportation only from floor to floor. 
b) Do not use elevators in case of fire and severe weather 

 
32) Ground Fault Circuit Interrupters (GFCI): 

a) Your apartment may be equipped with GFCI receptacles in the bathrooms and kitchen. These are special 
receptacles designed to protect you from electrical shocks. Short circuits may occur when you have a defective 
appliance or if you accidentally drop a device like a curling iron or hair dryer into a sink or bathtub filled with 
water. While you should never use any electrical appliance around water, this device may save your life if an 
accident occurs. The GFCI receptacle in your bathroom or kitchen will look similar to the drawing below. 

 
b) To test your GFCI, press in on the TEST button. Sometimes this is colored red. The RESET button should pop out. 

Next, push the RESET button back in. If it does not, call the work order desk at 598-6128 to request a repair.  There 
is no charge for this repair. 

 
c) If you are using the receptacle and the power goes off, check the RESET button to see if it has popped out. If it has, 

unplug the appliance you are using and press the RESET button. If the RESET button stays in, replug the appliance 
and turn it on. If the appliance works, then you may have had a momentary power problem that caused the GFCI to 
trip. If the appliance does not work, after pressing the RESET, or if the GFCI trips again, notify the work order desk. 
DO NOT USE THE RECEPTACLE OR APPLIANCE UNTIL IT HAS BEEN CHECKED BY THE 
MAINTENANCE DEPARTMENT. 
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Tuesday, June 23, 2020 
 
Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Evaluation Timeframe for the CEO 
Information Item 
 
CONTACT PERSON: 
Matthew Myers  
Board Chair 
 
SUMMARY:  
The performance of the CEO of the Spartanburg Housing Authority will be evaluated on annual 
basis. Currently, per agreement, the evaluation should be completed by May of each year; however, 
that timeframe is not optimal due to SHA’s fiscal year end. 

It has been recommended by the CEO that the Board of Commissioners perform the annual 
evaluation in August. This would allow the Board to provide performance feedback and discuss 
goals for the next fiscal year before the staff finalize their performance goals/individual work plans 
in September as directed by the CEO in preparation for a new fiscal year that begins the first of 
October. Feedback provided by the Board to the CEO may impact a staff level performance 
objective. 

The annual budget process is near conclusion by this time; therefore, the timeframe aligns with the 
budget process to ensure that we have the necessary funds to aid in achieving the established goals 
for the next fiscal year.  If budget adjustments are needed, revisions can be made before the budget 
is set for the next fiscal year. 

This change will become effective this year (2020). 
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of Annual and Five-Year Plan 
Resolution 2020-11 

RECOMMENDATION: 
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution 2020-11, to allow the CEO to approve and adopt the Public 
Housing Authority (PHA) plan which was made available during the public comment period. 
Upon approval and execution of all appropriate documents, the CEO will submit the plan to the 
U.S. Department of Housing and Urban Development (HUD) by the July 18, 2020 deadline. 
 
CONTACT PERSON: 
Jessica M. Holcomb 
Deputy Director of Asset Management and Special Projects 
864-598-6023 
 
SUMMARY: 
PHAs must update the Five-Year Plan and submit Annual Plan for the year Capital Funds will be 
utilized. The plan is prepared by staff and provided to the Resident Advisory Board (RAB) as well 
as to the public through public notice and public hearing. The RAB meeting was held via zoom on 
Wednesday, April 15, 2020 and a Public Hearing was held via zoom on Monday, June 15, 2020. 
comments from both were incorporated into the Annual Plan submission and a final draft provided 
to the Board for approval during the June meeting. The plan identifies what projects the 
Spartanburg Housing Authority (SHA) will complete with Capital Grant funds for the next year 
and provides a Five-Year plan.  
 
FINANCIAL CONSIDERATIONS: 
The Plan incorporates 2020 Capital Funding and status reports on all open Capital Fund programs 
and the 5-Year Plan for Capital Funds. 
 
POLICY CONSIDERATIONS: 
The Plan was completed and provided for review in accordance with HUD regulations. 
 

 
Respectfully Submitted,       

     Jessica M. Holcomb 
     Deputy Director of Asset Management and Special Projects 
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RESOLUTION NO. 2020-11 
 
 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

June 23, 2020 
 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended the Board of Commissioners of the Housing Authority of the City of 
Spartanburg, South Carolina adopt Resolution No. 2020-11, to allow the CEO to approve and 
adopt the Annual and Five-Year Plan for the Spartanburg Housing Authority. 
 
 

________________________  
Matthew Myers, Chairman   

 
 

ATTEST:  
 

 
__________________________ 
Secretary  
 
 

FOR CLERK USE ONLY 

 

                                                                   RESOLUTION NO.  2020-11 

                                                           DATE ADOPTED:  June 23, 2020 
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June 23, 2020 

Housing Authority of the City of Spartanburg 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of the Spartanburg Housing Authority’s Admissions and Continued        
Occupancy Policy (ACOP) 
Resolution 2020-12 
 
RECOMMENDATION:  
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution 2020-12, to allow the CEO to approve and adopt the updated 
Spartanburg Housing Authority’s Admissions and Continued Occupancy Policy (ACOP). 
 
CONTACT PERSON: 
Jessica M. Holcomb 
Deputy Director of Asset Management and Special Projects 
864-598-6023 
 
SUMMARY: 
The ACOP is the Public Housing Authority’s (PHA) written statement of policies used to carry out the 
housing program in accordance with federal law and regulations, and U.S. Department of Housing and 
Urban Development (HUD) requirements. The ACOP is required by HUD and it must be available for 
public review [CFR 24 Part 903]. The ACOP also contains policies that support the objectives contained in 
the PHA’s Agency Plan. 
 
All issues related to public housing not addressed in the ACOP are governed by federal regulations, HUD 
handbooks and guidebooks, notices and applicable state and local laws. The policies in the ACOP have 
been designed to ensure compliance with the consolidated Annual Contributions Contract (ACC) and all 
HUD-approved applications for program funding. The PHA is responsible for complying with all changes 
in HUD regulations pertaining to public housing. If such changes conflict with this plan, HUD regulations 
will have precedence. 
 
FINANCIAL CONSIDERATIONS: 
None 
 
POLICY CONSIDERATIONS: 
The PHA will revise this ACOP as needed to comply with changes in HUD regulations. The original policy 
and any changes must be approved by the Board of Commissioners of the PHA, the pertinent sections 
included in the Agency Plan, and a copy provided to HUD. 
 
Respectfully Submitted,  

  
Jessica M. Holcomb, Deputy Director of Asset Management and Special Projects 
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RESOLUTION NO. 2020-12 
 
 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

June 23, 2020 
 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution No. 2020-12, to allow the CEO to approve and adopt the updated 
the Spartanburg Housing Authority’s Admissions and Continued Occupancy Policy (ACOP). 
 

_________________________ 
Matthew Myers, Chairman 

 
 

ATTEST:  
 

__________________________ 
Secretary  
 
 

FOR CLERK USE ONLY 

 

                                                                   RESOLUTION NO.  2020-12 

                                                           DATE ADOPTED:  June 23, 2020 
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Chapter Current Proposed
Chapter 2: Fair Housing and Equal Opportunity This chapter describes HUD regulations and PHA policies related to these topics in three  parts: This chapter describes HUD regulations and PHA policies related to these topics in four  parts:

Chapter 2: Fair Housing and Equal Opportunity The PHA must provide a notice to each tenant that the tenant may, at any time during the tenancy, request reasonable accomm                           
The PHA must provide a notice to each tenant that the tenant may, at any time during the tenancy, request reasonable accommodation of a handicap disabilities of a household member, including reasonable accommodation so that the tenant can meet lease requirements or other requirements of tenancy 
[24 CFR 966.7(b)].

Chapter 3: Eligibility

3-I.J. GUESTS [24 CFR 5.100]  A guest is defined as a person temporarily staying in the unit with the consent of a tenant 
or other member of the household who has expressed or implied authority to so consent on behalf of the tenant.
The lease must provide that the tenant has the right to exclusive use and occupancy of the leased unit by the members of the 
household authorized to reside in the unit in accordance with the lease, including reasonable accommodation of their guests 
[24 CFR 966.4(d)]. The head of household is responsible for the conduct of visitors and guests, inside the unit as well as 
anywhere on or near PHA premises [24 CFR 966.4(f)]. The lease must provide that the tenant has the right to exclusive use 
and occupancy of the leased unit by the members of the household authorized to reside in the unit in accordance with the 
lease, including reasonable accommodation of their guests [24 CFR 966.4(d)]. The head of household is responsible for the 
conduct of visitors and guests, inside the unit as well as anywhere on or near PHA premises [24 CFR 966.4(f)]. SHA 
Policy A resident family must notify the SHA when overnight guests will be staying in the unit for more than 3 days. A 
guest can remain in the unit no longer than 24 cumulative calendar days during any 12 -month period.

3-I.J. GUESTS [24 CFR 5.100]  A guest is defined as a person temporarily staying in the unit with the consent of a tenant or other member of the household who has expressed or implied authority to so consent on behalf of the tenant.
The lease must provide that the tenant has the right to exclusive use and occupancy of the leased unit by the members of the household authorized to reside in the unit in accordance with the lease, including reasonable accommodation of their guests [24 CFR 966.4(d)]. The head of household is 
responsible for the conduct of visitors and guests, inside the unit as well as anywhere on or near PHA premises [24 CFR 966.4(f)]. The lease must provide that the tenant has the right to exclusive use and occupancy of the leased unit by the members of the household authorized to reside in the unit in 
accordance with the lease, including reasonable accommodation of their guests [24 CFR 966.4(d)]. The head of household is responsible for the conduct of visitors and guests, inside the unit as well as anywhere on or near PHA premises [24 CFR 966.4(f)]. SHA Policy A resident family must notify the 
SHA when overnight guests will be staying in the unit for more than 3 days. A guest can remain in the unit no longer than 24  14 cumulative calendar days during any 12 -month period.

Chapter 3: Eligibility
VAWA 2013 expanded notification requirements to include the obligation for PHAs to provide applicants who are denied 
assistance with a notice of VAWA rights and the form HUD-5382 at the time the applicant is denied. VAWA 2013 2018 expanded notification requirements to include the obligation for PHAs to provide applicants who are denied assistance with a notice of VAWA rights and the form HUD-5382 at the time the applicant is denied.

Chapter 4: Applications, Waiting List and Tenant Selection INTRODUCTION This chapter describes HUD and PHA policies for taking applications, managing the waiting list and sele                                       This chapter describes HUD and PHA policies for taking accepting applications, managing the waiting list and selecting families from the waiting list. The PHAs policies for assigning unit size and making unit offers are contained in Chapter 5. Together, Chapters 4 and 5 of the ACOP comprise the PHA’s Tenant Selection and Assignment Plan (TSAP).

Chapter 4: Applications, Waiting List and Tenant Selection

4-I.B. APPLYING FOR ASSISTANCE Depending upon the length of time that applicants may need to wait to be housed, 
the SHA may use a one- or two-step application process.
A one-step process will be used when it is expected that a family will be selected from the waiting list within 60 days of the 
date of application. At application, the family must provide all of the information necessary to establish family eligibility 
and the amount of rent the family will pay.
A two-step process will be used when it is expected that a family will not be selected from the waiting list for at least 60 
days from the date of application. Under the two-step application process, the SHA initially will require families to provide 
only the information needed to make an initial assessment of the family’s eligibility, and to determine the family’s 
placement on the waiting list. The family will be required to provide all of the information necessary to establish family 
eligibility and the amount of rent the family will pay when selected from the waiting list.
Families may apply online using the SHA’s application portal. In the case of a reasonable accommodation, the family may 
obtain application forms from the SHA’s main office or site offices during normal business hours or request – by telephone 
or by mail – that a form be sent to the family via first class mail.
Completed hardcopy applications by way of reasonable accommodation must be returned to the SHA by mail or submitted 
in person during normal business hours. Applications must be complete in order to be accepted by the SHA for processing. 
If an application is incomplete, the SHA will notify the family of the additional information required. Families applying 
online will receive an email that the application has been rejected or accepted and they have been placed on the waiting list. 

4-I.B. APPLYING FOR ASSISTANCE Depending upon the length of time that applicants may need to wait to be housed, between the date of the application and the availability of housing, the SHA may use a one- or two-step application process.
A one-step process will be used when it is expected that a family will be selected from the waiting list within 60 days of the date of application. At application, the family must provide all of the information necessary to establish family eligibility and the amount of rent the family will pay.
A two-step process will be used when it is expected that a family will not be selected from the waiting list for at least 60 days from the date of application. Under the two-step application process, the SHA initially will require families to provide only the information needed to make an initial assessment 
of the family’s eligibility, and to determine the family’s placement on the waiting list. The family will be required to provide all of the information necessary to establish family eligibility and the amount of rent the family will pay when selected from the waiting list.
Families may apply online using the SHA’s application portal. In the case of a reasonable accommodation, the family may obtain application forms from the SHA’s main office or site offices during normal business hours or request – by telephone or by mail – that a form be sent to the family via first 
class mail.
Completed hardcopy applications by way of reasonable accommodation must be returned to the SHA by mail or submitted in person during normal business hours. Applications must be complete in order to be accepted by the SHA for processing. If an application is incomplete, the SHA will notify the 
family of the additional information required. Families applying online will receive an email that the application has been rejected or accepted and they have been placed on the waiting list. 

4-I.C. ACCESSIBILITY OF THE APPLICATION PROCESS The PHA must take a variety of steps to ensure that the ap                   4-I.C. ACCESSIBILITY OF THE APPLICATION PROCESS The PHA must take a variety of steps to ensure that the application process is accessible to those people who might have difficulty complying with the normal, standard PHA application process.

Chapter 4: Applications, Waiting List and Tenant Selection Disabled Populations [24 CFR 8; PH Occ GB, p. 68] The PHA must provide reasonable accommodation to the needs of i                                                 
Disabled Populations [24 CFR 8; PH Occ GB, p. 68] The PHA must provide reasonable accommodation to the needs of individuals as needed for persons with disabilities. The application-taking facility and the To make the  application process must be fully accessible, or the PHA must provide an 
alternate approach that provides equal access to the application process program. Chapter 2 provides a full discussion of the PHA’s policies related to providing reasonable accommodations for people with disabilities.

Chapter 4: Applications, Waiting List and Tenant Selection 4-I.D. PLACEMENT ON THE WAITING LIST The PHA must review each completed application received and make a pr                                                                          
4-I.D. PLACEMENT ON THE WAITING LIST The PHA must review each completed application received and make a preliminary assessment of the family’s eligibility. The PHA Applicants for whom the waiting list is open must be placed on the waiting list families for whom the list is open unless the 
PHA determines the family to be ineligible. Where the family is determined to be ineligible, the PHA must notify the family in writing [24 CFR 960.208(a); PH Occ GB, p. 41]. Where the family is not determined to be ineligible, the family will be placed on a waiting list of applicants.

Chapter 4: Applications, Waiting List and Tenant Selection 4-II.A. OVERVIEW The PHA must have policies regarding the type of waiting list it will utilize as well as the various aspe                                                                
4-II.A. OVERVIEW The PHA must have policies regarding the type of waiting list it will utilize as well as the various aspects of organizing and managing how the waiting list of applicant families will be organized and managed. This includes opening the list to new applicants,  closing the list to new 
applicants, policies on notifying the public of on waiting list openings and closings, to new applicants, updating waiting list information, purging the list of families that are no longer interested in or eligible for public housing, and conducting outreach to ensure a sufficient number of applicants.

Chapter 4: Applications, Waiting List and Tenant Selection

Site-Specific Waiting List(s):

The following site-specific waiting lists are currently maintained by the SHA:

Archibald Rutledge High-Rise 
Archibald Rutledge Village
Cambridge Place 	
	Camp Croft Courts Apartments	
Cedar Spring Place (Public Housing Units Only)
	Collins Park/Cottage Grove (Public Housing Units Only)
	Country Gardens Estates (Public Housing Units Only)
Dr. John C.  Bull Apartments
Prince Hall Apartments
	Page Lake Manor
Section 32 Program (Lease-Purchase/Homeownership)
The Ridge at Southport (Public Housing Units Only)
Victoria Gardens Apartments

Site-Specific Waiting List(s):

The following site-specific waiting lists are currently maintained by the SHA:

Archibald Rutledge High-Rise 
Archibald Rutledge Village
Cambridge Place 	
Camp Croft Courts Apartments	
Cedar Spring Place (Public Housing Units Only)
Collins Park/Cottage Grove (Public Housing Units Only)
Country Gardens Estates (Public Housing Units Only)
Dr. John C.  Bull Apartments
Prince Hall Apartments
Page Lake Manor
Section 32 Program (Lease-Purchase/Homeownership)
The Ridge at Southport (Public Housing Units Only)
Victoria Gardens Apartments

Chapter 4: Applications, Waiting List and Tenant Selection 4-II.B. ORGANIZATION OF THE WAITING LIST HUD directs that a family that applies to reside in public housing mu                                                4-II.B. ORGANIZATION OF THE WAITING LIST HUD directs that a family that applies to reside in public housing HUD requires that public housing applicants must be offered the opportunity to be placed on the waiting list for any tenant-based or project-based voucher or moderate rehabilitation program that the PHA operates if 1) the other programs’ waiting lists are open, and 2) the family is qualified for the other programs [24 CFR 982.205(a)(2)(i)].
Chapter 4: Applications, Waiting List and Tenant Selection Closing the Waiting List The PHA is permitted to close the waiting list, in whole or in part, if it has an adequate pool of fam                                  Closing the Waiting List The PHA is permitted to close the waiting list, in whole or in part, if it has an adequate pool of families to fill fully lease units in all ofits developments. The PHA may close the waiting list completely, or restrict intake by preference, type of project, or by size and type of dwelling unit. [PH Occ GB, p. 31].
Chapter 4: Applications, Waiting List and Tenant Selection Reopening the Waiting List If the waiting list has been closed, it may be reopened at any time. The PHA should publish a no                                              Reopening the Waiting List If the waiting list has been closed, it may be reopened at any time. The PHA should publish a notice announcing the opening of the waiting list in local newspapers of general circulation, minority media, and other suitable media outlets. that the PHA is reopening the waiting list. Such notice must comply with HUD fair housing requirements. The PHA should specify who may apply, and where and when applications will be received.
Chapter 4: Applications, Waiting List and Tenant Selection  4-II.F. UPDATING THE WAITING LIST HUD requires the PHA to establish policies to use when removing applicant na         4-II.F. UPDATING THE WAITING LIST HUD requires the PHA to establish policies to use when removing applicant names that describe the circumstances under which applicants will be removed from the waiting list [24 CFR 960.202(a)(2)(iv)].

Chapter 4: Applications, Waiting List and Tenant Selection

SHA Policy
The SHA has chosen to adopt the following preferences: (With the exception of the waiting list for Cambridge Place and 
Page Lake Manor):
1.	Displaced: Applicants who have been involuntarily displaced due to a natural disaster that has caused their current living 
facility to be uninhabitable. OR SHA action causing displacement in which the unit currently occupied is being demolished, 
renovated, or otherwise disposed of for homeownership purposes. The SHA shall adhere to Federal and State laws 
governing displacement of residents in these cases.
2.	Homeless:  Applicants are considered homeless under the HUD definition and if documentation is provided that the 
family has been residing in a temporary shelter for at least 30 days.
3.	Disaster: Federal, State or local government action related to code enforcement, public improvement or development.
4.	Veterans: Past or present members of the US Armed Forces, veterans, or surviving spouses of veterans who served in 
the active military. A copy of the service member’s DD 214 Report of Separation. 
5.	Working families:  The head, spouse, co-head or sole member is employed at least 30 hours per week.  Families where 
the head, spouse, or sole member is a person age 62 or older, or is a person with disabilities, will also be given the benefit of 
the working preference (24 CFR 960.206(b)(2).
6.	Elderly/Disabled: Single elderly, disabled, or handicapped applicants shall be considered as a preference over non-
elderly, non-disabled, or non-handicapped single applicants for one bedroom units.

7.      VAWA: The SHA will offer a preference to families that include victims of domestic violence, dating violence, sexual assault, or stalking who has either been referred by a partnering service agency or consortia or who is seeking an emergency transfer under VAWA from the SHA’s housing choice 
voucher program or other covered housing program operated by the SHA. The SHA will work with the following partnering service agencies: Safe Home Rape Crisis The applicant must certify that the abuser will not reside with the applicant unless the SHA gives prior written approval. Local 
preferences will be aggregated using a system in which each preference will receive an allocation of points. The more preference points an applicant has, the higher the applicant’s place on the waiting list. The preference for victims of domestic violence, dating violence, sexual assault, or stalking seeking 
an emergency transfer will be equal to two points.
The preference for displaced families will be equal to three points.
Applicants qualifying for both preferences will thus be assigned a total of five points. 
All other preferences will be equal to one point.
Among applicants who qualify for two preferences, date and time of application will be used to determine placement on the waiting list.

Chapter 4: Applications, Waiting List and Tenant Selection

Income Targeting Requirement [24 CFR 960.202(b)]
HUD requires that extremely low-income (ELI) families make up at least 40% of the families admitted to public housing 
during the SHA’s fiscal year. ELI families are those with annual incomes at or below 30% of the area median income 
whichever number is higher [Federal Register notice 6/25/14]. To ensure this requirement is met, the PHA may skip non-
ELI families on the waiting list in order to select an ELI family. 

Income Targeting Requirement [24 CFR 960.202(b)]
HUD requires that extremely low-income (ELI) families make up at least 40% percent of the families admitted to public housing during the PHA’s fiscal year. ELI families are those with annual incomes at or below 30% the federal poverty level or 30 percent of the area median income whichever 
number is higher [Federal Register notice 6/25/14]. To ensure this requirement is met, the PHA may skip non-ELI families on the waiting list in order to select an ELI family. 

Chapter 4: Applications, Waiting List and Tenant Selection

 
4-III.D. THE APPLICATION INTERVIEW SHA PolicyFamilies selected from the waiting list are required to 
participate in an eligibility interview.
All adult family members must attend the interview and sign the housing application.  Exceptions may be made for adult 
students attending school out of state or for members for whom attendance would be a hardship.  The head of the household 
and their spouse, or co-head, is required to attend the interview.
If the head of household cannot attend the interview, the spouse may attend to complete the application and certify for the 
family.  The Head of Household, however, will be required to attend an interview within 5 working days to review the 
information and to certify by signature that all of the information is complete and accurate.
It is the applicant’s responsibility to reschedule the interview if he/she misses the appointment.  If the applicant does not 
reschedule or misses one scheduled meeting, the SHA will reject the application.  If an applicant fails to appear for their 
interview without prior approval of the SHA, their application will be denied unless they can provide acceptable 
documentation to the SHA that an emergency prevented them from calling or attending.
Reasonable accommodation will be made for persons with a disability who requires an advocate or accessible offices.  A 
designee will be allowed to provide information, but only with permission of the person with a disability.
If the family is claiming a waiting list preference, the family must provide documentation to verify their eligibility for a 
preference (see Chapter 7). If the family is verified as eligible for the preference, the SHA will proceed with the interview. If 
the SHA determines the family is not eligible for the preference, the interview will not proceed and the family will be placed 
back on the waiting list according to the date and time of their application. 
The family must provide the information necessary to establish the family’s eligibility, including suitability, and to 
determine the appropriate amount of rent the family will pay. The family must also complete required forms, provide 
required signatures, and submit required documentation. If any materials are missing, the SHA will provide the family with 
a written list of items that must be submitted. If the family is unable to attend a scheduled interview, the family must  
contact the SHA in advance of the interview to schedule a new appointment. Any second appointment letter will state that 
failure to appear for the appointment without a request to reschedule will be interpreted to mean that the family is no longer 
interested and their application will be made inactive. Such failure to act on the part of the applicant prevents the SHA from 
making an eligibility determination, therefore the SHA will not offer an informal hearing.

 
4-III.D. THE APPLICATION INTERVIEW SHA Policy Families selected from the waiting list are required to participate in an eligibility interview.
All adult family members must attend the interview and sign the housing application.  Exceptions may be made for adult students attending school out of state or for members for whom attendance would be a hardship.  The head of the household and their spouse/, or co-head, is requiredwill be strongly 
encouraged  to attend the interview together.
If the However, either the head of household cannot attend the interview, the or the spouse/cohead may attend to complete the application and certify interview on behalf of  for the family.  The Head of Household, however, will be required to attend an interview within 5 working days to review the 
information and to certify by signature that all of the information is complete and accurate.Verification information pertaining to adult members of the household not present at the interview will not begin until signed release forms are returned to the SHA. 
It is the applicant’s responsibility to reschedule the interview if he/she misses the appointment.  If the applicant does not reschedule or misses one scheduled meeting, the SHA will reject the application.  If an applicant fails to appear for their interview without prior approval of the SHA, their application 
will be denied unless they can provide acceptable documentation to the SHA that an emergency prevented them from calling or attending.
The interview will be conducted only if the head of household or spouse/cohead provides appropriate documentation of legal identity (Chapter 7 provides a discussion of proper documentation of legal identity). If the family representative does not provide the required documentation, the appointment 
may be rescheduled when the proper documents have been obtained.
Reasonable accommodation will be made for persons with a disability who requires an advocate or accessible offices.  A designee will be allowed to provide information, but only with permission of the person with a disability.
Pending disclosure and documentation of social security numbers, the SHA will allow the family to retain its place on the waiting list for 10 business days. If not all household members have disclosed their SSNs at the next time a unit becomes available, the SHA will offer a unit to the next eligible 
applicant family on the waiting list. If the family is unable to attend a scheduled interview, the family must should contact the SHA in advance of the interview to schedule a new appointment. In all circumstances, if a family does not attend a scheduled interview, the SHA will send another notification 
letter with a new interview appointment time. Applicants who fail to attend two scheduled interviews without SHA approval will have their applications made inactive based on the family’s failure to supply information needed to determine eligibility. The Any second appointment letter will state that 
failure to appear for the appointment without a request to reschedule will be interpreted to mean that the family is no longer interested and their application will be made inactive. Such failure to act on the part of the applicant prevents the SHA from making an eligibility determination, therefore the SHA 
will not offer an informal hearing.

Chapter 4: Applications, Waiting List and Tenant Selection
 
4-III.E. FINAL ELIGIBILITY DETERMINATION [24 CFR 960.208] N/A The SHA will expedite the administrative process for determining eligibility to the extent possible for applicants who are admitted to the public housing program as a result of an emergency transfer from another SHA program.

Chapter 4: Applications, Waiting List and Tenant Selection

4-III.E. FINAL ELIGIBILITY DETERMINATION [24 CFR 960.208] If the PHA uses a criminal record or sex offender 
registration information obtained under 24 CFR 5, Subpart J, as the basis of a denial, a Notice of Intent to Deny will be 
issued offering the applicant the opportunity to review and dispute the accuracy and relevance of the information contained 
within the record prior to denial of the application.  See Section 3-III.G. for the PHA’s policy regarding such circumstances.
Upon making an eligibility determination, the PHA must provide the family a notice of VAWA rights as well as the HUD 
VAWA self-certification form (form HUD-5382) in accordance with the Violence against Women Act of 2013, and as 
outlined in 16-VII.C. The notice and self-certification form must accompany the written notification of eligibility 
determination. This notice must be provided in both of the following instances: (1) when a family is notified of its 
eligibility; or (2) when a family is notified of its ineligibility.

4-III.E. FINAL ELIGIBILITY DETERMINATION [24 CFR 960.208] If the PHA uses a criminal record or sex offender registration information obtained under 24 CFR 5, Subpart J, as the basis of a denial, a Notice of Intent to Deny will be issued offering the applicant the opportunity to review 
andcopy of the record must precede the notice to deny, with an opportunity to dispute the accuracy and relevance of the information contained within before the record prior  PHA can move to denial deny of the application.  See Section 3-III.G. for the PHA’s policy regarding such circumstances.
Upon making an eligibility determination, the PHA must provide the family a notice of VAWA rights (form HUD-5380) as well as the HUD VAWA self-certification form (form HUD-5382) in accordance with the Violence against Women Act of 2013, and as outlined in 16-VII.C. The notice and self-
certification form must accompany , at the written notification of eligibility determination. Time the applicant is provided assistance or at the time the applicant is denied assistance. This notice must be provided in both of the following instances: (1) when a family is notified of its eligibility; actually 
begins receiving assistance lease execution or (2) when a family is notified of its ineligibility.

Chapter 5: Occupancy Standards and Unit Offers

 
5-I.B. DETERMINING UNIT SIZE SHA Policy The SHA will use the same occupancy standards for each of its 
developments.
The SHA shall not consider unborn children or children in the process of adoption when determining the unit size.
The SHA’s occupancy standards are as follows:
The SHA will assign one bedroom for each two persons within the household, except in the following circumstances:
Persons of the opposite sex (other than spouses, and children under age 5) will not be required to share a bedroom. 
Persons of different generations will not be required to share a bedroom.
Live-in aides will be allocated a separate bedroom. No additional bedrooms will be provided for the live-in aide’s family.
Single person families will be allocated a zero or one bedroom.
Foster children will be included in determining unit size.

 
5-I.B. DETERMINING UNIT SIZE SHA Policy The SHA will use the same occupancy standards for each of its developments.
The SHA shall not consider unborn children or children in the process of adoption when determining the unit size.
The SHA’s occupancy standards are as follows:
The SHA will assign one bedroom for each two persons within the household, except in the following circumstances:
Persons of the opposite sex (other than spouses, and children under age 5) will not be required to share a bedroom. 
Persons of different generations will not be required to share a bedroom, except: 
A single pregnant woman with no other household members and a single parents with one child and no other household members will be assigned a one-bedroom unit. Assuming no other changes in family composition, after the child reaches the age of 5 years, the family will be eligible for a transfer to a 
2-bedroom unit. Otherwise, an unborn child will not be counted as a person in determining unit size.
Live-in aides will be allocated a separate bedroom. No additional bedrooms will be provided for the live-in aide’s family.
Single person families will be allocated a zero or one bedroom.
Foster children will be included in determining unit size. Children related to a household member by birth, adoption, or court awarded custody will be considered when determining unit size.
Foster children will be considered when determining unit size. The family may add foster children to the household as long as it does not overcrowd the unit based on the SHA’s occupancy standards.
Children away at school, but for whom the unit is considered the primary residence, and children temporarily placed outside the home, will be considered when determining unit size.

Chapter 5: Occupancy Standards and Unit Offers 5-II.B. NUMBER OF OFFERS N/A ·         Two (2) locations: The applicant will be offered a suitable unit in the location with the higher number of vacancies. If the offer is rejected, a final offer will be made at the other location. The offers will be made in sequence and the applicant must refuse the first offer before a second offer is made.



Chapter 6: Income and Rent Determinations
 
Individual Savings Accounts [24 CFR 960.255(d)] N/A

The following rules pertaining to ISAs do not apply to this public housing program.
A qualified family paying income-based rent may choose an ISA instead of being given the EID.  The PHA must advise the family that the ISA option is available. Families who choose the ISA will pay the higher rent and the PHA will deposit the difference between the higher rent and the EID rent in the 
savings account.
Amounts deposited to ISAs may only be withdrawn for the following reasons:
•	Because the family is purchasing a home
•	To pay education costs of family members
•	Because the family is moving out of public or assisted housing
•	To pay any other expenses the PHA authorizes to promote economic self-sufficiency
The PHA is required to maintain ISAs in interest bearing accounts, for which the family is credited with interest earned. The PHA may not charge the family a fee for maintaining the account.
At least once each year the PHA must provide the family with a statement of the balance in their account, including any interest earned, if required by state law.
SHA Policy
When applicable, the SHA will provide the family with a statement of the balance in their account, including any interest earned, annually and upon request when the family makes withdrawals from the account.
If the family moves out of public housing, the PHA must return the balance in the family’s ISA, less any amounts the family owes the PHA.

Chapter 6: Income and Rent Determinations
 
6-I.L. ADDITIONAL EXCLUSIONS FROM ANNUAL INCOME (aa) Distributions from an ABLE account, and actual or imputed interest on the ABLE account balance

Chapter 6: Income and Rent Determinations Flat Rents and Earned Income Disallowance [A&O FAQs] N/A

Under the EID revised calculation method, a family currently paying flat rent that previously qualified for the EID while paying income-based rent and is currently within their exclusion period would have the exclusion period continue while paying flat rent regardless whether the employment that is the 
subject of the exclusion continues. A family paying flat rent could therefore see a family member’s exclusion period expire while the family is paying flat rent.

Chapter 7: Verification
VERIFICATION
[24 CFR 960.259, 24 CFR 5.230, Notice PIH 2010-19]

VERIFICATION
[24 CFR 960.259, 24 CFR 5.230, Notice PIH 2010-19] 2018-18

Chapter 7: Verification

Requirements for Acceptable Documents Any documents used for verification must be the original (not photocopies) and 
generally must be dated within 60 days of the date they are provided to the SHA. The documents must not be damaged, 
altered or in any way illegible. Requirements for Acceptable Documents Any documents used for verification must be the original (not photocopies) and generally must be dated within 60 days of the date they are provided to the SHA request. The documents must not be damaged, altered or in any way illegible.

Chapter 7: Verification

 
7-I.C. UP-FRONT INCOME VERIFICATION (UIV)SHA Policy
For each new admission or historical adjustment, the SHA shall:
a.	 Review the EIV Income Report to confirm and validate family-reported income within 120 days of the PIC submission 
date
b.	 Print and maintain a copy of the EIV Income Report in the tenant file: and
c.	Resolve any income discrepancy with the family within 60 days of the EIV Income Report date.

For each interim recertification, the SHA shall have the following documentation in the tenant file:
a.	ICN Page when there is no household income discrepancy noted on the EIV
b.	EIV Income Report when there is an income discrepancy noted on the household’s    Income Discrepancy Report.

For each annual recertification of family income and composition, the SHA shall have the following documentation in the 
tenant file:
a.	 No Dispute of EIV Information signed by the resident with current acceptable tenant-provided documentation, and only 
if necessary, traditional third party verification.
b.	Disputed EIV Information signed by the resident with current acceptable tenant-provided documentation and/or 
traditional third party verification for the disputed information
c.	Tenant-reported income not verifiable through the EIV system with current tenant-provided documents, and if necessary, 
third party verification form(s).

The SHA shall generate the following EIV reports monthly:
a.	 Deceased Tenants Report
b.	Immigration Report

The SHA shall generate the following EIV reports on a quarterly basis:
1.	 Income Discrepancy Report

 
7-I.C. UP-FRONT INCOME VERIFICATION (UIV)SHA Policy
For each new admission or historical adjustment, the SHA shall:
a.	 Review the EIV Income Report to confirm and validate family-reported income within 120 days of the PIC submission date
b.	 Print and maintain a copy of the EIV Income Report in the tenant file: and
c.	Resolve any income discrepancy with the family within 60 days of the EIV Income Report date.

For each interim recertification, the SHA shall have the following documentation in the tenant file:
a.	ICN Page when there is no household income discrepancy noted on the EIV
b.	EIV Income Report when there is an income discrepancy noted on the household’s    Income Discrepancy Report.

For each annual recertification of family income and composition, the SHA shall have the following documentation in the tenant file:
a.	 No Dispute of EIV Information signed by the resident with current acceptable tenant-provided documentation, and only if necessary, traditional third party verification.
b.	Disputed EIV Information signed by the resident with current acceptable tenant-provided documentation and/or traditional third party verification for the disputed information
c.	Tenant-reported income not verifiable through the EIV system with current tenant-provided documents, and if necessary, third party verification form(s).

The SHA shall generate the following EIV reports monthly:
a.	 Deceased Tenants Report
b.	Immigration Report

The SHA shall generate the following EIV reports on a quarterly basis:
1.	 Income Discrepancy Report
2.	Multiple Subsidy Report
3.	New Hires Report

In the event the information contained within the EIV system is in error, the resident must address the issue directly with the source provider.

Chapter 7: Verification
EIV Income Reports The data shown on income reports is updated quarterly. Data may be between three and six months old 
at the time reports are generated. EIV Income and IVT Reports The data shown on income and income validation tool (IVT) reports is updated quarterly. Data may be between three and six months old at the time reports are generated.

Chapter 7: Verification 7-II.H. VERIFICATION OF PREFERENCE STATUS The PHA also offers a preference for victims of domestic violence, dating violence, sexual assault, or stalking, as described in Section 4-III.B. To verify that applicants qualify for the preference, the PHA will follow documentation requirements outlined in Section 16-VII.D.
Chapter 8: Leasing and Inspections PART I: LEASING PHAs must include in the ACOP residential minimum heating standards policies [Notice PIH 2018-19]. The policy is included in Part I of this chapter.

Chapter 8: Leasing and Inspections

Modifications to the Lease Form
The PHA may modify its lease from time to time. However, the PHA must give residents 30 days advance notice of the 
proposed changes and an opportunity to comment on the changes. The PHA must also consider any comments before 
formally adopting the new lease [24 CFR 966.3]. 

