
Section Page(s) Summary of Proposed Change

Chapter 3 - Section 3-II.A. 
INCOME ELIGIBILITY AND 
TARGETING

Pages       
31-32

Change: Updates the definition of "Extremely low-income family" to 
include very low-income families (income between 30-50% of the 
median family income) who are also below the federal poverty level.                                                                                              
Rationale:   This is a required change as part of the streamlining rule.  
The expansion of the definition makes it easier for PHAs to meet the 
income targeting requirements while also ensuring that no family 
below the federal poverty level would be denied housing due to the 
income targeting rules.

Chapter 3 - Section 3-II.C. 
SOCIAL SECURITY 
NUMBERS                             
&                                         
Chapter 7 - Section 7-II.B. 
SOCIAL SECURITY 
NUMBERS

Pages     
34-35 & 
Pages 
138-139

Change:  When a child under age 6 is added to the household up to six 
months before Admission of the household, this change allows the 
family 90 days to provide a SSN for the child.  The family will be 
offered housing and the child considered a family member during this 
time.                                                                                                                  
Rationale:  This is a required change as part of the streamlining rule.  
The intent is to provide the family a sufficient amount of time to 
provide the SSN for a new addition to the family.

Chapter 4 - Section 4-I.B.  
APPLYING FOR 
ASSISTANCE

Pages    
54-55

Change:  Changes the process for application to online web-based 
application.  Paper applications still accepted for those in need of 
reasonable accommodation.                                                                                                       
Rationale:  This change will streamline the application process for 
Public Housing and PBRA, reducing staff time for manual data entry.  
This will also make the application process more easily accessible 
from any location with internet access.

Chapter 4 - Section 4-II.B. 
ORGANIZATION OF THE 
WAITING LISTS

Pages                        
57-58

Change:  Creates a site-based waiting list for each property instead of 
the existing community-wide waiting list.                                                                                               
Rationale:   The change allows applicants to have a choice in where 
they live.  This change also facilitates the transition from Public 
Housing to Project Based Rental Assistance through RAD.

Chapter 4 - Section 4-II.E.  
REPORTING CHANGES IN 
FAMILY CIRCUMSTANCES

Page                  
60

Change:  Updates the language to reflect the option to electronically 
report changes through the Applicant Portal.                           
Rationale:  This change streamlines the update process, reducing 
staff time for manual entry.  This also makes the reporting process 
easier for applicants, as they can do it without coming to our office 
from any location with internet access.

Summary of Proposed Changes to the Admissions & Continued Occupancy Policy (ACOP)



Section Page(s) Summary of Proposed Change

Chapter 6 - Section 6-I.E. 
EARNED INCOME 
DISALLOWANCE                            
&                                                           
Chapter 6 - Section 6-
III.E.  FLAT RENTS AND 
FAMILY CHOICE IN RENTS

Pages                               
88-90,  
Pages 
119-120  
&  Pages 
127-128

Change:  The exclusion of earned income for the EID is for two years 
(24 months) maximum instead of four years (48 months).  There will 
be 12 months at 100% exclusion and 12 months at 50% exclusion.                                                                                                                                   
Rationale:   The tracking of the starts and stops of employment 
during the 48 months of EID was an administrative burden.  HUD is 
granting this relief, streamlining the administrative work while still 
allowing the family a two year break on fully counting their earned 
income.   

Chapter 6 - Section 6-I.G. 
ASSETS

Pages 91-
92

Change:  HACA will conduct third-party verification of assets at 
Admission.  After that, HACA will only third-party verify assets with a 
net value of $5000 or less every three years.  During the other two 
years, HACA will accept self-certification of the value of the asset and 
the anticipated income from the asset.  HACA will conduct third-party 
verification of all assets valued over $5000 every year.                                                                               
Rationale:  This is part of HUD's streamlining rule.  This is intended to 
provide administrative relief, while still maintaining accountability 
with regard to income from assets.

Chapter 6 - Section 6-
III.D. PRORATED RENT 
FOR MIXED FAMILIES        
&                                                
Chapter 17 - Section 17-
II.C PUBLIC HOUSING 
MAXIMUM RENTS

Page 
117 & 
Pages 
267-270

Change:  The calculation for pro-rating rent for mixed families 
(families with some members with legal status and others without 
legal status) will now use the flat rent for the applicable unit instead 
of the maximum rent.  In effect, this ends the need for maximum 
rents.                                                                                                 
Rationale:  This is a required change as part of the streamlining rule.  
This is also more in line with the HCV program and PBRA which use 
contract rent to calculate the pro-rated rent.

Chapter 7 - Section 7-
III.C.  PERIODIC 
PAYMENTS AND 
PAYMENTS IN LIEU OF 
EARNINGS

Pages        
145-146

Change:  HUD is allowing a streamlined income determination for any 
fixed income sources.  The PHA can apply the verified COLA or % 
increase to the previous year's verified or adjusted amount.   The 
income is subject to third-party verification at Admissions and every 
three years.                                                                                                           
Rationale:  This is part of HUD's streamlining rule.  This is intended to 
reduce the administrative burden of conducting annual 
reexaminations while still maintaining program integrity with 
protections against fraud.

Chapter 11 - Section 11-
I.D. DOCUMENTATION 
AND VERIFICATION

Pages 
201-204

Change:  Resident self-certification of completion of the CSSR is now 
allowed.  If self-certification is accepted, the PHA must validate a 
sample of self-certifications to prevent fraud.                                                                                                        
Rationale:   This change is part of the streamlining rule intended to 
reduce the administrative burden for the implementation of the CSSR.



Housing	Authority	of	the	City	of	Austin		 Admissions	and	Continued	Occupancy	Policy	

 

Revised	12/17/2015		 Page	31	

 

certification from the family and live-in aide stating that the live-in aide is (1) not 
obligated for the support of the person(s) needing the care, and (2) would not be living in 
the unit except to provide the necessary supportive services. 

HACA has the discretion not to approve a particular person as a live-in aide, and may 
withdraw such approval, if [24 CFR 966.4(d)(3)(i)]: 

 The person commits or has committed fraud, bribery or any other corrupt or criminal 
act in connection with any federal housing program. 

 The person has a history of drug-related criminal activity or violent criminal activity. 

 The person currently owes rent or other amounts to HACA or to another PHA in 
connection with the housing choice voucher program or public housing assistance 
under the 1937 Act. 

Within 20 business days of receiving a request for a live-in aide, including all required 
documentation related to the request, HACA will notify the family of its decision in 
writing.  If HACA denies the request for a live-in aide or denies approval of a particular 
live-in aide, the family may request a grievance hearing within the required timeframe 
specified in the decision letter. 

PART II: BASIC ELIGIBILITY CRITERIA 

3-II.A. INCOME ELIGIBILITY AND TARGETING 

Income Limits 

HUD is required by law to set income limits that determine the eligibility of applicants for 
HUD’s assisted housing programs, including the public housing program. The income limits are 
published annually and are based on HUD estimates of median family income in a particular area 
or county, with adjustments for family size.  

Types of Low-Income Families [24 CFR 5.603(b)] 

Low-income family. A family whose annual income does not exceed 80 percent of the median 
income for the area, adjusted for family size.  

Very low-income family. A family whose annual income does not exceed 50 percent of the 
median income for the area, adjusted for family size.  