Modifications to the Lease Form
The PHA may modify its lease from time to time. However, the PHA must give residents 30 days at least thirty (30) days   advance notice of the proposed changes and an opportunity to comment on the changes. The PHA must also consider any comments before formally adopting the  a new lease [24 
CFR 966.3]. 

Chapter 8: Leasing and Inspections

8-I.E. SECURITY DEPOSITS [24 CFR 966.4(b)(5)]
At the option of the PHA, the lease may require security deposits. The amount of the security deposit cannot exceed one 
month’s rent or a reasonable fixed amount as determined by the PHA. The PHA may allow for gradual accumulation of the 
security deposit by the family, or the family may be required to pay the security deposit in full prior to occupancy. Subject to 
applicable laws, interest earned on security deposits may be refunded to the tenant after vacating the unit, or used for tenant 
services or activities.
SHA Policy
Residents must pay a security deposit to the SHA at the time of admission equal to the calculated Total Tenant Payment but 
not to exceed $300. The SHA may permit installment payments of security deposits when a new tenant demonstrates a 
financial hardship to the satisfaction of the SHA.  However, no less than one-half of the required deposit must be paid 
before occupancy.  The remainder of the deposit will be set up on equal increments to be paid in full within 90 days.

SHA Policy
Residents must pay a security deposit to the SHA at the time of admission equal to the calculated Total Tenant Payment but not to exceed $300. The SHA may permit installment payments of security deposits when a new tenant demonstrates a financial hardship to the satisfaction of the SHA.  However, 
no less than one-half of the required deposit must be paid before occupancy.  The remainder of the deposit will be set up on equal increments to be paid in full within 90 days. . The amount of the security deposit will be equal to the family’s total tenant payment at the time of move-in, and must be paid in 
full prior to occupancy. 

Chapter 8: Leasing and Inspections

 
Late Fees and Nonpayment In addition, if the resident fails to make payment by the end of office hours on the fifth day of 
the month, a late fee of $15.00 will be charged of Notices of late fees will be in accordance with requirements regarding 
notices of adverse action. Charges are due and payable 14 calendar days after billing. If the family requests a grievance 
hearing within the required timeframe, the SHA may not take action for nonpayment of the fee until the conclusion of the 
grievance process. If the resident can document financial hardship, the late fee may be waived on a case-by-case basis.

 
Late Fees and Nonpayment In addition, if the resident fails to make payment by the end of office hours on the fifth day of the month, a late fee of $15.00 $25.00 will be charged of Notices of late fees will be in accordance with requirements regarding notices of adverse action. Charges are due and 
payable 14 calendar days after billing. If the family requests a grievance hearing within the required timeframe, the SHA may not take action for nonpayment of the fee until the conclusion of the grievance process. If the resident can document financial hardship, the late fee may be waived on a case-by-
case basis.

Chapter 8: Leasing and Inspections
 
Excess Utility Charges

The SHA may grant requests for relief from surcharges from excess utility consumption of SHA-furnished utilities as a reasonable accommodation where the SHA deems an exception is appropriate to meet the needs of elderly, ill, or disabled residents. In determining whether to grant this request, the 
SHA will consider special factors affecting utility usage that are not within the control of the resident, such as the need for medical equipment. Residents may request relief in accordance with Section 2-II.C. of this ACOP. The SHA will process such requests in accordance with Section 2-II.E. of this 
ACOP.
Notice of the availability of procedures for requesting relief (including the SHA representative with whom initial contact may be made by the resident) and the SHA’s criteria for granting requests, will be included in each notice to residents of changes in utility allowances or surcharges as well as to new 
residents as part of the lease orientation.

Chapter 8: Leasing and Inspections N/A

8-I.G. MINIMUM HEATING STANDARDS [Notice PIH 2018-19]
PHAs in states, territories, or localities with existing minimum heating standards must use their respective local standards for public housing dwelling units. For PHAs where state or local minimum heating standards do not exist, PHAs must use the HUD-prescribed heating standards specified in Notice 
PIH 2018-19.
SHA Policy
The SHA is located in an area where state or local residential heating standards exist and will utilize those standards for public housing units. Therefore, the PHA’s minimum heating standards are as follows:
Minimum temperature:
If the SHA controls the temperature, the minimum temperature in each unit must be at least 68 degrees. If the resident controls the temperature, the heating equipment must have the capability of heating to at least 68 degrees.
Minimum temperature capability:
At no point should indoor temperatures in occupied space drop below 55 degrees
Fahrenheit. This flexibility applies when at least one of the below criteria are
met:
▪ The outside temperature reaches or drops below the design day
temperature, or
▪ The outside temperature is within five degrees Fahrenheit of the design
day temperature for more than two continuous days. Measurement:
Temperature measurements must be taken three feet above the floor and two feet from an exterior wall in a habitable room.

Chapter 9: Reexaminations
 
9-I.B STREAMLINED ANNUAL REEXAMINATIONS [24 CFR 960.257]

Two streamlining options are available, depending upon the percentage of the family’s income that is received from fixed sources. If at least 90 percent of the family’s income is from fixed sources, the PHA may streamline the verification of fixed income and may choose whether to  verify non-fixed 
income amounts in years where no fixed-income review is required. If the family receives less than 90 percent of its income from fixed sources, the PHA may streamline the verification of fixed income and must verify non-fixed income annually. Third-party verification of non-fixed income will be 
obtained annually regardless of the percentage of family income received from fixed sources.

Chapter 10: Pets
 
10-II.C. STANDARDS FOR PETS [24 CFR 5.318; 960.707(b)]

PHAs may not require pet owners to obtain or carry liability insurance.
PHAs may not require that cats be declawed.

Chapter 12: Transfer Policy 12-I.B. EMERGENCY TRANSFERS The VAWA 2013 final rule requires the PHA to adopt an emergency transfer plan for victims of domestic violence, dating violence, sexual assault, or stalking.

Chapter 12: Transfer Policy

A verified incident of domestic violence, dating violence, sexual assault, or stalking. For instances of domestic violence, 
dating violence, sexual assault, or stalking, the threat may be established through documentation outlined in section 16-
VII.D, or by any proof accepted by the SHA. The SHA will immediately process requests for transfers due to domestic 
violence, dating violence, sexual assault, or stalking. The SHA will allow a tenant to make an internal emergency transfer 
under VAWA when a safe unit is immediately available. 

A verified incident of domestic violence, dating violence, sexual assault, or stalking. For instances of domestic violence, dating violence, sexual assault, or stalking, the threat may be established through documentation outlined in section 16-VII.D, or by any proof accepted by the SHA. In order to request 
the emergency transfer, the requestor must submit an emergency transfer request form (HUD-5383) (Exhibit 16-4 of this ACOP), although, the PHA may waive this requirement in order to expedite the transfer process. The SHA will immediately process requests for transfers due to domestic violence, 
dating violence, sexual assault, or stalking. The SHA will allow a tenant to make an internal emergency transfer under VAWA when a safe unit is immediately available. The SHA defines immediately available as a vacant unit, that is ready for move-in within a reasonable period of time, not to exceed 30 
days. 

Chapter 12: Transfer Policy 12-I.C. EMERGENCY TRANSFER PROCEDURES If the emergency transfer is necessary to protect a victim of domestic violence, dating violence, sexual assault, or stalking, the PHA will follow procedures outlined in Exhibit 16-4.
Chapter 12: Transfer Policy 12-III.C. ELIGIBILITY FOR TRANSFER Tenants who are not in good standing may still request an emergency transfer under VAWA.

Chapter 12: Transfer Policy

 
12-III.F. HANDLING OF REQUESTS In case of a reasonable accommodation transfer, the SHA will encourage the 
resident to make the request in writing using a reasonable accommodation request form. However, the SHA will consider 
the transfer request any time the resident indicates that an accommodation is needed whether or not a formal written request 
is submitted.

In order to request the emergency transfer under VAWA, the resident will be required to submit an emergency transfer request form (HUD-5383) (Exhibit 16-4 of this ACOP). The PHA may, on a case-by-case basis, waive this requirement and accept a verbal request in order to expedite the transfer 
process. If the PHA accepts an individual’s statement, the PHA will document acceptance of the statement in the individual’s file in accordance with 16-VII.D. of this ACOP. Transfer requests under VAWA will be processed in accordance with the PHA’s Emergency Transfer Plan (Exhibit 16-3). In case 
of a reasonable accommodation transfer, the PHA will encourage the resident to make the request in writing using a reasonable accommodation request form. However, the SHAPHA will consider the transfer request any time the resident indicates that an accommodation is needed whether or not a 
formal written request is submitted.

Chapter 13: Lease Terminations
13-II.D. FAILURE TO DISCLOSE AND DOCUMENT SOCIAL SECURITY NUMBERS [24 CFR 5.218(c), 24 
CFR 960.259(a)(3), Notice PIH 2012-10] 13-II.D. FAILURE TO DISCLOSE AND DOCUMENT SOCIAL SECURITY NUMBERS [24 CFR 5.218(c), 24 CFR 960.259(a)(3), Notice PIH 2012-10 2018-24]

Chapter 13: Lease Terminations

Over-Income Families [24 CFR 960.261 and FR 11/26/04, p. 68786]
Subject to certain restrictions, HUD authorizes PHAs to evict or terminate the tenancies of families because they are over 
income. Unless required to do so by local law, the PHA may not evict or terminate the tenancy of a family solely because the 
family is over income if: (1) the family has a valid contract of participation in the Family Self-Sufficiency (FSS) program, 
or (2) the family is currently receiving the earned income disallowance. This rule does not require PHAs to evict over-
income residents, but rather gives PHAs the discretion to do so thereby making units available for applicants who are 
income-eligible.
SHA Policy
The SHA will not evict or terminate the tenancies of families solely because they are over income.

Over-Income Families [24 CFR 960.261 and FR 11/26/04, p. 68786] FR7/26/18; PIH Notice 2019-11
Subject to certain restrictions, HUD authorizes PHAs to evict or terminate the tenancies of families because they are over income. Unless required to do so by local law, the PHA may not evict or terminate the tenancy of a family solely because the family is over income if: (1) the family has a valid 
contract of participation in the Family Self-Sufficiency (FSS) program, or (2) the family is currently receiving the earned income disallowance. This rule does not require PHAs to evict over-income residents, but rather gives PHAs the discretion to do so thereby making units available for applicants who 
are income-eligible.
SHA Policy
The SHA will not evict or terminate the tenancies of families solely because they are over income. The Housing Opportunity Through Modernization Act (HOTMA) of 2016 placed an income limitation on public housing tenancies. The over-income requirement states that after a family’s adjusted income 
has exceeded 120 percent of area median income (AMI) (or a different limitation established by the secretary) for two consecutive years, the PHA must either terminate the family’s tenancy within six months of the determination, or charge the family a monthly rent that is the higher of the applicable fair 
market rent (FMR) or the amount of monthly subsidy for the unit, including amounts from the operating and capital funds, as determined by regulations.
Notice PIH 2019-11 also requires that PHAs publish over-income limits in their ACOP and update them no later than 60 days after HUD publishes new income limits each year. The over-income limit is calculated by multiplying the very low-income limit (VLI) by 2.4, as adjusted for family size.
PHAs also have discretion, under 24 CFR 960.261, to adopt policies allowing termination of tenancy for families whose income exceeds the limit for program eligibility. Such policies would exempt families participating in the Family Self-Sufficiency (FSS) program, or currently receiving the earned 
income disallowance.
SHA Policy
At annual or interim reexamination, if a family’s adjusted income exceeds the applicable over-income limit, the SHA will document the family file and begin tracking the family’s over-income status.
If one year after the applicable annual or interim reexamination the family’s income continues to exceed the applicable over-income limit, the SHA will notify the family in writing that their income has exceeded the over-income limit for one year, and that if the family continues to be over-income for 12 
consecutive months, the family will be subject to the SHA’s over-income policies.
If two years after the applicable annual or interim reexamination the family’s income continues to exceed the applicable over-income limit, the SHA will charge the family a rent that is the higher of the applicable fair market rent (FMR) or the amount of monthly subsidy for the unit. The SHA will notify 
the family in writing of their new rent amount. The new rent amount will be effective 30 days after the SHA’s written notice to the family.
If, at any time, an over-income family experiences a decrease in income, the family may request an interim redetermination of rent in accordance with SHA policy. If, as a result, the previously over-income family is now below the over-income limit, the family is no longer subject to over-income 
provisions as of the effective date of the recertification. The SHA will notify the family in writing that over-income policies no longer apply to them. If the family’s income later exceeds the over-income limit again, the family is entitled to a new two-year grace period.
The SHA will begin tracking over-income families once these policies have been adopted.
The SHA will not evict or terminate the tenancies of families whose income exceeds the income limit for program eligibility as described at 24 CFR 960.261. The PHA will rely on the following over-income limits. These numbers will be updated within 60 days of HUD publishing new income limits 
each year and will be effective for all annual and interim reexaminations once these policies have been adopted.
Family Size	1	2	3	4	5	6	7	8
Over-Income Limit	$54,360	$62,160	$69,960	$77,640	$83,880	$90,120	$93,360	$102,600

For families larger than 8 persons, the over-income limit will be calculated by multiplying the applicable very-low income limit by 2.4.

Chapter 13: Lease Terminations 13-III.D. ALTERNATIVES TO TERMINATION OF TENANCY
Additionally, under the Violence against Women Reauthorization Act of 2013, the PHA may bifurcate a lease in order to terminate the tenancy of an individual who is a tenant or lawful occupant of a unit and engages in criminal activity directly related to domestic violence, dating violence, sexual 
assault, or stalking.

Chapter 13: Lease Terminations

 
13-III.F. TERMINATIONS RELATED TO DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT, 
OR STALKING In order to demonstrate an actual and imminent threat, the PHA must have objective evidence of words, gestures, actions, or other indicators. 

Chapter 13: Lease Terminations

 
13-IV.D. LEASE TERMINATION NOTICE [24 CFR 966.4(l)(3)] All notices of lease termination will include 
information about the protection against termination provided by the Violence against Women Reauthorization Act of 2013 
(VAWA) for victims of domestic violence, dating violence, sexual assault, or stalking (see section 16 VII.C). The PHA will 
also include a copy of the form HUD-5382 and a notice of VAWA rights to accompany the termination notice. Any tenant 
who claims that the cause for termination involves (a) criminal acts of physical violence against family members or others 
or (b) incidents of domestic violence, dating violence, sexual assault, or stalking of which the tenant or affiliated individual 
of the tenant is the victim will be given the opportunity to provide documentation in accordance with the policies in sections 
13 III.F and 16-VII.D.

 
13-IV.D. LEASE TERMINATION NOTICE [24 CFR 966.4(l)(3)] All notices of lease termination will include information about the protection against termination provided by the Violence against Women Reauthorization Act of 2013 (VAWA) for victims of domestic violence, dating violence, 
sexual assault, or stalking (see section 16 VII.C). The PHA will also include a copy of the form HUD-5382 and a notice of VAWA rights to accompany the termination notice. HUD-5380 Any tenant who claims that the cause for termination involves (a) criminal acts of physical violence against family 
members or others or (b) incidents of domestic violence, dating violence, sexual assault, or stalking of which the tenant or affiliated individual of the tenant is the victim will be given the opportunity to provide documentation in accordance with the policies in sections 13 III.F and 16-VII.D.



Chapter 14: GRIEVANCES AND APPEALS

 
14-III.C. APPLICABILITY [24 CFR 966.51] SHA Policy
The SHA is located in a due process state; therefore SHA will not offer grievance hearings for lease terminations involving :
•	Any criminal activity that threatens the health, safety or right to peaceful enjoyment of the premises of other residents or 
employees of the SHA
•	Any violent or drug-related criminal activity on or off such premises

•	Any criminal activity that resulted in felony conviction of a household member SHA Policy
The SHA is located in a HUD declared due process state; therefore SHA will not offer grievance hearings for lease terminations involving :
•	Any criminal activity that threatens the health, safety or right to peaceful enjoyment of the premises of other residents or employees of the SHA
•	Any violent or drug-related criminal activity on or off such premisesTherefore, the SHA will not offer grievance hearings for lease terminations involving criminal activity that threatens the health, safety, or right to peaceful enjoyment of the premises of other residents or employees of the SHA, for 
violent or drug-related criminal activity on or off the premises, or for any criminal activity that resulted in felony conviction of a household member.

Chapter 14: GRIEVANCES AND APPEALS

SHA Policy
The SHA is located in a due process state; therefore SHA will not offer grievance hearings for lease terminations involving :
•	Any criminal activity that threatens the health, safety or right to peaceful enjoyment of the premises of other residents or 
employees of the SHA
•	Any violent or drug-related criminal activity on or off such premises

SHA Policy
The SHA is located in a due process state; therefore SHA will not offer grievance hearings for lease terminations involving :
•	Any criminal activity that threatens the health, safety or right to peaceful enjoyment of the premises of other residents or employees of the SHA
•	Any violent or drug-related criminal activity on or off such premises

Chapter 15: Program Integrity
 
Prohibited Activities

Committing sexual harassment or other harassment based on race, color, religion, national origin, familial status, disability, sexual orientation, or gender identity, either quid pro quo (supervisory harassment) or hostile environment
Allowing sexual harassment or other harassment based on race, color, religion, national origin, familial status, disability, sexual orientation, or gender identity, either quid pro quo (supervisory harassment) or hostile environment, where the PHA knew or should have known such harassment was 
occurring
Retaliating against any applicant, resident, or staff reporting sexual harassment or other harassment based on race, color, religion, national origin, familial status, disability, sexual orientation, or gender identity, either quid pro quo (supervisory harassment) or hostile environment

Chapter 16: Program Administration Part VI: Reporting and Record Keeping for Children with Environmental Intervention Blood Lead Level. Part VI: Reporting and Record Keeping for Children with Environmental Intervention elevated Blood Lead Level. 

Chapter 16: Program Administration
Establishing Flat Rents PHAs must describe their policies for selection of a hearing officer in their lease forms. Changes 
to the public housing lease are subject to a 30-day comment period (24 CFR 966.4)

PHAs must describe their policies for selection of a hearing officer in their lease forms. Changes to the public housing lease are subject to a 30-day comment period (24 CFR 966.4) The PHA must provide a corresponding key explaining the calculations used for determining the valuation for each factor. 
HUD published a Flat Rent Market Analysis tool on August 22, 2018, which includes a rent adjustment guide, a market rent comparison guide, and a rent adjustment worksheet to aide PHAs in requesting exception flat rents.
PHAs must receive written HUD approval before implementing exception flat rents. PHAs with a previously approved flat rent exception request may submit a written request to extend the approved flat rents for up to two additional years, provided local market conditions remain unchanged. Detailed 
information on how to request exception flat rents can be found in Notice PIH 2017-23.
PHAs are now required to apply a utility allowance to flat rents as necessary. Flat rents set at 80 percent of the FMR must be reduced by the amount of the unit's utility allowance, if any.

Chapter 16: Program Administration

16-V.B. RECORD RETENTION 
SHA Policy
During the term of each public housing tenancy, and for at least four years thereafter, the SHA will keep all documents 
related to a family’s eligibility, tenancy, and termination. 

16-V.B. RECORD RETENTION 
SHA Policy
During the term of each public housing tenancy, and for at least four years thereafter, the SHA will keep all documents related to a family’s eligibility, tenancy, and termination. The PHA must keep the last three years of the Form HUD-50058 and supporting documentation during the term of each 
assisted lease, and for a period of at least three years from the end of participation (EOP) date [24 CFR 908.101].
Notice PIH 2014-20 requires the PHA to keep records of all complaints, investigations, notices, and corrective actions related to violations of the Fair Housing Act or the equal access final rule.
The PHA must keep confidential records of all emergency transfer requested under the PHA’s Emergency Transfer Plan, and the outcomes of such requests, and retain the records for a period of three years, or for a period of time as specific in program regulations [24 CFR 5.2002(e)(12)].
SHA Policy
The SHA will keep the last three years of the Form HUD-50058 and supporting documentation, and for at least three years after end of participation all documents related to a family’s eligibility, tenancy, and termination. Confidential records of all emergency transfers related to VAWA requested under 
the PHA’s Emergency Transfer Plan and the outcomes of such requests

Chapter 16: Program Administration
 
Notification to Applicants and Tenants [24 CFR 5.2005(a)(1)] N/A

or by having the victim come to an office or other space that may be safer for the individual, making reasonable accommodations as necessary. For example, the PHA may decide not to send mail regarding VAWA protections to the victim’s unit if the PHA believes the perpetrator may have access to the 
victim’s mail, unless requested by the victim.
When discussing VAWA with the victim, the PHA will take reasonable precautions to ensure that no one can overhear the conversation such as having conversations in a private room.
The victim may, but is not required to, designate an attorney, advocate, or other secure contact for communications regarding VAWA protections.

Chapter 16: Program Administration

 
16-VII.D. DOCUMENTATION [24 CFR 5.2007] (1)	A completed and signed HUD-approved certification form (HUD-
5382, Certification of Domestic Violence, Dating Violence, Sexual Assault, or Stalking), which must include the name of 
the perpetrator only if the name of the perpetrator is safe to provide and is known to the victim. 

(1)	A completed and signed HUD-approved certification form (HUD-5382, Certification of Domestic Violence, Dating Violence, Sexual Assault, or Stalking), which must include the name of the perpetrator only if the name of the perpetrator is safe to provide and is known to the victim. The form may 
be filled out and submitted on behalf of the victim. In determining whether to extend the deadline, the SHA will consider factors that may contribute to the victim’s inability to provide documentation in a timely manner, including cognitive limitations, disabilities, limited English proficiency, absence 
from the unit, administrative delays, the danger of further violence, and the victim’s need to address health or safety issues. Once the victim provides documentation, the PHA will acknowledge receipt of the documentation within 10 business days.

Chapter 16: Program Administration
 
Conflicting Documentation [24 CFR 5.2007(e)]

The PHA may also request third-party documentation when submitted documentation contains information that conflicts with existing information already available to the PHA. 
Individuals have 30 calendar days to return third-party verification to the PHA. If the PHA does not receive third-party documentation, and the PHA will deny or terminate assistance as a result, the PHA must hold separate hearings for the tenants [Notice PIH 2017-08]. When requesting third-party 
documents, the SHA will provide contact information for local domestic violence and legal aid offices. In such cases, applicants or tenants will be given 30 calendar days from the date of the request to provide such documentation.
If the SHA does not receive third-party documentation within the required timeframe (and any extensions) the SHA will deny VAWA protections and will notify the applicant or tenant in writing of the denial. If, as a result, the applicant or tenant is denied or terminated from the program, the SHA will 
hold separate hearings for the applicants or tenants.

Chapter 16: Program Administration Discretion to Require No Formal Documentation [24 CFR 5.2007(d)] HUD recommends documentation in a confidential manner when a verbal statement or other evidence is accepted.
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of the Spartanburg Housing Authority’s Housing Choice Voucher (HCV) 
Administrative Plan 
Resolution No. 2020-13 
 
RECOMMENDATION: 
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution 2020-13, approving the Spartanburg Housing Authority’s (SHA) 
Housing Choice Voucher (HCV) Administrative Plan. 
 
CONTACT PERSON: 
Tiffany Askew 
Deputy Director of Leased Housing   
864-598-6053 
 
SUMMARY: 
The U.S. Department of Housing and Urban Development (HUD) requires the Housing Choice 
Voucher (HCV) Program operate within the guidelines of an Administrative Plan which contains 
the HUD regulatory requirements for administering the program. Further contained within the 
Administrative Plan are areas that are discretionary to the individual Housing Authority. The 
discretionary portions of the plan allow the PHA to achieve intended goals within the program.  
The PHA must review the plan and recommend changes based on growth and development of 
the program. 

BACKGROUND: 
The last update to the Administrative Plan for HCV was February 2020.  

 
FINANCIAL CONSIDERATIONS: 
None 
 
POLICY CONSIDERATIONS: 
None 
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RESOLUTION NO. 2020-13 
 
 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

June 23, 2020 
 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution No. 2020-13, approving the Housing Choice Voucher (HCV) 
Program Administrative Plan for the Spartanburg Housing Authority. 
 
 

_________________________  
Matthew Myers, Chairman   

 
 

ATTEST:  
 

__________________________ 
Secretary  
 
 

FOR CLERK USE ONLY 

 

                                                                   RESOLUTION NO.  2020-13 

                                                           DATE ADOPTED:  June 23, 2020 
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Spartanburg Housing Authority 
Administrative Plan Revision 2020 

COMPARISON 

Section Current  Revision 
 
 

 
Chapter 1 
Overview 

None 

 Chapter 2 
Fair Housing  

2-I.B. NONDISCRIMINATION 
 
p. 2-4 

 • Subject anyone to sexual harassment. 

 
 Chapter 3 

Eligibility 
 

 
 None 

 Chapter 4 
Applications, Waiting List and 

Tenant Selection 
 

 

4-II.F. UPDATING THE 
WAITING LIST [24 CFR 
982.204] 

p.4-10 

 
The family’s response must be in 
writing and may be delivered in 
person, by mail, or by fax. 

The family’s response must be in writing and may be delivered in 
person or by mail. 

 If the family fails to respond to the 
mail request, the family will be 
removed from the waiting list without 
further notice. 
 

If the family fails to respond to the mail or email request, the family 
will be removed from the waiting list without further notice. 
 

 
p.4-10 

 
Add SHA will not reinstate a family to the waiting list after 30 days from 

the deadline date.   

Formatted: Font: (Default) Times New Roman, 11 pt,
Underline
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Local Preferences [24 CFR 
982.207; HCV p. 4-16] 

p.4-14 

Add 7. Victims of domestic violence, dating violence, sexual assault, and 
stalking (5 Points) 
 

4-III.D. NOTIFICATION OF 
SELECTION 

p.4-16 
 

as well as to any known alternate 
address. 
 

Remove 

 Chapter 5 
Briefings and Voucher Issuance  

 

 

  None 

 
Chapter6 

Income and Subsidy 
Determinations  

 

6-I.M. ADDITIONAL 
EXCLUSIONS FROM 
ANNUAL INCOME 

p.6-34 
 

 
Add 

(aa) Distributions from an ABLE account, and actual or imputed 
interest on the ABLE account balance.  
 

 Chapter 7 
Verifications   

7-I.C. UP-FRONT INCOME 
VERIFICATION (UIV)  
 

 
Add 

Added IVT Income Validation Tool information. 

 Chapter 8 
Housing Quality Standards and 

Rent Reasonableness 
Determinations 

 

  None 

Page 39



 Chapter 9 
General Leasing Policies 

 

 Add By email where needed.  
 Chapter 10 

Moving with Continued Assistance 
 and Portability 

 

10-I.C. MOVING PROCESS 

 
p. 10-6 

 
Add Zero HAP Families Who Wish to Move [24 CFR 982.455] 

A participant who is not receiving any subsidy, but whose HAP 
contract is still in force, may request a voucher to move to a different 
unit. The PHA must issue a voucher to move unless it has grounds to 
deny assistance under the program regulations. However, if the PHA 
determines no subsidy would be paid at the new unit, the PHA may 
refuse to enter into a HAP contract on behalf of the family. 

SHA Policy 
If a zero HAP family requests to move to a new unit, the 
family may request a voucher to move. However, if no 
subsidy will be paid at the unit to which the family requests 
to move, the PHA will not enter into a HAP contract on 
behalf of the family for the new unit. 

 
 
 

Chapter 11 
Re- Examinations 

 

 

11-II.D. PROCESSING THE 
INTERIM REEXAMINATION  
 
p.11-2 

The family may notify the SHA of 
changes either orally or in writing. If 
the family provides oral notice, the 
SHA will require the family to submit 
the changes in writing. 
 

The family must notify the SHA of changes in writing.  

 Chapter 12 
Termination of Assistance and 

Tenancy 

 

EXHIBIT 12-1: STATEMENT Add  police reports, and affidavits from the owner, neighbors, or other 
credible parties with direct knowledge.  
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OF FAMILY OBLIGATIONS 
 

 

 
 
 

Chapter 13 
Owners 

 

  None 
 Chapter 14 

Program Integrity 
 

  None 
 Chapter 15 

Special Housing Types 
 

  None 

 
Chapter 16 

Program Administration   

16-II.B. PAYMENT 
STANDARDS [24 CFR 982.503; 
HCV GB, Chapter 7] 

p.16-7 

 

 
Add 

Voluntary Use of Small Area FMRs [24 CFR 982.503, Notice 
PIH 2018-01] 

PHAs that administer vouchers in a metropolitan area where 
the adoption of small area FMRs (SAFMRs) is not required 
may request approval from HUD to voluntarily adopt 
SAFMRs.  SAFMRs may be voluntarily adopted for one or 
more zip code areas.  

SHA Policy 
The SHA will not voluntarily adopt the use of SAFMRs. 

 

 Chapter 17 
Project Based Vouchers 

 

  Revised Entire Chapter to remove RAD information 

 Chapter 18 
Project Based Vouchers Under the 
Rental Assistance Demonstration 

Program 

 
Add this chapter to include RAD and all updated information  
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June 23, 2020 
 
Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of the Victoria Gardens Apartments (VGA) Moving Services 
Resolution 2020-14 
 
RECOMMENDATION:  
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution No. 2020-14,  approving the CEO to award multiple contracts for 
VGA Moving Services to College Hunks and The Valet, LLC, in the amount not to exceed  
$85,000 each.  
 
CONTACT PERSON: 
Nathan Bragg 
Procurement and Special Project Representative 
864-598-6035 
 
SUMMARY: 
The residents of Victoria Gardens Apartments must be relocated during the rehabilitation of this 
development. The project requires temporary relocation of 73 tenants over the course of seventeen 
months. This relocation requires a moving company that can physically relocate residents per the 
direction of the Relocation Coordinator (The Delck Group). A Request for Proposals (RFP) was 
published on May 15, 2020 to procure these services and extended to June 16, 2020. The 
solicitation was advertised in the local newspaper and local area moving vendors were contacted 
through direct e-mail.  
 
Two (2) proposals were submitted by the following companies: College Hunks  and, The Valet, 
LLC.  A determination to award both vendors was made based on the necessary needs for Victoria 
Gardens Apartments moving services.  Having both vendors under contract allows flexibility for 
the Agency to move multiple residents when needed.  The proposal amount shown below reflects 
the moving expenses and does include other unknown expenses that might occur.  These unknown 
expenses might include packing for some residents, boxes, other moving cost associated with the 
physical move. The Agency anticipates the not to exceed amount of $85,000 to efficiently handle 
these unknown expenses by both contractors. 
 
Company Proposal Amount 
College Hunks $61,670 
The Valet, LLC $58,025 

 
BACKGROUND: 
The substantial rehabilitation of Victoria Gardens requires that each tenant be relocated during 
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construction. The physical move will take place in a phased approach over an estimated period of 
18 months with a tentative start date of July 2020 and completion scheduled for December 2021. 
Both awarded moving contractors will work directly with Delck Group LLC Relocation 
Coordinator to relocate Victoria Garden’s residents.  
 
FINANCIAL CONSIDERATIONS: 
SHA has budgeted for this expense through the 2019 Capital Fund Program 
 
POLICY CONSIDERATIONS: 
This procurement requires Board approval as it exceeds the small purchase threshold limit of 
$60,000.  

 
 
 

         Respectfully Submitted, _______________________________ 
                                                Nathan E. Bragg, Procurement and Special Projects Representative 
                                       The Housing Authority of the City of Spartanburg 
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RESOLUTION NO. 2020-14 

 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

 
June 23, 2020 

 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution No. 2020-14,  approving the CEO to award multiple contracts for 
Victoria Gardens Apartments Moving Services to College Hunks and The Valet, LLC, in the 
amount not to exceed  $85,000 each.  
 

 
 

________________________________________ 
      Matthew Myers, Chair 

 
 

ATTEST: 
 
 
________________________________ 
SECRETARY 
 
FOR CLERK USE ONLY 
 

      RESOLUTION NO. 2020-14 
       

      DATE ADOPTED: June 23, 2020 
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June 23, 2020 
 
Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of the Single-Family Home Repairs 
Resolution 2020-15 
 
RECOMMENDATION:  
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution No. 2020-15,  approving the CEO to award multiple contracts for 
Single Family Home Repairs to MP Services , in the amount of $85,510.00 and Pioneer GC LLC 
in the amount of $101,000.  
 
CONTACT PERSON: 
Nathan Bragg 
Procurement and Special Project Representative 
864-598-6035 
 
SUMMARY: 
Four (4) of Spartanburg Housing Authority’s (SHA) vacant scattered sites are scheduled to be 
repaired for the purpose of relocating residents resulting from the redevelopment of Victoria 
Gardens Apartments. Repairs to the four (4) vacant units are to upgrade existing conditions and 
meet any required codes. A scope of work was published on June 2, 2020 and a Site walkthrough 
was given on June 9, 2020.  
 
Four bids were submitted by the following companies: Green Earth Partners, MP Services, Pioneer 
GC, LLC, and TLAQK Construction. TLAQK’s lowest bid was later disqualified due to bid error 
and missing required HUD forms. The next lowest bidder was evaluated for an award starting with 
lowest qualified bidder MP Services. MP Services did not have capacity after negotiations to repair 
all four units with the desired six-week period, so the Agency exercised it right to award multiple 
contracts to the next lowest bidder Pioneer GC LLC. The Agency was seeking general contractors 
who could provide repair services to the four single family homes at 109 Winterhaven Road, 136 
Westover Drive, 266 Pioneer Place, and 511 Crestwood Place. The following are the results of the 
bidders. 
 
Company Bid Amount 
Green Earth Partners $422,085.25 
MP Services, LLC $169,585.00 
Pioneer GC, LLC $212,000.00 
TLAQK (Disqualified) $164,531.00 
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BACKGROUND: 
These four (4) single family homes have been selected by the recommendation of staff based on 
the recent appraisal and the building inspection. These four (4) single family homes will provide 
necessary housing for residents affected by the Victoria Gardens Apartments rehabilitation starting 
this summer.  
 
FINANCIAL CONSIDERATIONS: 
SHA has budgeted for this expense through the 2018 Capital Fund Program. 

 
POLICY CONSIDERATIONS: 
This procurement requires Board approval as it exceeds the small purchase threshold limit of 
$60,000.  

 
 
 
 

         Respectfully Submitted, _______________________________ 
                                                Nathan E. Bragg, Procurement and Special Projects Representative 
                                       The Housing Authority of the City of Spartanburg 
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RESOLUTION NO. 2020-15 

 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

 
June 23, 2020 

 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended that the Board of Commissioners of the Housing Authority of the City 
of Spartanburg adopt Resolution No. 2020-15,  approving the CEO to award multiple contracts for 
Single Family Home Repairs to MP Services , in the amount of $85,510.00 and Pioneer GC LLC 
in the amount of $101,000.  
 

 
 

________________________________________ 
      Matthew Myers, Chair 

 
 

ATTEST: 
 
 
________________________________ 
SECRETARY 
 
FOR CLERK USE ONLY 
 

      RESOLUTION NO. 2020-15 
       

      DATE ADOPTED:  June 23, 2020 
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of the Spartanburg Housing Authority’s Policy Manual 
Resolution 2020-16 
 
RECOMMENDATION:  
It is hereby recommended that the Board of Commissioners adopt Resolution No. 2020-16, 
approving the new Policy Manual for the Spartanburg Housing Authority (SHA). 
 
CONTACT PERSON: 
Anna P. Lamy 
Executive Assistant & Human Resources Specialist 
864-598-6032 
 
SUMMARY: 
A policy manual is to provide the rationale and reason, based on federal and state laws, to SHA 
employees. The policies contained in this manual are a reference tool and source, which provides 
guidance of the employment standards for the SHA and is available to all employees. 

It is good practice to review policies of an organization on a regular basis to determine if any 
changes are needed. As a result of reviewing the 2018 version of the SHA Employee Guidebook, 
it was determined that a new version would be the best course of action to ensure compliance with 
federal, state and local laws, as well as updating procedures of existing policies to be consistent 
with expert recommended HR practices with the industry. 

FINANCIAL CONSIDERATIONS: 
The current resolution has no financial considerations.  

POLICY CONSIDERATIONS: 
A policy manual is the cornerstone for an effective and robust human resources department and 
employment management system. Establishing strong employee relationships through effective 
communication and training to an organization’s policies sets the tone for which  all employees 
can operate with clear understanding and expectation in the organization. It is the SHA's policy to 
comply with state and federal laws with respect to its employees. The policies contained in this 
manual address important federal and state laws for which the SHA must comply. The policy 
manual will be communicated and acknowledged by all employees. The policy manual will be  
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referred to when employee relation question or issue arises to maintain consistency in response 
and action. 
 
Respectfully submitted,  

 

Anna P. Lamy 
EA & Human Resources Specialist 
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RESOLUTION NO. 2020-16 
 
 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

June 23, 2020 
 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended that the Board of Commissioners adopt Resolution No. 2020-16, 
approving the new Policy Manual for the Spartanburg Housing Authority. 
 