Extremely low-income family. A very low-income family whose annual income does not exceed 
the higher of: 

(1) The poverty guidelines established by the Department of Health and Human Services 
applicable to the family of the size involved (except in the case of families living in 
Puerto Rico or any other territory or possession of the United States); or 

(2) Thirty (30) percent of the median income for the area, as determined by HUD, with 
adjustments for smaller and larger families, except that HUD may establish income 
ceilings higher or lower than 30 percent of the area median income for the area if HUD 
finds that such variations are necessary because of unusually high or low family 
incomes. 
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A family whose annual income does not exceed 30 percent of the median income for the area, 
adjusted for family size. 

HUD may establish income ceilings higher or lower than 30, 50 or 80 percent of the median 
income for an area if HUD finds that such variations are necessary because of unusually high or 
low family incomes. 

Using Income Limits for Eligibility [24 CFR 960.201] 

Income limits are used for eligibility only at admission. Eligibility is established by comparing a 
family's annual income with HUD’s published income limits. To be income-eligible, a family 
must be a low-income family. 

Using Income Limits for Targeting [24 CFR 960.202(b)] 

At least 40 percent of the families admitted to the PHA's public housing program during a PHA 
fiscal year from the PHA waiting list must be extremely low-income families. This is called the 
“basic targeting requirement.” 

If admissions of extremely low-income families to the PHA’s housing choice voucher program 
during a PHA fiscal year exceed the 75 percent minimum-targeting requirement for that 
program, such excess shall be credited against the PHA’s public housing basic targeting 
requirement for the same fiscal year. 

The fiscal year credit for housing choice voucher program admissions that exceed the minimum 
voucher program targeting requirement must not exceed the lower of: 

 Ten percent of public housing waiting list admissions during the PHA fiscal year. 

 Ten percent of waiting list admission to the PHA’s housing choice voucher program during 
the PHA fiscal year. 

 The number of qualifying low-income families who commence occupancy during the fiscal 
year of public housing units located in census tracts with a poverty rate of 30 percent or 
more. For this purpose, qualifying low-income family means a low-income family other than 
an extremely low-income family. 

For discussion of how income targeting is used in tenant selection, see Chapter 4. 

3-II.B. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5, Subpart E] 

Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein 
referred to as citizens and nationals) or noncitizens that have eligible immigration status. At least 
one family member must be a citizen, national or noncitizen with eligible immigration status in 
order for the family to qualify for any level of assistance. 

All applicant families must be notified of the requirement to submit evidence of their citizenship 
status when they apply. Where feasible, and in accordance with the PHA’s Limited English 
Proficiency Plan, the notice must be in a language that is understood by the individual if the 
individual is not proficient in English. 

Declaration [24 CFR 5.508] 

HUD requires each family member to declare whether the individual is a citizen, a national or an 
eligible noncitizen, except those members who elect not to contend that they have eligible 
immigration status. Those who elect not to contend their status are considered to be ineligible 
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may request a hearing if they contest this determination. See Chapter 6 for a discussion of how 
rents are prorated, and Chapter 14 for a discussion of informal hearing procedures.  

Ineligible Families [24 CFR 5.514(d), (e), and (f)] 

A PHA may elect to provide assistance to a family before the verification of the eligibility of the 
individual or one family member [24 CFR 5.512(b)]. Otherwise, no individual or family may be 
assisted prior to the affirmative establishment by the PHA that the individual or at least one 
family member is eligible [24 CFR 5.512(a)]. 

HACA Policy 

HACA will not provide assistance to a family before the verification of at least one 
family member as a citizen, national or eligible noncitizen is made. 

When HACA determines that an applicant family does not include any citizens, nationals 
or eligible noncitizens, following the verification process, the family will be sent a 
written notice within 20 calendar days of the determination. The notice will explain the 
reasons for the denial of assistance and will advise the family of its right to request an 
appeal to the United States Citizenship and Immigration Services (USCIS), or to request 
an informal hearing with HACA. The informal hearing with HACA may be requested in 
lieu of the USCIS appeal, or at the conclusion of the USCIS appeal process. The notice 
must also inform the applicant family that assistance may not be delayed until the 
conclusion of the USCIS appeal process, but that it may be delayed pending the 
completion of the informal hearing process. 

Informal hearing procedures are contained in Chapter 14. 

Time Frame for Determination of Citizenship Status [24 CFR 5.508(g)] 

For new occupants joining the resident family the PHA must verify status at the first interim or 
regular reexamination following the person’s occupancy, whichever comes first. 

If an individual qualifies for a time extension for the submission of required documents, the PHA 
must grant such an extension for no more than 30 days [24 CFR 5.508(h)]. 

Each family member is required to submit evidence of eligible status only one time during 
continuous occupancy. 

HACA Policy 

HACA will verify the status of applicants at the time other eligibility factors are 
determined. 

3-II.C. SOCIAL SECURITY NUMBERS [24 CFR 5.216 and 5.218, Notice PIH 2012-10, 
HUD Streamlining Rule 3/8/2016] 
The applicant and all members of the applicant’s household must disclose the complete and 
accurate social security number (SSN) assigned to each household member, and the 
documentation necessary to verify each SSN. A detailed discussion of acceptable documentation 
is provided in Chapter 7. 
 
Note: These requirements do not apply to noncitizens who do not contend eligible immigration 
status, and they do not apply to existing program participants as of January 31, 2010, who have 
previously disclosed their SSN and HUD has determined the SSN to be valid. 
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In addition, each participant who has not previously disclosed an SSN, has previously disclosed 
an SSN that HUD or the SSA determined was invalid, or has been issued a new SSN must 
submit their complete and accurate SSN and the documentation required to verify the SSN at the 
time of the next interim or annual recertification. Participants age 62 or older as of January 31, 
2010, whose determination of eligibility was begun before January 31, 2010, are exempt from 
this requirement and remain exempt even if they move to a new assisted unit. The PHA must 
deny assistance to an applicant family if they do not meet the SSN disclosure and documentation 
requirements contained in 24 CFR 5.216. 

HACA Policy 

If the provided documentation is not acceptable evidence of the social security number, 
HACA will explain to the applicant the reasons the document is not acceptable and 
request that the individual obtain and submit acceptable documentation of the SSN to 
HACA within 90 calendar days.  The explanation and request will be documented in the 
applicant file.  If the applicant family is otherwise eligible to participate in the program, 
the family will maintain its position on the waiting list for this 90 calendar day period.  

 If all household members have not disclosed their SSN at the time a unit becomes 
available, the available unit will be offered to the next eligible applicant family on the 
waiting list.  At the conclusion of the 90 calendar day period and if the applicant family 
has still not submitted acceptable evidence of the SSN, HACA will grant the family an 
additional 90 calendar day period to comply with the SSN disclosure and documentation 
requirement if the family was unable to comply with the requirements due to 
circumstances that could not have reasonably been foreseen and were outside the control 
of the family.   

 

If a child under the age of 6 years was added to the assistance applicant household within the 6-
month period prior to the household's date of admission, the assistance applicant may become a 
participant, so long as the documentation required in this section is provided to the processing 
entity within 90 calendar days from the date of admission into the program. The processing 
entity must grant an extension of one additional 90-day period if the processing entity determines 
that, in its discretion, the assistance applicant's failure to comply was due to circumstances that 
could not reasonably have been foreseen and were outside the control of the assistance applicant. 
If the applicant family fails to produce the documentation required in this section within the 
required time period, the housing authority may terminate assistance or tenancy of the individual 
participant or the entire family. 

HACA Policy 

HACA will grant one additional 90-day extension if needed for reasons beyond the 
resident’s control such as delayed processing of the SSN application by the SSA, natural 
disaster, fire, death in the family or other emergency. 
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Verification of Legal Identity for Adults Verification of Legal Identity for 
Children 

Certificate of birth, naturalization papers 

Church issued baptismal certificate 

Current, valid driver's license or 
Department of Motor Vehicle 
identification card 

U.S. military discharge (DD 214) 

U.S. passport 

 

Certificate of birth 

Adoption papers 

Custody agreement 

Health and Human Services ID 

School records 

School or government-issued photo ID for 
age 16 and over 

If a document submitted by a family is illegible or otherwise questionable, more than one 
of these documents may be required. 

If none of these documents can be provided and at the HACA’s discretion, a third party 
who knows the person may attest to the person’s identity. The certification must be 
provided in a format acceptable to the HACA and be signed in the presence of a PHA 
representative or HACA notary public. Legal identity will be verified on an as needed 
basis. 

7-II.B. SOCIAL SECURITY NUMBERS [24 CFR 5.216, and Notice PIH 2012-10 and the 
Streamlining Rule] 
The family must provide documentation of a valid social security number (SSN) for each 
member of the household, with the exception of individuals who do not contend eligible 
immigration status. Exemptions also include, existing residents who were at least 62 years of age 
as of January 31, 2010, and had not previously disclosed an SSN. 
 
The PHA must accept the following documentation as acceptable evidence of the social security 
number: 
 

 An original SSN card issued by the Social Security Administration (SSA) 
 An original SSA-issued document, which contains the name and SSN of the individual 
 An original document issued by a federal, state or local government agency, which 

contains the name and SSN of the individual 
 
The PHA may only reject documentation of an SSN provided by an applicant or resident if the 
document is not an original document, if the original document has been altered, mutilated, or is 
not legible, or if the document appears to be forged. 
 

HACA Policy 

If the provided documentation is not acceptable evidence of the social security number, 
HACA will explain to the applicant or resident the reasons the document is not 
acceptable and request that the individual obtain and submit acceptable documentation of 
the SSN to HACA within 90 calendar days. The explanation and request will be 
documented in the tenant file. 
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When the resident requests to add a new household member who is at least 6 years of age or who 
is under the age of 6 and has an SSN, the resident must provide the complete and accurate SSN 
assigned to each new member at the time of reexamination or recertification, in addition to the 
documentation required to verify it. The PHA may not add the new household member until such 
documentation is provided. 
 
When a resident requests to add a new household member who is under the age of 6 and has not 
been assigned an SSN, the resident must provide the SSN assigned to each new child and the 
required documentation within 90 calendar days of the child being added to the household. A 90-
day extension will be granted if the PHA determines that the resident’s failure to comply was due 
to unforeseen circumstances and was outside of the resident’s control. During the period the 
PHA is awaiting documentation of the SSN, the child will be counted as part of the assisted 
household. 

HACA Policy 

HACA will grant one additional 90-day extension if needed for reasons beyond the 
resident’s control such as delayed processing of the SSN application by the SSA, natural 
disaster, fire, death in the family or other emergency. 
 

If a child under the age of 6 years was added to the assistance applicant household within the 6-
month period prior to the household's date of admission, the assistance applicant may become a 
participant, so long as the documentation required in this section is provided to the processing 
entity within 90 calendar days from the date of admission into the program. The processing 
entity must grant an extension of one additional 90-day period if the processing entity determines 
that, in its discretion, the assistance applicant's failure to comply was due to circumstances that 
could not reasonably have been foreseen and were outside the control of the assistance applicant. 
If the applicant family fails to produce the documentation required in this section within the 
required time period, the housing authority may terminate assistance or tenancy of the individual 
participant or the entire family. 

HACA Policy 

HACA will grant one additional 90-day extension if needed for reasons beyond the 
resident’s control such as delayed processing of the SSN application by the SSA, natural 
disaster, fire, death in the family or other emergency. 

 
Social security numbers must be verified only once during continuously-assisted occupancy. 

HACA Policy 

HACA will verify each disclosed SSN by: 
 

o Obtaining documentation from applicants and residents that is acceptable as 
evidence of social security numbers. 

o Making a copy of the original documentation submitted, returning it to the 
individual and retaining a copy in the file folder. 

 
Once an individual’s status is classified as “verified” in HUD’s EIV system, HACA will 
retain and secure all SSN documents in the tenant file throughout the family’s tenancy in 
Public Housing. Thereafter, it will be retained in accordance with HACA’s record 
retention policies,  

Formatted: Font: (Default) Times New Roman,
12 pt

Formatted: Font: (Default) Times New Roman,
12 pt

Formatted: Font: (Default) Times New Roman,
12 pt

Formatted: Font: 16 pt



Housing Authority of the City of Austin  Admissions and Continued Occupancy Policy 

 

Revised 12/17/2015  Page 54 

 

PART I: THE APPLICATION PROCESS 

4-I.A. OVERVIEW 

This part describes the policies that guide HACA’s efforts to distribute and accept applications, 
and to make preliminary determinations of applicant family eligibility that affect placement of 
the family on the waiting list. This part also describes HACA’s obligation to ensure the 
accessibility of the application process. 

4-I.B. APPLYING FOR ASSISTANCE 
Any family that wishes to reside in public housing must apply for admission to the program [24 
CFR 1.4(b)(2)(ii), 24 CFR 960.202(a)(2)(iv), and PH Occ GB, p. 68]. HUD permits the PHA to 
determine the format and content of its applications, as well as how such applications will be 
made available to interested families and how applications will be accepted by the PHA. 
However, the PHA must include Form HUD-92006, Supplement to Application for Federally 
Assisted Housing, as part of the PHA’s application [Notice PIH 2009-36]. 

HACA Policy 

Due to the high volume of applicants seeking public housing, HACA utilizes a two-step 
application process. Under the two-step application process, HACA initially will require 
families to provide only the information needed to make an initial assessment of the 
family’s preliminary 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. 

The first step in the application process is the submission of the pre-application.  Pre-
applications are accepted through the application web portal at 
www.austin.apply4housing.com.  HACA will also maintain paper applications, as a 
reasonable accommodation, if there is the presence of a disability.  Under no 
circumstances will anyone be denied the right to submit an application. 

HACA offers several methods of applying for assistance.  

1. Families may obtain application forms from HACA’s Central office during normal 
business hours, Monday through Friday from 8 a.m. to 5 p.m., with the exception of 
holidays. Except as specified below, no applications will be taken by phone.  

2. If the head of household resides outside of the Austin metropolitan area, is elderly or 
has a verifiable disability which prevents the applicant, or person on the applicant’s 
behalf, to obtain an application from the HACA Central Offices (1124 S. IH 35, 
Austin, Texas 78704), HACA will mail the application to the applicant via first class 
mail.   

3. Application forms may also be accessed via HACA’s website at www.hacanet.org in 
the How to Obtain Housing section.  Downloadable application forms may be printed, 
filled out and completed.  Applications are available in English and in Spanish.  