_________________________ 
Matthew Myers, Chairman 

 
 

ATTEST:  
 

__________________________ 
Secretary  
 
 

FOR CLERK USE ONLY 

 

                                                                   RESOLUTION NO.  2020-16 

 

 

                                                           DATE ADOPTED:  June 23, 2020 
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Spartanburg Housing 
Authority 
 Policies 

DRAFT 

DISCLAIMER 

ALL EMPLOYEES OF THE SPARTANBURG HOUSING AUTHORITY (“SHA” OR “AUTHORITY”) ARE EMPLOYED AT-
WILL AND MAY QUIT OR BE TERMINATED AT ANY TIME AND FOR ANY OR NO REASON. NOTHING IN ANY OF 
THE AUTHORITY’S RULES, POLICIES, HANDBOOKS, PROCEDURES OR OTHER DOCUMENTS RELATING TO 
EMPLOYMENT CREATES ANY EXPRESS OR IMPLIED CONTRACT OF EMPLOYMENT. THIS HANDBOOK REPLACES 
ANY PREVIOUSLY ISSUED POLICIES, PRACTICES AND UNDERSTANDINGS, WRITTEN OR ORAL, GOVERNING 
EMPLOYMENT. NOTHING CONTRARY TO OR INCONSISTENT WITH THE LIMITATIONS IN THIS PARAGRAPH 
CREATE ANY CONTRACT OF EMPLOYMENT UNLESS: 1) THE TERMS ARE IN WRITING; 2) THE DOCUMENT IS 
LABELED “CONTRACT”; 3) THE DOCUMENT STATES THE TERM OF EMPLOYMENT; AND 4) THE DOCUMENT 
IS SIGNED BY THE EXECUTIVE OFFICER. 
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SECTION 100: ADMINISTRATIVE & EMPLOYMENT POLICIES   
 

100: EMPLOYMENT AT-WILL  
 
POLICY  
 
It is the policy of SHA that all employees who do not have an individual employment contract are “at-will,” 
which means that either SHA or the employee can terminate the employment relationship at any time, with 
or without cause, and with or without notice. 
 

101: EQUAL OPPORTUNITY EMPLOYMENT 
 

POLICY  
 
The Spartanburg Housing Authority is an equal opportunity employer. It is the policy of SHA that equal 
employment opportunity will be afforded to all qualified persons without regard to race, color, creed, age, 
sex, sexual orientation, disabilities, genetic information, gender identity and expression, religion, national 
origin, veteran’s status, or any other characteristic protected by law. In order to provide equal employment 
and advancement opportunities to all individuals, employment decisions at SHA will be based on 
qualifications and abilities. This policy is applicable to all aspects of employment, including, but not limited 
to, hiring, placement, promotions, transfer, layoffs, recalls, compensation, benefits, social and recreational 
programs, and termination, and shall cover all positions and all employees. This policy and its principles 
also apply to the selection and treatment of independent contractors, personnel working on our premises 
who are employed by temporary agencies, and any other persons or firms doing business for or with SHA. 
SHA prohibits discrimination of any type to employees and applicants on the basis of race, color, creed, 
age, sex, sexual orientation, disabilities, genetic information, gender identity and expression, religion, 
national origin, veteran’s status, or any other characteristic protected by law.  
 
102: EMPLOYMENT CATEGORIES 
 
POLICY 
 
It is the policy of SHA to maintain standard definitions of both employment status and employment classification, 
providing uniformity and equity in applying personnel policies and benefits. These classifications do not 
guarantee employment for any specified time period. 
 

103: JOB DESCRIPTIONS 
 
POLICY 
 
It is the policy of SHA to maintain accurate and approved job descriptions for all positions at the Authority.  
 

104: ORIENTATION 
 
POLICY 
 
It is the policy of SHA to provide all new employees with an orientation to the Authority at the start of 
employment.  
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105: RECRUITMENT 
 
POLICY 
 
It is the policy of SHA to follow a clear recruiting and selection program in order to identify the most qualified 
individuals for vacant positions, after first carefully considering current SHA employees. 
 

106: PROBATIONARY PERIOD 
 
POLICY 
 
It is the policy of SHA that the first 180 calendar days of employment for all newly hired employees is 
considered a probationary period. Also, all employees who are promoted from within SHA will be included 
in the period. The probationary period provides new employees the opportunity to determine whether SHA 
is the right fit for them, and it gives SHA the opportunity to evaluate employee capabilities, work habits, and 
overall performance.  
 

107: PERFORMANCE EVALUATIONS 
 

POLICY  
 
It is the policy of SHA to deliver a fair and equitable performance management process, whereby each 
employee is evaluated for purposes of development, merit, review, and counseling.  
 

108: CONFLICT OF INTEREST 
 

POLICY 
 
It is the policy of SHA to recognize the right of employees to engage in activities outside of their employment 
which are of a private nature and unrelated to the Authority's business. However, a policy of full disclosure 
will be followed to prevent potential conflicts of interest from arising. The Authority does not automatically 
assume there is a conflict of interest if an employee has a relationship with another organization; however, 
if the employee has any influence on transactions involving purchases, contracts, or leases, they must tell 
the Authority as soon as possible in order to establish safeguards and protections. This is to ensure 
avoidance of personal gain for either the employee or their relatives. 
 
It is not possible to define all the circumstances and relationships that might create a conflict of interest. If 
a situation arises where there is a potential conflict of interest, the employee should discuss this with a 
manager for advice and guidance on how to proceed. The list below suggests some of the types of activity 
that indicate improper behavior, unacceptable personal integrity, or unacceptable ethics. 
 

109: NEPOTISM 
 
POLICY 
 
It is the policy of SHA to conduct activities of employment and advancement based on qualifications and 
merit, and will not discriminate in favor of or in opposition to the employment of close family relatives. 
However, the Authority aims to ensure that organizational practices do not create situations such as conflict 
of interest or favoritism based on employment of relatives. This extends to practices that involve employee 
hiring, promotion, and transfer. 
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110: WHISTLEBLOWER PROTECTION 
 
POLICY  
 
SHA requires all employees to observe high standards of business and personal ethics in the conduct of 
their duties and responsibilities. It is the intent of SHA to adhere to all laws, rules, and regulations that apply 
to the organization. As employees and representatives of the Authority, it is the policy of SHA to practice 
honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and regulations. 
This policy outlines the procedure for an employee to report actions that he or she reasonably believes 
violate a law, rule, policy, or regulation.  
 

111: EMPLOYEE FILES AND RECORDS 
 
POLICY  
 
It is the policy of SHA to maintain appropriate controls to ensure all forms of employment records are 
accurate, private, and legally compliant. A personnel record will be kept for each employee. All personnel 
records will kept in hard copy or electronically by Human Resources.  
 

112: RECORDS RETENTION 
 
POLICY 
 
It is the policy of SHA to ensure necessary records and documents are adequately protected and 
maintained. Records that are no longer needed by SHA or are of no value are discarded or destroyed at 
the appropriate time, in compliance with applicable rules and regulations. The purpose of this policy is to 
aid SHA employees in understanding obligations for retaining documents, including but not limited to: email, 
Web files, text files, sound and movie files, PDF documents, and all Microsoft Office or other formatted files. 
 
 

113: EMERGENCY RESPONSE PLAN 
 
POLICY  
 
It is the policy of SHA to make every attempt to contact employees and appropriately address emergency 
situations as quickly as possible in the event of a disaster or major business disruption.  

 

114: EMERGENCY CLOSING 
 
POLICY  
 
It is the policy of SHA to have a safe and healthy environment for employees, customers, and visitors. 
 

115: SECURITY INSPECTIONS 
 
POLICY  
 
It is the policy of SHA to maintain a workplace that is free of illegal drugs, alcohol, firearms, explosives, or 
other improper materials, and to comply with all applicable local, state, and federal laws.  
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116: EMAIL MANAGEMENT 
 
POLICY  
 
It is the policy of SHA to define the acceptable management and storage of email messages for officers 
and employees as part of the Authority’s Records Retention Program, which is outlined in Policy 112 and 
details can be obtained from Human Resources. 
 

117: PUBLIC RECORDS 
 
POLICY 
 
It is the policy of SHA that all public records not privileged or protected from disclosure under any applicable 
law shall be open to review, inspection, and reproduction by the public in accordance with the following 
policy. Public records include all books, records, papers, accounts, letters, maps, photographs, films, cards, 
tapes, recordings or reproductions thereof, and any other documentary materials, regardless of physical 
form or characteristics, having been used, being in use, or prepared, possessed or retained for use in the 
conduct, transaction, or performance of any business, transaction, work or duty of SHA.  
 

118: WORK PRODUCT OWNERSHIP  
 
POLICY 
 
It is the policy of SHA that The Spartanburg Housing Authority retains legal ownership of the product of 
employee work. 
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SECTION 200: WAGE AND HOUR POLICIES  
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SECTION 200: WAGE AND HOUR POLICIES  
200: SALARY ADMINISTRATION 
 

POLICY  

 
It is the policy of SHA to provide a fair and competitive compensation program that attracts, retains, and 
rewards high-performing employees at all levels. The Authority is also committed to providing a 
compensation package tied to the accomplishment of individual performance results and the achievement 
of organizational goals. 

 

201: WORK SCHEDULE 
 
POLICY  
 
It is the policy of SHA to establish a work schedule in compliance with federal and state laws and 
regulations. As defined by the Federal Fair Labor Standards Act, the workweek is a fixed, regular-recurring 
period of 7 consecutive 24-hour periods. For the purposes of payroll administration, SHA has established 
that the workweek begins at 12:00 a.m. on Friday and ends at 11:59 p.m. on the following Thursday.  
 
Full-time employees work 37.5 work hours, Monday through Friday, excluding lunch periods. SHA opens 
at 8:30 am and closes at 5:00 pm. Standard work hours are 8:30 am to 5:00 pm. Alternative schedules will 
be at the limited discretion of the supervisor. An employee whose workday is five (5) hours or more shall 
take a minimum .50 unpaid meal hour and receive .50 paid meal hour, totaling one (1) hour meal break. 
Employees may not work through a meal or break periods to shorten the normal workday or extend lunch 
period. 
 

202: ADMINISTRATION OF WORK TIME  
 
POLICY 
 

In order to administer employee pay and benefits and comply with applicable federal and state wage and 

hour regulations, SHA provides guidelines to accurately record employee’s time worked. 

 

203: OVERTIME 
 
POLICY  
 
It is the policy of SHA to provide guidelines for administering overtime pay to comply with applicable federal 
and state wage and hour regulations. This policy applies to all non-exempt SHA employees. 
 

204: PAYROLL DEDUCTIONS 
 
POLICY 
 
It is the policy of SHA to maintain strict compliance with applicable federal and state wage and hour 
regulations for certain mandatory deductions from employee paychecks. All deductions from an employee’s 
wages shall be in accordance with applicable law and, when required, the employee’s consent. 
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205: PAYDAY AND PAY CORRECTIONS 

POLICY 

It is the policy of SHA to comply with all local, state, and federal wage and hour regulations, and to pay 
employees in a timely and accurate manner.  

206: TRAVEL 

POLICY 

The purpose of this policy is for the Spartanburg Housing Authority to establish travel policies in order to 
conduct business and advance the training and professionalism of its Employees. The policy also 
conserves travel funds and allow for adequate means for employees to receive professional development 
and training opportunities. 

Travel for the purpose of attending meetings or conferences of professional or similar association, or for 
the purpose of training sessions which will be directly beneficial to SHA, and travel necessary for employees 
to perform the official duties of their positions, shall be considered travel on official SHA’s business. 

This Travel Policy sets forth a guide to be followed by employees when traveling out-of-town or attending 
business meetings on behalf of SHA, as well as general mileage reimbursements and use of SHA owned 
vehicles. 
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SECTION 300: EMPLOYEE BENEFITS & SERVICES 
POLICIES 
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SECTION 300: Employee Benefits & Services Policies 
 
300: PAID TIME OFF (PTO) 
 
POLICY 
 
It is the policy of SHA to offer employees maximum flexibility in utilizing paid time off. Paid Time Off (PTO) 
may not be used until the employee completes the initial 90-day probationary period. PTO is accrued and 
can be accumulated up to a maximum of thirty-five (35) days (280 hours).  
 

301: HOLIDAYS 
 
POLICY 
 
It is the policy of SHA to grant paid time-off to observe generally recognized holidays. 
 

302: FAMILY AND MEDICAL LEAVE 
 
POLICY 
 
It is the policy of SHA to grant up to 12 weeks of unpaid leave during a 12-month period for eligible 
employees, in compliance with the Family and Medical Leave Act (FMLA), a federal entitlement enacted 
into law in 1993. SHA is considered to be a covered employer under the Act. 
 

303: PAID PERSONAL TIME-OFF 
 
POLICY 
 
It is the policy of SHA to provide a paid, time-off benefit for employees who are temporarily absent from 
work for limited periods of time due to qualified personal reasons. 
 

304: MILITARY LEAVE 
 
POLICY  
 
It is the policy of SHA to enable employees to receive time away from work to serve in any branch of the 
military service of the United States of America, and to comply with applicable laws that govern military 
workers’ rights, primarily the Uniformed Services Employment and Reemployment Rights Act (USERRA), 
the Family and Medical Leave Act (FMLA), and state laws. 
 

305: WORKERS’ COMPENSATION 
 
POLICY  
 
It is the policy of SHA to assist employees who have sustained a work-related injury in returning to gainful, 
productive employment with the Authority. 
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306: INSURANCE AND RETIREMENT BENEFITS 
 
POLICY  
 
It is the policy of SHA to provide healthcare and other beneficial group insurance policies as a benefit to 
the Authority employees and to ensure their continued health and well-being. All benefits provided by SHA 
are described in official documents that are kept on file in Human Resources. These documents are the 
only official and binding materials concerning the Authority’s benefits. All summaries and communications, 
both written and verbal, must refer to them as binding in cases of questions or disputes. 

 

307: RETIREMENT BENEFITS  
 
POLICY  
 
All regular employees (full time and part time) may participate in the SC State Retirement System retirement 
plan. Details can be obtained from Human Resources. The Authority will contribute to the Plan for each 
employee equal to a designated percent of basic compensation (overtime hours are excluded in calculation 
of retirement benefits). 
 

308: EMPLOYEE TRAINING  
 
POLICY  
 
It is the policy of SHA to support employees in the development of career related knowledge and skills that 
directly prepare Authority employees for promotional opportunities and career advancement within the 
organization. 
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SECTION 400: STANDARDS OF CONDUCT & 
CORRECTIVE ACTION POLICIES 
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SECTION 400: STANDARDS OF CONDUCT AND  
CORRECTIVE ACTION POLICIES  
400: STANDARDS OF CONDUCT 
 
POLICY  
 
It is the policy of SHA that certain rules and regulations regarding employee behavior are necessary for the 
efficient operation of services and for the benefits and safety of all employees. Conduct that interferes with 
services, discredits the Authority, or is offensive to residents, fellow employees, or the general public will 
not be tolerated and is subject to disciplinary action, including suspension or termination. 

 

401: CORRECTIVE ACTION 
 
POLICY  
 
It is the policy of SHA to maintain standards of employee conduct and disciplinary practices which will, in 
the interest of the Authority and its employees, support and promote effective business operations. 
 

402: GRIEVANCES AND APPEALS 
 
POLICY 

 
It is the policy of SHA to provide employees with the opportunity to present their work-related concerns to 
the management. Employees are encouraged to consult with their supervisors, other members of 
management, or Human Resources when they have a concern or question about policies or practices of 
the Authority. SHA will consider each issue received and will attempt to resolve it promptly under the 
guidelines of this policy. 
 

403: WORKPLACE VIOLENCE PROTECTION 
 
POLICY  
 
It is the policy of SHA to maintain a productive work environment free of violence and the threat of violence. 
We are committed to the safety of our employees, vendors, customers, and visitors.  
 

404: SOLICITATION AND DISTRIBUTION 
 
POLICY  
 
It is the policy of SHA to ensure a productive work environment. Soliciting by one employee from another 
is prohibited while either employee is engaged in work time. The Authority prohibits non-employees from 
soliciting or distributing literature in the workplace at any time for any reason. 
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405: DRUG-FREE WORKPLACE 
 
POLICY  
 
It is the policy of SHA to prohibit the use, possession, sale, purchase, or transfer of alcoholic beverages or 
illegal substances at any time on the Authority premises, while on SHA business, or while operating the 
Authority's vehicles. 
 

406: CRIMINAL BACKGROUND POLICY  
 
POLICY  
 
SHA is committed to protecting the safety and welfare of employees and the general public, preserving 
SHA property and upholding the reputation and integrity of SHA for the citizens of South Carolina. To this 
end, the Authority has adopted the following policies regarding criminal screening and screening of driving 
records. 
 

407: SMOKE-FREE WORKPLACE  
 
POLICY  

 
It is the policy of SHA to establish non-smoking areas in all Authority buildings, including SHA offices and 
vehicles. In accordance with the City of Spartanburg Ordinance No. Ord. No. 1822, 5-24-93, smoking is 
prohibited in all facilities owned or operated by The Housing Authority of the City of Spartanburg, South 
Carolina, except in designated smoking areas or those exempted in the ordinance. Additionally, HUD 
strongly encouraged Public Housing Agencies (PHAs) and all multifamily housing owners/agents to 
implement smoke-free policies in all their properties by July 31, 2018. SHA is compliant with this rule. 
 

408: DRESS AND PERSONAL APPEARANCE  
 
POLICY  
 
It is the policy of SHA that all employees are appropriately dressed and present a professional appearance 
during normal business hours at the Authority.  
 

409: SHA-OWNED EQUIPMENT 
 
POLICY  
 
It is the policy of SHA to provide certain required equipment to enhance employee productivity. 
 

410: TELEPHONE USE  
 
POLICY  
 
It is the policy of SHA to ensure that all Authority communications demonstrate a professional, courteous, 
and efficient representation of the organization.  
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411: VISITORS 

POLICY  

It is the policy of SHA to ensure that only visitors who are properly authorized may be on Authority premises. 

412: INFORMATION TECHNOLOGY (IT) USE 

POLICY 

It is the policy of SHA to provide certain employees with access to electronic computer systems to support 
Authority goals and objectives. This policy governs all use of the Authority’s network, internet/intranet 
access, and e-mail systems at all SHA locations and offices. The Authority, at its sole discretion, will 
determine what materials, files, information, software, communications, and other content and/or activity 
will be permitted or prohibited. 

413: VEHICLE USE 

POLICY 

It is the policy of SHA that all Authority-owned and privately-owned vehicles used for SHA work activities 
are to be operated in a safe manner consistent with local, state, and federal laws. All officials, employees, 
and volunteers who use an Authority-owned or privately-owned vehicle for Authority business are required 
to follow the guidelines set forth below. 

Note: If any provision of this policy violates any governing law or regulation, or if any law or regulation
applicable to this policy becomes effective after the effective date of this policy, then this policy shall be 
deemed changed to be in compliance with such governing law or regulation. 

414: WORK-RELATED ACCIDENTS, INJURIES, INCIDENT REPORTS 

POLICY  

It is the policy of SHA to protect the safety and health of all employees and to comply with all applicable 
local, state, and federal laws in reporting work-related illnesses and injuries. 

415: POLITICAL ACTIVITIES 

POLICY 

It is the policy of SHA to ensure that all employees comport their activities to comply with any and all local, 
state, and federal regulations that govern protections and prohibitions on political activities. 

416: CONFIDENTIALITY OF EMPLOYER INFORMATION 

POLICY 

It is the policy of SHA to safeguard personal information of employees and residents. 
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417: MEDIA RELATIONS 
 
POLICY  
 
As a public agency, SHA’s programs, activities, and plans are of special interest to the public. It is important 
to present SHA in a manner that is both accurate and consistent with the Authority’s mission. Therefore, it 
is the Authority’s responsibility to provide accurate and consistent information to avoid any 
misunderstanding, misinterpretation, or confusion. 
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SECTION 500: EMPLOYEE SEPARATION POLICIES 
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SECTION 500: EMPLOYEE SEPARATION POLICIES 
500: SEPARATIONS 
 
POLICY 
 
Termination of employment is an inevitable part of personnel activity within any organization, and many of 
the reasons for termination are routine. Below are examples of some of the most common circumstances 
under which employment is terminated: 

 Resignation – voluntary employment termination initiated by an employee. 

 Dismissal – discharge from employment initiated by the Authority. 

 Elimination of Positions and/or Layoff – involuntary employment termination initiated by the 
Authority for non-disciplinary reasons. 

 Retirement – voluntary employment termination initiated by the employee meeting age, length of 
service, and any other criteria for retirement from the Authority. 

 
Since employment with SHA is at-will, both the employee and Authority have the right to terminate 
employment, with or without cause, at any time. Employee benefits will be affected by employment 
termination in the following manner: All accrued, vested benefits that are due and payable at termination 
will be paid; unless the employee has been discharged for misconduct or disciplinary infractions. Separated 
employees may be eligible to continue some benefits and will be notified in writing about which benefits 
they may continue and the limitations and details of how to continue them. 
 

501: EXIT INTERVIEWS  
 
POLICY 
 
It is the policy of SHA that all employees terminating employment from the Authority are asked to participate 
in an exit interview with Human Resources. The purpose of the interview is to get a departing employee's 
honest opinions about working at SHA, including insight on what we do well and what needs improvement. 
It is also important during this process to determine if the employee has any unresolved claims. All 
employees are encouraged to be honest, candid, and forthright in providing feedback. At this time, SHA will 
also ensure that departing employees are notified of all wages that are due, as well as information regarding 
COBRA coverage and other important separation information.  
 

502: RETURN OF PROPERTY 
 
POLICY 
It is the policy of SHA that all employees who separate from employment with the Authority are required to 
return all SHA property.  
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SECTION 600: EMPLOYEE POLICIES AND 
PROCEDURES MANUAL ACKNOWLEDGEMENT & 

APPENDIX 
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SECTION 600: EMPLOYEE POLICIES AND PROCEDURES MANUAL 
ACKNOWLEDGMENT & APPENDIX  
601: ACKNOWLEDGEMENT OF RECEIPT OF THE EMPLOYEE POLICIES AND PROCEDURES 
MANUAL 

MY SIGNATURE BELOW ACKNOWLEDGES THAT I HAVE RECEIVED A COPY OF THE 

SPARTANBURG HOUSING AUTHORITY'S EMPLOYEE POLICIES AND PROCEDURES MANUAL. I 

FURTHER UNDERSTAND THAT MY EMPLOYMENT WITH THE AUTHORITY IS CONSIDERED TO BE 

AT-WILL. I, OR THE AUTHORITY, HAVE THE RIGHT TO TERMINATE MY EMPLOYMENT AT ANY TIME 

FOR ANY REASON, OR FOR NO REASON. AS SUCH, MY EMPLOYMENT DOES NOT HAVE A 

DEFINITE TERM AND NEITHER THE EMPLOYEE POLICIES AND PROCEDURES MANUAL NOR ANY 

OTHER POLICY OF THE AUTHORITY, WRITTEN OR ORAL, IS A CONTRACT OF EMPLOYMENT. 

I UNDERSTAND AND ACKNOWLEDGE THAT THERE MAY BE CHANGES TO THE INFORMATION, 

POLICIES, AND BENEFITS IN THE POLICIES AND PROCEDURES MANUAL. THE ONLY EXCEPTION 

IS THAT SPARTANBURG HOUSING AUTHORITY WILL NOT CHANGE OR CANCEL ITS 

EMPLOYMENT-AT-WILL POLICY. I UNDERSTAND THAT THE SPARTANBURG HOUSING AUTHORITY 

MAY ADD NEW POLICIES TO THE POLICIES AND PROCEDURES MANUAL AS WELL AS REPLACE, 

CHANGE, OR CANCEL EXISTING POLICIES. I UNDERSTAND THAT I WILL BE INFORMED ABOUT 

ANY POLICIES AND PROCEDURES MANUAL CHANGES AND I UNDERSTAND THAT POLICY 

CHANGES CAN ONLY BE AUTHORIZED BY THE BOARD OF COMMISSIONERS OF THE 

SPARTANBURG HOUSING AUTHORITY. PROCEDURES MAY BE ADDED OR CHANGED BY THE 

CHIEF EXECUTIVE OFFICER.  

I ALSO UNDERSTAND THAT IF ANY OF THESE POLICIES ARE UNCLEAR TO ME IN ANY WAY, I AM 

TO ASK MY SUPERVISOR OR THE EXECUTIVE OFFICE FOR CLARIFICATION. THE AUTHORITY MAY 

CHANGE, RESCIND, REVISE AND/OR MODIFY ANY POLICIES, BENEFITS OR PRACTICES 

DESCRIBED HEREIN FROM TIME TO TIME WITHOUT PRIOR NOTICE. ANY POLICY FOUND NOT TO 

BE IN COMPLIANCE WITH THE CURRENT FEDERAL, STATE, COUNTY OR LOCAL LAWS IS HEREBY 

AMENDED TO FULLY COMPLY. 

I I ACKNOWLEDGE THAT THE AUTHORITY MAY REVIEW, MONITOR, AND DELETE ANY EMAILS, 

FILES OR DATA I ENTER ON THE AUTHORITY'S COMPUTER SYSTEM OR COMPUTERS AT ANY 

TIME, WITH OR WITHOUT NOTICE. BY USING THE AUTHORITY'S COMPUTER SYSTEM OR AN 

AUTHORITY COMPUTER, AND BY SIGNING BELOW, I EXPRESSLY CONSENT TO THE AUTHORITY'S 

MONITORING AND ACCESS RIGHTS TO ITS COMPUTER SYSTEM AND COMPUTERS. 

I UNDERSTAND AND ACKNOWLEDGE THAT THIS POLICIES AND PROCEDURES MANUAL IS NOT A 

CONTRACT OF EMPLOYMENT OR A LEGAL DOCUMENT. I HAVE RECEIVED THE POLICIES AND 

PROCEDURES MANUAL AND I UNDERSTAND THAT IT IS MY RESPONSIBILITY TO READ AND 

FOLLOW THE POLICIES CONTAINED IN THIS POLICIES AND PROCEDURES MANUAL AND ANY 

CHANGES MADE TO IT. 

Print Name: 

Signature: 

Date: 
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602: POLICY AND COMPLAINT PROCEDURE 
 

ACKNOWLEDGEMENT OF EQUAL OPPORTUNITY EMPLOYMENT/HARASSMENT POLICY AND 
COMPLAINT PROCEDURE 

 
I have reviewed The Spartanburg Housing Authority’s (SHA) EEO/Harassment Policy and Complaint 

Procedure in the Employee Policies and Procedures Manual, and I understand my responsibility in treating 

others with respect and in refraining from harassing conduct. I further understand that if I engage in 

harassing conduct, I will be subject to disciplinary actions up to, and including, termination. 

 

As an employee of SHA, I understand the reporting process should I ever feel I have experienced 

harassment or witnessed an act of harassment against a fellow co-worker. I know that I can and should 

report harassment to my immediate supervisor or the Executive Office. I also understand that SHA does 

not tolerate any form of retaliation against a person who has reported harassment, assisted in making a 

complaint of harassment, or cooperated in an investigation of harassment. 

 
 

Print Name:           

Signature:           

Date:            
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Action Item & Resolution 
2020-17 

Approval of the 
Spartanburg Housing 

Authority's Employee Paid 
Time Off Buyout

Board of Commissioners Meeting 
Tuesday, June 23, 2020
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 
 
HONORABLE MEMBERS IN SESSION:  
 
SUBJECT:  
Approval of the Spartanburg Housing Authority’s Paid Time Off Buyout 
Resolution 2020-17 
 
RECOMMENDATION:  
It is hereby recommended the Board of Commissioners adopt Resolution No. 2020-17, authorizing 
the CEO to execute an employee Paid Time Off buyout. 
 
CONTACT PERSON: 
Anna P. Lamy 
Executive Assistant & Human Resources Specialist 
864-598-6032 
 
BACKGROUND: 
Due to the existing Paid Time Off (PTO) structure, SHA employees have accrued high PTO 
balances.  The CEO seeks to right-size the accrued Paid Time Off (PTO) balances for its employees 
who have exceeded 200 hours of accrued PTO to align accrued leave with the proposed structure 
and reduce the financial liability of SHA.  All employees that exceed 200 hours will be eligible for 
a buyout to reduce the current accrued leave balance to 200 hours as of pay period ending July 3rd.  
The proposed structure will become effective in October 2020. 

FINANCIAL CONSIDERATIONS: 
The total paid time off buyout is $69,294. The funding source is the Central Office Cost Center 
(COCC) Unrestricted Fund. 

POLICY CONSIDERATIONS: 
Paid Time Off is a benefit to the employees of an organization, allowing an employee to use PTO 
for personal reasons. The revised PTO policy and procedures has been revised to bring into line 
with current standards of similar organizations and is in accordance with any requirements of all 
federal and state applicable laws. 
 
Respectfully submitted,  

 

Anna P. Lamy 
EA & Human Resources Specialist 
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RESOLUTION NO. 2020-17 
 
 
 

ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

June 23, 2020 
 
 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF  
THE SPARTANBURG HOUSING AUTHORITY  

 
 
It is hereby recommended that the Board of Commissioners adopt Resolution 2020-17, to authorize 
the CEO to execute an employee Paid Time Off buyout. 
 
 

      
Matthew Myers, Chairman  

 
ATTEST:  

 
__________________________ 
Secretary  
 
 

FOR CLERK USE ONLY 

 

                                                                   RESOLUTION NO.  2020-17 

 

                                                           DATE ADOPTED:  June 23, 2020 
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Action Item & Resolution 
2020-18 

Approval of Differential 
Pay for Spartanburg 

Housing Authority (SHA) 
Employees

Board of Commissioners Meeting 
Tuesday, June 23, 2020
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 

HONORABLE MEMBERS IN SESSION: 

SUBJECT:  
Approval of Differential Pay for Spartanburg Housing Authority (SHA) Employees 
Resolution 2020-18 

RECOMMENDATION: 
It is hereby recommended that the Board of Commissioners adopt Resolution No. 2020-18, 
authorizing the CEO to implement a differential pay plan for employees for work during the 
COVID-19 pandemic. 

CONTACT PERSON: 
Shaunté Evans  
CEO 
(864) 598-6010

BACKGROUND: 
During the COVID-19 Pandemic, SHA staff have continued to provide essential functions and 
provide support to families. The U.S. Department of Housing and Urban Development (HUD) 
issued PIH Notice 2020-07, Implementation of Supplements Guidance to the Federal Fiscal Year 
2020 Operating Fund Appropriations. The Notice states,  

“Additionally, Supplemental Operating Funds provided through this Notice 
considered for salaries, bonuses, employee incentives, hazard pay, or any other 
compensation must comply with the executive compensation requirements under 
Section 220 of Public Law 116-94, Further Consolidated Appropriations Act, 2020, 
and must comply with reasonable compensation requirements found at 2 CFR 
200.430(b).” 

HUD issued PIH Notice 2020-08, which allows housing authorities to use recently awarded HCV 
Administrative Fees to expanded COVID-19 related expenses. The onsite differential pay will be 
paid from the administrative fees as permitted in the notice. 
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In ongoing support of our employees during the COVID-19 Pandemic, SHA will be implementing 
an onsite discretionary pay plan.   SHA recognizes that essential staff have been required to work 
onsite regularly and intermittently.  

 The maintenance team and HQS Inspector are to receive a monthly onsite differential pay
of $400 per month.

 The property management team, resident services team, and other staff that had an ongoing
presence at the sites are to receive a monthly onsite differential pay of $200 per month.

 Other essential staff (i.e. HCV, Finance, and Leadership) are to receive a monthly onsite
differential pay $100 per month.

Retroactive onsite differential pay will not be paid to former employees who are no longer 
employed by SHA as of the effective date of this differential pay plan.  Any staff member who has 
not worked onsite consistently (average of two onsite days weekly) throughout this pandemic is 
not eligible for onsite differential pay. 

Onsite differential pay will be paid retroactively to April 2020 and remain in effect as warranted.  
SHA reserves the right to change or discontinue this pay practice at any time for any reason.  The 
CEO will not be included in this pay plan. 

FINANCIAL CONSIDERATIONS: 
This differential pay plan will be funded by the supplemental Operating Funds and Administrative 
Fees received from HUD as part of the Coronavirus Aid, Relief, and Economic Security Act 
(CARES Act) funding.  The total estimated financial impact, if funded from April 2020- December 
2020, is $83,400. 

Respectfully submitted:  
Shaunté Evans, CEO 

    Housing Authority of the City of Spartanburg, SC 
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ADOPTED BY THE BOARD OF COMMISSIONERS OF 
 THE SPARTANBURG HOUSING AUTHORITY 

June 23, 2020 

BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF 
THE SPARTANBURG HOUSING AUTHORITY  

It is hereby recommended the Board of Commissioners adopt Resolution No. 2020-18, authorizing 
the CEO to implement a differential pay plan for employees for work during the COVID-19 
pandemic. 

_________________________ 
Matthew Myers, Chairman 

ATTEST: 

__________________________ 
Secretary  

FOR CLERK USE ONLY 

RESOLUTION NO.  2020-18 

DATE ADOPTED:  June 23, 2020 
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Board of Commissioners Meeting 
Tuesday, June 23, 2020 

CEO Monthly Report 

Shaunté Evans 
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Board of Commissioners Meeting 
Tuesday, June 23, 2020 

Finance Report 

Jose Calicdan 
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SPARTANBURG HOUSING AUTHORITY 

Cash Flow 

May 31, 2020 Oct -May

INFLOWS: Oct Nov Dec Jan Feb Mar Apr May Eight months

Actual Actual Actual Actual Actual Actual Actual Actual TOTAL

Section 8 HAP -HCV Subsidy 994,445 915,387 1,008,011 1,012,987 1,013,573 1,060,275 1,063,679 1,063,679 8,132,036

Section 8 HAP - Mainstream subsidy -  9,006 17,520 36,955 16,453 79,934

Section 8 Admin Subsidy 104,029 104,055 123,594 108,101  108,102 109,389 166,183 115,494 938,947

Section 8 Admin -CARES STIMULUS -COVID 266,123 266,123

Mod Rehab HAP 96,911 96,903 96,903 96,903 96,903 96,903 30,327  96,903  708,656

Mod Rehab Admin 12,162 12,162 12,162 12,162 12,162 12,162  12,162  12,162  97,296

FSS -Forfeitures 0 0 (1,957) (1,272) 0 -  -  (3,229)

Public Housing Subsidy 161,919 161,919 191,712 220,965 220,965 110,228 110,228  153,631  1,331,566

Tax Credit Properties Subsidy 31,591 31,591 37,412 38,581 38,581 19,589 19,589  17,021  233,953

TBRA-HCV 10,175  10,019  9,758  9,758  9,758  10,256  8,817  10,361  78,902  

SLHC PBV Subsidy 0 0 0 0 0 0 -  -  0

SC State Grant for JCB 45,136 44,542 44,952 44,875 45,206 43,640 44,732 45,021 358,104

1)  HUD &  State Subsidy 1,456,368  1,376,578  1,522,547  1,543,059  1,554,255  1,479,962  1,492,672  1,796,848  12,222,288

ROSS 12,163  14,739 14,209  17,426 13,975  8,076  5,138  18,468  104,194

CFP and RHF 335,003  -  112,391  154,929  19,702  81,100  24,197  727,323

2)  Other Grant Revenue 347,166  14,739  126,600  172,355  33,677  89,176  29,335  18,468  831,517

Public Housing Rents 119,888 111,060 98,589 110,356 106,140  116,844  104,449  112,879  880,206

JC Bull Rents 27,966 27,848 28,077 28,007 28,291  27,865  28,330  28,367  224,751

SLHC Rents 0 0 0 0 -  -  -  -  0

3)  Rent Revenue 147,854  138,908  126,666  138,363  134,431  144,709  132,779  141,246  1,104,957

4)  Misc Receipts 66,142 97,317 87,288 16,986 15,938  24,806  442,004  57,244  807,724

5) Other Cash-In 93,205  93,205

Country Garden 1 and 2 Closing payment -  -  1,000,000  -  1,000,000  

-  -  -  -  -  -  -  -  

TOTAL CASH INFLOW 2,017,529 1,627,542 1,863,101 1,870,762 1,738,301 2,738,654  2,189,994  2,013,806  16,059,690

1) HUD subsidy for Section 8 is based on the prior year actual costs. Public Housing Subsidy is a formula based calculation using rents, three year rolling based utility

costs calculation, and other add-ons for audit, PILOT, Information Technology, etc. This is also done annually and there will be a change in January. The SC State subsidy 

is for JC Bull and it is submitted monthly based on units leased.  The TBRA is a grant and the funds have to be requested as needed. 

2) Other grant revenue includes Capital fund subsidies and grant revenue for the Resident Self Sufficiency and Youthbuild programs. 

3) Rent revenue consists of the tenant paid rents for the various public housing units managed by the Authority. 