4. Families may complete the application online through HACA’s web application. The 
web application can be accessed through HACA’s website at www.hacanet.org  . 

Completed paper applications must be returned to HACA by mail, by fax to the 
Admissions Department or submitted in person during normal business hours to the 
HACA Central Office at 1124 S. IH35, Austin, Texas 78704. Normal business hours are 

http://www.austin.apply4housing.com/
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Monday through Friday, 8:00 AM to 5:00 PM, with the exception of holidays. 
Applications must be complete in order to be accepted by HACA for processing. The 
application must be signed by the applicant or a person with power of attorney on behalf 
of the applicant.. No applications will be taken over the telephone. Incomplete 
applications will not be accepted and will not be file stamped with the date and time, and 
will be returned to the applicant. If the application was mailed, an Admissions 
representative will highlight the incomplete portions of the application and mail the 
application back to the applicant for completion.  

Under no circumstances will anyone be denied the right to request or submit an 
application. Applicants may complete the application at HACA’s Central Offices during 
normal business hours or may take the application to complete it elsewhere and bring it 
back during normal business hours. Upon receipt, the application will be file stamped 
with the date and time it was received.  

Unless unable due to a disability, the applicant shall complete all required fields of the 
application through the application web portal. fill out all entries on the application form 
in ink or by a typewriter or complete the online electronic application. If the applicant is 
unable to complete the application form, by verifying the need to make a reasonable 
accommodation through documentation or visual observation, as applicable, and the 
applicant has represented that he or she has no one to assist him or her, a HACA 
employee shall assist the applicant in completing the application form based upon the 
information provided by the applicant. 

The entire pre-application must be completed and submitted before the applicant will be 
placed on the waiting list.  The system will confirm submission if all application 
requirements have been fulfilled.  The web portal will apply an electronic date and time 
received stamp to each application in accordance with the confirmation of successful 
submission.  

Corrections to the application are to be made by lining through the original entry and 
substituting the correct data. Such changes are to be dated and signed by the person 
making the change with a notation specifying the reasons for the change. 

The application must be completely filled out and signed by the applicant before 
acceptance. Upon completion and signature of the application, the application will be file 
stamped by date and time as specified above and referred to the Admissions Department. 
Electronic applications will also be marked with the date and time of the application. 

Complete signatures are to be used by HACA employees in signing all applications, 
leases and entries to historical sheets and verification documentation. 

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. 

Disabled Populations [24 CFR 8; PH Occ GB, p. 68] 

The PHA must provide reasonable accommodation to the needs of individuals with disabilities. 
The application-taking facility and theentire application process must be fully accessible, or the 
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PHA must provide an alternate approach that provides equal access to the application process. 
Chapter 2 provides a full discussion of HACA’s policies related to providing reasonable 
accommodations for people with disabilities. 

Limited English Proficiency 

PHAs are required to take reasonable steps to ensure meaningful access to their programs and 
activities by persons with limited English proficiency [24 CFR 1]. Chapter 2 provides a full 
discussion on HACA’s policies related to ensuring access to people with limited English 
proficiency (LEP). 

4-I.D. PLACEMENT ON THE WAITING LIST 

The PHA must review each completed pre-application received and make a preliminary 
assessment of the family’s eligibility. The PHA shall place 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. 

No applicant has a right or entitlement to be listed on the waiting list, or to any particular 
position on the waiting list. 

Ineligible for Placement on the Waiting List 

HACA Policy 

If HACA can determine from the information provided that a family is preliminarily 
ineligible, the family will not be placed on the waiting list (see Chapter 3 for specific 
information on preliminary ineligibility). Where a family is determined to be 
preliminarily ineligible, HACA will send written notification of the preliminary 
ineligibility determination within 30 days of receiving a completed application. The 
notice will specify the reasons for ineligibility, and will inform the family of its right to 
request an informal hearing and explain the process for doing so (see Chapter 14).  If, 
upon conclusion of the informal hearing process, the family’s preliminary eligibility is 
restored, the family’s original date and time of the pre-application will be restored on the 
waiting list.  

Eligible for Placement on the Waiting List 

HACA Policy 

HACA will send written notification of the preliminary eligibility determination within 
30 days of receiving a completed application. If applicable, the notice will also indicate 
the waiting list preference(s) for which the family appears to qualify.  

Placement on the waiting list does not indicate that the family is, in fact, eligible for 
admission. A final determination of eligibility and qualification for preferences will be 
made when the family is selected from the waiting list.  

Applicants will be placed on the waiting list according to HACA preference(s) and the 
date and time their complete pre-application is received by HACA. Any complete 
application received by mail or by fax will be file stamped with the date which shall be 
the same business day of receipt and the time shall be specified as 5:00 p.m. Applications 
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faxed to HACA after business hours will be file stamped as received the following 
business day and the time shall be specified as 5:00 p.m. 

HACA will assign families on the waiting list according to the bedroom size for which a 
family qualifies as established according to HACA’s occupancy standards (see Chapter 
5). Families may request to be placed on the waiting list for a unit size smaller than 
designated by the occupancy guidelines (as long as the unit is not overcrowded according 
to HACA standards and local codes). However, in these cases, the family must agree not 
to request a transfer for two years after admission, unless they have a change in family 
size or composition. 

PART II: MANAGING THE WAITING LIST 

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 the waiting list of applicant families. This includes opening 
the list to new applicants, closing the list to new applicants, notifying the public of waiting list 
openings and closings, 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. 

In addition, HUD imposes requirements on how the PHA may structure its waiting list and how 
families must be treated if they apply for public housing at a PHA that administers more than one 
assisted housing program. 

4-II.B. ORGANIZATION OF THE WAITING LIST 

The PHA’s public housing waiting list shall be organized in such a manner to allow the PHA to 
accurately identify and select families in the proper order, according to the admissions policies 
described in this ACOP. 

HACA Policy 

The waiting list will contain the following information for each applicant listed: 

• Name and address 
• Social Security number (on the electronic copy) 
• Unit size required  
• Amount and source of annual income 
• Date and time of application or application number 
• Admission preference, if any 
• Rank 

The PHA may adopt one community-wide waiting list or site-based waiting lists. The PHA must 
obtain approval from HUD through submission of its Annual Plan before it may offer site-based 
waiting lists. Site-based waiting lists allow families to select the development where they wish to 
reside and must be consistent with all applicable civil rights and fair housing laws and 
regulations [24 CFR 903.7(b)(2)]. 

HACA Policy 

HACA will maintain one single community-widea site-based waiting lists for each of its 
developments. Within the list, HACA will designate subparts to easily identify who 
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should be offered the next available unit (i.e. mixed populations, general occupancy, unit 
size, and accessible units). 

HACA will not adopt site-based waiting lists.  

HUD directs that a family that applies to reside in public housing 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)].  

HUD permits, but does not require, that PHAs maintain a single merged waiting list for their 
public housing, housing choice voucher and other subsidized housing programs [24 CFR 
982.205(a)(1)].  

HACA Policy 

HACA will not merge the public housing waiting list with the waiting list for any other 
program HACA operates.  

4-II.C. OPENING AND CLOSING THE WAITING LIST  

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 its 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]. 

HACA Policy 

HACA may close the waiting list when the estimated waiting period for housing 
applicants on the list reaches 24 months for the most current applicants. Where HACA 
has particular preferences or other criteria that require a specific category of family, 
HACA may elect to continue to accept applications from these applicants while closing 
the waiting list to others. 

HACA will announce by public notice the closing of the waiting list. If the list remains 
open to certain categories of families, this information will be contained in the notice.  
The notice will be published at least 30 days prior to HACA closing the list. 

Reopening the Waiting List 

If the waiting list has been closed, it may be reopened at any time. The PHA should publish a 
notice 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.  

HACA Policy 

HACA will announce the reopening of the waiting list at least 30 days prior to the date 
applications will first be accepted. If the list is only being reopened for certain categories 
of families, this information will be contained in the notice. The notice will specify 
where, when, and how applications are to be received. 

HACA will give public notice by publishing the relevant information in suitable media 
outlets including, but not limited to: 



Housing Authority of the City of Austin  Admissions and Continued Occupancy Policy 

 

Revised 12/17/2015  Page 59 

 

• Austin American-Statesman 
• El Mundo 
• The Villager 
• Nokoa 
• Ahora Si 
• The Austin Chronicle 

Notices may also be sent to organizations that typically assist low income families, 
including but not limited to: 

•  Salvation Army 
•  Caritas 
•  Any Baby Can 
•  Front Steps 

4-II.D. FAMILY OUTREACH [24 CFR 903.2(d); 24 CFR 903.7(a) and (b)] 

The PHA should conduct outreach as necessary to ensure that the PHA has a sufficient number 
of applicants on the waiting list to fill anticipated vacancies and to assure that the PHA is 
affirmatively furthering fair housing and complying with the Fair Housing Act. 

Because HUD requires the PHA to serve a specified percentage of extremely low income 
families, the PHA may need to conduct special outreach to ensure that an adequate number of 
such families apply for public housing. 

PHA outreach efforts must comply with fair housing requirements. This includes: 

• Analyzing the housing market area and the populations currently being served to identify 
underserved populations. 

• Ensuring that outreach efforts are targeted to media outlets that reach eligible populations 
that are underrepresented in the program. 

• Avoiding outreach efforts that prefer or exclude people who are members of a protected 
class. 

PHA outreach efforts must be designed to inform qualified families about the availability of units 
under the program. These efforts may include, as needed, any of the following activities: 

• Submitting press releases to local newspapers, including minority newspapers. 

• Developing informational materials and flyers to distribute to other agencies. 

• Providing application forms to other public and private agencies that serve the low income 
population. 

• Developing partnerships with other organizations that serve similar populations, including 
agencies that provide services for persons with disabilities. 

HACA Policy 

HACA will monitor the characteristics of the population being served and the 
characteristics of the population as a whole in HACA’s jurisdiction. Targeted outreach 
efforts will be undertaken if a comparison suggests that certain populations are being 
underserved. 



Housing Authority of the City of Austin  Admissions and Continued Occupancy Policy 

 

Revised 12/17/2015  Page 60 

 

4-II.E. REPORTING CHANGES IN FAMILY CIRCUMSTANCES 

HACA Policy 

While the family is on the waiting list, the family must inform HACA of changes in 
family size or composition, preference status or contact information, including current 
residence, mailing address and phone number. The changes must be be requested through 
the applicant portal or submitted in writing to the Admissions department.  Update forms 
are available at HACA’s Central Office in English and in Spanish.  Update forms may 
also be accessed via HACA’s website at www.hacanet.org in the How to Obtain Housing 
section. Forms may be downloaded, printed and completed. Completed update forms may 
be mailed, faxed or submitted in person to HACA’s Admissions department. To avoid 
unauthorized changes, a photo ID must be presented in person or via fax, to confirm the 
applicant’s identity before any requested changes to the application are made by the 
Admissions department. 

When submitting changes through the applicant portalApplicants will also have the 
option to report changes in family circumstances electronically via the Applicant Portal. 
When first logging into the portal, applicants will be required to provide identity 
information (name, date of birth, social security number) to access their account. Once 
verified, they will receive a username and password for future logins to the Applicant 
Portal. The portal will be accessible through HACA’s website at www.hacanet.org.  

Changes in an applicant's circumstances while on the waiting list may affect the family's 
qualification for a particular bedroom size or entitlement to a preference. When an 
applicant reports a change that affects their placement on the waiting list, the waiting list 
will be updated accordingly.  

4-II.F. UPDATING THE WAITING LIST  

HUD requires the PHA to establish policies to use when removing applicant names from the 
waiting list [24 CFR 960.202(a)(2)(iv)]. 

Purging the Waiting List 

The decision to withdraw an applicant family that includes a person with disabilities from the 
waiting list is subject to reasonable accommodation. If the applicant did not respond to the 
PHA’s request for information or updates because of the family member’s disability, the PHA 
must, upon the family’s request, reinstate the applicant family to their former position on the 
waiting list as a reasonable accommodation [24 CFR 8.4(a), 24 CFR 100.204(a), and PH Occ 
GB, p. 39 and 40]. See Chapter 2 for further information regarding reasonable accommodations. 

HACA Policy 

The waiting list will be updated as needed to ensure that all applicants and applicant 
information is current and timely. 

To update the waiting list, HACA will send an update request via first class mail to each 
family on the waiting list to determine whether the family continues to be interested in, 
and to qualify for, the program. This update request will be sent to the last address that 
HACA has on record for the family. The update request will provide a deadline by which 
the family must respond and will state that failure to respond will result in the applicant’s 
name being removed from the waiting list. 
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In calculating the incremental difference, HACA will use as the pre-enrollment income 
the total annualized amount of the family member’s welfare assistance and earnings 
reported on the families most recently completed HUD-50058. 

End of participation in a training program must be reported in accordance with HACA's 
interim reporting requirements (see chapter on reexaminations). 

HUD-Funded Training Programs 

Amounts received under training programs funded in whole or in part by HUD [24 CFR 
5.609(c)(8)(i)] are excluded from annual income. Eligible sources of funding for the training 
include operating subsidy, Section 8 administrative fees, and modernization, Community 
Development Block Grant (CDBG), HOME program and other grant funds received from HUD. 

HACA Policy 

To qualify as a training program, the program must meet the definition of a training 
program provided above for state and local employment training programs. 

Earned Income Tax Credit. Earned income tax credit (EITC) refund payments received on or 
after January 1, 1991 (26 U.S.C. 32(j)), are excluded from annual income [24 CFR 5.609(c)(17)]. 
Although many families receive the EITC annually when they file taxes, an EITC can also be 
received throughout the year. The prorated share of the annual EITC is included in the 
employee’s payroll check. 

Earned Income Disallowance. The earned income disallowance is discussed in section 6-I.E 
below. 

6-I.E. EARNED INCOME DISALLOWANCE [24 CFR 960.255] 

The earned income disallowance (EID) encourages people to enter the work force by not 
including the full value of increases in earned income for a period of time. The full text of 24 
CFR 960.255 is included as Exhibit 6-4 at the end of this chapter. Eligibility criteria and 
limitations on the disallowance are summarized below. 