4) Misc revenue includes payments for court costs, resident work orders for maintenance and repair as well as, Section 8 repayment agreements,

 Public Housing bad debt recovery, laundry facility rebates, tower rental, proceeds from the sale of homes,and any other miscellaneous income. 

5) Other cash-In will include transfers from reserve accounts, and any adjustment to working capital.
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SPARTANBURG HOUSING AUTHORITY 

Cash Flow 

OUTFLOWS: Oct Nov Dec Jan Feb Mar Apr May

Actual Actual Actual Actual Actual Actual Actual Actual TOTAL

Section 8:

Housing Assistance -HCV 1,014,544 1,024,044 1,026,918 997,315 1,014,769 1,027,455 1,039,148 1,058,298 8,202,491

Housing Assistance -Mainstream 16,130 18,805 21,859 23,967 26,851 107,612

Mod Rehab Vouchers 108,425 92,781 93,034 90,313 93,137 94,364 81,377 82,778 736,209

TBRA vouchers 9,488 9,109 8,871 8,832 8,871 9,324 7,988 9,361 71,844

 HAP Payments 1,132,457 1,125,934 1,128,823 1,112,590 1,135,582 1,153,002 1,152,480 1,177,288 9,118,156

Payroll 160,810 144,289  144,542 229,420 142,303 146,404 140,952 142,508 1,251,227

Benefits/Deductions 0 -  0 3,939 -  3,185 -  -  7,124

 Payroll & Benefits 160,810 144,289 144,542 233,359 142,303 149,588  140,952  142,508  1,258,351

State Insurance 29,548 35,289 31,027  29,682 29,146 28,485 31,953 32,592 247,721

Rent 12,370 12,370  12,370  12,370 12,865 12,617 12,617 12,617 100,196

 Debt/Insurance/Rent 41,918  47,659  43,397  42,052  42,011  41,102  44,570  45,209  347,917

Operating 435,233 323,501 671,641 475,942 447,387 691,865 363,472 299,264 3,708,305

Capital Fund  and RHF 251,679 0 0 0 777 11,870 3,770 0 268,096
Ross grants ( 581 and 579-cnho) 631 1,641 604 536 2,048 2,793 1,006 0 9,260

Service Coordinator Multifamily 701 1,485 507 93 4,253 592 38 116 7,786

Other Transfers -  

HAP/ Admin Transfer -  -  -  -  -  -  -  -  

1 Payables/Check Adjustment (42,476) (50,016) (60,411) 65,114 (27,865) (189,084) (151,663) 40,477 (415,924)

Capital & Program Expenses 210,535 (46,890) (59,300) 65,743 (20,786)  (173,829)  (146,849)  40,593  (130,783)

TOTAL CASH OUTFLOW 1,980,953 1,594,494 1,929,103 1,929,686 1,746,495 1,861,728  1,554,625  1,704,862  14,301,946

Net Inflow(Outflow) 36,577 33,048 (66,002) (58,923) (8,194) 876,926  635,369  308,944  1,757,744

Settlement with HUD -  0

Net inflow (outflow) offset by reserve 36,577  33,048  (66,002)  (58,923)  (8,194)  876,926  635,369  308,944  1,757,744  

Beginning Cash :  (Unrestricted) 1,334,090 1,370,667 1,403,715 1,337,713 1,278,790 1,270,595 2,147,521 2,782,890 1,334,090

Ending Cash 1,370,667 1,403,715 1,337,713 1,278,790 1,270,595 2,147,521 2,782,890 3,091,834 3,091,834

Bank Account Balances-
General A/C (Net of O/S Cks) 596,211 579,853 489,440 675,618 761,487 296,686 719,691 352,998

Transfer to COCC Unrestricted Fund -  0 0 0 0 1,000,000 1,000,000 1,390,192

Section 8 HAP Disbursements 292,322 294,736 302,066 184,091 185,160 330,666 476,135 748,622

J C Bull Operating 196,352 241,803 257,336 235,963 239,913 248,039 275,024 298,997

SAHC 280,949 282,185 283,425 177,364 77,860 270,277 309,987 298,772

APPIAN 4,832 5,137 5,446 5,753 6,175 1,852 2,052 2,252

Sub Total 1,370,667 1,403,715 1,337,713 1,278,790 1,270,595 2,147,521 2,782,890 3,091,834
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MTD MTD $ % PTD PTD $ % % Used Annual
Actual Budget Variance Variance Actual Budget Variance Variance PTD Target

1 Public Housing
Total Revenue 281,533$            271,749$          9,784$        4% 2,317,914$         2,174,235$        143,679$             7% 3,260,065       71.1% 25.0%
Total Operating Expenses 216,187              263,525            (47,338)       -18% 2,047,849           2,190,102          (142,253)              -6% 3,201,548       64.0% 25.0%
Reserve transfer out (in) (956) (7,645)                (11,467)           
Net Operating Income 65,346$              9,180$              56,167$      612% 270,064$            (8,222)$              278,287$             -3385% 69,984            

2 HCV Program - HAP only
Total Revenue 1,063,805$         962,696$          101,109$    11% 8,119,236$         7,701,572$        417,664$             5% 11,552,357     70.3% 25.0%
Total Expenses 1,058,298$         961,862$          96,436        10% 8,202,491$         7,694,909$        507,582               7% 11,542,357     71.1% 25.0%
Net Operating Income (loss) 5,507$                834$                 4,673$        560% (83,255)$             6,663$               (89,918)$              -1350% 10,000            

3 HCV Program - Admin only
Total Revenue 115,811$            104,283$          11,528$      11% 943,129$            834,268$           108,861$             13% 1,251,396       75.4% 25.0%
Total Expenses 97,356$              108,759$          (11,403)       -10% 771,503$            859,051$           (87,548)                -10% 1,288,995       59.9% 25.0%
Reserve transfer out (in) -$  (3,133)$             -$  (25,066)$            25,066                 (37,599)           
Net Operating Income (loss) 18,455$              (1,343)$             19,798$      n/a 171,627$            283$  171,344$             - 

4 Mod Rehab Program - HAP only
Total Revenue 96,903                96,543              360$            0% 775,672              772,344             3,328$                 0% 1,158,516       67.0% 25.0%
Total Expenses 82,778                96,543              (13,765)       -14% 733,713              772,344             (38,631)                -5% 1,158,516       63.3% 25.0%
Net Operating Income 14,125$              -$  14,125$      41,959$              -$  41,959$               - 

* HUD is funding the program at the budget level. YTD expenses below budget by $39K , thus resulting to net income $42K. 

5 Mod Rehab Program - Admin only
Total Revenue 12,162$              11,554$            608$            5% 97,296$              80,878$             16,418$               20% 138,646          70.2% 25.0%
Total Expenses 7,120 8,100                (980) -12% 59,140                62,428               (3,288) -5% 93,978            62.9% 25.0%
Net Operating Income (loss) 5,042$                3,454$              1,588$        46% 38,156$              18,450$             19,706$               107% 44,668            

*Calculated as percentage allocation of HCV Admin budget. The YTD revenue exceeded the budget by $16K while the YTD operating expenses incurred were below budget by $3K, thus showing a YTD net income of $38K.

6 COCC Program Only
Total Revenue 223,273$            120,909$          102,364$    85% 1,218,851$         967,147$           251,704$             26% 1,450,747       84.0% 25.0%
Total Expenses 107,736$            141,408$          (33,672)$     -24% 1,124,913$         1,231,340$        (106,427)$           -9% 1,718,971       65.4% 25.0%
Reserve transfer out (in) -$  (22,352)$          -$  (178,816)$          178,816$             (268,224)         0.0%
Net Operating Income 115,537$            1,853$              113,684$    6135% 93,939$              (85,377)$            179,316$             -210% - 

7 JC BULLS  ( 100  units)
Total Revenue 73,546$              68,879$            4,667$        7% 588,894$            551,032$           37,862$               7% 826,550          71.2% 25.0%
Total Operating Expenses 36,313$              59,360$            (23,047)$     -39% 343,634$            478,062$           (134,428)$           -28% 705,356          48.7% 25.0%
Net Operating Income 37,232$              9,519$              27,713$      291% 245,260$            72,970$             172,290$             236% 121,194          

8 OVERALL RESULTS

Sub-total 261,245$            777,750$            4,767$               772,983$             16216.42%

(10,398)               Mainstream (27,678)               Mainstream
446 TBRA 2,731 tbra

264,316              Cares Stimulus 254,134              Cares Stimulus
Net Operating Income 515,609$            okay 1,006,936$        okay

* YTD operating expenses under budget by $134K or 28% lower, thus showing a net income of $245K as compared to budget of $73K. No concerns at this time.

YTD revenue exceeded the budget by $144K or 7%  higher primarily due to subsidy and rental income while YTD operating expenses incurred were below budget by $142K or 6% lower, thus resulting to net income of $270K.

Staff continues to monitor the HAP program utilizing the two year tool provided by HUD. Please refer to HCV-HAP spreadsheet analysis for the explanation of the cash shortfall of $89K.  

* COCC was budgeted at zero income or break even by using reserve of $268K.   YTD revenue exceeded the budget by $252K or 26% higher due to cash distribution received from VISTA Management while  the YTD operating 
expenses incurred were below budget by $106K or 9%,lower, thus reducing the net loss.

Annual BudgetMonth To Date 

*Admin program was budgeted conservatively at zero income or break even by using the reserve of $38K to offset the expenses due to HUD unpredictable allocation by using a lower pro-ration rate at 75%.
As of May, 2020, the YTD revenue exceeded the budget by $109K while the operating expenses incurred were below budget by $87K or 10% lower, thus showing a net income of $172k. 

SPARTANBURG HOUSING AUTHORITY
AGENCY WIDE INCOME STATEMENT -CORE PROGRAMS

Actual to Budget Variance Comparison 

For eight (8) months ending May 31, 2020

Period to Date

Page 89



           HUD - CY- 2019 HUD - CY- 2020            SHA - FY- 2020

Nine

months

Three

months
12 MONTHS 

Three

months

Five

months

Eight

months

Jan - Sept

2019

Oct -Dec

2019

Jan -Dec

2019
Jan-20 Feb-20 Mar-20 Apr-20 May-20 Total

Oct -Dec

2019

Jan - May

2020

Oct 2019-

May 2020

TOTAL HAP DISBURSEMENTS 8,613,813$       2,904,694$       11,518,507$      1,012,752$          1,013,573$       1,060,275$       1,064,137$       1,063,805$       5,214,541$       2,904,694$         5,214,541$        8,119,235$     

TOTAL HAP EXPENSES 8,511,229         3,065,506         11,576,735        997,315               1,014,769         1,027,455         1,039,148$       1,058,298$       5,136,985$       3,065,506           5,136,985           8,202,491       

CASH SURPLUS - (SHORTFALL) 102,584            (160,812)           (58,228)              15,437 (1,196)               32,820              24,989$            5,507$              77,556               (160,812)             77,556                (83,256)            

Surplus Shortfall Net shortfall

HUD -accounting cycle is calendar year - Jan -Dec

Net cash

shortfall

Net cash 
surplus rec'd 
from HUD

Balance 
forward from 

HUD -CY 
2019

SHA -accounting cycle is fiscal year - Oct- Sept

for CY 2019 - 

offset to

reserve

HAP FUND ANALYSIS
CY -2020
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MTD MTD $ % PTD PTD $ % % Used Annual
Actual Budget Variance Variance Actual Budget Variance Variance PTD Target

1 Camp Croft
Total Revenue 62,502$          56,150$            6,352$         11% 491,577$        449,611$        41,966$        9% 673,386          73.0% 16.7%
Total Expenses 45,857            54,217               (8,360)          -15% 462,768          465,862          (3,094)           -1% 673,386          68.7% 16.7%
Reserve transfer out (in) - - - - - 
Net Operating Income (loss) 16,645$          1,933$               14,712$      28,809$          (16,251)$         45,060$        - 

2 Archibald Village
Total Revenue 19,015$          27,525$            (8,510)$       -31% 217,818$        220,200$        (2,382)$         -1% 330,307          65.9% 16.7%
Total Operating Expenses 19,261$          23,882$            (4,621)$       -19% 175,737          206,073          (30,336)$      -15% 298,174          58.9% 16.7%
Net Operating Income (246)$              3,643$               (3,889)$       -107% 42,081$          14,127$          27,954$        198% 32,133             

3 Archibald Hi-Rise
Total Revenue 78,184$          74,307$            3,877$         5% 612,144$        594,456$        17,688$        3% 891,680          68.7% 16.7%
Total Expenses 63,806$          75,298$            (11,492)$     -15% 542,496          599,823          (57,327)$      -10% 891,680          60.8% 16.7%
Reserve transfer out (in) -$  -$  -$  -$  - 
Net Operating Income 14,378$          (991)$                 15,369$      -1551% 69,648$          (5,367)$           75,015$        -1398% - 

4 Scattered Sites
Total Revenue 3,301$            4,420$               (1,119)$       -25% 34,942$          35,360$          (418)$            -1% 53,030             65.9% 16.7%
Total Expenses 3,944$            4,922$               (978) -20% 29,889            45,754             (15,865)         -35% 64,497             46.3% 16.7%
Reserve transfer out (in) (956) 956 (7,645)             7,645            (11,467)           
Net Operating Income (loss) (643)$              454$  (1,097)$       -242% 5,053$            (2,749)$           7,802$          -284% - 

5 Prince Hall
Total Revenue 58,146$          55,535$            2,611$         5% 490,566$        444,112$        46,454$        10% 665,934          73.7% 16.7%
Total Expenses 43,549$          53,508$            (9,959)          -19% 431,445          427,000          4,445            1% 628,083          68.7% 16.7%
Net Operating Income (loss) 14,597$          2,027$               12,570$      620% 59,121$          17,112$          42,009$        245% 37,851             

6 Victoria Gardens
Total Revenue 54,891            51,512               3,379$         7% 453,755$        412,096$        41,659$        10% 618,138          73.4% 16.7%
Total Expenses 38,330            49,414               (11,084)       -22% 393,184          426,265          (33,081)         -8% 618,138          63.6% 16.7%
Net Operating Income 16,561$          2,098$               14,463$      60,571$          (14,169)$         74,740$        - 

7 Cambridge/Brawley
Total Revenue 5,494$            2,300$               3,194$         139% 17,111$          18,400$          (1,289)$         -7% 27,590             62.0% 16.7%
Total Operating Expenses 1,440              2,284                 (844) -37% 12,331            19,325             (6,994)           -36% 27,590             44.7% 16.7%
Net Operating Income 4,054$            16$  4,038$         25238% 4,780$            (925)$               5,705$          -617% - 

Net Operating Income 65,346            9,180                 56,166         270,063          (8,222)             278,285        

Reserve transfer out (in) - (956) 956              - (7,645)             7,645            
Per Consolidated Stmt 65,346            8,224                 57,122        270,063          (15,867)           285,930        

SPARTANBURG HOUSING AUTHORITY
Asset Management Financials- Per AMP

Actual to Budget Variance Comparison 

For eight (8) months ending May 31, 2020

Month To Date Period to Date Annual Budget
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Monthly Reports: 
Programs Dashboard 

 

Board of Commissioners Meeting
Tuesday, June 23, 2020
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 

HONORABLE MEMBERS IN SESSION: 

SUBJECT:  

ASSET MANAGEMENT DEPARTMENT MONTHLY REPORT—MAY  2020 

CONTACT PERSON: 

Jessica Holcomb 
Deputy Director of Asset Management and Special Projects 
864-598-6023

OCCUPANCY 
As part of HUD’s Public Housing Utilization Project, as of May 31, 2020, Asset Management 
ended the month at 93.56% for all SHA managed developments. The targeted goal is to maintain 
an occupancy of 97% overall. Excluding the vacant units at Scattered Sites, the SHA would have 
a 95.57% overall occupancy. Total Vacant Units excluding Scattered Sites is 22 Units; seven (7) 
of which are off-line for extensive repairs (three (3) Camp Croft Courts, one (1) Victoria Gardens, 
and Two (2) at Archibald Hi-Rise and one (1) Prince Hall). Leasing has ended at Victoria Gardens 
Apartments due to the upcoming RAD conversion.  

HUD GOAL SHA Actual Excluding Outliers VISTA Managed PH 
97% 93.56% 95.57% 99.09% 

TENANT ACCOUNTS RECEIVABLE REPORTS: 

The Tenant Accounts Receivable Collection rate for SHA managed developments was 86.22% for 
all public housing properties and 101.53% for SHA managed market units and multi-family 
properties. The Deputy Director of Asset Management continues to reiterate the importance of 
improving collections as it is a major component to the PHAS score. Several internal and external 
referrals are made each month for residents with delinquent balances. The Asset Management team 
continues to aggressively act to collect all debts. The recertification specialist has identified several 
residents with substantial unreported income that have grossly affected this month’s TARS. 
Residents with unreported income exceeding $5,000 are subject to lease termination.  

HUD GOAL SHA PH Actual SHA MF and Market Actual 
98.5% 86.22% 101.53% 
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CHARGED UNPAID TARS PREPAYS ACTIVE INACTIVE TOTAL YTD ACTUAL 
NOI

OCCUPANCY

Camp Croft 30,635.07$          14,074.42$          61.43% 2,153.94$            11,920.48$          (105.28)$              11,815.20$          34,146.00$          
96.88%

Archibald Village 13,856.50$          -$  109.91% 942.75$               (942.75)$              (431.00)$              (1,373.75)$           48,986.00$          
96.00%

Archibald Rutledge 37,462.30$          391.00$               108.43% 4,228.43$            (3,837.43)$           680.50$               (3,156.93)$           93,271.00$          
98.00%

Scattered Sites 2,699.50$            -$  111.17% 300.50$               (300.50)$              (1.00)$  (301.50)$              6,775.00$            
33.33%

Prince Hall 24,669.45$          8,095.97$            71.22% 3,069.12$            5,026.85$            2,073.00$            7,099.85$            53,912.00$          
93.00%

Victoria Gardens 17,148.39$          6,764.42$            36.63% 1,178.48$            5,585.94$            5,280.48$            10,866.42$          59,743.00$          
91.25%

Cambridge Place/Brawley 1,531.00$            222.00$               87.95% 37.40$  184.60$               (0.18)$  184.42$               7,492.00$            
100.00%

PH TOTAL 128,002.21$        29,547.81$          86.22% 11,910.62$          17,637.19$          7,496.52$            25,133.71$          304,325.00$        
93.56%

Page Lake 3,552.00$            -$  100.45% 16.00$  (16.00)$                -$  (16.00)$                37,321.00$          
100.00%

JC Bull 28,501.00$          9.00$  101.70% 492.50$               (483.50)$              -$  (483.50)$              384,212.00$        
96.00%

Liberty 2,242.50$            -$  101.23% 27.50$  (27.50)$                -$  (27.50)$                12,148.00$          
100.00%

Appian 200.00$               -$  100.00% -$  -$  -$  -$  36,718.00$          
50.00%

Fisher -$  -$  -$  -$  -$  -$  
100.00%

Rent has not been charged as the unit is uninhabitable due 
to the tornado. 

Total 34,495.50$          9.00$  101.53% 536.00$               (527.00)$              -$  (527.00)$              470,399.00$        
95.73%

Property
AGED TENANT ACCOUNTS RECEIVABLES

Tenant Charge Analysis Report for May 2020
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 

HONORABLE MEMBERS IN SESSION: 

SUBJECT:  

DEVELOPMENT & CAPITAL FUND MONTHLY REPORT – May 2020 

CONTACT PERSON: 

Joseph Jackson 
Deputy Director of Capital Funds and Development 
864-598-6052

DEVELOPMENT PROJECTS 

Northside Station 
• Final closing documents uploaded to RAD Resource Desk on June 11, 2020
• Anticipating a twelve-month construction period with a completion date of May 2021

Victoria Gardens 
• Anticipate closing by July 30, 2020
• Anticipate late July or early August start for construction
• HUD approval of financing plan cleared path for issuance of RAD Conversion Commitment (RCC)
• Participate in weekly due diligence calls with RCB (Equity Provider) and Citibank (Debt Provider)
• Participate in weekly construction phasing/relocation calls with NHPF (Developer), Delck Group, LLC

(Relocation Consultant) and McCrory Construction (Contractor)
• McCrory Construction (Contractor) provided update/refreshed construction numbers for budget
• NHPF (Developer) updated/refreshed all numbers for proforma
• Legal teams are beginning to prepare closing documents

New office/Star Mills 
• As of June 11, 2020, the following progress was provided by contractors:
 Roofing system installed
 Metal stud framing has begun on first and second floor
 Electrical rough-in has begun on first and second floor
 HVAC rough-in
 Window headers installed
 Masonry repairs continue throughout building
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CAPITAL FUND TABLE 

REPLACEMENT HOUSING FACTOR FUNDS 
CAPITAL FUND 

*Approved extension deadlines from HUD

Compliance/ Regulatory:  The Capital Fund is awarded by HUD annually based in part on the number of units
in the PHA portfolio. SHA must submit a proposed budget to HUD for approval. Funds must be obligated within 
24 months and expended within 48 months. The funds are generally approved for projects directly associated 
with asset management. Ten percent of the awarded funds may be committed to the COCC and categories such 
as “Management Improvement” and may be approved by HUD. For example, computer upgrades could be 
allowed, as it would benefit the overall operation of the Authority. The majority of SHA’s historical capital fund 
was used to satisfy outstanding debt (Capital Fund Financing). The RHF funds are committed to being utilized 
for the Northside project, currently underway. The expenditure date has been extended by HUD:  

Replacement Housing Factor          Grant No. SC16R003502-15 
Original Award Amount Obligation Deadline Expenditure 

Deadline 
Amount 
Obligated 

Amount 
Dispersed 

Amount Available 

$218,757 4/12/2020* 4/12/2022 $58,080.34 $58,080.34 $160,676.66 

Replacement Housing Factor   Grant No. SC16R003502-16 
Original Award Amount Obligation 

Deadline 
Expenditure 
Deadline 

Amount 
Obligated 

Amount 
Dispersed 

Amount 
Available 

$225,533 4/12/2021* 4/12/2023 $225,533 

Replacement Housing Factor          Grant No. SC16R003502-17 
Original Award Amount Obligation Deadline Expenditure 

Deadline 
Amount 
Obligated 

Amount 
Dispersed 

Amount 
Available 

$162,926 8/15/2019 8/15/2022 $146,634 $66,216.00 $96,710.00 

Capital Fund Program                Grant No. SC16P003501-17 
Original Award Amount Obligation Deadline Expenditure 

Deadline 
Amount 
Obligated 

Amount 
Dispersed 

Amount 
Available 

$926,447 8/15/2019 8/15/2022 $833,803 $493,104.31 $433,342.69 
Capital Fund Program                 Grant No. SC16P003501-18 
Original Award Amount Obligation Deadline Expenditure 

Deadline 
Amount 
Obligated 

Amount 
Dispersed 

Amount 
Available 

$1,246,092 5/28/2021 5/28/2023 $226,620.96 $266,620.96 $979,471.04 
Capital Fund Program                 Grant No. SC16P003501-19 
Original Award Amount Obligation Deadline Expenditure 

Deadline 
Amount 
Obligated 

Amount 
Dispersed 

Amount 
Available 

$1,295,491 4/15/2022 4/15/2024 $5,423.00 $5,423.00 $1,290,068.00 
Capital Fund Program                 Grant No. SC16P003501-20 
Original Award Amount Obligation Deadline Expenditure 

Deadline 
Amount 
Obligated 

Amount 
Dispersed 

Amount 
Available 

$1,369,776 3/25/2023 3/25/2025 $11,263.00 $11,263.00 $1,369,776.00 
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• 2017 Capital Fund Obligation and Disbursement End dates
1) August 16, 2017 Obligation Start Date
2) August 15, 2019 Obligation End Date
3) August 15, 2022 Disbursement End Date

• 2018 Capital Fund Obligation and Disbursement End dates
1) May 28, 2018 Obligation Start Date
2) May 28, 2021 Obligation End Date
3) May 28, 2023 Disbursement End Date

• 2019 Capital Fund Obligation and Disbursement End dates
1) April 16, 2019 Obligation Start Date
2) April 15, 2022 Obligation End Date
3) April 15, 2024 Disbursement End Date

• 2020 Capital Fund Obligation and Disbursement End dates
1) March 26, 2020 Obligation Start Date
2) March 25, 2023 Obligation End Date
3) March 25, 2025 Disbursement End Date

• Monthly reporting by the 5th of each month on the obligation and expenditure of each open Capital Fund in
the Line of Credit Control System (LOCCS)

COVID-19 Changes 
• HUD extended the obligation end date and expenditure date for all open Capital Fund grants by one year

      2017 Capital Fund Grant 
• Modernization of elevator at Archibald remains on schedule

      2018 Capital Fund Grant 
• Tsunmai camera installation has started at Prince Hall
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 

HONORABLE MEMBERS IN SESSION: 

SUBJECT:  

LEASED HOUSING MONTHLY REPORT – MAY 2020 

CONTACT PERSON: 

Tiffany Askew 
Deputy Director of Leased Housing 
864-598-6053

Housing Choice Voucher Program 

COMPLIANCE/REGULATORY 

• HUD requires PHAs to utilize 98% of its vouchers or 98% of its allocated funding.

Housing Choice Voucher Program’s (HCV) 
Cumulative Leasing and Budget Utilization 

(using the 24 Month Tool) 

Cumulative %  
Annual Leased 

Cumulative %  
Eligibility Expended 

Monthly Unit Months 
Leased % 

Monthly Annual 
Budget Authority 
Expended % 

94.7% 104.4% 94.4% 107.3% 

• The current monthly lease up rate for HCV which includes Project Based Voucher
(PBV), Rental Assistance Demonstration (RAD) and Mainstream (MS) Programs:

HCV PBV RAD MS 
94% 97% 94% 53% 

• The Mod Rehab Program (MOD) leasing rate:

Norris Ridge 
89% 
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• The Tenant Based Rental Assistance Program (TBRA) leasing rate:

Veterans Working Families 
100%  86% 

OUTLIERS 

• The HCV Department is working to maintain leasing within our budget allocation in the
HCV, RAD, PBV, and MOD Rehab programs to ensure that the program meets HUD
requirements.

• The projected closing date for the RAD conversion of Norris Ridge Apartments is August
of 2020. The Mod Rehab Program will end after the closing takes place.
----------------------------------------------------------------------------------------------------------

• The TBRA Program for veterans has 10 participants. SHA will not receive additional funds
to continue to administer this program.  The veterans are being transfer to the HCV program
as the assistance ends.

• The TBRA2 Program for working families has 13 participants.

MILESTONES 

• Due to the increase in requests for interim rental adjustments, the HCV Program will not 
issue vouchers for the HCV tenant-based vouchers and this time. Current funding levels 
cannot meet the increase in subsidy payments.

• There are 36 MS vouchers issued.  These families are searching for housing.
• Five (5) VASH vouchers were issued and these families are also searching for housing.
• There were four (4) new move-ins and 16 move-outs. 

Program Units Allocated Units Leased Unused 
HCV 1715 1619 96 
PBV 273 264 9 
RAD 367 347 20 
MOD 190 170 20 
MS 115 62 53 

Totals 2660 2462 198 
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June 23, 2020 

Spartanburg Housing Authority 
Spartanburg, SC 29302 

HONORABLE MEMBERS IN SESSION: 

SUBJECT:  

RESIDENT & COMMUNITY ENGAGEMENT MONTHLY REPORT – May 2020 

CONTACT PERSON: 

Cierra Fowler 
Deputy Director of Resident and Community Engagement 
864-598-6009

COMMUNITY AND SUPPORTIVE SERVICES 

Highlights 

• Staff delivered senior food boxes to residents at all Public Housing properties.
• Due to limited program activities, staff has been creative in developing activities for

residents. This past month, Spring Bingo was a huge success with over 40
elderly/disabled residents engaged from public housing. Staff utilized bulletin boards and
social media to post daily symbols to play bingo on their cards. At JC Bull, staff held a
word search challenge which had three winners.

• Bags were delivered for Mother’s Day by resident services, resident council, and property
management staff.

• The FSS program had two interest meetings in May.
• The FSS program enrolled three new participants into the program for effective day

06/01/2020.

Resident Services Active Grants 

Grant # 
Grant 
Name 

Closing Date  Remaining 
Balance 

Notes 

MFSC179397 Multi-
Family 

12/31/2020 $67,928.80 Funds have been awarded 
and accepted waiting for 
release.  

FSS18SC2129 FSS 12/31/2020 $58,372.40 
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EDSC Elderly and Disabled Program  
Number of Services (March, April, and May); Properties: Archibald High Rise, Archibald 
Village, Camp Croft Courts, Victoria Gardens, and Prince Hall.  

Elderly and Disabled Public Housing Case Management 

Multi -Family Service Coordinator 
Number of services (March, April, and May). Property: JC Bull (100 units). 

Family Self-Sufficiency (FSS) Grant as of May 2020 

• FSS Current Escrow total is $106,632.00
o HCV Escrow Amount $91,288.00
o PH Escrow Amount $15,344.00
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May 2020 
 

60

37

3 0

22

0

10

20

30

40

50

60

70

Families Enrolled Employed Newly Enrolled Employment
Obtained

# Receiving
Escrow

Grant Goal
Enrolled – 60
Employed – 37
Newly Enrolled- 3
Employment Obtained – 0
Receiving Escrow– 22

HCV/PH HOUSING FSS PROGRAM – Grant Period Totals to end of December 2020 with December Additions  
(Grant Period is 1/1/20 to 12/31/20) 
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	Chapter 14
	GRIEVANCES AND APPEALS
	This chapter discusses grievances and appeals pertaining to PHA actions or failures to act that adversely affect public housing applicants or residents. The policies are discussed in the following three parts:
	UPart I: Informal Hearings for Public Housing ApplicantsU. This part outlines the requirements and procedures for informal hearings for public housing applicants.
	UPart I: Informal Hearings for Public Housing ApplicantsU. This part outlines the requirements and procedures for informal hearings for public housing applicants.
	UPart II: Informal Hearings with Regard to NoncitizensU. This part discusses informal hearings regarding citizenship status and where they differ from the requirements for general applicant and tenant grievances.
	UPart II: Informal Hearings with Regard to NoncitizensU. This part discusses informal hearings regarding citizenship status and where they differ from the requirements for general applicant and tenant grievances.
	UPart III: Grievance Procedures for Public Housing ResidentsU. This part outlines the requirements and procedures for handling grievances for public housing residents.
	UPart III: Grievance Procedures for Public Housing ResidentsU. This part outlines the requirements and procedures for handling grievances for public housing residents.
	Part IV: Behavioral Health Resources for Public Housing Residents. UThis part outlines the procedures for handling grievance for public housing residents with behavioral health concerns. U
	Note that this chapter is not the PHA’s grievance procedure. The grievance procedure is a document separate from the ACOP. This chapter of the ACOP provides the policies that drive the grievance procedure. A sample grievance procedure is provided as E...
	PART I: INFORMAL HEARINGS FOR PUBLIC HOUSING APPLICANTS
	When the PHA makes a decision that has a negative impact on an applicant family, the family is often entitled to appeal the decision. For applicants, the appeal takes the form of an informal hearing. HUD regulations do not provide a structure for or r...
	Informal hearings are provided for public housing applicants. An applicant is someone who has applied for admission to the public housing program but is not yet a tenant in the program. Informal hearings are intended to provide a means for an applican...
	Informal hearings provide applicants the opportunity to review the reasons for denial of admission and to present evidence to refute the grounds for denial.
	While the PHA must offer the opportunity of an informal hearing to applicants who have been determined as ineligible for admission, the PHA could make the informal hearing process available to applicants who wish to dispute other PHA actions that adve...
	USHA Policy
	The SHA will only offer informal hearings to applicants for the purpose of disputing denials of admission.
	The PHA must give an applicant prompt notice of a decision denying eligibility for admission. The notice must contain a brief statement of the reasons for the PHA decision and must also state that the applicant may request an informal hearing to dispu...
	When denying eligibility for admission, the PHA must provide the family a notice of VAWA rights (form HUD-5380) as well as the HUD VAWA self-certification form (form HUD-5382) in accordance with the Violence against Women Reauthorization Act of 2013, ...
	Prior to notification of denial based on information obtained from criminal or sex offender registration records, the family, in some cases, must be given the opportunity to dispute the information in those records which would be the basis of the deni...
	USHA Policy
	A request for an informal hearing must be made in writing and delivered to the SHA either in person or by first class mail, by the close of the business day, no later than 10 business days from the date of the SHA’s notification of denial of admission.
	The SHA will schedule and send written notice of the informal hearing within 10 business days of the family’s request.
	USHA Policy
	The informal hearing will be conducted by a person other than the one who made or approved the decision under review, or a subordinate of this person.
	The applicant will be provided an opportunity to present written or oral objections to the decision of the SHA.
	The person conducting the informal hearing will make a recommendation to the SHA, but the SHA is responsible for making the final decision as to whether admission should be granted or denied.
	The SHA may choose to utilize a panel of distinguished community leaders to also conduct hearings.
	USHA Policy
	The SHA will notify the applicant of the SHA’s final decision, including a brief statement of the reasons for the final decision.
	In rendering a decision, the SHA will evaluate the following matters:
	The SHA will notify the applicant of the final decision, including a statement explaining the reason(s) for the decision. The notice will be mailed, with return receipt requested, within 10 business days of the informal hearing, to the applicant and h...
	If the informal hearing decision overturns the denial, processing for admission will resume.
	If the family fails to appear for their informal hearing, the denial of admission will stand and the family will be so notified.
	Persons with disabilities may request reasonable accommodations to participate in the informal hearing process and the PHA must consider such accommodations. The PHA must also consider reasonable accommodation requests pertaining to the reasons for de...
	PART II: INFORMAL HEARINGS WITH REGARD TO NONCITIZENS
	14-II.A. HEARING AND APPEAL PROVISIONS FOR NONCITIZENS [24 CFR 5.514]
	Denial or termination of assistance based on immigration status is subject to special hearing and notice rules. These special hearings are referred to in the regulations as informal hearings, but the requirements for such hearings are different from t...
	Assistance to a family may not be delayed, denied, or terminated on the basis of immigration status at any time prior to a decision under the United States Citizenship and Immigration Services (USCIS) appeal process. Assistance to a family may not be ...
	A decision against a family member, issued in accordance with the USCIS appeal process or the PHA informal hearing process, does not preclude the family from exercising the right, that may otherwise be available, to seek redress directly through judic...
	Notice of Denial or Termination of Assistance [24 CFR 5.514(d)]
	As discussed in Chapters 3 and 13, the notice of denial or termination of assistance for noncitizens must advise the family of any of the following that apply:
	When the PHA receives notification that the USCIS secondary verification failed to confirm eligible immigration status, the PHA must notify the family of the results of the USCIS verification. The family will have 30 days from the date of the notifica...
	USHA Policy
	The SHA will notify the family in writing of the results of the USCIS secondary verification within 10 business days of receiving the results.
	The family must provide the SHA with a copy of the written request for appeal and proof of mailing within 10 business days of sending the request to the USCIS.
	The family must forward to the designated USCIS office any additional documentation or written explanation in support of the appeal. This material must include a copy of the USCIS document verification request (used to process the secondary request) o...
	The USCIS will notify the family, with a copy to the PHA, of its decision. When the USCIS notifies the PHA of the decision, the PHA must notify the family of its right to request an informal hearing.
	USHA Policy
	The SHA will send written notice to the family of its right to request an informal hearing within 10 business days of receiving notice of the USCIS decision regarding the family’s immigration status.
	Informal Hearing Procedures for Applicants [24 CFR 5.514(f)]
	After notification of the USCIS decision on appeal, or in lieu of an appeal to the USCIS, an applicant family may request that the PHA provide a hearing. The request for a hearing must be made either within 30 days of receipt of the PHA notice of deni...
	The informal hearing procedures for applicant families are described below.
	Informal Hearing Officer
	The PHA must provide an informal hearing before an impartial individual, other than a person who made or approved the decision under review, and other than a person who is a subordinate of the person who made or approved the decision.
	Evidence
	The family must be provided the opportunity to examine and copy at the family’s expense, at a reasonable time in advance of the hearing, any documents in the possession of the PHA pertaining to the family’s eligibility status, or in the possession of ...
	USHA Policy
	The family will be allowed to copy any documents related to the hearing at a cost of $.25 per page. The family must request discovery of SHA documents no later than  12:00 p.m. on the business day prior to the hearing.
	The family must be provided the opportunity to present evidence and arguments in support of eligible status. Evidence may be considered without regard to admissibility under the rules of evidence applicable to judicial proceedings.
	The family must also be provided the opportunity to refute evidence relied upon by the PHA, and to confront and cross-examine all witnesses on whose testimony or information the PHA relies.
	Representation and Interpretive Services
	The family is entitled to be represented by an attorney or other designee, at the family’s expense, and to have such person make statements on the family’s behalf.
	The family is entitled to request an interpreter. The PHA obligated to provide a competent interpreter, free of charge, upon request. The family may also or instead provide its own interpreter, at the expense of the family.
	Recording of the Hearing
	The family is entitled to have the hearing recorded by audiotape. The PHA may, but is not required to provide a transcript of the hearing.
	USHA Policy
	The SHA will not provide a transcript of an audio taped informal hearing.
	Hearing Decision
	The PHA must provide the family with a written notice of the final decision, based solely on the facts presented at the hearing, within 14 calendar days of the date of the informal hearing. The notice must state the basis for the decision.
	Retention of Documents [24 CFR 5.514(h)]
	The PHA must retain for a minimum of 5 years the following documents that may have been submitted to the PHA by the family, or provided to the PHA as part of the USCIS appeal or the PHA informal hearing process:
	Informal Hearing Procedures for Residents [24 CFR 5.514(f)]
	After notification of the USCIS decision on appeal, or in lieu of an appeal to the USCIS, a resident family may request that the PHA provide a hearing. The request for a hearing must be made either within 30 days of receipt of the PHA notice of termin...
	The informal hearing procedures for resident families whose tenancy is being terminated based on immigration status is the same as for any grievance under the grievance procedures for resident families found in Part III below.
	PART III: GRIEVANCE PROCEDURES FOR PUBLIC HOUSING RESIDENTS
	14-III.A. REQUIREMENTS [24 CFR 966.52]
	PHAs must have a grievance procedure in place through which residents of public housing are provided an opportunity to grieve any PHA action or failure to act involving the lease or PHA policies which adversely affect their rights, duties, welfare, or...
	The PHA grievance procedure must be included in, or incorporated by reference in, the lease.
	USHA Policy
	The SHA grievance procedure will be incorporated by reference in the tenant lease.
	The PHA must provide at least 30 days notice to tenants and resident organizations setting forth proposed changes in the PHA grievance procedure, and provide an opportunity to present written comments. Comments submitted must be considered by the PHA ...
	USHA Policy
	Residents and resident organizations will have 30 calendar days from the date they are notified by the SHA of any proposed changes in the SHA grievance procedure, to submit written comments to the SHA.
	The PHA must furnish a copy of the grievance procedure to each tenant and to resident organizations.
	14-III.B. DEFINITIONS [24 CFR 966.53; 24 CFR 966.51(a)(2)(i)]
	There are several terms used by HUD with regard to public housing grievance procedures, which take on specific meanings different from their common usage. These terms are as follows:
	 Any criminal activity that threatens the health, safety, or right to peaceful enjoyment or the PHA’s public housing premises by other residents or employees of the PHA; or
	 Any drug-related criminal activity on or off the premises
	 Adequate notice to the tenant of the grounds for terminating the tenancy and for eviction
	 Right of the tenant to be represented by counsel
	 Opportunity for the tenant to refute the evidence presented by the SHA including the right to confront and cross-examine witnesses and to present any affirmative legal or equitable defense which the tenant may have
	 A decision on the merits
	 Who resides in the unit, and who executed the lease with the SHA as lessee of the dwelling unit, or, if no such person now resides in the unit,
	 Who resides in the unit, and who is the remaining head of household of the tenant family residing in the dwelling unit
	14-III.C. APPLICABILITY [24 CFR 966.51]
	Grievances could potentially address most aspects of a PHA’s operation. However, there are some situations for which the grievance procedure is not applicable.
	The grievance procedure is applicable only to individual tenant issues relating to the PHA. It is not applicable to disputes between tenants not involving the PHA. Class grievances are not subject to the grievance procedure and the grievance procedure...
	If HUD has issued a due process determination, A PHA may exclude from the PHA grievance procedure any grievance concerning a termination of tenancy or eviction that involves:
	In states without due process determinations, PHAs must grant opportunity for grievance hearings for all lease terminations, regardless of cause, with the following exception: PHAs may use expedited grievance procedures for the excluded categories lis...
	If HUD has issued a due process determination, the SHA may evict through the state/local judicial eviction procedures. In this case, the SHA is not required to provide the opportunity for a hearing under the SHA’s grievance procedure as described above.
	USHA Policy
	The SHA is located in a HUD-declared due process state; therefore SHA will not offer grievance hearings for lease terminations involving :.
	See Chapter 13 for related policies on the content of termination notices.
	14-III.D. INFORMAL SETTLEMENT OF GRIEVANCE [24 CFR 966.54]
	HUD regulations state that any grievance must be personally presented, either orally or in writing, to the PHA office or to the office of the housing development in which the complainant resides so that the grievance may be discussed informally and se...
	USHA Policy
	The SHA will accept requests for an informal settlement of a grievance either orally or in writing, to the SHA office within 10 business days of the grievable event. Oral requests will be memorialized in writing by SHA staff at the time presented and ...
	If a tenant fails to attend the scheduled meeting without prior notice, the SHA will reschedule the appointment only if the tenant can show good cause for failing to appear, or if it is needed as a reasonable accommodation for a person with disabilities.
	Good cause is defined as an unavoidable conflict which seriously affects the health, safety or welfare of the family.
	HUD regulations require that a summary of such discussion will be prepared within a reasonable time and one copy will be given to the tenant and one retained in the PHA’s tenant file.
	The summary must specify the names of the participants, dates of meeting, the nature of the proposed disposition of the complaint and the specific reasons therefore, and will specify the procedures by which a hearing may be obtained if the complainant...
	USHA Policy
	The SHA will prepare a summary of the informal settlement within 5 business days; one copy to be given to the tenant and one copy to be retained in the SHA’s tenant file.
	For PHAs who have the option to establish an expedited grievance procedure, and who exercise this option, the informal settlement of grievances is not applicable to those grievances for which the expedited grievance procedure applies.
	14-III.E. PROCEDURES TO OBTAIN A HEARING
	Requests for Hearing and Failure to Request
	USHA Policy
	The resident must submit a written request for a grievance hearing to the SHA within 5 business days of the tenant’s receipt of the summary of the informal settlement.
	If the complainant does not request a hearing, the SHA’s disposition of the grievance under the informal settlement process will become final. However, failure to request a hearing does not constitute a waiver by the complainant of the right to contes...
	Scheduling of Hearings [24 CFR 966.56(a)]
	If the complainant has complied with all requirements for requesting a hearing as described above, a hearing must be scheduled by the hearing officer/panel promptly for a time and place reasonably convenient to both the complainant and the PHA. A writ...
	USHA Policy
	Within 10 business days of receiving a written request for a hearing, the hearing officer will schedule and send written notice of the hearing to both the complainant and the SHA.
	The PHA may wish to permit the tenant to request to reschedule a hearing for good cause.
	USHA Policy
	The tenant may request to reschedule a hearing for good cause, or if it is needed as a reasonable accommodation for a person with disabilities. Good cause is defined as an unavoidable conflict which seriously affects the health, safety, or welfare of ...
	Expedited Grievance Procedure [24 CFR 966.52(a)]
	The PHA may establish an expedited grievance procedure for any grievance concerning a termination of tenancy or eviction that involves:
	In such expedited grievances, the informal settlement of grievances as discussed in 14-III.D is not applicable.
	The PHA may adopt special procedures concerning expedited hearings, including provisions for expedited notice or scheduling, or provisions for expedited decision on the grievance.
	USHA Policy
	The PHA will not offer expedited grievance procedures.
	14-III.F. SELECTION OF HEARING OFFICER/PANEL [24 CFR 966.53(e)]
	The grievance hearing must be conducted by an impartial person or persons appointed by the PHA, other than the person who made or approved the PHA action under review, or a subordinate of such person. The PHA must describe their policies for selection...
	USHA Policy
	SHA grievance hearings may be conducted by a single hearing officer or a panel of distinguished community leaders. Efforts will be made to assure that the person selected is not a friend, nor enemy, of the complainant and that they do not have a perso...
	.
	14-III.G. PROCEDURES GOVERNING THE HEARING [24 CFR 966.56]
	Rights of Complainant [24 CFR 966.56(b)]
	The complainant will be afforded a fair hearing. This includes:
	USHA Policy
	The tenant will be allowed to copy any documents related to the hearing at a cost of $.25 per page. The family must request discovery of SHA documents no later than 12:00 p.m. on the business day prior to the hearing.
	USHA Policy
	Hearings may be attended by the following applicable persons:
	Failure to Appear [24 CFR 966.56(c)]
	If the complainant or the PHA fails to appear at a scheduled hearing, the hearing officer/panel may make a determination to postpone the hearing for no more than five business days or may make a determination that the party has waived his/her right to...
	There may be times when a complainant does not appear due to unforeseen circumstances which are out of their control and are no fault of their own.
	USHA Policy
	If the tenant does not appear at the scheduled time of the hearing, the hearing officer will wait up to 30 minutes. If the tenant appears within 30 minutes of the scheduled time, the hearing will be held. If the tenant does not arrive within 30 minute...
	If the tenant fails to appear and was unable to reschedule the hearing in advance, the tenant must contact the SHA within 24 hours of the scheduled hearing date, excluding weekends and holidays. The hearing officer will reschedule the hearing only if ...
	“Good cause” is defined as an unavoidable conflict which seriously affects the health, safety, or welfare of the family.
	General Procedures [24 CFR 966.56(d), (e)]
	At the hearing, the complainant must first make a showing of an entitlement to the relief sought and thereafter the PHA must sustain the burden of justifying the PHA action or failure to act against which the complaint is directed [24 CFR 966.56(d)].
	The hearing is conducted informally by the hearing officer/panel. The PHA and the tenant must be given the opportunity to present oral or documentary evidence pertinent to the facts and issues raised by the complaint, and to question any witnesses.
	USHA Policy
	Any evidence to be considered by the hearing officer must be presented at the time of the hearing. There are four categories of evidence.
	Hearsay Evidence is evidence of a statement that was made other than by a witness while testifying at the hearing and that is offered to prove the truth of the matter. Even though evidence, including hearsay, is generally admissible, hearsay evidence ...
	If the SHA fails to comply with the discovery requirements (providing the tenant with the opportunity to examine SHA documents prior to the grievance hearing), the hearing officer will refuse to admit such evidence.
	Other than the failure of the SHA to comply with discovery requirements, the hearing officer has the authority to overrule any objections to evidence.
	The complainant or the SHA may arrange, in advance and at the expense of the party making the arrangement, for a transcript of the hearing. Any interested party may purchase a copy of such transcript [24 CFR 966.56(e)].
	USHA Policy
	If the complainant would like the SHA to record the proceedings by audiotape, the request must be made to the SHA by 12:00 p.m. on the business day prior to the hearing.
	The SHA will consider that an audio tape recording of the proceedings is a transcript.
	Accommodations of Persons with Disabilities [24 CFR 966.56(f)]
	The PHA must provide reasonable accommodation for persons with disabilities to participate in the hearing. Reasonable accommodation may include qualified sign language interpreters, readers, accessible locations, or attendants.
	If the tenant is visually impaired, any notice to the tenant which is required in the grievance process must be in an accessible format.
	See Chapter 2 for a thorough discussion of the PHA’s responsibilities pertaining to reasonable accommodation.
	Limited English Proficiency (24 CFR 966.56(g)
	The PHA must comply with HUD’s LEP Final Rule in providing language services throughout the grievance process.
	14-III.H. DECISION OF THE HEARING OFFICER/PANEL [24 CFR 966.57]
	The hearing officer/panel must issue a written decision, stating the reasons for the decision, within a reasonable time after the hearing. Factual determinations relating to the individual circumstances of the family must be based on a preponderance o...
	USHA Policy
	In rendering a decision, the hearing officer will consider the following matters:
	The hearing officer will issue a written decision to the family and the SHA no later than 10 business days after the hearing. The report will contain the following information:
	Hearing information:
	Background: A brief, impartial statement of the reason for the hearing and the date(s) on which the informal settlement was held, who held it, and a summary of the results of the informal settlement. Also includes the date the complainant requested th...
	Summary of the Evidence: The hearing officer will summarize the testimony of each witness and identify any documents that a witness produced in support of his/her testimony and that are admitted into evidence.
	Findings of Fact: The hearing officer will include all findings of fact, based on a preponderance of the evidence. Preponderance of the evidence is defined as evidence which is of greater weight or more convincing than the evidence which is offered in...
	Conclusions: The hearing officer will render a conclusion derived from the facts that were found to be true by a preponderance of the evidence. The conclusion will result in a determination of whether these facts uphold the SHA’s decision.
	Order: The hearing report will include a statement of whether the SHA’s decision is upheld or overturned. If it is overturned, the hearing officer will instruct the SHA to change the decision in accordance with the hearing officer’s determination. In ...
	Procedures for Further Hearing
	USHA Policy
	The hearing officer may ask the family for additional information and/or might adjourn the hearing in order to reconvene at a later date, before reaching a decision. If the family misses an appointment or deadline ordered by the hearing officer, the a...
	Final Decision [24 CFR 966.57(b)]
	The decision of the hearing officer/panel is binding on the PHA which must take the action, or refrain from taking the action cited in the decision unless the PHA Board of Commissioners determines within a reasonable time, and notifies the complainant...
	USHA Policy
	When the SHA considers the decision of the hearing officer to be invalid due to the reasons stated above, it will present the matter to the SHA Board of Commissioners within 10 calendar days of the date of the hearing officer’s decision. The Board has...
	A decision by the hearing officer/panel, or Board of Commissioners in favor of the PHA or which denies the relief requested by the complainant in whole or in part must not constitute a waiver of any rights, nor effect in any manner whatever, any right...
	PART IV: BEHAVIORAL HEALTH RESOURCES FOR PUBLIC HOUSING RESIDENTS
	14-IV.A. PROCEDURES
	The goal of the PHA is to help individuals who have secured housing to maintain it. This part outlines the procedures for handling grievances for public housing residents with behavioral health concerns that may otherwise interfere with their housing....
	USHA Policy
	 Staff should always assess to see if there is any type of imminent danger before entering into an environment.
	o This can be anything from inanimate objects that are a tripping hazard to weapons for a suicide attempt to physical well-being at risk.
	 If someone has reported an issue to staff, they should try to gather as much information as possible before initiating conversation/action.
	 Take time to thoroughly listen to what the resident has to say.
	o Staff should remain sensitive to what the resident is saying and doing at all times. This will allow them to remain vigilant but also listen for indicators that this is a mental health-related issue.
	o Validate that person's feelings (fear, anger, confusion, etc.), but do not just agree to the statements they are making, especially if it involves allegations dealing with the law.
	 If there is a referral already on file, communication should go to residents services and/or the provider on record. If not, ask resident if they have a doctor or counselor they see and if they are taking any medications/when they last took them.
	o Recommend they call their doctor to discuss the symptoms they are experiencing. If resident agrees, offer to make the call with them so you can state your observations and still be transparent with resident.
	o Let them know that there are support groups through National Alliance on Mental Illness Spartanburg (NAMI) that meet regularly and are wonderful supports for individuals and their families.
	o Review the Behavioral Health Resource Guide 2018 for additional referral resources.
	 If there is a crisis, Spartanburg Area Mental Health has a 24/7 emergency on-call assistance line to assess crises or call 911 and properly document the details of event in the case file and Yardi® Memo section.
	o Review the Conference Agreement form documenting the outcome of the meeting and the goals for proper management of the concern. Document should be signed by all parties and included in the case file and Yardi® Memo section.
	o No resident can be forced to accept services; however, if the resident is not lease-compliant, disruptive, unsafe etc., the SHA may require resident engagement in a services plan as a condition of continued occupancy.
	o A follow-up to the Conference Agreement or referral to supportive agency will occur within 90 days pending no known reoccurrences.
	 Situations requiring immediate attention, staff will take the following precautions to diffuse the situation:
	o Action A: Assess for the risk of suicide or harm
	 If the person appears to be at risk of harming self or others, the staff must seek professional help immediately even if the person does not want it.
	o Action L: Listen nonjudgmentally
	o Action G: Give reassurance and information
	 Reassurance includes emotional support, such as empathizing with how the person feels and voicing hope, as well as offering practical help with tasks that may seem overwhelming at the moment.
	o Action E: Encourage appropriate professional help
	 Such options would include medication, counseling or psychological therapy, support for family members, assistance with vocational and educational goals, and assistance with income and accommodation.
	o Action E®: Encourage self-help and other support strategies
	 Encourage person to use self-help strategies or seek support from family, friends, and others.
	 The following serve as guided questions to consider prior to or during the meeting:
	o What circumstances will require a conference agreement for the resident? (These and other situations may or may not be standard lease violations)
	 Fighting, arguing, or any other violent related incidents
	 Drug and alcohol abuse
	 Threatening harm to residents, staff, or others
	 Harassing, bullying, or gossiping behavior
	o What will be the consequences for non-compliance?
	 Failure to comply with the Conference Agreement and/or referral to support agency may result in the termination of the Lease Agreement.
	 The following serve as guided questions to discuss during the meeting:
	o How did this issue begin?
	o What role did you play?
	o How did they make you feel?
	o What are the next steps and how do we move forward?
	o Can we come up with a compromise to include in the Conference Agreement?
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	Chapter 16
	PROGRAM ADMINISTRATION
	This chapter discusses administrative policies and practices that are relevant to the activities covered in this ACOP. The policies are discussed in seven parts as described below:
	UPart I: Setting Utility AllowancesU. This part describes how utility allowances are established and revised. Also discussed are the requirements to establish surcharges for excess consumption of PHA-furnished utilities.
	UPart I: Setting Utility AllowancesU. This part describes how utility allowances are established and revised. Also discussed are the requirements to establish surcharges for excess consumption of PHA-furnished utilities.
	UPart II: Establishing Flat Rents U. This part describes the requirements and policies related to establishing and updating flat rent amounts.
	UPart II: Establishing Flat Rents U. This part describes the requirements and policies related to establishing and updating flat rent amounts.
	UPart III: Repayment of Family DebtsU. This part contains policies for recovery of monies that have been underpaid by families, and describes the circumstances under which the PHA will offer repayment agreements to families. Also discussed are the con...
	UPart III: Repayment of Family DebtsU. This part contains policies for recovery of monies that have been underpaid by families, and describes the circumstances under which the PHA will offer repayment agreements to families. Also discussed are the con...
	UPart IV: Public Housing Assessment System (PHAS)U. This part describes the PHAS indicators, how PHAs are scored under PHAS, and how those scores affect a PHA.
	UPart IV: Public Housing Assessment System (PHAS)U. This part describes the PHAS indicators, how PHAs are scored under PHAS, and how those scores affect a PHA.
	UPart V: Record KeepingU. All aspects of the program involve certain types of record-keeping. This part outlines the privacy rights of applicants and participants and record retention policies the PHA will follow.
	UPart V: Record KeepingU. All aspects of the program involve certain types of record-keeping. This part outlines the privacy rights of applicants and participants and record retention policies the PHA will follow.
	UPart VI: Reporting and Record Keeping for Children with Environmental InterventionElevated Blood Lead LevelU. This part describes the PHA’s reporting responsibilities related to children with environmental interventionelevated blood lead levels that ...
	UPart VI: Reporting and Record Keeping for Children with Environmental InterventionElevated Blood Lead LevelU. This part describes the PHA’s reporting responsibilities related to children with environmental interventionelevated blood lead levels that ...
	UPart VII: Violence against Women Act (VAWA): Notification, Documentation, and ConfidentialityU. This part contains key terms used in VAWA and describes requirements related to notifying families about their rights and responsibilities under VAWA; req...
	UPart VII: Violence against Women Act (VAWA): Notification, Documentation, and ConfidentialityU. This part contains key terms used in VAWA and describes requirements related to notifying families about their rights and responsibilities under VAWA; req...
	PART I: SETTING UTILITY ALLOWANCES [24 CFR 965 Subpart E]
	PHAs must establish allowances for PHA-furnished utilities for all check metered utilities and for resident-purchased utilities for all utilities purchased directly by residents from a utility supplier [24 CFR 965.502(a)].
	PHAs must also establish surcharges for excess consumption of PHA-furnished utilities [24 CFR 965.506].
	The PHA must maintain a record that documents the basis on which utility allowances and scheduled surcharges are established and revised, and the record must be made available for inspection by residents [24 CFR 965.502(b)].
	The PHA must establish separate allowances for each utility and for each category of dwelling units the PHA determines to be reasonably comparable as to factors affecting utility usage [24 CFR 965.503].
	The objective of a PHA in establishing utility allowances for each dwelling unit category and unit size is to approximate a reasonable consumption of utilities by an energy-conservative household of modest circumstances consistent with the requirement...
	Utilities include gas, electricity, fuel for heating, water, sewerage, and solid waste disposal for a dwelling unit. In addition, if the PHA does not furnish a range and refrigerator, the family must be granted a utility allowance for the range and re...
	Costs for telephone, cable/satellite TV, and internet services are not considered utilities [PH Occ GB, p. 138].
	Utility allowance amounts will vary by the rates in effect, size and type of unit, climatic location and sitting of the unit, type of construction, energy efficiency of the dwelling unit, and other factors related to the physical condition of the unit...
	Chapter 14 of the PH Occupancy Guidebook provides detailed guidance to the PHA about establishing utility allowances.
	Air-Conditioning
	“If a PHA installs air conditioning, it shall provide, to the maximum extent economically feasible, systems that give residents the option of choosing to use air conditioning in their units. The design of systems that offer each resident the option to...
	USHA Policy
	The SHA has installed air-conditioning.
	Utility Allowance Revisions [24 CFR 965.507]
	The PHA must review at least annually the basis on which utility allowances have been established and must revise the allowances if necessary in order to adhere to the standards for establishing utility allowances that are contained in 24 CFR 965.505.
	The PHA may revise its allowances for resident-purchased utilities between annual reviews if there is a rate change, and is required to do so if such change, by itself or together with prior rate changes not adjusted for, results in a change of 10 per...
	Adjustments to resident payments as a result of such changes must be retroactive to the first day of the month following the month in which the last rate change taken into account became effective.
	USHA Policy
	Between annual reviews of utility allowances, the SHA will only revise its utility allowances due to a rate change, when required to by the regulation.
	For dwelling units subject to allowances for PHA-furnished utilities where check meters have been installed, the PHA must establish surcharges for utility consumption in excess of the allowances. Surcharges may be computed on a straight per unit of pu...
	For dwelling units served by PHA-furnished utilities where check meters have not been installed, the PHA must establish schedules of surcharges indicating additional dollar amounts residents will be required to pay by reason of estimated utility consu...
	USHA Policy
	The SHA does have SHA-furnished utilities.
	The PHA must give notice to all residents of proposed allowances and scheduled surcharges, and revisions thereof. The notice must be given in the manner provided in the lease and must:
	 Be provided at least 60 days before the proposed effective date of the allowances, scheduled surcharges, or revisions.
	 Describe the basis for determination of the allowances, scheduled surcharges, or revisions, including a statement of the specific items of equipment and function whose utility consumption requirements were included in determining the amounts of the ...
	 Notify residents of the place where the PHA’s documentation on which allowances and surcharges are based is available for inspection.
	 Provide all residents an opportunity to submit written comments during a period expiring not less than 30 days before the proposed effective date of the allowances, scheduled surcharges, or revisions.
	On request from a family that includes a disabled or elderly person, the PHA must approve a utility allowance that is higher than the applicable amount for the dwelling unit if a higher utility allowance is needed as a reasonable accommodation to make...
	Likewise, residents with disabilities may not be charged for the use of certain resident-supplied appliances if there is a verified need for special equipment because of the disability [PH Occ GB, p. 172].
	See Chapter 2 for policies regarding the request and approval of reasonable accommodations.
	PART II: ESTABLISHING FLAT RENTS
	Flat rents are designed to encourage self-sufficiency and to avoid creating disincentives for continued residency by families who are attempting to become economically self-sufficient.
	Flat rents are also used to prorate assistance for a mixed family. A mixed family is one whose members include those with citizenship or eligible immigration status, and those without citizenship or eligible immigrations status [24 CFR 5.504].
	This part discusses how the PHA establishes and updates flat rents. Policies related to the use of flat rents, family choice of rent, flat rent hardships, and proration of rent for a mixed family are discussed in Chapter 6.
	Establishing Flat Rents
	The 2015 Appropriations Act requires that flat rents must be set at no less than 80 percent of the applicable fair market rent (FMR). Alternatively, the PHA may set flat rents at no less than 80 percent of the applicable small area FMR(SAFMR) for metr...
	For areas where HUD has not determined a SAFMR or an unadjusted rent, PHAs must set flat rents at no less than 80 percent of the FMR or apply for an exception flat rent.
	The 2015 Appropriations Act permits PHAs to request an exception flat rent that is lower than either 80 percent of the FMR or SAFMR/unadjusted rent if the PHA can demonstrate that these FMRs do not reflect the market value of a particular property or ...
	In order to demonstrate the need for an exception flat rent, PHAs are required to submit a market analysis methodology that demonstrates the value of the unit. The PHA must use HUD's rent reasonableness methodology to determine flat rents. In determin...
	 Location
	 Quality
	 Unit size
	 Unit type
	 Age of the unit
	 Amenities at the property and in immediate neighborhood
	 Housing services provided
	 Maintenance provided by the PHA
	 Utilities provided by the PHA and/or landlord for (comparable units in the market study)
	PHAs must describe their policies for selection of a hearing officer in their lease forms. Changes to the public housing lease are subject to a 30-day comment period (24 CFR 966.4)
	The PHA must provide a corresponding key explaining the calculations used for determining the valuation for each factor. HUD published a Flat Rent Market Analysis tool on August 22, 2018, which includes a rent adjustment guide, a market rent compariso...
	PHAs must receive written HUD approval before implementing exception flat rents. PHAs with a previously approved flat rent exception request may submit a written request to extend the approved flat rents for up to two additional years, provided local ...
	PHAs are now required to apply a utility allowance to flat rents as necessary. Flat rents set at 80 percent of the FMR must be reduced by the amount of the unit's utility allowance, if any.
	Review of Flat Rents
	No later than 90 days after the effective date of the new annual FMRs/SAFMRs/unadjusted rent, PHAs must implement new flat rents as necessary based changes to the FMR/SAFMR/unadjusted rent or request an exception.
	If the FMR falls from year to year, the PHA may, but is not required to, lower the flat rent to 80 percent of the current FMR/SAFMR/unadjusted rent.
	USHA Policy
	If the FMR/SAFMR/unadjusted rent is lower than the previous year, the SHA will reduce flat rents to 80 percent of the current FMR/SAFMR.
	Posting of Flat Rents
	USHA Policy
	The SHA will publicly post the schedule of flat rents in a conspicuous manner in the applicable SHA or project office.
	Documentation of Flat Rents [24 CFR 960.253(b)(5)]
	The PHA must maintain records that document the method used to determine flat rents, and that show how flat rents were determined by the PHA in accordance with this method.
	This part describes the PHA’s policies for recovery of monies owed to the PHA by families.
	USHA Policy
	When an action or inaction of a resident family results in the underpayment of rent or other amounts, the SHA holds the family liable to return any underpayments to the SHA.
	The SHA will enter into repayment agreements in accordance with the policies contained in this part as a means to recover overpayments. The term repayment agreement refers to a formal document signed by a tenant and provided to the SHA in which a tena...
	When a family refuses to repay monies owed to the SHA, the SHA will utilize other available collection alternatives including, but not limited to, the following:
	Family Debts to the PHA
	USHA Policy
	Any amount owed to the SHA by a public housing family must be repaid. If the family is unable to repay the debt within 30 days, the SHA will offer to enter into a repayment agreement in accordance with the policies below.
	If the family refuses to repay the debt, does not enter into a repayment agreement, or breaches a repayment agreement, the SHA will terminate the family’s tenancy in accordance with the policies in Chapter 13. The SHA will also pursue other modes of c...
	General Repayment Agreement Guidelines
	Down Payment Requirement
	USHA Policy
	Before executing a repayment agreement with a family, the SHA will generally require a down payment of 10 percent of the total amount owed. If the family can provide evidence satisfactory to the SHA that a down payment of 10 percent would impose an un...
	Payment Thresholds
	Notice PIH 2017-12 recommends that the total amount that a family must pay each month—the family’s monthly share of rent plus the monthly debt repayment amount—should not exceed 40 percent of the family’s monthly adjusted income, which is considered “...
	USHA Policy
	If a family is paying less than 40 percent of its monthly adjusted income (MAI) in rent, the minimum monthly payment amount will be the greater of the following two amounts:
	The difference between 40 percent of the family’s MAI and the TTP at the time the agreement is executed
	$25
	If a family can provide evidence satisfactory to the SHA that a monthly payment amount of $25 would impose an undue hardship, the SHA may, in its sole discretion, require a lower monthly payment amount.
	If the family’s income increases or decreases during the term of a repayment agreement, either the SHA or the family may request that the monthly payment amount be adjusted accordingly.
	Execution of the Agreement
	USHA Policy
	Any repayment agreement between the SHA and a family must be signed and dated by the SHA and by the head of household and spouse/cohead (if applicable).
	Due Dates
	USHA Policy
	All payments are due by the close of business on the 15th day of the month. If the 15th does not fall on a business day, the due date is the close of business on the first business day after the 15th.
	Late or Missed Payments
	USHA Policy
	If a payment is not received by the end of the business day on the date due, and prior approval for the missed payment has not been given by the SHA, the SHA will send the family a delinquency notice giving the family 10 business days to make the late...
	If a family receives three delinquency notices for unexcused late payments in a 12-month period, the repayment agreement will be considered in default, and the SHA will terminate tenancy in accordance with the policies in Chapter 13.
	No Offer of Repayment Agreement
	USHA Policy
	The PHA generally will not enter into a repayment agreement with a family if there is already a repayment agreement in place with the family, or if the amount owed by the family exceeds the federal or state threshold for criminal prosecution.
	Repayment Agreements Involving Improper Payments
	Notice PIH 2017-12 requires certain provisions to be included in any repayment agreement involving amounts owed by a family because it underreported or failed to report income:
	PART IV: PUBLIC HOUSING ASSESSMENT SYSTEM (PHAS)
	The purpose of the Public Housing Assessment System (PHAS) is to improve the delivery of services in public housing and enhance trust in the public housing system among PHAs, public housing residents, HUD and the general public by providing a manageme...
	The table below lists each of the PHAS indicators, the points possible under each indicator, and a brief description of each indicator. A PHA’s performance is based on a combination of all four indicators.
	HUD’s Real Estate Assessment Center (REAC) issues overall PHAS scores, which are based on the scores of the four PHAS indicators, and the subindicators under each indicator. The PHA’s indicator scores are based on a weighted average of the PHA’s publi...
	A high performer is a PHA that achieves an overall PHAS score of 90 or greater, and achieves a score of at least 60 percent of the points available under the physical, financial, and management indicators and at least 50 percent of the points availabl...
	A standard performer is a PHA that has an overall PHAS score between 60 and 89, and achieves a score of at least 60 percent of the points available under the physical, financial, and management indicators and at least 50 percent of the points availabl...
	A substandard performer is a PHA that has an overall PHAS score of at least 60 percent and achieves a score of less than 60 percent under one or more of the physical, financial, or management indicators.
	A troubled performer is a PHA that achieves an overall PHAS score of less than 60, or achieves less than 50 percent of the total points available under the capital fund indicator.
	These designations can affect a PHA in several ways:
	 High-performing PHAs are eligible for incentives including relief from specific HUD requirements and bonus points in funding competitions [24 CFR 902.71].
	 PHAs that are standard performers may be required to submit and operate under a corrective action plan to eliminate deficiencies in the PHA’s performance [24 CFR 902.73(a)(1)].
	 PHAs that are substandard performers will be required to submit and operate under a corrective action plan to eliminate deficiencies in the PHA’s performance [24 CFR 902.73(a)(2)].
	 PHAs with an overall rating of “troubled” are subject to additional HUD oversight, and are  required to enter into a memorandum of agreement (MOA) with HUD to improve PHA performance [24 CFR 902.75].
	 PHAs that fail to execute or meet MOA requirements may be referred to the Assistant Secretary to determine remedial actions, including, but not limited to, remedies available for substantial default [24 CFR 902.75(g) and 24 CFR Part 907].
	PHAs must post a notice of its final PHAS score and status in appropriate conspicuous and accessible locations in its offices within two weeks of receipt of its final score and designation [24 CFR 902.64(b)(2)].
	PART V: RECORD KEEPING
	The PHA must maintain complete and accurate accounts and other records for the program in accordance with HUD requirements, in a manner that permits a speedy and effective audit. All such records must be made available to HUD or the Comptroller Genera...
	In addition, the PHA must ensure that all applicant and participant files are maintained in a way that protects an individual’s privacy rights, and that comply with VAWA 2013 confidentiality requirements.
	The PHA must keep the last three years of the Form HUD-50058 and supporting documentation during the term of each assisted lease, and for a period of at least three years from the end of participation (EOP) date [24 CFR 908.101].
	Notice PIH 2014-20 requires the PHA to keep records of all complaints, investigations, notices, and corrective actions related to violations of the Fair Housing Act or the equal access final rule.
	The PHA must keep confidential records of all emergency transfer requested under the PHA’s Emergency Transfer Plan, and the outcomes of such requests, and retain the records for a period of three years, or for a period of time as specific in program r...
	USHA Policy
	The SHA will keep the last three years of the Form HUD-50058 and supporting documentation, and for at least three years after end of participation all documents related to a family’s eligibility, tenancy, and termination.
	USHA Policy
	During the term of each public housing tenancy, and for at least four years thereafter, the SHA will keep all documents related to a family’s eligibility, tenancy, and termination.
	In addition, the SHA will keep the following records for at least four years:
	If a hearing to establish a family’s citizenship status is held, longer retention requirements apply for some types of documents. For specific requirements, see Section 14-II.A.
	PHAs must maintain applicant and participant files and information in accordance with the regulatory requirements described below.
	USHA Policy
	All applicant and participant information will be kept in a secure location and access will be limited to authorized SHA staff.
	SHA staff will not discuss personal family information unless there is a business reason to do so. Inappropriate discussion of family information or improper disclosure of family information by staff will result in disciplinary action.
	The collection, maintenance, use, and dissemination of social security numbers (SSN), employer identification numbers (EIN), any information derived from these numbers, and income information of applicants and participants must be conducted, to the ex...
	Applicants and participants, including all adults in the household, are required to sign a consent form, HUD-9886, Authorization for Release of Information. This form incorporates the Federal Privacy Act Statement and describes how the information col...
	PHAs that access UIV data through HUD’s Enterprise Income Verification (EIV) system are required to adopt and follow specific security procedures to ensure that all EIV data is protected in accordance with federal laws, regardless of the media on whic...
	USHA Policy
	Prior to utilizing HUD’s EIV system, the SHA will adopt and implement EIV security procedures required by HUD.
	The PHA may only disclose the criminal conviction records which the PHA receives from a law enforcement agency to officers or employees of the PHA, or to authorized representatives of the PHA who have a job-related need to have access to the informati...
	The PHA must establish and implement a system of records management that ensures that any criminal record received by the PHA from a law enforcement agency is maintained confidentially, not misused or improperly disseminated, and destroyed, once the p...
	The PHA must establish and implement a system of records management that ensures that any sex offender registration information received by the PHA from a State or local agency is maintained confidentially, not misused or improperly disseminated, and ...
	PHAs are not permitted to inquire about the nature or extent of a person’s disability. The PHA may not inquire about a person’s diagnosis or details of treatment for a disability or medical condition. If the PHA receives a verification document that p...
	Domestic Violence, Dating Violence, Sexual Assault, or Stalking Records
	For requirements and PHA policies related to management of documentation obtained from victims of domestic violence, dating violence, sexual assault, or stalking, see section 16-VII.E.
	PART VI: REPORTING REQUIREMENTS FOR CHILDREN WITH ENVIRONMENTAL INTERVENTIONELEVATED BLOOD LEAD LEVEL
	16-VI.A. REPORTING REQUIREMENTS [24 CFR 35.1130(e)Notice PIH 2017-13]
	The PHA has certain responsibilities relative to children with environmental interventionelevated blood lead levels that are living in public housing.
	The PHA must report the name and address of a child identified as having an environmental interventionelevated blood lead level (EBLL)to the public health department within 5 five business days of being so notified by any other medical health care pro...
	USHA Policy
	The SHA will provide the public health department written notice of the name and address of any child identified as having an environmental interventionelevated blood lead level.
	The SHA will provide written notice of each known case of a child with an environmental intervention blood levelEBLL to the HUD field office, and to HUD’s Office of Lead Hazzard Control OLHCHH) within 5 business days of receiving the information.
	PART VII: VIOLENCE AGAINST WOMEN ACT (VAWA): NOTIFICATION, DOCUMENTATION, AND CONFIDENTIALITY
	The Violence against Women Reauthorization Act of 2013 (VAWA) provides special protections for victims of domestic violence, dating violence, sexual assault, and stalking who are applying for or receiving assistance under the public housing program. I...
	In addition to definitions of key terms used in VAWA, this part contains general VAWA requirements and PHA policies in three areas: notification, documentation, and confidentiality. Specific VAWA requirements and PHA policies are located in Chapter 3,...
	As used in VAWA:
	16-VII.C. NOTIFICATION [24 CFR 5.2005(a)]
	Notification to Public
	The PHA adopts the following policy to help ensure that all actual and potential beneficiaries of its public housing program are aware of  their rights under VAWA.
	USHA Policy
	The SHA will post the following information regarding VAWA in its offices and on its website. It will also make the information readily available to anyone who requests it.
	Notification to Applicants and Tenants [24 CFR 5.2005(a)(1)]
	PHAs are required to inform public housing applicants and tenants of their rights under VAWA, including their right to confidentiality and the limits thereof, when they are denied assistance, when they are admitted to the program, and when they are no...
	The PHA must distribute a notice of VAWA rights, along with the VAWA self-certification form (HUD-5382) at each of these three junctures.
	USHA Policy
	The VAWA information provided to applicants and participants will consist of the
	notices in Exhibit 16-1 and 16-2.
	The SHA will provide all applicants with information about VAWA at the time they request an application for housing assistance. The SHA will also include such information in all notices of denial of assistance (see section 3-III.F).
	The SHA will provide all tenants with information about VAWA at the time of admission (see section 8-I.B) and at annual reexamination. The SHA will also include such information in all lease termination notices (see section 13-IV.D).
	The PHA is not limited to providing VAWA information at the times specified in the above policy. If the PHA decides to provide VAWA information to a tenant following an incident of domestic violence, Notice PIH 2006-42 cautions against sending the inf...
	USHA Policy
	Whenever the SHA has reason to suspect that providing information about VAWA to a public housing tenant might place a victim of domestic violence at risk, it will attempt to deliver the information by hand directly to the victim: or by having the vict...
	When discussing VAWA with the victim, the PHA will take reasonable precautions to ensure that no one can overhear the conversation such as having conversations in a private room.
	The victim may, but is not required to, designate an attorney, advocate, or other secure contact for communications regarding VAWA protections.
	.
	16-VII.D. DOCUMENTATION [24 CFR 5.2007]
	A PHA presented with a claim for initial or continued assistance based on status as a victim of domestic violence, dating violence, sexual assault, or stalking, or criminal activity related to any of these forms of abuse may—but is not required to—req...
	The individual may satisfy the PHA’s request by providing any one of the following three forms of documentation [24 CFR 5.2007(b)]:
	(1) A completed and signed HUD-approved certification form (HUD-5382, Certification of Domestic Violence, Dating Violence, Sexual Assault, or Stalking), which must include the name of the perpetrator only if the name of the perpetrator is safe to prov...
	(2) A federal, state, tribal, territorial, or local police report or court record, or an administrative record
	(3) Documentation signed by a person who has assisted the victim in addressing domestic violence, dating violence, sexual assault, or stalking, or the effects of such abuse. This person may be an employee, agent, or volunteer of a victim service provi...
	The PHA may not require third-party documentation (forms 2 and 3) in addition to certification (form 1), except as specified below under “Conflicting Documentation,” nor may it require certification in addition to third-party documentation [VAWA 2005 ...
	USHA Policy
	Any request for documentation of domestic violence, dating violence, sexual assault, or stalking will be in writing, will specify a deadline of 14 business days following receipt of the request, will describe the three forms of acceptable documentatio...
	The SHA may, in its discretion, extend the deadline for 10 business days. .In determining whether to extend the deadline, the SHA will consider factors that may contribute to the victim’s inability to provide documentation in a timely manner, includin...
	Once the victim provides documentation, the PHA will acknowledge receipt of the documentation within 10 business days.
	Conflicting Documentation [24 CFR 5.2007(e)]
	In cases where the PHA receives conflicting certification documents from two or more members of a household, each claiming to be a victim and naming one or more of the other petitioning household members as the perpetrator, the PHA may determine which...
	USHA Policy
	If presented with conflicting certification documents from members of the same household, the SHA will attempt to determine which is the true victim by requiring each of them to provide third-party documentation in accordance with 24 CFR 5.2007(e) and...
	When requesting third-party documents, the SHA will provide contact information for local domestic violence and legal aid offices. In such cases, applicants or tenants will be given 30 calendar days from the date of the request to provide such documen...