Eligibility 

This disallowance applies only to adult individuals in families already participating in the public 
housing program (not at initial examination). The disallowance is not available to adults who do 
not have eligible immigration status. Income increases that are disallowed pertain strictly to 
earned income only. To qualify, the family must experience an increase in annual income that is 
the result of one of the following events: 

 Employment of a family member who was previously unemployed for one or more years 
prior to employment. Previously unemployed includes a person who annually has earned not 
more than the minimum wage applicable to the community multiplied by 500 hours. The 
applicable minimum wage is the federal minimum wage unless there is a higher state or local 
minimum wage. 

 Increased earnings by a family member whose earnings increase during participation in an 
economic self-sufficiency or job-training program. A self-sufficiency program includes a 
program designed to encourage, assist, train or facilitate the economic independence of 
HUD-assisted families or to provide work to such families [24 CFR 5.603(b)]. 
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 New employment or increased earnings by a family member who has received benefits or 
services under Temporary Assistance for Needy Families (TANF) or any other state program 
funded under Part A of Title IV of the Social Security Act within the past six months. If the 
benefits are received in the form of monthly maintenance, there is no minimum amount. If 
the benefits or services are received in a form other than monthly maintenance, such as one-
time payments, wage subsidies or transportation assistance, the total amount received over 
the six-month period must be at least $500. 

Calculation of the Disallowance 

Calculation of the earned income disallowance for an eligible member of a qualified family 
begins with a comparison of the member’s current income with his or her “prior income.”  

HACA Policy 

HACA defines prior income, or prequalifying income, as the family member’s last 
certified income prior to qualifying for the EID. This income amount will be recorded on 
the family’s last Form 50058. 

The family member’s prior, or prequalifying, income remains constant throughout the 
period that he or she is receiving the EID. 

Initial 12-Month Exclusion 

During the initial 12-month exclusion period, the full amount (100 percent) of any increase in 
income attributable to new employment or increased earnings is excluded. The 12 months are 
cumulative and need not be consecutive. 

HACA Policy 

The initial EID exclusion period will begin on the first of the month following the date an 
eligible member of a qualified family is first employed or first experiences an increase in 
earnings. This applies regardless of whether the eligible member reported the 
employment or increase in earnings in a timely manner (within 10 days of occurrence) or 
not.  Example: an eligible family member reports a new job to the Housing Manager on 
June 12, 2008.  HACA’s third party verification confirms that the family member 
actually started employment on January 5, 2008.  The initial EID exclusion period for this 
family member will begin on February 1, 2008. 

Second 12-Month Exclusion and Phase-In 

During the second 12-month exclusion period, the exclusion is reduced to half (50 percent) of 
any increase in income attributable to employment or increased earnings. The 12 months are 
cumulative and need not be consecutive. 

Lifetime Limitation 

The EID has a fourtwo-year (4824-month) lifetime maximum. The fourtwo-year eligibility 
period begins at the same time that the initial exclusion period begins and ends 4824 months 
later. The one-time eligibility for the EID applies even if the eligible individual begins to receive 
assistance from another housing agency, if the individual moves between public housing and 
Section 8 assistance, or if there are breaks in assistance. 

HACA Policy 
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During the 4824-month eligibility period, HACA will conduct an interim reexamination 
each time there is a change in the family member’s annual income that affects or is 
affected by the EID (e.g., when the family member’s income falls to a level at or below 
his/her prequalifying income, when one of the exclusion periods ends and at the end of 
the lifetime maximum eligibility period). 

Individual Savings Accounts [24 CFR 960.255(d)] 

HACA Policy 

HACA chooses not to establish a system of individual savings accounts (ISAs) for 
Families who qualify for the EID. 

6-I.F. BUSINESS INCOME [24 CFR 5.609(b)(2)] 

Annual income includes “the net income from the operation of a business or profession. 
Expenditures for business expansion or amortization of capital indebtedness shall not be used as 
deductions in determining net income. An allowance for depreciation of assets used in a business 
or profession may be deducted, based on straight-line depreciation, as provided in Internal 
Revenue Service regulations. Any withdrawal of cash or assets from the operation of a business 
or profession will be included in income, except to the extent the withdrawal is reimbursement of 
cash or assets invested in the operation by the family” [24 CFR 5.609(b)(2)].  

Business Expenses 

Net income is “gross income less business expense” [HCV GB, p. 5-19]. 

HACA Policy 

To determine business expenses that may be deducted from gross income, HACA will 
use current applicable Internal Revenue Service (IRS) rules for determining allowable 
business expenses [see IRS Publication 535], unless a topic is addressed by HUD 
regulations or guidance as described below. 

Business Expansion 

HUD regulations do not permit the PHA to deduct from gross income expenses for business 
expansion. 

HACA Policy 

Business expansion is defined as any capital expenditures made to add new business 
activities, to expand current facilities or to operate the business in additional locations. 
For example, purchase of a street sweeper by a construction business for the purpose of 
adding street cleaning to the services offered by the business would be considered a 
business expansion. Similarly, the purchase of a property by a hair care business to open 
at a second location would be considered a business expansion. 

Capital Indebtedness 

HUD regulations do not permit the PHA to deduct from gross income the amortization of capital 
indebtedness. 

HACA Policy 
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Flat Rent Impact Analysis Calculation 

In order to conduct a flat rent impact analysis, the PHA must multiply the family’s current rent 
amount by 1.35 and compare the result to the flat rent under the PHA’s policies. 

Example: A family was paying a flat rent of $500 per month. At their annual recertification, the 
PHA has increased the flat rent for their unit size to $700. The PHA would conduct a flat rent 
impact analysis as follows: 

$500 x 1.35 = $675 

Since the PHA’s increased flat rent of $700 would result in a rent increase of more than 
35 percent, the PHA would offer the family the choice to pay either $675 per month or an 
income-based rent. The flat rent increase would need to be phased in. 

HACA Policy 

HACA will review flat rents on an annual basis, and adjust them as necessary to ensure 
that flat rents continue to mirror market rent values.  As required by Section 210 of the 
2014 Appropriations Act, effective June 1, 2014 a PHA must also ensure that established 
flat rents are no less than 80 percent of the current applicable Fair Market Rents and that 
they will not cause a family’s existing rental payment to increase more than 35 percent.  
The PHA will conduct a flat rent impact analysis to determine the percentage increase in 
the family's rent amount. If the increase is greater than 35 percent, the PHA will phase in 
the rent increase at the maximum amount annually over a three-year period so that it does 
not exceed 35 percent in any year until the flat rent is fully phased in. If the increase is 
35 percent or less, there will be no phase-in. [Notice PIH 2014-12]. 

 

 

 

Flat Rents and Earned Income Disallowance [A&O FAQs] 

Because the EID is a function of income-based rents, a family paying flat rent cannot qualify for 
the EID even if a family member experiences an event that would qualify the family for the EID. 
If the family later chooses to pay income-based rent, they would only qualify for the EID if a 
new qualifying event occurred. 

A family currently paying flat rent that previously qualified for the EID while paying income-
based rent and is currently within their 4824 month period would have the 12 cumulative months 
of full (100 percent) and phase-in (50 percent) exclusion continue while paying flat rent as long 
as the employment that is the subject of the exclusion continues, and the 4824-month lifetime 
limit would continue uninterrupted. A family paying flat rent could therefore see a family 
member’s 4824-month lifetime limit expire while the family is paying flat rent. 