	If the SHA does not receive third-party documentation within the required timeframe (and any extensions) the SHA will deny VAWA protections and will notify the applicant or tenant in writing of the denial. If, as a result, the applicant or tenant is d...
	Discretion to Require No Formal Documentation [24 CFR 5.2007(d)]
	The PHA has the discretion to provide benefits to an individual based solely on the individual’s statement or other corroborating evidence—i.e., without requiring formal documentation of abuse in accordance with 24 CFR 5.2007(b). HUD recommends docume...
	USHA Policy
	If the SHA accepts an individual’s statement or other corroborating evidence (as determined by the victim)of domestic violence, dating violence, sexual assault, or stalking, the PHA will document acceptance of the statement or evidence in the individu...
	Failure to Provide Documentation [24 CFR 5.2007(c)]
	In order to deny relief for protection under VAWA, a PHA must provide the individual requesting relief with a written request for documentation of abuse. If the individual fails to provide the documentation within 14 business days from the date of rec...
	16-VII.E. CONFIDENTIALITY [24 CFR 5.2007(b)(4)]
	All information provided to the PHA regarding domestic violence, dating violence, sexual assault, or stalking, including the fact that an individual is a victim of domestic violence, dating violence, sexual assault, or stalking, must be retained in co...
	USHA Policy
	If disclosure is required for use in an eviction proceeding or is otherwise required by applicable law, the SHA will inform the victim before disclosure occurs so that safety risks can be identified and addressed.
	The Violence Against Women Act (VAWA) provides protections for victims of domestic violence, dating violence, sexual assault, or stalking.  VAWA protections are not only available to women, but are available equally to all individuals regardless of se...
	If you otherwise qualify for assistance under the Spartanburg Housing Authority you cannot be denied admission or denied assistance because you are or have been a victim of domestic violence, dating violence, sexual assault, or stalking.
	If you are receiving assistance under the Spartanburg Housing Authority, you may not be denied assistance, terminated from participation, or be evicted from your rental housing because you are or have been a victim of domestic violence, dating violenc...
	Also, if you or an affiliated individual of yours is or has been the victim of domestic violence, dating violence, sexual assault, or stalking by a member of your household or any guest, you may not be denied rental assistance or occupancy rights unde...
	Affiliated individual means your spouse, parent, brother, sister, or child, or a person to whom you stand in the place of a parent or guardian (for example, the affiliated individual is in your care, custody, or control); or any individual, tenant, or...
	PHA may divide (bifurcate) your lease in order to evict the individual or terminate the assistance of the individual who has engaged in criminal activity (the abuser or perpetrator) directly relating to domestic violence, dating violence, sexual assau...
	If PHA chooses to remove the abuser or perpetrator, PHA may not take away the rights of eligible tenants to the unit or otherwise punish the remaining tenants.  If the evicted abuser or perpetrator was the sole tenant to have established eligibility f...
	In removing the abuser or perpetrator from the household, PHA must follow Federal, State, and local eviction procedures.  In order to divide a lease, PHA may, but is not required to, ask you for documentation or certification of the incidences of dome...
	Upon your request, PHA may permit you to move to another unit, subject to the availability of other units, and still keep your assistance.  In order to approve a request, PHA may ask you to provide documentation that you are requesting to move because...
	OR
	You are a victim of sexual assault and the assault occurred on the premises during the 90-calendar-day period before you request a transfer.  If you are a victim of sexual assault, then in addition to qualifying for an emergency transfer because you r...
	PHA will keep confidential requests for emergency transfers by victims of domestic violence, dating violence, sexual assault, or stalking, and the location of any move by such victims and their families.
	PHA’s emergency transfer plan provides further information on emergency transfers, and PHA must make a copy of its emergency transfer plan available to you if you ask to see it.
	PHA can, but is not required to, ask you to provide documentation to “certify” that you are or have been a victim of domestic violence, dating violence, sexual assault, or stalking.  Such request from PHA must be in writing, and PHA must give you at l...
	You can provide one of the following to PHA as documentation.  It is your choice which of the following to submit if PHA asks you to provide documentation that you are or have been a victim of domestic violence, dating violence, sexual assault, or sta...
	 A complete HUD-approved certification form given to you by PHA with this notice, that documents an incident of domestic violence, dating violence, sexual assault, or stalking. The form will ask for your name, the date, time, and location of the inci...
	 A complete HUD-approved certification form given to you by PHA with this notice, that documents an incident of domestic violence, dating violence, sexual assault, or stalking. The form will ask for your name, the date, time, and location of the inci...
	 A record of a Federal, State, tribal, territorial, or local law enforcement agency, court, or administrative agency that documents the incident of domestic violence, dating violence, sexual assault, or stalking.  Examples of such records include pol...
	 A record of a Federal, State, tribal, territorial, or local law enforcement agency, court, or administrative agency that documents the incident of domestic violence, dating violence, sexual assault, or stalking.  Examples of such records include pol...
	 A statement, which you must sign, along with the signature of an employee, agent, or volunteer of a victim service provider, an attorney, a medical professional or a mental health professional (collectively, “professional”) from whom you sought ass...
	 A statement, which you must sign, along with the signature of an employee, agent, or volunteer of a victim service provider, an attorney, a medical professional or a mental health professional (collectively, “professional”) from whom you sought ass...
	 Any other statement or evidence that PHA has agreed to accept.
	If you fail or refuse to provide one of these documents within the 14 business days, PHA does not have to provide you with the protections contained in this notice.
	If PHA receives conflicting evidence that an incident of domestic violence, dating violence, sexual assault, or stalking has been committed (such as certification forms from two or more members of a household each claiming to be a victim and naming on...
	PHA must keep confidential any information you provide related to the exercise of your rights under VAWA, including the fact that you are exercising your rights under VAWA.
	PHA must not allow any individual administering assistance or other services on behalf of PHA (for example, employees and contractors) to have access to confidential information unless for reasons that specifically call for these individuals to have a...
	PHA must not enter your information into any shared database or disclose your information to any other entity or individual.  PHA, however, may disclose the information provided if:
	 You give written permission to PHA to release the information on a time limited basis.
	 PHA needs to use the information in an eviction or termination proceeding, such as to evict your abuser or perpetrator or terminate your abuser or perpetrator from assistance under this program.
	 PHA needs to use the information in an eviction or termination proceeding, such as to evict your abuser or perpetrator or terminate your abuser or perpetrator from assistance under this program.
	 A law requires PHA or your landlord to release the information.
	VAWA does not limit PHA’s duty to honor court orders about access to or control of the property. This includes orders issued to protect a victim and orders dividing property among household members in cases where a family breaks up.
	You can be evicted, and your assistance can be terminated for serious or repeated lease violations that are not related to domestic violence, dating violence, sexual assault, or stalking committed against you.  However, PHA cannot hold tenants who hav...
	The protections described in this notice might not apply, and you could be evicted, and your assistance terminated, if PHA can demonstrate that not evicting you or terminating your assistance would present a real physical danger that:
	If PHA can demonstrate the above, PHA should only terminate your assistance or evict you if there are no other actions that could be taken to reduce or eliminate the threat.
	VAWA does not replace any Federal, State, or local law that provides greater protection for victims of domestic violence, dating violence, sexual assault, or stalking.  You may be entitled to additional housing protections for victims of domestic viol...
	You may report a covered your PHA for violations of these rights and seek additional assistance, if needed, by contacting or filing a complaint with [insert contact information for any intermediary, if applicable] or [insert HUD field office].
	You may view a copy of HUD’s final VAWA rule at: 30TUhttps://www.gpo.gov/fdsys/pkg/FR-2016-11-16/pdf/2016-25888.pdfU30T.
	Additionally, PHA must make a copy of HUD’s VAWA regulations available to you if you ask to see them.
	For questions regarding VAWA, please contact [insert name of program or rental assistance contact information able to answer questions on VAWA].
	For help regarding an abusive relationship, you may call the National Domestic Violence Hotline at 1-800-799-7233 or, for persons with hearing impairments, 1-800-787-3224 (TTY).  You may also contact [Insert contact information for relevant local orga...
	For tenants who are or have been victims of stalking seeking help may visit the National Center for Victims of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-programs/stalking-resource-center.
	For help regarding sexual assault, you may contact [Insert contact information for relevant organizations]
	Victims of stalking seeking help may contact [Insert contact information for relevant organizations].
	Attachment:  Certification form HUD-5382 [form approved for this program to be included]
	DOMESTIC VIOLENCE,          and Urban Development                                              Exp. 06/30/2017
	DATING VIOLENCE,
	SEXUAL ASSAULT, OR STALKING,
	AND ALTERNATE DOCUMENTATION
	Purpose of Form:  The Violence Against Women Act (“VAWA”) protects applicants, tenants, and program participants in certain HUD programs from being evicted, denied housing assistance, or terminated from housing assistance based on acts of domestic vio...
	Use of This Optional Form:  If you are seeking VAWA protections from your housing provider, your housing provider may give you a written request that asks you to submit documentation about the incident or incidents of domestic violence, dating violenc...
	In response to this request, you or someone on your behalf may complete this optional form and submit it to your housing provider, or you may submit one of the following types of third-party documentation:
	(1) A document signed by you and an employee, agent, or volunteer of a victim service provider, an attorney, or medical professional, or a mental health professional (collectively, “professional”) from whom you have sought assistance relating to domes...
	(2) A record of a Federal, State, tribal, territorial or local law enforcement agency, court, or administrative agency; or
	(3) At the discretion of the housing provider, a statement or other evidence provided by the applicant or tenant.
	Submission of Documentation:  The time period to submit documentation is 14 business days from the date that you receive a written request from your housing provider asking that you provide documentation of the occurrence of domestic violence, dating ...
	Confidentiality:  All information provided to your housing provider concerning the incident(s) of domestic violence, dating violence, sexual assault, or stalking shall be kept confidential and such details shall not be entered into any shared database...
	TO BE COMPLETED BY OR ON BEHALF OF THE VICTIM OF DOMESTIC VIOLENCE, DATING VIOLENCE, SEXUAL ASSAULT, OR STALKING
	1.  Date the written request is received by victim: _________________________________________
	2.  Name of victim: ___________________________________________________________________
	3.  Your name (if different from victim’s):________________________________________________
	4.  Name(s) of other family member(s) listed on the lease:___________________________________
	___________________________________________________________________________________
	5.  Residence of victim: ________________________________________________________________
	6.  Name of the accused perpetrator (if known and can be safely disclosed):____________________
	__________________________________________________________________________________
	7.  Relationship of the accused perpetrator to the victim:___________________________________
	8.  Date(s) and times(s) of incident(s) (if known):___________________________________________
	_________________________________________________________________
	10.  Location of incident(s):_____________________________________________________________
	This is to certify that the information provided on this form is true and correct to the best of my knowledge and recollection, and that the individual named above in Item 2 is or has been a victim of domestic violence, dating violence, sexual assault...
	Signature __________________________________Signed on (Date) ___________________________
	Public Reporting Burden:  The public reporting burden for this collection of information is estimated to average 1 hour per response.  This includes the time for collecting, reviewing, and reporting the data.  The information provided is to be used by...
	In your own words, briefly describe the incident(s):
	______________________________________________________________________________________
	___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________...
	___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________...
	_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	Spartanburg Housing Authroity
	To request an emergency transfer, the tenant shall notify the SHA’s management office and submit a written request for a transfer to any SHA office. The SHA will provide reasonable accommodations to this policy for individuals with disabilities. The t...
	1.   A statement expressing that the tenant reasonably believes that there is a threat of imminent harm from further violence if the tenant were to remain in the same dwelling unit assisted under the SHA’s program; OR
	2. A statement that the tenant was a sexual assault victim and that the sexual assault occurred on the premises during the 90-calendar-day period preceding the tenant’s request for an emergency transfer.
	The SHA will keep confidential any information that the tenant submits in requesting an emergency transfer, and information about the emergency transfer, unless the tenant gives the SHA written permission to release the information on a time-limited b...
	The SHA cannot guarantee that a transfer request will be approved or how long it will take to process a transfer request. The SHA will, however, act as quickly as possible to move a tenant who is a victim of domestic violence, dating violence, sexual ...
	If the SHA has no safe and available units for which a tenant who needs an emergency transfer is eligible, the SHA will assist the tenant in identifying other housing providers who may have safe and available units to which the tenant could move. At t...
	If you are a public housing resident and request an emergency transfer as described in this plan, the SHA will attempt to assist you in moving to a safe unit quickly. The SHA will make exceptions as required to policies restricting moves.
	Emergency transfers for which you are not required to apply for assistance include the following:
	At your request, the SHA will refer you to organizations that may be able to further assist you.
	You may also request an emergency transfer to the following programs for which you are required to apply for assistance:
	Emergency transfers will not take priority over waiting list admissions for these types of assistance. At your request, the SHA will refer you to organizations that may be able to further assist you.
	Pending processing of the transfer and the actual transfer, if it is approved and occurs, the tenant is urged to take all reasonable precautions to be safe.
	Tenants who are or have been victims of domestic violence are encouraged to contact the National Domestic Violence Hotline at 1-800-799-7233, or a local domestic violence shelter, for assistance in creating a safety plan. For persons with hearing impa...
	Tenants who have been victims of sexual assault may call the Rape, Abuse, and Incest National
	Network’s National Sexual Assault Hotline at 1-800-656-HOPE, or visit the online hotline at https://ohl.rainn.org/online/.
	Tenants who are or have been victims of stalking seeking help may visit the National Center for
	Victims of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-programs/stalking-resource-center.
	Victims of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-programs/stalking-resource-center.
	EMERGENCY TRANSFER            U.S. Department of Housing               OMB Approval No. 2577-0286
	REQUEST FOR CERTAIN               and Urban Development                                        Exp. 06/30/2017
	VICTIMS OF DOMESTIC
	VIOLENCE, DATING VIOLENCE,
	SEXUAL ASSAULT, OR STALKING
	Purpose of Form: If you are a victim of domestic violence, dating violence, sexual assault, or stalking, and you are seeking an emergency transfer, you may use this form to request an emergency transfer and certify that you meet the requirements of el...
	The requirements you must meet are:
	(1) You are a victim of domestic violence, dating violence, sexual assault, or stalking.  If your housing provider does not already have documentation that you are a victim of domestic violence, dating violence, sexual assault, or stalking, your housi...
	(2) You expressly request the emergency transfer.  Submission of this form confirms that you have expressly requested a transfer.  Your housing provider may choose to require that you submit this form, or may accept another written or oral request.  P...
	(3) You reasonably believe you are threatened with imminent harm from further violence if you remain in your current unit.  This means you have a reason to fear that if you do not receive a transfer you would suffer violence in the very near future.
	OR
	You are a victim of sexual assault and the assault occurred on the premises during the 90-calendar-day period before you request a transfer.  If you are a victim of sexual assault, then in addition to qualifying for an emergency transfer because you r...
	Submission of Documentation:  If you have third-party documentation that demonstrates why you are eligible for an emergency transfer, you should submit that documentation to your housing provider if it is safe for you to do so.  Examples of third part...
	Confidentiality:  All information provided to your housing provider concerning the incident(s) of domestic violence, dating violence, sexual assault, or stalking, and concerning your request for an emergency transfer shall be kept confidential.  Such...
	TO BE COMPLETED BY OR ON BEHALF OF THE PERSON REQUESTING A TRANSFER
	1.  Name of victim requesting an emergency transfer: ______________________________________
	2.  Your name (if different from victim’s)_________________________________________________
	3.  Name(s) of other family member(s) listed on the lease:____________________________________
	___________________________________________________________________________________
	4.  Name(s) of other family member(s) who would transfer with the victim:____________________
	____________________________________________________________________________________
	5.  Address of location from which the victim seeks to transfer: 10T_______________________________________
	6.  Address or phone number for contacting the victim:____________________________________
	7.  Name of the accused perpetrator (if known and can be safely disclosed):___________________
	8.  Relationship of the accused perpetrator to the victim:___________________________________
	9.  Date(s), Time(s) and location(s) of incident(s):___________________________________________
	_____________________________________________________________________________________
	10.  Is the person requesting the transfer a victim of a sexual assault that occurred in the past 90 days on the premises of the property from which the victim is seeking a transfer? If yes, skip question 11. If no, fill out question 11. ______________
	11.  Describe why the victim believes they are threatened with imminent harm from further violence if they remain in their current unit.
	___________________________________________________________________________________
	_____________________________________________________________________________________
	12.  If voluntarily provided, list any third-party documentation you are providing along with this notice: ___________________________________________________________________
	This is to certify that the information provided on this form is true and correct to the best of my knowledge, and that the individual named above in Item 1 meets the requirement laid out on this form for an emergency transfer.  I acknowledge that su...
	Signature __________________________________Signed on (Date) ___________________________
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	Chapter 13
	OWNERS
	INTRODUCTION
	Owners play a major role in the HCV program by supplying decent, safe, and sanitary housing for participating families.
	The term “owner” refers to any person or entity with the legal right to lease or sublease a unit to a participant in the HCV program [24 CFR 982.4(b)]. The term “owner” includes a principal or other interested party [24 CFR 982.453; 24 CFR 982.306(f)]...
	Owners have numerous responsibilities under the program, including screening and leasing to families, maintaining the dwelling unit, enforcing the lease, and complying with various contractual obligations.
	The chapter is organized in two parts:
	UPart I: Owners in the HCV ProgramU. This part discusses the role of an owner in the PHA’s HCV program and highlights key owner rights and responsibilities.
	UPart II: HAP ContractsU. This part explains provisions of the HAP contract and the relationship between the PHA and the owner as expressed in the HAP contract.
	For detailed information about HCV program responsibilities and processes, including PHA policies in key areas, owners will need to refer to several other chapters in this plan. Where appropriate, Chapter 13 will reference the other chapters.
	PART I. OWNERS IN THE HCV PROGRAM
	13-I.A. OWNER RECRUITMENT AND RETENTION [HCV GB, pp. 2-4 to 2-6]
	Recruitment
	PHAs are responsible for ensuring that very low income families have access to all types and ranges of affordable housing in the PHA’s jurisdiction, particularly housing outside areas of poverty or minority concentration. A critical element in fulfill...
	To accomplish this objective, PHAs must identify and recruit new owners to participate in the program.
	USHA Policy
	The SHA will conduct owner outreach to ensure that owners are familiar with the program and its advantages. The SHA will actively recruit property owners with property located outside areas of poverty and minority concentration. These outreach strateg...
	Distributing printed material about the program to property owners and managers
	Contacting property owners and managers by phone or in-person
	Holding owner recruitment/information meetings at least once a year
	Participating in community based organizations comprised of private property and apartment owners and managers
	Developing working relationships with owners and real estate brokers associations
	Outreach strategies will be monitored for effectiveness, and adapted accordingly.
	Retention
	In addition to recruiting owners to participate in the HCV program, the SHA must also provide the kind of customer service that will encourage participating owners to remain active in the program.
	USHA Policy
	All SHA activities that may affect an owner’s ability to lease a unit will be processed as rapidly as possible, in order to minimize vacancy losses for owners.
	The SHA will provide owners with a handbook that explains the program, including HUD and SHA policies and procedures, in easy-to-understand language.
	The SHA will give special attention to helping new owners succeed through activities such as:
	Providing the owner with a designated SHA contact person.
	Coordinating inspection and leasing activities between the SHA, the owner, and the family.
	Initiating telephone contact with the owner to explain the inspection process, and providing an inspection booklet and other resource materials about HUD housing quality standards.
	Providing other written information about how the program operates, including answers to frequently asked questions.
	Additional services may be undertaken on an as-needed basis, and as resources permit.
	13-I.B. BASIC HCV PROGRAM REQUIREMENTS
	HUD requires the PHA to assist families in their housing search by providing the family with a list of landlords or other parties known to the PHA who may be willing to lease a unit to the family, or to help the family find a unit. Although the PHA ca...
	USHA Policy
	Owners that wish to indicate their willingness to lease a unit to an eligible HCV family or to help the HCV family find a unit must notify the SHA. The SHA will maintain a listing of such owners and provide this listing to the HCV family as part of th...
	When a family approaches an owner to apply for tenancy, the owner is responsible for screening the family and deciding whether to lease to the family, just as the owner would with any potential unassisted tenant. The SHA has no liability or responsibi...
	If the owner is willing, the family and the owner must jointly complete a Request for Tenancy Approval (RTA, Form HUD 52517), which constitutes the family's request for assistance in the specified unit, and which documents the owner’s willingness to l...
	HUD regulations stipulate requirements for the approval of an assisted tenancy.
	The owner must be qualified to participate in the program [24 CFR 982.306]. Some owners are precluded from participating in the program, or from renting to a particular family, either because of their past history with this or another federal housing ...
	The selected unit must be of a type that is eligible for the program [24 CFR 982.305(a)]. Certain types of dwelling units cannot be assisted under the HCV program. Other types may be assisted under certain conditions. See chapter 9 for more detail on ...
	The selected unit must meet HUD’s Housing Quality Standards (HQS) and/or equivalent state or local standards approved by HUD [24 CFR 982.305(a)]. The SHA will inspect the owner’s dwelling unit at least annually to ensure that the unit continues to mee...
	The SHA must determine that the proposed rent for the unit is reasonable [24 CFR 982.305(a)]. The rent must be reasonable in relation to comparable unassisted units in the area and must not be in excess of rents charged by the owner for comparable, u...
	At initial lease-up of a unit, if the gross rent exceeds the applicable payment standard, the SHA must ensure that the family share does not exceed 40 percent of the family’s monthly adjusted income [24 CFR 982.305(a)]. See chapter 6 for a discussion ...
	The dwelling lease must comply with all program requirements [24 CFR 982.308]. Owners are encouraged to use their standard leases when renting to an assisted family. The HUD Tenancy Addendum includes the HUD requirements governing the tenancy and must...
	The SHA and the owner must execute a Housing Assistance Payment (HAP) Contract (Form HUD-52641). The HAP contract format is prescribed by HUD. See chapter 9 for a discussion of the HUD requirements for execution of the HAP contract.
	13-I.C. OWNER RESPONSIBILITIES [24 CFR 982.452]
	13-I.D. OWNER QUALIFICATIONS
	The SHA does not formally approve an owner to participate in the HCV program. However, there are a number of criteria where the PHA may deny approval of an assisted tenancy based on past owner behavior, conflict of interest, or other owner-related iss...
	Owners Barred from Participation [24 CFR 982.306(a) and (b)]
	The PHA must not approve the assisted tenancy if the PHA has been informed that the owner has been debarred, suspended, or subject to a limited denial of participation under 24 CFR part 24. HUD may direct the SHA not to approve a tenancy request if a ...
	Leasing to Relatives [24 CFR 982.306(d), HCV GB p. 11-2]
	The SHA must not approve a tenancy if the owner is the parent, child, grandparent, grandchild, sister, or brother of any member of the family. The PHA may make an exception as a reasonable accommodation for a family member with a disability. The owner...
	Conflict of Interest [24 CFR 982.161; HCV GB p. 8-19]
	The SHA must not approve a tenancy in which any of the following classes of persons has any interest, direct or indirect, during tenure or for one year thereafter:
	HUD may waive the conflict of interest requirements, except for members of Congress, for good cause. The SHA must submit a waiver request to the appropriate HUD Field Office for determination.
	Any waiver request submitted by the SHA must include the following [HCV Guidebook pp.11-2 and 11-3]:
	Where the SHA has requested a conflict of interest waiver, the PHA may not execute the HAP contract until HUD has made a decision on the waiver request.
	USHA Policy
	In considering whether to request a conflict of interest waiver from HUD, the SHA will consider certain factors such as consistency of the waiver with state and local laws, the existence of alternative housing available to families, the individual cir...
	Owner Actions That May Result in Disapproval of a Tenancy Request [24 CFR 982.306(c)]
	HUD regulations permit the SHA to disapprove a request for tenancy for various actions and inactions of the owner.
	If the SHA disapproves a request for tenancy because an owner is not qualified, it may not terminate the HAP contract for any assisted families that are already living in the owner’s properties unless the owner has violated the HAP contract for those ...
	USHA Policy
	The SHA will refuse to approve a request for tenancy if the SHA becomes aware that any of the following are true:
	The owner has violated obligations under a HAP contract under Section 8 of the 1937 Act (42 U.S.C. 1437f);
	The owner has committed fraud, bribery or any other corrupt or criminal act in connection with any federal housing program;
	The owner has engaged in any drug-related criminal activity or any violent criminal activity;
	The owner has a history or practice of non-compliance with the HQS for units leased under the tenant-based programs, or with applicable housing standards for units leased with project-based Section 8 assistance or leased under any other federal housin...
	The owner has a history or practice of failing to terminate tenancy of tenants of units assisted under Section 8 or any other federally assisted housing program for activity engaged in by the tenant, any member of the household, a guest or another per...
	The owner has a history or practice of renting units that fail to meet state or local housing codes; or
	The owner has not paid state or local real estate taxes, fines, or assessment.
	In considering whether to disapprove owners for any of the discretionary reasons listed above, the SHA will consider any mitigating factors. Such factors may include, but are not limited to, the seriousness of the violation in relation to program requ...
	Legal Ownership of Unit
	The following represents SHA policy on legal ownership of a dwelling unit to be assisted under the HCV program.
	USHA Policy
	The SHA will only enter into a contractual relationship with the legal owner of a qualified unit. No tenancy will be approved without acceptable documentation of legal ownership (e.g., deed of trust, proof of taxes for most recent year).
	13-I.E. NON-DISCRIMINATION [HAP Contract – Form HUD-52641]
	The owner must not discriminate against any person because of race, color, religion, sex, national origin, age, familial status, or disability, in connection with any actions or responsibilities under the HCV program and the HAP contract with the PHA.
	The owner must cooperate with the PHA and with HUD in conducting any equal opportunity compliance reviews and complaint investigations in connection with the HCV program and the HAP contract with the PHA.
	See Chapter 2 for a more thorough discussion of Fair Housing and Equal Opportunity requirements in the HCV program.
	PART II. HAP CONTRACTS
	13-II.A. OVERVIEW
	The HAP contract represents a written agreement between the PHA and the owner of the dwelling unit occupied by a HCV assisted family. The contract spells out the owner’s responsibilities under the program, as well as the SHA’s obligations. Under the H...
	The HAP contract is used for all HCV program tenancies except for assistance under the Section 8 homeownership program, and assistance to families that own a manufactured home and use their assistance to lease the space for the manufactured home. See ...
	When the PHA has determined that the unit meets program requirements and the tenancy is approvable, the PHA and owner must execute the HAP contract. See chapter 9 for a discussion of the leasing process, including provisions for execution of the HAP c...
	13-II.B. HAP CONTRACT CONTENTS
	The HAP contract format is required by HUD, specifically Housing Assistance Payment (HAP) Contract, Form HUD-52641.
	The HAP contract contains three parts.
	In general, the HAP contract cannot be modified. However, PHAs do have the discretion to add language to Part A of the HAP contract which prohibits the owner from collecting a security deposit in excess of private market practices or in excess of amou...
	USHA Policy
	The SHA shall consider the housing assistance payment as received by the owner upon the direct deposit by the SHA.
	13-II.C. HAP CONTRACT PAYMENTS
	General
	During the term of the HAP contract, and subject to the provisions of the HAP contract, the SHA must make monthly HAP payments to the owner on behalf of the family, at the beginning of each month. If a lease term begins after the first of the month, t...
	The amount of the HAP payment is determined according to the policies described in Chapter 6, and is subject to change during the term of the HAP contract. The PHA must notify the owner and the family in writing of any changes in the HAP payment.
	HAP payments can be made only during the lease term, and only while the family is residing in the unit.
	The monthly HAP payment by the PHA is credited toward the monthly rent to owner under the family’s lease. The total of the rent paid by the tenant and the HAP payment is equal to the rent to owner as specified in the lease.
	The family is not responsible for payment of the HAP payment, and the PHA is not responsible for payment of the family share of rent.
	The family’s share of the rent cannot be more than the difference between the rent to owner and the HAP payment. The owner may not demand or accept any rent payment from the tenant in excess of this maximum [24 CFR 982.451(b)(4)]. The owner may not ch...
	If the owner receives any excess HAP from the PHA, the excess amount must be returned immediately. If the PHA determines that the owner is not entitled to all or a portion of the HAP, the PHA may deduct the amount of overpayment from any amounts due t...
	Owner Certification of Compliance
	Unless the owner complies with all provisions of the HAP contract, the owner is not entitled to receive housing assistance payments under the HAP contract [HAP Contract – Form HUD-52641].
	Upon direct deposit of the monthly HAP the PHA, the owner certifies to compliance with the terms of the HAP contract. This includes certification that the owner is maintaining the unit and premises in accordance with HQS; that the contract unit is lea...
	Late HAP Payments [24 CFR 982.451(a)(5)]
	The SHA is responsible for making HAP payments promptly when due to the owner, in accordance with the terms of the HAP contract. After the first two calendar months of the HAP contract term, the HAP contract provides for late penalties if the PHA fail...
	Penalties for late HAP payments can only be imposed if 1) the penalties are in accordance with generally accepted local rental market practices and law governing penalties for late payment by tenants; 2) it is the owner’s normal business practice to c...
	The PHA is not required to pay a late payment penalty if HUD determines that the payment is late for reasons beyond the PHA’s control. In addition, late payment penalties are not required if the PHA intentionally delays or denies payment as a remedy t...
	The SHA must continue making housing assistance payments to the owner in accordance with the HAP contract as long as the tenant continues to occupy the unit and the HAP contract is not violated.
	HAP payments terminate when the HAP contract terminates or when the tenancy is terminated in accordance with the terms of the lease.
	If the owner has initiated eviction proceedings against the family and the family continues to reside in the unit, the PHA must continue to make housing assistance payments to the owner until the owner has obtained a court judgment or other process al...
	USHA Policy
	The owner must inform the SHA when the owner has initiated eviction proceedings against the family and the family continues to reside in the unit.
	The owner must inform the SHA when the owner has obtained a court judgment or other process allowing the owner to evict the tenant, and provide the PHA with a copy of such judgment or determination.
	After the owner has obtained a court judgment or other process allowing the owner to evict the tenant, the SHA will continue to make HAP payments to the owner until the family actually moves from the unit or until the family is physically evicted from...
	13-II.D. BREACH OF HAP CONTRACT [24 CFR 982.453]
	 If the owner violates any obligations under the HAP contract including failure to maintain the unit in accordance with HQS
	 If the owner has violated any obligation under any other HAP contract under Section 8
	 If the owner has committed fraud, bribery or any other corrupt or criminal act in connection with any federal housing program
	 For projects with mortgages insured by HUD or loans made by HUD, if the owner has failed to comply with the regulation for the applicable program; or if the owner has committed fraud, bribery or any other corrupt or criminal act in connection with t...
	 If the owner has engaged in drug-related criminal activity
	 If the owner has committed any violent criminal activity
	USHA Policy
	Before the SHA invokes a remedy against an owner, the SHA will evaluate all information and documents available to determine if the contract has been breached.
	If relevant, the SHA will conduct an audit of the owner’s records pertaining to the tenancy or unit.
	If it is determined that the owner has breached the contract, the SHA will consider all of the relevant factors including the seriousness of the breach, the effect on the family, the owner’s record of compliance and the number and seriousness of any p...
	13-II.E. HAP CONTRACT TERM AND TERMINATIONS
	The term of the HAP contract runs concurrently with the term of the dwelling lease [24 CFR 982.451(a)(2)], beginning on the first day of the initial term of the lease and terminating on the last day of the term of the lease, including any lease term e...
	The HAP contract and the housing assistance payments made under the HAP contract terminate if [HCV Guidebook pp.11-4 and 11-5, pg. 15-3]:
	 The owner or the family terminates the lease;
	 The lease expires;
	 The SHA terminates the HAP contract;
	 The SHA terminates assistance for the family;
	 The family moves from the assisted unit. In this situation, the owner is entitled to keep the housing assistance payment for the month when the family moves out of the unit.
	 180 calendar days have elapsed since the SHA made the last housing assistance payment to the owner;
	 The family is absent from the unit for longer than the maximum period permitted by the SHA;
	 The Annual Contributions Contract (ACC) between the SHA and HUD expires
	 The SHA elects to terminate the HAP contract.
	USHA Policy
	The SHA may elect to terminate the HAP contract in each of the following situations:
	Available program funding is not sufficient to support continued assistance for families in the program [24 CFR 982.454];
	The unit does not meet HQS size requirements due to change in family composition [24 CFR 982.403] – see chapter 8;
	The unit does not meet HQS [24 CFR 982.404] – see chapter 8;
	The family breaks up [HUD Form 52641] – see chapter 3;
	The owner breaches the HAP contract [24 CFR 982.453(b)] – see Section 13-II.D.
	If the SHA terminates the HAP contract, the SHA must give the owner and the family written notice. The notice must specify the reasons for the termination and the effective date of the termination. Once a HAP contract is terminated, no further HAP pa...
	USHA Policy
	In all cases, the HAP contract terminates at the end of the calendar month that follows the calendar month in which the PHA gives written notice to the owner. The owner is not entitled to any housing assistance payment after this period, and must retu...
	If the family moves from the assisted unit into a new unit, even if the new unit is in the same building or complex as the assisted unit, the HAP contract for the assisted unit terminates. A new HAP contract would be required [HCV GB, p. 11-17].
	When the family moves from an assisted unit into a new unit, the term of the HAP contract for the new unit may begin in the same month in which the family moves out of its old unit. This is not considered a duplicative subsidy [HCV GB, p. 8-22].
	13-II.F. CHANGE IN OWNERSHIP / ASSIGNMENT OF THE HAP CONTRACT  [HUD-52641]
	The HAP contract cannot be assigned to a new owner without the prior written consent of the PHA.
	An owner under a HAP contract must notify the PHA in writing prior to a change in the legal ownership of the unit. The owner must supply all information as requested by the PHA.
	Prior to approval of assignment to a new owner, the new owner must agree to be bound by and comply with the HAP contract. The agreement between the new owner and the former owner must be in writing and in a form that the PHA finds acceptable. The new ...
	USHA Policy
	Assignment of the HAP contract will be approved only if the new owner is qualified to become an owner under the HCV program according to the policies in Section 13-I.D. of this chapter.
	The SHA must receive a signed, written request from the existing owner stating the name and address of the new HAP payee and the effective date of the assignment in order to change the HAP payee under an outstanding HAP contract.
	Within 10 business days of receiving the owner’s request, the SHA will inform the current owner in writing whether the assignment may take place.
	The new owner must provide a written certification to the SHA that includes:
	A copy of the escrow statement or other document showing the transfer of title and recorded deed;
	A copy of the owner’s IRS Form W-9, Request for Taxpayer Identification Number and Certification, or the social security number of the new owner;
	The effective date of the HAP contract assignment;
	A written agreement to comply with the terms of the HAP contract; and
	A certification that the new owner is not a prohibited relative.
	If the new owner does not agree to an assignment of the HAP contract, or fails to provide the necessary documents, the SHA will terminate the HAP contract with the old owner. If the new owner wants to offer the family a new lease, and the family elect...
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	Chapter 16
	PROGRAM ADMINISTRATION
	This chapter discusses administrative policies and practices that are relevant to the activities covered in this plan. The policies are discussed in seven parts as described below:
	UPart I: Administrative Fee ReserveU. This part describes the PHA’s policies with regard to oversight of expenditures from its administrative fee reserve.
	UPart II: Setting Program Standards and Schedules.U This part describes what payment standards are, and how they are updated, as well as how utility allowances are established and revised.
	UPart III: Informal Reviews and HearingsU. This part outlines the requirements and procedures for informal reviews and hearings, and for informal hearings regarding citizenship status.
	UPart IV: Owner or Family Debts to the PHAU. This part describes policies for recovery of monies that the PHA has overpaid on behalf of families, or to owners, and describes the circumstances under which the PHA will offer repayment agreements to owne...
	UPart V: Section 8 Management Assessment Program (SEMAP)U. This part describes what the SEMAP scores represent, how they are established, and how those scores affect a PHA.
	UPart VI: Record-KeepingU. All aspects of the program involve certain types of record-keeping. This part outlines the privacy rights of applicants and participants and record retention policies the PHA will follow.
	UPart VII: Reporting and Record Keeping for Children with Environmental Intervention Blood Lead LevelU. This part describes the PHA’s responsibilities for reporting, data collection, and record keeping relative to children with environmental intervent...
	UPart VIII: Determination of Insufficient FundingU. This part describes the PHA’s policies for determining if there is sufficient funding to issue vouchers, to approve moves to higher cost units or areas, and to continue assistance for all participant...
	UPart IX: Violence against Women Act (VAWA): Notification, Documentation, ConfidentialityU. This part contains key terms used in VAWA and describes requirements related to notifying families and owners about their rights and responsibilities under VAW...
	PART I: ADMINISTRATIVE FEE RESERVE [24 CFR 982.155]
	The PHA will maintain administrative fee reserves, or unrestricted net assets (UNA) for the program to pay program administrative expenses in excess of administrative fees paid by HUD for a PHA fiscal year. HUD appropriations acts beginning with FFY 2...
	If a PHA has not adequately administered its HCV program, HUD may prohibit use of funds in the UNA Account and may direct the PHA to use funds in that account to improve administration of the program, for HCV HAP expenses, or to reimburse ineligible e...
	HUD requires the PHA Board of Commissioners or other authorized officials to establish the maximum amount that may be charged against the UNA account without specific approval.
	UPHA Policy
	Expenditures from the UNA account will be made in accordance with all applicable federal requirements. Expenditures will not exceed $10,000 per occurrence without the prior approval of the PHA’s Board of Commissioners.
	PART II: SETTING PROGRAM STANDARDS AND SCHEDULES
	16-II.A. OVERVIEW
	Although many of the program’s requirements are established centrally by HUD, the HCV program’s regulations recognize that some flexibility is required to allow the PHA to adapt the program to local conditions. This part discusses how the PHA establis...
	USHA Policy
	Copies of the payment standard and utility allowance schedules are available for review in the PHA’s offices during normal business hours.
	Families, owners, and members of the public may submit written comments on the schedules discussed in this part, at any time, for consideration during the next revision cycle.
	The SHA will maintain documentation to support its annual review of payment standards and utility allowance schedules. This documentation will be retained for at least 3 years.
	Establishing and updating the PHA passbook rate, which is used to calculate imputed income from assets, is covered in Chapter 6 (see Section 6-I.G.).
	16-II.B. PAYMENT STANDARDS [24 CFR 982.503; HCV GB, Chapter 7]
	The payment standard sets the maximum subsidy payment a family can receive from the PHA each month [24 CFR 982.505(a)]. Payment standards are based on fair market rents (FMRs) published annually by HUD. FMRs are set at a percentile within the rent dis...
	The PHA must establish a payment standard schedule that establishes payment standard amounts for each FMR area within the PHA’s jurisdiction, and for each unit size within each of the FMR areas. For each unit size, the PHA may establish a single payme...
	Updating Payment Standards
	When HUD updates its FMRs, the PHA must update its payment standards if the standards are no longer within the basic range [24 CFR 982.503(b)]. HUD may require the PHA to make further adjustments if it determines that rent burdens for assisted familie...
	USHA Policy
	The SHA will review the appropriateness of the payment standards on an annual basis when the new FMR is published, and at other times as determined necessary. In addition to ensuring the payment standards are always within the “basic range” the PHA wi...
	Funding Availability: The PHA will review the budget to determine the impact projected subsidy adjustments will have on funding available for the program and the number of families served. The PHA will compare the number of families who could be serve...
	Rent Burden of Participating Families: Rent burden will be determined by identifying the percentage of families, for each unit size, that are paying more than 30 percent of their monthly adjusted income as the family share. When 40 percent or more of ...
	Quality of Units Selected: The PHA will review the quality of units selected by participant families when making the determination of the percent of income families are paying for housing, to ensure that payment standard increases are only made when n...
	Changes in Rent to Owner: The PHA may review a sample of the units to determine how often owners are increasing or decreasing rents and the average percent of increases/decreases by bedroom size.
	Unit Availability: The PHA will review the availability of units for each unit size, particularly in areas with low concentrations of poor and minority families.
	Lease-up Time and Success Rate: The PHA will consider the percentage of families that are unable to locate suitable housing before the voucher expires and whether families are leaving the jurisdiction to find affordable housing.
	Changes to payment standard amounts will be effective on January 1PstP of every year unless, based on the proposed FMRs, it appears that one or more of the PHA’s current payment standard amounts will be outside the basic range when the final FMRs are...
	If the PHA has already processed reexaminations that will be effective on or after October 1PstP, and the effective date of the payment standards is October 1PstP, the PHA will make retroactive adjustments to any such reexaminations if the new payment...
	Exception Payment Standards [CFR 982.503(c)]
	The PHA must request HUD approval to establish payment standards that are higher than the basic range. At HUD’s sole discretion, HUD may approve a payment standard amount that is higher than the basic range for a designated part of the FMR area. HUD m...
	Voluntary Use of Small Area FMRs [24 CFR 982.503, Notice PIH 2018-01]
	The PHA will not voluntarily adopt the use of SAFMRs.
	Unit-by-Unit Exceptions [24 CFR 982.503(c)(2)(ii), 24 CFR 982.505(d), Notice PIH 2010-26]
	Unit-by-unit exceptions to the PHA’s payment standards generally are not permitted. However, an exception may be made as a reasonable accommodation for a family that includes a person with disabilities. (See Chapter 2 for a discussion of reasonable ac...
	When needed as a reasonable accommodation, the PHA may make an exception to the payment standard without HUD approval if the exception amount does not exceed 110 percent of the applicable FMR for the unit size [HCV GB 7-9]. The SHA may approve a payme...
	USHA Policy
	A family that requires a reasonable accommodation may request a higher payment standard at the time the Request for Tenancy Approval (RFTA) is submitted. The family must document the need for the exception. In order to approve an exception, or request...
	There is a shortage of affordable units that would be appropriate for the family;
	The family's TTP would otherwise exceed 40 percent of adjusted monthly income; and
	The rent for the unit is reasonable.
	"Success Rate" Payment Standard Amounts [24 CFR 982.503(e)]
	If a substantial percentage of families have difficulty finding a suitable unit, the PHA may request a “success rate payment standard” that applies to the entire jurisdiction. If approved by HUD, a success rate payment standard allows the SHA to set i...
	Although HUD approves the success rate payment standard for all unit sizes in the FMR area, the PHA may choose to adjust the payment standard for only some unit sizes in all, or a designated part, of the SHA’s jurisdiction within the FMR area.
	Decreases in the Payment Standard below the Basic Range [24 CFR 982.503(d)]
	The SHA must request HUD approval to establish a payment standard amount that is lower than the basic range. At HUD’s sole discretion, HUD may approve establishment of a payment standard lower than the basic range. HUD will not approve a lower payment...
	16-II.C. UTILITY ALLOWANCES [24 CFR 982.517]
	A SHA-established utility allowance schedule is used in determining family share and PHA subsidy. The SHA must maintain a utility allowance schedule for (1) all tenant-paid utilities, (2) the cost of tenant-supplied refrigerators and ranges, and (3) o...
	The utility allowance schedule must be determined based on the typical cost of utilities and services paid by energy-conservative households that occupy housing of similar size and type in the same locality. In developing the schedule, the PHA must us...
	The utility allowance must include the utilities and services that are necessary in the locality to provide housing that complies with housing quality standards. Costs for telephone, cable/satellite television, and internet services are not included i...
	In the utility allowance schedule, the SHA must classify utilities and other housing services according to the following general categories: space heating; air conditioning; cooking; water heating; water; sewer; trash collection; other electric; cost ...
	The cost of each utility and housing service must be stated separately by unit size and type. Chapter 18 of the HCV Guidebook provides detailed guidance to the PHA about establishing utility allowance schedules.
	Air Conditioning
	An allowance for air-conditioning must be provided when the majority of housing units in the market have central air-conditioning or are wired for tenant-installed air conditioners.
	USHA Policy
	The SHA has included an allowance for air-conditioning in its schedule. Central air-conditioning or a portable air conditioner must be present in a unit before the PHA will apply this allowance to a family’s rent and subsidy calculations.
	Reasonable Accommodation
	HCV program regulations require a SHA to approve a utility allowance amount higher than shown on the SHA’s schedule if a higher allowance is needed as a reasonable accommodation for a family member with a disability. For example, if a family member wi...
	Utility Allowance Revisions
	The SHA must review its schedule of utility allowances each year, and must revise the schedule if there has been a change of 10 percent or more in any utility rate since the last time the allowance for that utility was revised.
	The SHA must maintain information supporting its annual review of utility allowance and any revisions made in its utility allowance schedule.
	PART III: INFORMAL REVIEWS AND HEARINGS
	16-III.A. OVERVIEW
	Both applicants and participants have the right to disagree with, and appeal, certain decisions of the PHA that may adversely affect them. PHA decisions that may be appealed by applicants and participants are discussed in this section.
	The process for applicant appeals of PHA decisions is called the “informal review.” For participants (or applicants denied admission because of citizenship issues), the appeal process is called an “informal hearing.” PHAs are required to include infor...
	16-III.B. INFORMAL REVIEWS
	Informal reviews are provided for program applicants. An applicant is someone who has applied for admission to the program, but is not yet a participant in the program. Informal reviews are intended to provide a “minimum hearing requirement” [24 CFR 9...
	Decisions Subject to Informal Review
	The SHA must give an applicant the opportunity for an informal review of a decision denying assistance [24 CFR 982.554(a)]. Denial of assistance may include any or all of the following [24 CFR 982.552(a)(2)]:
	Informal reviews are not required for the following reasons [24 CFR 982.554(c)]:
	USHA Policy
	The SHA will only offer an informal review to applicants for whom assistance is being denied. Denial of assistance includes: denying listing on the SHA waiting list; denying or withdrawing a voucher; refusing to enter into a HAP contract or approve a ...
	Notice to the Applicant [24 CFR 982.554(a)]
	The SHA must give an applicant prompt notice of a decision denying assistance. The notice must contain a brief statement of the reasons for the SHA decision, and must also state that the applicant may request an informal review of the decision. The no...
	Scheduling an Informal Review
	USHA Policy
	A request for an informal review must be made in writing and delivered to the SHA either in person or by first class mail, by the close of the business day, no later than 10 business days from the date of the SHA’s denial of assistance.
	The SHA must schedule and send written notice of the informal review within 10 business days of the family’s request.
	Informal Review Procedures [24 CFR 982.554(b)]
	The informal review must be conducted by a person other than the one who made or approved
	the decision under review, or a subordinate of this person.
	The applicant must be provided an opportunity to present written or oral objections to the decision of the SHA.
	or denied.  Informal Review Decision [24 CFR 982.554(b)]
	The SHA must notify the applicant of the SHA’s final decision, including a brief statement of the reasons for the final decision.
	USHA Policy
	In rendering a decision, the SHA will evaluate the following matters:
	Whether or not the grounds for denial were stated factually in the notice to the family.
	The validity of the grounds for denial of assistance. If the grounds for denial are not specified in the regulations, then the decision to deny assistance will be overturned.
	The validity of the evidence. The SHA will evaluate whether the facts presented prove the grounds for denial of assistance. If the facts prove that there are grounds for denial, and the denial is required by HUD, the SHA will uphold the decision to de...
	If the facts prove the grounds for denial, and the denial is discretionary, the SHA will consider the recommendation of the person conducting the informal review in making the final decision whether to deny assistance.
	The sHA will notify the applicant of the final decision, including a statement explaining the reason(s) for the decision. The notice will be mailed within 10 business days of the informal review, to the applicant and his or her representative, if any,...
	If the decision to deny is overturned as a result of the informal review, processing for admission will resume.
	If the family fails to appear for their informal review, the denial of admission will stand and the family will be so notified.
	16-III.C. INFORMAL HEARINGS FOR PARTICIPANTS [24 CFR 982.555]
	PHAs must offer an informal hearing for certain PHA determinations relating to the individual circumstances of a participant family. A participant is defined as a family that has been admitted to the PHA’s HCV program and is currently assisted in the ...
	The SHA is not permitted to terminate a family’s assistance until the time allowed for the family to request an informal hearing has elapsed, and any requested hearing has been completed. Termination of assistance for a participant may include any or ...