Flat Rents and Mixed Families [A&O FAQs] 

Mixed families electing to pay flat rent must first have a flat rent worksheet completed to see if 
the flat rent must be prorated. The worksheet is located in Appendix III of the Form HUD-50058 
Instruction Booklet.  
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If the flat rent is greater than or equal to the public housing maximum rent, there is no proration 
of flat rent and the family pays the flat rent for the unit.  

If the flat rent is less than the maximum rent, the worksheet will calculate a prorated flat rent. 
The mixed family will pay the prorated flat rent. 
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EXHIBIT 6-4: EARNED INCOME DISALLOWANCE  

24 CFR 960.255 Self-sufficiency incentive–Disallowance of increase in annual income. 

(a) Definitions. The following definitions apply for 
purposes of this section. 

Disallowance. Exclusion from annual income. 

Previously unemployed includes a person who has 
earned, in the twelve months previous to 
employment, no more than would be received for 
10 hours of work per week for 50 weeks at the 
established minimum wage. 

Qualified family. A family residing in public 
housing: 

(i) Whose annual income increases as a result of 
employment of a family member who was 
unemployed for one or more years previous to 
employment; 

(ii) Whose annual income increases as a result of 
increased earnings by a family member during 
participation in any economic self-sufficiency or 
other job training program; or 

(iii) Whose annual income increases, as a result of 
new employment or increased earnings of a family 
member, during or within six months after 
receiving assistance, benefits or services under any 
state program for temporary assistance for needy 
families funded under Part A of Title IV of the 
Social Security Act, as determined by the PHA in 
consultation with the local agencies administering 
temporary assistance for needy families (TANF) 
and Welfare-to-Work (WTW) programs. The 
TANF program is not limited to monthly income 
maintenance, but also includes such benefits and 
services as one-time payments, wage subsidies and 
transportation assistance—provided that the total 
amount over a six-month period is at least $500. 

(b) Disallowance of increase in annual income. 

(1) Initial 12-month exclusion. During the 12-
month period beginning on the date on which a 
member of a qualified family is first employed 
or the family first experiences an increase in 
annual income attributable to employment, the 
PHA must exclude from the annual income (as 
defined in §5.609 of this title) of a qualified 
family any increase in the income of the 
family member as a result of employment over 
the baseline income of that family member. ) 
Initial twelve month exclusion. During the 
cumulative twelve month period beginning on the 
date a member of a qualified family is first 
employed or the family first experiences an 
increase in annual income attributable to 
employment, the PHA must exclude from annual 
income (as defined in 5.609 of this title) of a 
qualified family any increase in income of the 
family member as a result of employment over 
prior income of that family member. 

(2) Phase-in of rent increase. Upon the 
expiration of the 12-month period defined in 
paragraph (b)(1) of this section and for the 
subsequent 12-month period, the PHA must 
exclude from the annual income of a qualified 
family at least 50 percent of any increase in 
income of such family member as a result of 
employment over the family member's 
baseline income. 

(3) Maximum 2-year disallowance. The 
disallowance of increased income of an 
individual family member as provided in 
paragraph (b)(1) or (b)(2) of this section is 
limited to a lifetime 24-month period. It 
applies for a maximum of 12 months for 
disallowance under paragraph (b)(1) of this 
section and a maximum of 12 months for 
disallowance under paragraph (b)(2) of this 
section, during the 24-month period starting 
from the initial exclusion under paragraph 
(b)(1) of this section. 
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(4) Effect of changes on currently participating 
families. Families eligible for and participating 
in the disallowance of earned income under 
this section prior to May 9, 2016 will continue 
to be governed by this section in effect as it 
existed immediately prior to that date. 

(2) Second twelve month exclusion and phase-in. 
During the second cumulative twelve month period 
after the date a member of a qualified family is 
first employed or the family first experiences an 
increase in annual income attributable to 
employment, the PHA must exclude from annual 
income of a qualified family fifty percent of any 
increase in income of such family member as a 
result of employment over income of that family 
member prior to the beginning of such 
employment. 

(3) Maximum four year disallowance. The 
disallowance of increased income of an individual 
family member as provided in paragraph (b)(1) or 
(b)(2) of this section is limited to a lifetime 48 
month period. It only applies for a maximum of 
twelve months for disallowance under paragraph 
(b)(1) and a maximum of twelve months for 
disallowance under paragraph (b)(2), during the 
48 month period starting from the initial exclusion 
under paragraph (b)(1) of this section. 

(c) Inapplicability to admission. The disallowance 
of increases in income as a result of employment 
under this section does not apply for purposes of 
admission to the program (including the 
determination of income eligibility and income 
targeting). 

(d) Individual Savings Accounts. As an alternative 
to the disallowance of increases in income as a 
result of employment described in paragraph (b) of 
this section, a PHA may choose to provide for 
individual savings accounts for public housing 
residents who pay an income-based rent, in 
accordance with a written policy, which must 
include the following provisions: 

(1) The PHA must advise the family that the 
savings account option is available; 

(2) At the option of the family, the PHA must 
deposit in the savings account the total amount that 
would have been included in tenant rent payable to 
the PHA as a result of increased income that is 
disallowed in accordance with paragraph (b) of this 
section; 

(3) Amounts deposited in a savings account may 
be withdrawn only for the purpose of: 

(i) Purchasing a home; 

(ii) Paying education costs of family members; 

(iii) Moving out of public or assisted housing; or 

(iv) Paying any other expense authorized by the 
PHA for the purpose of promoting the economic 
self-sufficiency of residents of public housing; 

(4) The PHA must maintain the account in an 
interest bearing investment and must credit the 
family with the net interest income, and the PHA 
may not charge a fee for maintaining the account; 

(5) At least annually the PHA must provide the 
family with a report on the status of the account; 
and 

(6) If the family moves out of public housing, the 
PHA shall pay the tenant any balance in the 
account, minus any amounts owed to the PHA
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Capital indebtedness is defined as the principal portion of the payment on a capital asset 
such as land, buildings and machinery. This means HACA will allow as a business 
expense interest, but not principal, paid on capital indebtedness. 

Negative Business Income 

If the net income from a business is negative, no business income will be included in annual 
income; a negative amount will not be used to offset other family income.  

Withdrawal of Cash or Assets from a Business  

HUD regulations require the PHA to include in annual income the withdrawal of cash or assets 
from the operation of a business or profession unless the withdrawal reimburses a family 
member for cash or assets invested in the business by the family.  

HACA Policy 

Acceptable investments in a business include cash loans and contributions of assets or 
equipment. For example, if a member of a tenant family provided an up-front loan of 
$2,000 to help a business get started, HACA will not count as income any withdrawals 
from the business up to the amount of this loan until the loan has been repaid. 
Investments do not include the value of labor contributed to the business without 
compensation.  

Co-owned Businesses 

HACA Policy 

If a business is co-owned with someone outside the family, the family must document the 
share of the business it owns. If the family’s share of the income is lower than its share of 
ownership, the family must document the reasons for the difference. 