	Decisions Subject to Informal Hearing
	Circumstances for which the SHA must give a participant family an opportunity for an informal hearing are as follows:
	Circumstances for which an informal hearing is not required are as follows:
	USHA Policy
	The SHA will only offer participants the opportunity for an informal hearing when required to by the regulations.
	Informal Hearing Procedures
	Notice to the Family [24 CFR 982.555(c)]
	When the SHA makes a decision that is subject to informal hearing procedures, the SHA must inform the family of its right to an informal hearing at the same time that it informs the family of the decision.
	For decisions related to the family’s annual or adjusted income, the determination of the appropriate utility allowance, and the determination of the family unit size, the SHA must notify the family that they may ask for an explanation of the basis of...
	For decisions related to the termination of the family’s assistance, or the denial of a family’s request for an exception to the SHA’s subsidy standards, the notice must contain a brief statement of the reasons for the decision, a statement that if th...
	USHA Policy
	In cases where the SHA makes a decision for which an informal hearing must be offered, the notice to the family will include all of the following:
	The proposed action or decision of the SHA.
	A brief statement of the reasons for the decision, including the regulatory reference.
	The date the proposed action will take place.
	A statement of the family’s right to an explanation of the basis for the SHA’s decision.
	A statement that if the family does not agree with the decision the family may request an informal hearing of the decision.
	A deadline for the family to request the informal hearing.
	To whom the hearing request should be addressed.
	Scheduling an Informal Hearing [24 CFR 982.555(d)]
	When an informal hearing is required, the PHA must proceed with the hearing in a reasonably expeditious manner upon the request of the family.
	USHA Policy
	A request for an informal hearing must be made in writing and delivered to the PHA either in person or by first class mail, by the close of the business day, no later than 10 business days from the date of the SHA’s decision or notice to terminate ass...
	The SHA must schedule and send written notice of the informal hearing to the family within 10 business days of the family’s request.
	The family may request to reschedule a hearing for good cause, or if it is needed as a reasonable accommodation for a person with disabilities. Good cause is defined as an unavoidable conflict which seriously affects the health, safety or welfare of t...
	If the family does not appear within 15 minutes of the scheduled time, and was unable to reschedule the hearing in advance due to the nature of the conflict, the family must contact the SHA within 24 hours of the scheduled hearing date, excluding week...
	Pre-Hearing Right to Discovery [24 CFR 982.555(e)]
	Participants and the SHA are permitted pre-hearing discovery rights. The family must be given the opportunity to examine before the hearing any SHA documents that are directly relevant to the hearing. The family must be allowed to copy any such docume...
	The SHA hearing procedures may provide that the SHA must be given the opportunity to examine at the SHA offices before the hearing, any family documents that are directly relevant to the hearing. The SHA must be allowed to copy any such document at th...
	For the purpose of informal hearings, documents include records and regulations.
	USHA Policy
	The family will be allowed to copy any documents related to the hearing at a cost of $.25 per page. The family must request discovery of SHA documents no later than 12:00 p.m. on the business day prior to the scheduled hearing date
	Participant’s Right to Bring Counsel [24 CFR 982.555(e)(3)]
	At its own expense, the family may be represented by a lawyer or other representative at the informal hearing.
	Informal Hearing Officer [24 CFR 982.555(e)(4)]
	Informal hearings will be conducted by a person or persons approved by the SHA, other than the person who made or approved the decision or a subordinate of the person who made or approved the decision.
	USHA Policy
	The PHA has designated the following to serve as hearing officers:
	A Designee or a panel of professional community leaders.
	Attendance at the Informal Hearing
	USHA Policy
	Hearings may be attended by a hearing officer and the following applicable persons:
	A SHA representative(s) and any witnesses for the SHA
	The participant and any witnesses for the participant
	The participant’s counsel or other representative
	Any other person approved by the SHA as a reasonable accommodation for a person with a disability
	Conduct at Hearings
	The person who conducts the hearing may regulate the conduct of the hearing in accordance with the SHA’s hearing procedures [24 CFR 982.555(4)(ii)].
	USHA Policy
	The hearing officer is responsible to manage the order of business and to ensure that hearings are conducted in a professional and businesslike manner. Attendees are expected to comply with all hearing procedures established by the hearing officer and...
	Evidence [24 CFR 982.555(e)(5)]
	The SHA and the family must be given the opportunity to present evidence and question any witnesses. In general, all evidence is admissible at an informal hearing. Evidence may be considered without regard to admissibility under the rules of evidence ...
	USHA Policy
	Any evidence to be considered by the hearing officer must be presented at the time of the hearing. There are four categories of evidence.
	Oral evidence: the testimony of witnesses
	Documentary evidence: a writing which is relevant to the case, for example, a letter written to the PHA. Writings include all forms of recorded communication or representation, including letters, words, pictures, sounds, videotapes or symbols or combi...
	Demonstrative evidence: Evidence created specifically for the hearing and presented as an illustrative aid to assist the hearing officer, such as a model, a chart or other diagram.
	Real evidence: A tangible item relating directly to the case.
	Hearsay Evidence is evidence of a statement that was made other than by a witness while testifying at the hearing and that is offered to prove the truth of the matter. Even though evidence, including hearsay, is generally admissible, hearsay evidence ...
	If either the SHA or the family fail to comply with the discovery requirements described above, the hearing officer will refuse to admit such evidence.
	Other than the failure of a party to comply with discovery, the hearing officer has the authority to overrule any objections to evidence.
	Hearing Officer’s Decision [24 CFR 982.555(e)(6)]
	The person who conducts the hearing must issue a written decision, stating briefly the reasons for the decision. Factual determinations relating to the individual circumstances of the family must be based on a preponderance of evidence presented at th...
	USHA Policy
	In rendering a decision, the hearing officer will consider the following matters:
	SHA Notice to the Family: The hearing officer will determine if the reasons for the PHA’s decision are factually stated in the Notice.
	Discovery: The hearing officer will determine if the SHA and the family were given the opportunity to examine any relevant documents in accordance with PHA policy.
	SHA Evidence to Support the SHA Decision: The evidence consists of the facts presented. Evidence is not conclusion and it is not argument. The hearing officer will evaluate the facts to determine if they support the SHA’s conclusion.
	Validity of Grounds for Termination of Assistance (when applicable): The hearing officer will determine if the termination of assistance is for one of the grounds specified in the HUD regulations and SHA policies. If the grounds for termination are no...
	The hearing officer will issue a written decision to the family and the SHA no later than 10 business days after the hearing. The report will contain the following information:
	Hearing information:
	Background: A brief, impartial statement of the reason for the hearing.
	Summary of the Evidence: The hearing officer will summarize the testimony of each witness and identify any documents that a witness produced in support of his/her testimony and that are admitted into evidence.
	Findings of Fact: The hearing officer will include all findings of fact, based on a preponderance of the evidence. Preponderance of the evidence is defined as evidence which is of greater weight or more convincing than the evidence which is offered in...
	Conclusions: The hearing officer will render a conclusion derived from the facts that were found to be true by a preponderance of the evidence. The conclusion will result in a determination of whether these facts uphold the SHA’s decision.
	Order: The hearing report will include a statement of whether the SHA’s decision is upheld or overturned. If it is overturned, the hearing officer will instruct the SHA to change the decision in accordance with the hearing officer’s determination. In ...
	Procedures for Rehearing or Further Hearing
	USHA Policy
	The hearing officer may ask the family for additional information and/or might adjourn the hearing in order to reconvene at a later date, before reaching a decision. If the family misses an appointment or deadline ordered by the hearing officer, the a...
	PHA Notice of Final Decision [24 CFR 982.555(f)]
	The PHA is not bound by the decision of the hearing officer for matters in which the PHA is not required to provide an opportunity for a hearing, decisions that exceed the authority of the hearing officer, decisions that conflict with or contradict HU...
	If the SHA determines it is not bound by the hearing officer’s decision in accordance with HUD regulations, the SHA must promptly notify the family of the determination and the reason for the determination.
	USHA Policy
	The SHA will mail a “Notice of Final Decision” including the hearing officer’s report to the participant and their representative. This notice will be sent by first-class mail, postage pre-paid, with an affidavit of mailing enclosed. The participant w...
	16-III.D. HEARING AND APPEAL PROVISIONS FOR NONCITIZENS [24 CFR 5.514]
	Denial or termination of assistance based on immigration status is subject to special hearing and notice rules. Applicants who are denied assistance due to immigration status are entitled to an informal hearing, not an informal review.
	Assistance to a family may not be delayed, denied, or terminated on the basis of immigration status at any time prior to a decision under the United States Citizenship and Immigration Services (USCIS) appeal process. Assistance to a family may not be ...
	A decision against a family member, issued in accordance with the USCIS appeal process or the PHA informal hearing process, does not preclude the family from exercising the right, that may otherwise be available, to seek redress directly through judic...
	Notice of Denial or Termination of Assistance [24 CFR 5.514(d)]
	The notice of denial or termination of assistance for noncitizens must advise the family:
	USCIS Appeal Process [24 CFR 5.514(e)]
	When the SHA receives notification that the USCIS secondary verification failed to confirm eligible immigration status, the PHA must notify the family of the results of the USCIS verification. The family will have 30 days from the date of the notifica...
	USHA Policy
	The SHA will notify the family in writing of the results of the USCIS secondary verification within 10 business days of receiving the results.
	The family must provide the SHA with a copy of the written request for appeal and proof of mailing within 10 business days of sending the request to the USCIS.
	The family must forward to the designated USCIS office any additional documentation or written explanation in support of the appeal. This material must include a copy of the USCIS document verification request (used to process the secondary request) o...
	The USCIS will notify the family, with a copy to the SHA, of its decision. When the USCIS notifies the SHA of the decision, the SHA must notify the family of its right to request an informal hearing.
	USHA Policy
	The SHA will send written notice to the family of its right to request an informal hearing within 10 business days of receiving notice of the USCIS decision regarding the family’s immigration status.
	Informal Hearing Procedures for Applicants [24 CFR 5.514(f)]
	After notification of the USCIS decision on appeal, or in lieu of an appeal to the USCIS, the family may request that the SHA provide a hearing. The request for a hearing must be made either within 30 days of receipt of the SHA notice of denial, or wi...
	The informal hearing procedures for applicant families are described below.
	Informal Hearing Officer
	The SHA must provide an informal hearing before an impartial individual, other than a person who made or approved the decision under review, and other than a person who is a subordinate of the person who made or approved the decision. See Section 16-I...
	Evidence
	The family must be provided the opportunity to examine and copy at the family’s expense, at a reasonable time in advance of the hearing, any documents in the possession of the SHA pertaining to the family’s eligibility status, or in the possession of ...
	USHA Policy
	The family will be allowed to copy any documents related to the hearing at a cost of $.25 per page. The family must request discovery of PHA documents no later than  12:00 p.m. on the business day prior to the hearing.
	The family must be provided the opportunity to present evidence and arguments in support of eligible status. Evidence may be considered without regard to admissibility under the rules of evidence applicable to judicial proceedings.
	The family must also be provided the opportunity to refute evidence relied upon by the SHA, and to confront and cross-examine all witnesses on whose testimony or information the SHA relies.
	Representation and Interpretive Services
	The family is entitled to be represented by an attorney or other designee, at the family’s expense, and to have such person make statements on the family’s behalf.
	Recording of the Hearing
	The family is entitled to have the hearing recorded by audiotape. The SHA may, but is not required to provide a transcript of the hearing.
	USHA Policy
	The SHA will not provide a transcript of an audio taped hearing.
	Hearing Decision
	The SHA must provide the family with a written final decision, based solely on the facts presented at the hearing, within 14 calendar days of the date of the informal hearing. The decision must state the basis for the decision.
	Informal Hearing Procedures for Residents [24 CFR 5.514(f)]
	After notification of the USCIS decision on appeal, or in lieu of an appeal to the USCIS, the family may request that the SHA provide a hearing. The request for a hearing must be made either within 30 days of receipt of the SHA notice of termination, ...
	For the informal hearing procedures that apply to participant families whose assistance is being terminated based on immigration status, see Section 16-III.C.
	Retention of Documents [24 CFR 5.514(h)]
	The SHA must retain for a minimum of 5 years the following documents that may have been submitted to the SHA by the family, or provided to the SHA as part of the USCIS appeal or the SHA informal hearing process:
	PART IV: OWNER OR FAMILY DEBTS TO THE PHA
	16-IV.A. OVERVIEW
	PHAs are required to include in the administrative plan, policies concerning repayment by a family of amounts owed to the SHA [24 CFR 982.54]. This part describes the SHA’s policies for recovery of monies owed to the SHA by families or owners.
	USHA Policy
	When an action or inaction of an owner or participant results in the overpayment of housing assistance, the SHA holds the owner or participant liable to return any overpayments to the SHA.
	The SHA will enter into repayment agreements in accordance with the policies contained in this part as a means to recover overpayments.
	When an owner or participant refuses to repay monies owed to the SHA, the SHA will utilize other available collection alternatives including, but not limited to, the following:
	16-IV.B. REPAYMENT POLICY
	Owner Debts to the SHA
	USHA Policy
	Any amount due to the SHA by an owner must be repaid by the owner within 30 days of the SHA determination of the debt.
	If the owner fails to repay the debt within the required time frame and is entitled to future HAP payments, the SHA will reduce the future HAP payments by the amount owed until the debt is paid in full.
	If the owner is not entitled to future HAP payments the SHA will offer to enter into a repayment agreement in accordance with the polices below.
	If the owner refuses to repay the debt, does not enter into a repayment agreement, or breaches a repayment agreement, the SHA will ban the owner from future participation in the program and pursue other modes of collection.
	Family Debts to the PHA
	USHA Policy
	Any amount owed to the PHA by an HCV family must be repaid by the family. If the family is unable to repay the debt within 30 days, the SHA will offer to enter into a repayment agreement in accordance with the policies below.
	If the family refuses to repay the debt, does not enter into a repayment agreement, or breaches a repayment agreement, the SHA will terminate assistance in accordance with the policies in Chapter 12 and pursue other modes of collection.
	Repayment Agreement [24 CFR 792.103]
	The term repayment agreement refers to a formal written document signed by a tenant or owner and provided to the SHA in which a tenant or owner acknowledges a debt in a specific amount and agrees to repay the amount due at specific time periods.
	General Repayment Agreement Guidelines for Families
	Down Payment Requirement
	USHA Policy
	Before executing a repayment agreement with a family, the SHA will generally require a down payment of 10 percent of the total amount owed. If the family can provide evidence satisfactory to the SHA that a down payment of 10 percent would impose an un...
	Payment Thresholds
	Notice PIH 2010-19 recommends that the total amount that a family must pay each month—the family’s monthly share of rent plus the monthly debt repayment amount—should not exceed 40 percent of the family’s monthly adjusted income. However, a family may...
	USHA Policy
	The PHA has established the following thresholds for repayment of debts:
	Amounts between $1,001 and $2,500 must be repaid within 18 months.
	Amounts between $501 and $1,000 must be repaid within 10 months.
	Amounts from $0 and $500 must be repaid within 6 months.
	If a family can provide evidence satisfactory to the PHA that the threshold applicable to the family’s debt would impose an undue hardship, the PHA may, in its sole discretion, determine that a lower monthly payment amount is reasonable.
	Execution of the Agreement
	USHA Policy
	Any repayment agreement between the SHA and a family must be signed and dated by the SHA and by the head of household and spouse/cohead (if applicable).
	Due Dates
	USHA Policy
	All payments are due by the close of business on the 15PthP day of the month. If the 15PthP does not fall on a business day, the due date is the close of business on the first business day after the 15PthP.
	Non-Payment
	USHA Policy
	If a payment is not received by the end of the business day on the date due, and prior approval for the missed payment has not been given by the SHA, the SHA will send the family a delinquency notice giving the family 10 business days to make the late...
	If a family receives three delinquency notices for unexcused late payments in a 12-month period, the repayment agreement will be considered in default, and the PHA will terminate assistance upon written notification to the family.
	No Offer of Repayment Agreement
	USHA Policy
	The SHA generally will not enter into a repayment agreement with a family if there is already a repayment agreement in place with the family or if the amount owed by the family exceeds the federal or state threshold for criminal prosecution.
	Repayment Agreements Involving Improper Payments
	Notice PIH 2010-19 requires certain provisions to be included in any repayment agreement involving amounts owed by a family because it underreported or failed to report income:
	PART V: SECTION 8 MANAGEMENT ASSESSMENT PROGRAM (SEMAP)
	16-V.A. OVERVIEW
	The Section 8 Management Assessment Program (SEMAP) is a tool that allows HUD to measure PHA performance in key areas to ensure program integrity and accountability. SEMAP scores translate into a rating for each PHA as high performing, standard, or tr...
	16-V.B. SEMAP CERTIFICATION [24 CFR 985.101]
	PHAs must submit the HUD-required SEMAP certification form within 60 calendar days after the end of its fiscal year. The certification must be approved by PHA board resolution and signed by the PHA executive director. If the PHA is a unit of local gov...
	PHAs with less than 250 voucher units are only required to be assessed every other PHA fiscal year. HUD will assess such PHAs annually if the PHA elects to have its performance assessed on an annual basis; or is designated as “troubled” [24 CFR 985.105].
	Failure of a PHA to submit its SEMAP certification within the required time frame will result in an overall performance rating of “troubled.”
	A PHA’s SEMAP certification is subject to HUD verification by an on-site confirmatory review at any time.
	Upon receipt of the PHA’s SEMAP certification, HUD will rate the PHA’s performance under each SEMAP indicator in accordance with program requirements.
	HUD Verification Method
	Several of the SEMAP indicators are scored based on a review of a quality control sample selected for this purpose. The PHA or the Independent Auditor must select an unbiased sample that provides an adequate representation of the types of information ...
	If the HUD verification method for the indicator relies on data in the Form-50058 module (formerly known as MTCS) in the PIH Information Center (PIC), and HUD determines that those data are insufficient to verify the PHA's certification on the indicat...
	16-V.C. SEMAP INDICATORS [24 CFR 985.3 and form HUD-52648]
	The table below lists each of the SEMAP indicators, contains a description of each indicator, and explains the basis for points awarded under each indicator.
	A PHA that expends less than $300,000 in Federal awards and whose Section 8 programs are not audited by an independent auditor, is not be rated under SEMAP indicators 1-7.
	PART VI: RECORD KEEPING
	16-VI.A. OVERVIEW
	The SHA must maintain complete and accurate accounts and other records for the program in accordance with HUD requirements, in a manner that permits a speedy and effective audit. All such records must be made available to HUD or the Comptroller Genera...
	In addition, the SHA must ensure that all applicant and participant files are maintained in a way that protects an individual’s privacy rights.
	16-VI.B. RECORD RETENTION [24 CFR 982.158]
	During the term of each assisted lease, and for at least three years thereafter, the SHA must keep:
	In addition, the SHA must keep the following records for at least three years:
	If an informal hearing to establish a family’s citizenship status is held, longer retention requirements apply for some types of documents. For specific requirements, see Section 16-III.D., Retention of Documents.
	16-VI.C. RECORDS MANAGEMENT
	PHAs must maintain applicant and participant files and information in accordance with the regulatory requirements described below.
	USHA Policy
	All applicant and participant information will be kept in a secure location and access will be limited to authorized SHA staff.
	SHA staff will not discuss personal family information unless there is a business reason to do so. Inappropriate discussion of family information or improper disclosure of family information by staff will result in disciplinary action.
	The collection, maintenance, use, and dissemination of social security numbers (SSN), employer identification numbers (EIN), any information derived from these numbers, and income information of applicants and participants must be conducted, to the ex...
	Applicants and participants, including all adults in the household, are required to sign a consent form, HUD-9886, Authorization for Release of Information. This form incorporates the Federal Privacy Act Statement and describes how the information col...
	PHAs that access UIV data through HUD’s Enterprise Income Verification (EIV) system are required to adopt and follow specific security procedures to ensure that all EIV data is protected in accordance with federal laws, regardless of the media on whic...
	USHA Policy
	The SHA may only disclose the criminal conviction records which the SHA receives from a law enforcement agency to officers or employees of the SHA, or to authorized representatives of the PHA who have a job-related need to have access to the informati...
	The SHA must establish and implement a system of records management that ensures that any criminal record received by the SHA from a law enforcement agency is maintained confidentially, not misused or improperly disseminated, and destroyed, once the p...
	The SHA must establish and implement a system of records management that ensures that any sex offender registration information received by the SHA from a State or local agency is maintained confidentially, not misused or improperly disseminated, and ...
	SHAs are not permitted to inquire about the nature or extent of a person’s disability. The SHA may not inquire about a person’s diagnosis or details of treatment for a disability or medical condition. If the SHA receives a verification document that p...
	Documentation of Domestic Violence, Dating Violence, Sexual Assault, or Stalking
	For requirements and PHA policies related to management of documentation obtained from victims of domestic violence, dating violence, sexual assault, or stalking, see section 16-IX.E.
	PART VII: REPORTING AND RECORD KEEPING FOR CHILDREN WITH ENVIRONMENTAL INTERVENTION BLOOD LEAD LEVEL
	16-VII.A. OVERVIEW
	The PHA has certain responsibilities relative to children with environmental intervention blood lead levels that are receiving HCV assistance. The notification, verification, and hazard reduction requirements are discussed in Chapter 8. This part deal...
	16-VII.B. REPORTING REQUIREMENT [24 CFR 35.1225(e)]
	The SHA must report the name and address of a child identified as having an environmental intervention blood lead level to the public health department within 5 business days of being so notified by any other medical health care professional.
	USHA Policy
	The SHA will provide the public health department written notice of the name and address of any child identified as having an environmental intervention blood lead level.
	16-VII.C. DATA COLLECTION AND RECORD KEEPING [24 CFR 35.1225(f)]
	At least quarterly, the sHA must attempt to obtain from the public health department(s) with a similar area of jurisdiction, the names and/or addresses of children less than 6 years old with an identified environmental intervention blood lead level.
	If the SHA obtains names and addresses of environmental intervention blood lead level children from the public health department(s), the SHA must match this information with the names and addresses of families receiving HCV assistance, unless the publ...
	At least quarterly, the SHA must also report an updated list of the addresses of units receiving assistance under the HCV program to the same public health department(s), unless the public health department(s) states that it does not wish to receive s...
	USHA Policy
	The public health department(s) has stated they do not wish to receive a report of an updated list of the addresses of units receiving assistance under the HCV program, on a quarterly basis. Therefore, the PHA is not providing such a report.
	PART VIII: DETERMINATION OF INSUFFICIENT FUNDING
	16-VIII.A. OVERVIEW
	The HCV regulations allow PHAs to deny families permission to move and to terminate Housing Assistance Payments (HAP) contracts if funding under the consolidated ACC is insufficient to support continued assistance [24 CFR 982.354(e)(1) and 982.454]. I...
	16-VIII.B. METHODOLOGY
	USHA Policy
	The SHA will determine whether there is adequate funding to issue vouchers, approve moves to higher cost units and areas, and continue subsidizing all current participants by comparing the SHA’s annual budget authority to the annual total HAP needs on...
	PART IX: VIOLENCE AGAINST WOMEN ACT (VAWA): NOTIFICATION, DOCUMENTATION, CONFIDENTIALITY
	16-IX.A. OVERVIEW
	The Violence against Women Act of 2013 (VAWA) provides special protections for victims of domestic violence, dating violence, sexual assault and stalking who are applying for or receiving assistance under the housing choice voucher (HCV) program. Sinc...
	In addition to definitions of key terms used in VAWA, this part contains general VAWA requirements and PHA policies in three areas: notification, documentation, and confidentiality. Specific VAWA requirements and PHA policies are located primarily in ...
	16-IX.B. DEFINITIONS [24 CFR 5.2003, 42 USC 13925]
	As used in VAWA:
	16-IX.C. NOTIFICATION [24 CFR 5.2005(a)]
	Notification to Public
	The SHA adopts the following policy to help ensure that all actual and potential beneficiaries of its HCV program are aware of their rights under VAWA.
	USHA Policy
	The SHA will post the following information regarding VAWA in its offices and on its website. It will also make the information readily available to anyone who requests it.
	Notification to Program Applicants and Participants [24 CFR 5.2005(a)(1)]
	PHAs are required to inform program applicants and participants of their rights under VAWA, including their right to confidentiality and the limits thereof, when they are denied assistance, when they are admitted to the program, and when they are noti...
	USHA Policy
	The PHA will provide all applicants with information about VAWA at the time they request an application for housing assistance. The SHA will also include information about VAWA in all notices of denial of assistance (see section 3-III.G).
	The PHA will provide all participants with information about VAWA at the time of admission (see section 5-I.B) and at annual reexamination. The PHA will also include information about VAWA in notices of termination of assistance, as provided in sectio...
	The VAWA information provided to applicants and participants will consist of the notices in Exhibits 16-1 and 16-2.
	Notification to Owners and Managers
	While PHAs are no longer required by regulation to notify owners and managers participating in the HCV program of their rights and obligations under VAWA, the PHA may still choose to inform them.
	USHA Policy
	The PHA will provide owners and managers with information about their rights and obligations under VAWA when they begin their participation in the HCV program and at least annually thereafter.
	The VAWA information provided to owners will consist of the notice in Exhibit 16-5 and a copy of form HUD-5382, Certification of Domestic Violence, Dating Violence, and Stalking and Alternate Documentation.
	16-IX.D. DOCUMENTATION [24 CFR 5.2007]
	A PHA presented with a claim for initial or continued assistance based on status as a victim of domestic violence, dating violence, sexual assault, stalking, or criminal activity related to any of these forms of abuse may—but is not required to—reques...
	The individual may satisfy the PHA’s request by providing any one of the following three forms of documentation [24 CFR 5.2007(b)]:
	(1) A completed and signed HUD-approved certification form (HUD-5382, Certification of Domestic Violence, Dating Violence, Sexual Assault, or Stalking), which must include the name of the perpetrator only if the name of the perpetrator is safe to prov...
	(2) A federal, state, tribal, territorial, or local police report or court record, or an administrative record
	(3) Documentation signed by a person who has assisted the victim in addressing domestic violence, dating violence, sexual assault or stalking, or the effects of such abuse. This person may be an employee, agent, or volunteer of a victim service provid...
	The PHA may not require third-party documentation (forms 2 and 3) in addition to certification (form 1), except as specified below under “Conflicting Documentation,” nor may it require certification in addition to third-party documentation [VAWA final...
	UPHA Policy
	Any request for documentation of domestic violence, dating violence, sexual assault or stalking will be in writing, will specify a deadline of 14 business days following receipt of the request, will describe the three forms of acceptable documentation...
	The PHA may, in its discretion, extend the deadline for 10 business days. Any extension granted by the PHA will be in writing.
	Conflicting Documentation [24 CFR 5.2007(e)]
	In cases where the PHA receives conflicting certification documents from two or more members of a household, each claiming to be a victim and naming one or more of the other petitioning household members as the perpetrator, the PHA may determine which...
	UPHA Policy
	Discretion to Require No Formal Documentation [24 CFR 5.2007(d)]
	The PHA has the discretion to provide benefits to an individual based solely on the individual’s statement or other corroborating evidence—i.e., without requiring formal documentation of abuse in accordance with 24 CFR 5.2007(b).
	UPHA Policy
	If the PHA accepts an individual’s statement or other corroborating evidence of domestic violence, dating violence, sexual assault or stalking, the PHA will document acceptance of the statement or evidence in the individual’s file.
	Failure to Provide Documentation [24 CFR 5.2007(c)]
	In order to deny relief for protection under VAWA, a PHA must provide the individual requesting relief with a written request for documentation of abuse. If the individual fails to provide the documentation within 14 business days from the date of rec...
	16-IX.E. CONFIDENTIALITY [24 CFR 5.2007(b)(4)]
	All information provided to the PHA regarding domestic violence, dating violence, sexual assault or stalking, including the fact that an individual is a victim of such violence or stalking, must be retained in confidence. This means that the PHA (1) m...
	USHA Policy
	If disclosure is required for use in an eviction proceeding or is otherwise required by applicable law, the PHA will inform the victim before disclosure occurs so that safety risks can be identified and addressed.
	Spartanburg Housing Authority
	Notice of Occupancy Rights under the Violence Against Women ActP0F
	To all Tenants and Applicants
	The Violence Against Women Act (VAWA) provides protections for victims of domestic violence, dating violence, sexual assault, or stalking.  VAWA protections are not only available to women, but are available equally to all individuals regardless of se...
	Protections for Applicants
	If you otherwise qualify for assistance under Public Housing and Housing Choice Voucher Program you cannot be denied admission or denied assistance because you are or have been a victim of domestic violence, dating violence, sexual assault, or stalkin...
	Protections for Tenants
	If you are receiving assistance under Public Housing and Housing Choice Voucher Program, you may not be denied assistance, terminated from participation, or be evicted from your rental
	housing because you are or have been a victim of domestic violence, dating violence, sexual assault, or stalking.
	Also, if you or an affiliated individual of yours is or has been the victim of domestic violence, dating violence, sexual assault, or stalking by a member of your household or any guest, you may not be denied rental assistance or occupancy rights unde...
	Affiliated individual means your spouse, parent, brother, sister, or child, or a person to whom you stand in the place of a parent or guardian (for example, the affiliated individual is in your care, custody, or control); or any individual, tenant, or...
	Removing the Abuser or Perpetrator from the Household
	SHA may divide (bifurcate) your lease in order to evict the individual or terminate the assistance of the individual who has engaged in criminal activity (the abuser or perpetrator) directly relating to domestic violence, dating violence, sexual assau...
	If SHA chooses to remove the abuser or perpetrator, SHA may not take away the rights of eligible tenants to the unit or otherwise punish the remaining tenants.  If the evicted abuser or perpetrator was the sole tenant to have established eligibility f...
	In removing the abuser or perpetrator from the household, SHA must follow Federal, State, and local eviction procedures.  In order to divide a lease, SHA may, but is not required to, ask you for documentation or certification of the incidences of dome...
	Moving to Another Unit
	Upon your request, SHA may permit you to move to another unit, subject to the availability of other units, and still keep your assistance.  In order to approve a request, SHA may ask you to provide documentation that you are requesting to move because...
	(1) You are a victim of domestic violence, dating violence, sexual assault, or stalking.  If your housing provider does not already have documentation that you are a victim of domestic violence, dating violence, sexual assault, or stalking, your housi...
	(2) You expressly request the emergency transfer.  Your housing provider may choose to require that you submit a form, or may accept another written or oral request.
	(3) You reasonably believe you are threatened with imminent harm from further violence if you remain in your current unit.  This means you have a reason to fear that if you do not receive a transfer you would suffer violence in the very near future.
	OR
	You are a victim of sexual assault and the assault occurred on the premises during the 90-calendar-day period before you request a transfer.  If you are a victim of sexual assault, then in addition to qualifying for an emergency transfer because you r...
	SHA will keep confidential requests for emergency transfers by victims of domestic violence, dating violence, sexual assault, or stalking, and the location of any move by such victims and their families.
	SHA’s emergency transfer plan provides further information on emergency transfers, and SHA must make a copy of its emergency transfer plan available to you if you ask to see it.
	Documenting You Are or Have Been a Victim of Domestic Violence, Dating Violence, Sexual Assault or Stalking
	SHA can, but is not required to, ask you to provide documentation to “certify” that you are or have been a victim of domestic violence, dating violence, sexual assault, or stalking.  Such request from SHA must be in writing, and SHA must give you at l...
	You can provide one of the following to SHA as documentation.  It is your choice which of the following to submit if SHA asks you to provide documentation that you are or have been a victim of domestic violence, dating violence, sexual assault, or sta...
	 A complete HUD-approved certification form given to you by SHA with this notice, that documents an incident of domestic violence, dating violence, sexual assault, or stalking. The form will ask for your name, the date, time, and location of the inci...
	 A record of a Federal, State, tribal, territorial, or local law enforcement agency, court, or administrative agency that documents the incident of domestic violence, dating violence, sexual assault, or stalking.  Examples of such records include pol...
	 A statement, which you must sign, along with the signature of an employee, agent, or volunteer of a victim service provider, an attorney, a medical professional or a mental health professional (collectively, “professional”) from whom you sought assi...
	 Any other statement or evidence that SHA has agreed to accept.
	If you fail or refuse to provide one of these documents within the 14 business days, SHA does not have to provide you with the protections contained in this notice.
	If SHA receives conflicting evidence that an incident of domestic violence, dating violence, sexual assault, or stalking has been committed (such as certification forms from two or more members of a household each claiming to be a victim and naming on...
	Confidentiality
	SHA must keep confidential any information you provide related to the exercise of your rights under VAWA, including the fact that you are exercising your rights under VAWA.
	SHA must not allow any individual administering assistance or other services on behalf of SHA (for example, employees and contractors) to have access to confidential information unless for reasons that specifically call for these individuals to have a...
	SHA must not enter your information into any shared database or disclose your information to any other entity or individual.  SHA, however, may disclose the information provided if:
	 You give written permission to SHA to release the information on a time limited basis.
	 SHA needs to use the information in an eviction or termination proceeding, such as to evict your abuser or perpetrator or terminate your abuser or perpetrator from assistance under this program.
	 A law requires SHA or your landlord to release the information.
	VAWA does not limit SHA’s duty to honor court orders about access to or control of the property. This includes orders issued to protect a victim and orders dividing property among household members in cases where a family breaks up.
	Reasons a Tenant Eligible for Occupancy Rights under VAWA May Be Evicted or Assistance May Be Terminated
	You can be evicted and your assistance can be terminated for serious or repeated lease violations that are not related to domestic violence, dating violence, sexual assault, or stalking committed against you.  However, SHA cannot hold tenants who have...
	The protections described in this notice might not apply, and you could be evicted and your assistance terminated, if SHA can demonstrate that not evicting you or terminating your assistance would present a real physical danger that:
	1)  Would occur within an immediate time frame, and
	2)  Could result in death or serious bodily harm to other tenants or those who work on the property.
	If SHA can demonstrate the above, SHA should only terminate your assistance or evict you if there are no other actions that could be taken to reduce or eliminate the threat.
	Other Laws
	VAWA does not replace any Federal, State, or local law that provides greater protection for victims of domestic violence, dating violence, sexual assault, or stalking.  You may be entitled to additional housing protections for victims of domestic viol...
	For Additional Information
	You may view a copy of HUD’s final VAWA rule at [https://www.gpo.gov/fdsys/pkg/FR-2016-11-16/pdf/2016-25888.pdf].
	Additionally, SHA must make a copy of HUD’s VAWA regulations available to you if you ask to see them.
	For questions regarding VAWA, please contact USHA’s Housing Choice Voucher Department. U
	For help regarding an abusive relationship, you may call the National Domestic Violence Hotline at 1-800-799-7233 or, for persons with hearing impairments, 1-800-787-3224 (TTY).  You may also contact the South Carolina Coalition Against Domestic Viole...
	For tenants who are or have been victims of stalking seeking help may visit the National Center for Victims of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-programs/stalking-resource-center.
	For help regarding sexual assault, you may contact the National Sexual Assault Hotline at 1-800-656-4673.
	Victims of stalking seeking help may contact Safe Homes at 1-800-273-5066.
	Attachment:  Certification form HUD-5382
	CERTIFICATION OF U.S. Department of Housing    OMB Approval No. 2577-0286
	Spartanburg Housing Authority
	Emergency Transfer Plan for Victims of Domestic Violence, Dating Violence, Sexual Assault, or Stalking
	Emergency Transfers
	SHA is concerned about the safety of its tenants, and such concern extends to tenants who are victims of domestic violence, dating violence, sexual assault, or stalking.  In accordance with the Violence Against Women Act (VAWA),P2F P SHA allows tenant...
	This plan identifies tenants who are eligible for an emergency transfer, the documentation needed to request an emergency transfer, confidentiality protections, how an emergency transfer may occur, and guidance to tenants on safety and security.  This...
	Eligibility for Emergency Transfers
	A tenant who is a victim of domestic violence, dating violence, sexual assault, or stalking, as provided in HUD’s regulations at 24 CFR part 5, subpart L is eligible for an emergency transfer, if: the tenant reasonably believes that there is a threat ...
	A tenant requesting an emergency transfer must expressly request the transfer in accordance with the procedures described in this plan.
	Tenants who are not in good standing may still request an emergency transfer if they meet the eligibility requirements in this section.
	Emergency Transfer Request Documentation
	To request an emergency transfer, the tenant shall notify SHA’s management office and submit a written request for a transfer to  HCV Department at 2271 South Pine Street, Spartanburg SC 29303. SHA will provide reasonable accommodations to this policy...
	1. A statement expressing that the tenant reasonably believes that there is a threat of imminent harm from further violence if the tenant were to remain in the same dwelling unit assisted under SHA’s program; OR
	2. A statement that the tenant was a sexual assault victim and that the sexual assault occurred on the premises during the 90-calendar-day period preceding the tenant’s request for an emergency transfer.
	Confidentiality
	SHA will keep confidential any information that the tenant submits in requesting an emergency transfer, and information about the emergency transfer, unless the tenant gives SHA written permission to release the information on a time limited basis, or...
	Emergency Transfer Timing and Availability
	SHA cannot guarantee that a transfer request will be approved or how long it will take to process a transfer request.  SHA will, however, act as quickly as possible to move a tenant who is a victim of domestic violence, dating violence, sexual assault...
	If SHA has no safe and available units for which a tenant who needs an emergency is eligible, SHA will assist the tenant in identifying other housing providers who may have safe and available units to which the tenant could move.  At the tenant’s requ...
	Safety and Security of Tenants
	Pending processing of the transfer and the actual transfer, if it is approved and occurs, the tenant is urged to take all reasonable precautions to be safe.
	Tenants who are or have been victims of domestic violence are encouraged to contact the National Domestic Violence Hotline at 1-800-799-7233, or a local domestic violence shelter, for assistance in creating a safety plan.  For persons with hearing imp...
	Tenants who have been victims of sexual assault may call the Rape, Abuse & Incest National Network’s National Sexual Assault Hotline at 800-656-HOPE, or visit the online hotline at https://ohl.rainn.org/online/.
	Tenants who are or have been victims of stalking seeking help may visit the National Center for Victims of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-programs/stalking-resource-center.
	Attachment:  Local organizations offering assistance to victims of domestic violence, dating violence, sexual assault, or stalking.
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	Chapter 17
	PROJECT-BASED VOUCHERS
	This chapter describes HUD regulations and PHA policies related to the project-based voucher (PBV) program in nine parts:
	UPart I: General RequirementsU. This part describes general provisions of the PBV program including maximum budget authority requirements, relocation requirements, and equal opportunity requirements.
	UPart II: PBV Owner ProposalsU. This part includes policies related to the submission and selection of owner proposals for PBV assistance. It describes the factors the PHA will consider when selecting proposals, the type of housing that is eligible to...
	UPart III: Dwelling UnitsU. This part describes requirements related to housing quality standards, the type and frequency of inspections, and housing accessibility for persons with disabilities.
	UPart IV: Rehabilitated and Newly Constructed UnitsU. This part describes requirements and policies related to the development and completion of rehabilitated and newly constructed housing units that will be receiving PBV assistance.
	UPart V: Housing Assistance Payments ContractU. This part discusses HAP contract requirements and policies including the execution, term, and termination of the HAP contract. In addition, it describes how the HAP contract may be amended and identifies...
	UPart VI:  Selection of PBV Program ParticipantsU. This part describes the requirements and policies governing how the PHA and the owner will select a family to receive PBV assistance.
	UPart VII: OccupancyU. This part discusses occupancy requirements related to the lease, and describes under what conditions families are allowed or required to move. In addition, exceptions to the occupancy cap (which limits PBV assistance to 25 perce...
	UPart VIII: Determining Rent to OwnerU. This part describes how the initial rent to owner is determined, and how rent will be redetermined throughout the life of the HAP contract. Rent reasonableness requirements are also discussed.
	UPart IX: Payments to OwnerU. This part describes the types of payments owners may receive under this program.
	PART I: GENERAL REQUIREMENTS
	17-I.A. OVERVIEW [24 CFR 983.5; FR Notice 1/18/17; Notice PIH 2017-21]
	PBV units under the RAD program and HUD-VASH PBV set-aside vouchers do not count toward the 20 percent limitation when PBV assistance is attached to them.
	17-I.B. TENANT-BASED VS. PROJECT-BASED VOUCHER ASSISTANCE  [24 CFR 983.2]
	17-I.C. RELOCATION REQUIREMENTS [24 CFR 983.7]
	17-I.D. EQUAL OPPORTUNITY REQUIREMENTS [24 CFR 983.8]
	PART II: PBV OWNER PROPOSALS
	17-II.A. OVERVIEW
	17-II.B. OWNER PROPOSAL SELECTION PROCEDURES [24 CFR 983.51(b)]
	The SHA will advertise its request for proposals (RFP) for rehabilitated and newly constructed housing in the following newspapers and trade journals.
	The Spartanburg Herald Journal or any other relevant source.
	In addition, the SHA will post the RFP and proposal submission and rating and ranking procedures on its electronic web site.
	The SHA will publish its advertisement in the newspapers and trade journals mentioned above for at least one day per week for three consecutive weeks. The advertisement will specify the number of units the SHA estimates that it will be able to assist ...
	In order for the proposal to be considered, the owner must submit the proposal to the SHA by the published deadline date, and the proposal must respond to all requirements as outlined in the RFP. Incomplete proposals will not be reviewed.
	The SHA will rate and rank proposals for rehabilitated and newly constructed housing using the following criteria:
	Owner experience and capability to build or rehabilitate housing as identified in the RFP;
	Extent to which the project furthers the PHA goal of deconcentrating poverty and expanding housing and economic opportunities;
	If applicable, the extent to which services for special populations are provided on site or in the immediate area for occupants of the property; and
	Projects with less than 25 percent of the units assisted will be rated higher than projects with 25 percent of the units assisted.  In the case of projects for occupancy by the elderly, persons with disabilities or families needing other services, the...
	The SHA will advertise its request for proposals (RFP) for existing housing in the following newspapers and trade journals.
	The Spartanburg Herald Journal or any other relevant source.
	In addition, the SHA will post the notice inviting such proposal submission and the rating and ranking procedures on its electronic web site.
	The SHA will periodically publish its advertisement in the newspapers and trade journals mentioned above for at least one day per week for three consecutive weeks.  The advertisement will specify the number of units the SHA estimates that it will be a...
	Experience as an owner in the tenant-based voucher program and owner compliance with the owner’s obligations under the tenant-based program;
	Extent to which the project furthers the SHA goal of deconcentrating poverty and expanding housing and economic opportunities;
	If applicable, extent to which services for special populations are provided on site or in the immediate area for occupants of the property; and
	Extent to which units are occupied by families that are eligible to participate in the PBV program.
	The SHA will accept proposals for PBV assistance from owners that were competitively selected under another federal, state or local housing assistance program, including projects that were competitively awarded Low-Income Housing Tax Credits on an ong...
	The SHA may periodically advertise that it is accepting proposals, in the following newspapers and trade journals:
	The Spartanburg Herald Journal or any other relevant source.
	In addition to, or in place of advertising, the SHA may also directly contact specific owners that have already been selected for Federal, state, or local housing assistance based on a previously held competition, to inform them of available PBV assis...
	Proposals will be reviewed on a first-come first-served basis. The SHA will evaluate each proposal on its merits using the following factors:
	Extent to which the project furthers the SHA goal of deconcentrating poverty and expanding housing and economic opportunities; and
	Extent to which the proposal complements other local activities such as the redevelopment of a public housing site under the HOPE VI program, the HOME program, CDBG activities, other development activities in a HUD-designated Enterprise Zone, Economic...
	The SHA may submit a proposal for project-based housing that is owned or controlled by the SHA.  If the proposal for SHA-owned housing is selected, the PHA will use an approved entity to review the SHA selection. The SHA will obtain HUD approval of pr...
	Within 15 business days of the SHA making the selection, the SHA will notify the selected owner in writing of the owner’s selection for the PBV program.  The SHA will also notify in writing all owners that submitted proposals that were not selected an...
	In addition, the SHA will publish its notice for selection of PBV proposals for two consecutive days in the same newspapers and trade journals the SHA used to solicit the proposals. The announcement will include the name of the owner that was selected...
	The SHA will make available to any interested party its rating and ranking sheets and documents that identify the SHA basis for selecting the proposal. These documents will be available for review by the public and other interested parties for one mon...
	The SHA will make these documents available for review at the SHA during normal business hours. The cost for reproduction of allowable documents will be $.25 per page.
	17-II.C. HOUSING TYPE [24 CFR 983.52]
	17-II.D. PROHIBITION OF ASSISTANCE FOR CERTAIN UNITS
	17-II.E. SUBSIDY LAYERING REQUIREMENTS [24 CFR 983.55, FR Notice 11/24/08, FR Notice 7/9/10, and FR Notice 6/25/14]
	17-II.F. CAP ON NUMBER OF PBV UNITS IN EACH PROJECT
	Excepted units will be limited to units for elderly families.
	The PHA does not have any PBV units that are subject to the per project cap exception.
	The PHA will not provide assistance for excepted units. Beyond that, the PHA will not impose any further cap on the number of PBV units assisted per project.
	17-II.G. SITE SELECTION STANDARDS
	It is the SHA goal to select sites for PBV housing that provide for deconcentrating poverty and expanding housing and economic opportunities. In complying with this goal the SHA will limit approval of sites for PBV housing in census tracts that have p...
	However, the SHA will grant exceptions to the 20 percent standard where the PHA determines that the PBV assistance will complement other local redevelopment activities designed to deconcentrate poverty and expand housing and economic opportunities in ...
	A census tract in which the proposed PBV development will be located in a HUD-designated Enterprise Zone, Economic Community, or Renewal Community;
	A census tract where the concentration of assisted units will be or has decreased as a result of public housing demolition and HOPE VI redevelopment;
	A census tract in which the proposed PBV development will be located is undergoing significant revitalization as a result of state, local, or federal dollars invested in the area;
	A census tract where new market rate units are being developed where such market rate units will positively impact the poverty rate in the area;
	A census tract where there has been an overall decline in the poverty rate within the past five years; or
	A census tract where there are meaningful opportunities for educational and economic advancement.
	17-II.H. ENVIRONMENTAL REVIEW [24 CFR 983.58]
	17-III.A. OVERVIEW
	17-III.B. HOUSING QUALITY STANDARDS [24 CFR 983.101]
	17-III.C. HOUSING ACCESSIBILITY FOR PERSONS WITH DISABILITIES
	17-III.D. INSPECTING UNITS
	USHA Policy
	USHA Policy
	The SHA will inspect on an biennial basis a random sample consisting of at least 20 percent of the contract units in each building to determine if the contract units and the premises are maintained in accordance with HQS.
	PART IV: REHABILITATED AND NEWLY CONSTRUCTED UNITS
	17-IV.A. OVERVIEW [24 CFR 983.151]
	17-IV.B. AGREEMENT TO ENTER INTO HAP CONTRACT
	USHA Policy
	The SHA will enter into the Agreement with the owner after receiving both environmental approval and notice that subsidy layering requirements have been met, and before construction or rehabilitation work is started.
	17-IV.C. CONDUCT OF DEVELOPMENT WORK
	17-IV.D. COMPLETION OF HOUSING
	USHA Policy
	The SHA will determine the need for the owner to submit additional documentation as evidence of housing completion on a case-by-case basis depending on the nature of the PBV project. The PHA will specify any additional documentation requirements in th...
	PART V: HOUSING ASSISTANCE PAYMENTS CONTRACT (HAP)
	17-V.A. OVERVIEW
	17-V.B. HAP CONTRACT REQUIREMENTS
	USHA Policy
	For existing housing, the HAP contract will be executed within 10 business days of the PHA determining that all units pass HQS.
	For rehabilitated or newly constructed housing, the HAP contract will be after the SHA determining that the units have been completed in accordance with the agreement to enter into HAP, all units meet HQS, and the owner has submitted all required evid...
	USHA Policy
	The term of all PBV HAP contracts will be negotiated with the owner on a case-by-case basis.
	USHA Policy
	When determining whether or not to extend an expiring PBV contract, the SHA will consider several factors including, but not limited to:
	Termination by PHA [24 CFR 983.205(c) and FR Notice 1/18/17]
	Termination by Owner [24 CFR 983.205(d)]
	USHA Policy
	The SHA will abate and terminate PBV HAP contracts for non-compliance with HQS in accordance with the policies used in the tenant-based voucher program. These policies are contained in Section 8-II.G., Enforcing Owner Compliance.
	17-V.C. AMENDMENTS TO THE HAP CONTRACT
	USHA Policy
	The SHA may add contract units to the HAP contract.
	17-V.D. HAP CONTRACT YEAR, ANNIVERSARY AND EXPIRATION DATES [24 CFR 983.207(b) and 983.302(e)]
	17-V.E. OWNER RESPONSIBILITIES UNDER THE HAP [24 CFR 983.210]
	17-V.F. ADDITIONAL HAP REQUIREMENTS
	USHA Policy
	The SHA will identify the need for any special features on a case-by-case basis depending on the intended occupancy of the PBV project. The PHA will specify any special design standards or additional requirements in the invitation for PBV proposals, t...
	USHA Policy
	The SHA will decide on a case-by-case basis if the PHA will provide vacancy payments to the owner. The HAP contract with the owner will contain any such agreement, including the amount of the vacancy payment and the period for which the owner will qua...
	PART VI: SELECTION OF PBV PROGRAM PARTICIPANTS
	17-VI.A. OVERVIEW
	17-VI.B. ELIGIBILITY FOR PBV ASSISTANCE [24 CFR 983.251(a) and (b)]
	USHA Policy
	The SHA will determine an applicant family’s eligibility for the PBV program in accordance with the policies in Chapter 3.
	17-VI.C. ORGANIZATION OF THE WAITING LIST [24 CFR 983.251(c)]
	USHA Policy
	Cedar Springs Place, Collins Park, Summer Place, The Ridge at Southport, Independence Place, JC Bull, Tobias Booker Hardwell, JC Anderson, Frank Gooch, Watson, Barksdale, Leland, Spruce and Parside at Drayton.

	17-VI.D. SELECTION FROM THE WAITING LIST [24 CFR 983.251(c)]
	USHA Policy
	The SHA will use the preferences of the Tenant Based Voucher Program.
	The SHA will provide a selection preference when required by the regulation (e.g., eligible in-place families, elderly families or units with supportive services, or  mobility impaired persons for accessible units). The SHA may offer additional prefer...
	17-VI.E. OFFER OF PBV ASSISTANCE
	Family Briefing
	Persons with Disabilities
	Persons with Limited English Proficiency
	17-VI.F. OWNER SELECTION OF TENANTS
	UPHA Policy
	The owner must notify the PHA in writing (mail, fax, or email) within five business days of learning about any vacancy or expected vacancy.
	The PHA will make every reasonable effort to refer families to the owner within 10 business days of receiving such notice from the owner.
	UPHA Policy
	If any contract units have been vacant for 120 days, the PHA will give notice to the owner that the HAP contract will be amended to reduce the number of contract units that have been vacant for this period. The PHA will provide the notice to the owner...
	17-VI.G. TENANT SCREENING [24 CFR 983.255]
	USHA Policy
	The SHA will not conduct screening to determine a PBV applicant family’s suitability for tenancy.
	The PHA may not disclose to the owner any confidential information provided in response to a request for documentation of domestic violence, dating violence, sexual assault, or stalking except at the written request or with the written consent of the ...
	USHA Policy
	The SHA will inform owners of their responsibility to screen prospective tenants, and will provide owners with the required known name and address information, at the time of the turnover HQS inspection or before. The SHA will not provide any addition...
	PART VII: OCCUPANCY
	17-VII.A. OVERVIEW
	17-VII.B. LEASE [24 CFR 983.256]
	USHA Policy
	The SHA will not review the owner’s lease for compliance with state or local law.
	Tenant Absence from the Unit [24 CFR 983.256(g) and 982.312(a)]
	USHA Policy
	If a participating family receiving zero assistance experiences a change in circumstances that would result in a HAP payment to the owner, the family must notify the SHA of the change and request an interim reexamination before the expiration of the 1...
	USHA Policy
	The SHA will allow the owner to collect a security deposit amount the owner determines is appropriate.
	17-VII.C. MOVES
	USHA Policy
	The SHA will notify the family and the owner of the family’s need to move based on the occupancy of a wrong-size or accessible unit within 10 business days of the SHA’s determination. The PHA will offer the family the following types of continued assi...
	USHA Policy
	When the SHA offers a family another form of assistance that is not a tenant-based voucher, the family will be given 30 days from the date of the offer to accept the offer and move out of the PBV unit. If the family does not move out within this 30-da...
	The SHA may make exceptions to this 30-day period if needed for reasons beyond the family’s control such as death, serious illness, or other medical emergency of a family member.
	USHA Policy
	When the victim of domestic violence, dating violence, sexual assault, or stalking has lived in the unit for less than one year, the SHA will provide several options for continued assistance.
	The SHA will first try to transfer the participant to another PBV unit in the same development or transfer to a different development where the SHA has PBV units. The SHA will expedite the administrative processes in this case in an effort to conduct ...
	If no units are available for an internal transfer, or if there is reasonable cause to believe that such a transfer would put the victim in jeopardy, the participant may receive continued assistance through an external transfer to either tenant-based ...
	If a victim wishes to move after a year of occupancy in the unit, but no tenant-based vouchers are available, the SHA will offer the participant an internal transfer to another PBV unit in the same development or a transfer to a different development ...
	If no units are available for an internal transfer, or if there is reasonable cause to believe that such a transfer would put the victim in jeopardy, the participant may receive continued assistance through an external transfer to the SHA’s public hou...
	17-VII.D. EXCEPTIONS TO THE OCCUPANCY CAP [24 CFR 983.262]
	USHA Policy
	The SHA will allow families who initially qualified to live in an excepted unit to remain when circumstances change due to circumstances beyond the remaining family members’ control.
	In all other cases, the SHA will provide written notice to the family and owner within 10 business days of making the determination. The family will be given 30 days from the date of the notice to move out of the PBV unit. If the family does not move ...
	The PHA may make exceptions to this 30-day period if needed for reasons beyond the family’s control such as death, serious illness, or other medical emergency of a family member.
	PART VIII: DETERMINING RENT TO OWNER
	17-VIII.A. OVERVIEW
	17-VIII.B. RENT LIMITS [24 CFR 983.301]
	Definitions
	A qualified census tract is any census tract (or equivalent geographic area defined by the Bureau of the Census) in which at least 50 percent of households have an income of less than 60 percent of Area Median Gross Income (AMGI), or where the poverty...
	Tax credit rent is the rent charged for comparable units of the same bedroom size in the project that also receive the low-income housing tax credit but do not have any additional rental assistance (e.g., tenant-based voucher assistance).
	Reasonable Rent [24 CFR 983.301(e) and 983.302(c)(2)]
	The PHA must determine reasonable rent in accordable with 24 CFR 983.303. The rent to owner for each contract unit may at no time exceed the reasonable rent, except in cases where the PHA has elected within the HAP contract not to reduce rents below t...
	If the PHA has not elected within the HAP contract to establish the initial rent to owner as the rent floor, the rent to owner shall not at any time exceed the reasonable rent.
	USHA Policy
	The SHA will elect within the HAP contract not to reduce rents below the initial level, with the exception of circumstances listed in 24 CFR 983.302(c)(2). If, upon redetermination of the rent to owner, the reasonable rent would result in a rent below...
	USHA Policy
	Upon written request by the owner, the SHA will consider using the FMR or utility allowances in effect during the 30-day period before the start date of the HAP, or redetermination of rent. The owner must explain the need to use the previous FMRs or u...
	In addition to considering a written request from an owner, the PHA may decide to use the FMR or utility allowances in effect during the 30-day period before the start date of the HAP, or redetermination of rent, if the PHA determines it is necessary ...
	USHA Policy
	Rent Increase
	USHA Policy
	An owner’s request for a rent increase must be submitted to the SHA 60 days prior to the anniversary date of the HAP contract, and must include the new rent amount the owner is proposing.
	Rent Decrease
	Notice of Rent Change
	UPHA Policy
	The PHA will provide the owner with at least 30 days written notice of any change in the amount of rent to owner.
	17-VIII.C. REASONABLE RENT [24 CFR 983.303]
	Comparability Analysis
	17-VIII.D. EFFECT OF OTHER SUBSIDY AND RENT CONTROL
	Combining Subsidy
	PART IX: PAYMENTS TO OWNER
	17-IX.A. HOUSING ASSISTANCE PAYMENTS [24 CFR 983.351]
	17-IX.B. VACANCY PAYMENTS [24 CFR 983.352]
	USHA Policy
	If the SHA determines that the owner is responsible for a vacancy and, as a result, is not entitled to the keep the housing assistance payment, the SHA will notify the landlord of the amount of housing assistance payment that the owner must repay. The...
	USHA Policy
	If an owner’s HAP contract calls for vacancy payments to be made, and the owner wishes to receive vacancy payments, the owner must have properly notified the SHA of the vacancy in accordance with the policy in Section 17-VI.F. regarding filling vacanc...
	In order for a vacancy payment request to be considered, it must be made within 10 business days of the end of the period for which the owner is requesting the vacancy payment. The request must include the required owner certifications and the SHA may...
	17-IX.C. TENANT RENT TO OWNER [24 CFR 983.353]
	USHA Policy
	The SHA will make utility reimbursements to the family.
	17-IX.D. OTHER FEES AND CHARGES [24 CFR 983.354]

	18 Adm Plan RAD PBV Final
	SHA Policy
	When the victim of domestic violence, dating violence, sexual assault, or stalking has lived in the unit for less than one year, the SHA will provide several options for continued assistance.
	The SHA will first try to transfer the participant to another PBV unit in the same development or transfer to a different development where the SHA has PBV units. The SHA will expedite the administrative processes in this case in an effort to conduct ...
	If no units are available for an internal transfer or if there is reasonable cause to believe that such a transfer would put the victim in jeopardy, the participant may receive continued assistance through an external transfer to either tenant-based r...
	If a victim wishes to move after a year of occupancy in the unit, but no tenant-based vouchers are available, the SHA will offer the participant an internal transfer to another PBV unit in the same development or a transfer to a different development ...
	If no units are available for an internal transfer, or if there is reasonable cause to believe that such a transfer would put the victim in jeopardy, the participant may receive continued assistance through an external transfer to the SHA’s public hou...
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