6-I.G. ASSETS [24 CFR 5.609(b)(3), and 24 CFR 5.603(b) and 24 CFR 960.259] 

Overview 

There is no asset limitation for participation in the public housing program. However, HUD 
requires that the PHA include in annual income the “interest, dividends and other net income of 
any kind from real or personal property” [24 CFR 5.609(b)(3)]. This section discusses how the 
income from various types of assets is determined. For most types of assets, the PHA must 
determine the value of the asset in order to compute income from the asset. Therefore, for each 
asset type, this section discusses: 

 How the value of the asset will be determined 

 How income from the asset will be calculated 

Exhibit 6-1 provides the regulatory requirements for calculating income from assets [24 CFR 
5.609(b)(3)], and Exhibit 6-3 provides the regulatory definition of net family assets. This section 
begins with a discussion of general policies related to assets and then provides HUD rules and 
PHA policies related to each type of asset. 
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General Policies 

On January 22, 2013 HUD issued Notice PIH 2013-03 effective until March 31, 2014. The 
notice acknowledges and addresses the budget and staff constraints that PHAs have had to face 
in recent years. On November 5, 2013, HUD issued Notice PIH 2013-26 to extend for an 
additional year the temporary compliance provisions described in Notice PIH 2013-03. 
Originally set to expire on March 31, 2014, the notice will now remain effective until March 31, 
2015. 

To address these burdens, the notice gives a series of four optional methods to reduce 
administrative burden.  On January 22, 2013 HUD issued Notice PIH 2013-03 which granted 
administrative relief to PHAs by allowing applicant and resident self-certification of assets and 
the income from assets with a net value of less than $5000.  This administrative relief was 
temporary and renewed through 2015.   

On March 8, 2016, HUD published the Streamling Rule in the Federal Register.  This rule made 
permanent changes to the way assets were verified, although with modifications to the process 
outlined in Notice PIH 2013-03. 

OneThe approved method to reduce administrative burden and streamline income recertification 
efforts states the following: 

 Applicants must provide full third party verification (i.e. bank statements) at the time of 
determination of income eligibility. 

 For a resident family with net assets equal to or less than $5,000, a PHA may accept, for 
purposes of recertification of income, a family's declaration that it has net assets equal to 
or less than $5,000, without taking additional steps to verify the accuracy of the 
declaration. The declaration must state the amount of income the family expects to 
receive from such assets; this amount must be included in the family's income. 

 However, the PHA must obtain full third-party verification of assets every three years., 
allows HACA to accept a family’s written self-declaration of the amount of assets equal 
to or less than $5,000, and the amount of income expected to be received from those 
assets.  This Asset verification method is approved through March 31, 2014 and any 
approved HUD extensions of this provision.  If HUD doesn’t approve an extension of this 
Asset verification method beyond March 31, 2014, HACA will verify all Assets 
following the verification hierarchy requirements. 

The following HACA forms, which are signed by all adult family members, will serve as 
documentation of the family’s self-declaration of asset income: HACA housing application, 
HACA’s Continued Occupancy Form and the Public Housing Update Form. If the family has net 
family assets equal to or less than $5,000, HACA will not request supporting documentation (e.g. 
bank statements) from the family to confirm the assets or the amount of income expected to be 
received from those assets. If the family has net assets in excess of $5,000, HACA will request 
supporting documentation (e.g. bank statements) from the family to confirm the assets. 

Any assets reported by the family will be reported on the HUD Form 50058. 

 

Income from Assets 

The PHA generally will use current circumstances to determine both the value of an asset and the 
anticipated income from the asset. As is true for all sources of income, HUD authorizes the PHA 
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The tenant rent calculations must reflect any changes in the PHA’s utility allowance schedule [24 
CFR 960.253(c)(3)].  

 

HACA Policy 

Unless HACA is required to revise utility allowances retroactively, revised utility 
allowances will be applied to a family’s rent calculations at the first interim or annual 
reexamination after the allowance is adopted. 

6-III.D. PRORATED RENT FOR MIXED FAMILIES [24 CFR 5.520] 

HUD regulations prohibit assistance to ineligible family members. A mixed family is one that 
includes at least one U.S. citizen or eligible immigrant and any number of ineligible family 
members. The PHA must prorate the assistance provided to a mixed family. The PHA will first 
determine TTP as if all family members were eligible and then prorate the rent based upon the 
number of family members that actually are eligible. To do this, the PHA must: 

(1) Subtract the TTP from a maximum the PHA-established flat rent applicable to the unit. The 
result is the maximum subsidy for which the family could qualify if all members were 
eligible (family maximum subsidy). 

(2) Divide the family maximum subsidy by the number of persons in the family to determine the 
maximum subsidy per each family member who is eligible (member maximum subsidy). 

(3) Multiply the member maximum subsidy by the number of eligible family members. 

(4) Subtract the subsidy calculated in the last step from the maximum PHA-established flat rent 
applicable to the unit.  This is the prorated TTP. 

(5) Subtract the utility allowance for the unit from the prorated TTP.  This is the prorated rent for 
the mixed family. 

HACA Policy 

Revised public housing maximum flat rents will be applied to a family’s rent calculation 
at the first interim or annual reexamination after the revision is adopted. In instances 
where a mixed family’s TTP is higher than the current maximumflat rent amount for the 
family’s bedroom size, HACA will apply the higher TTP for purposes of determining 
family rent. 

For policies related to the establishment of the public housing maximumflat rent see Chapter 16. 

6-III.E. FLAT RENTS AND FAMILY CHOICE IN RENTS [24 CFR 960.253] 

Flat Rents [24 CFR 960.253(b)] 

The flat rent is designed to encourage self-sufficiency and to avoid creating disincentives for 
continued residency by families who are attempting to become economically self-sufficient. 

Changes in family income, expenses or composition will not affect the flat rent amount because 
it is outside the income-based formula. 

Policies related to the reexamination of families paying flat rent are contained in Chapter 9, and 
policies related to the establishment and review of flat rents are contained in Chapter 16. 
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conditioning installed.  A surcharge schedule for air conditioning has been established at 
the following properties: 

 Lakeside Apartments 
 Salina Apartments 
 North Loop Apartments 

176-I.D. NOTICE REQUIREMENTS [965.502] 

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 allowances and schedule of surcharges. 

 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. 

176-I.E. REASONABLE ACCOMMODATION [24 CFR 965.508] 

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 the program accessible to and 
usable by the family [PH Occ GB, p. 172]. 

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 AND PUBLIC HOUSING MAXIMUM 
RENTS 

176-II.A. OVERVIEW 

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.  

Public housing maximumflat rents are needed 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 and public housing maximum 
rents. Policies related to the use of flat rents, family choice of rent, flat rent hardships and public 
housing maximumuse of flat rents for prorating assistance for mixed families are discussed in 
Chapter 6. 
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176-II.B. FLAT RENTS [24 CFR 960.253(b), United States Housing Act of 1937 (42 U.S. 
Code § 1437a(a)(2)(B)(i),Notice PIH 2014-12 and Notice PIH 2015-13] 

Establishing Flat Rents 

Flat rents for public housing units are based on the market rent charged for comparable units in 
the private unassisted rental market. The flat rent should be equal to the estimated rent for which 
the PHA could promptly lease the public housing unit after preparation for occupancy.  As 
required by Section 210 of the 2014 Appropriations Act and further amended by the 2015 
Appropriations Act, PHAs must ensure that the flat rent is no less than the lower of 80 percent 
of: 

1.  the applicable Fair Market Rents established under Section 8(c) of the Unites States 
Housing Act of 1937; or 

2. at the discretion of the Secretary, such other applicable fair market rental established 
by the Secretary that the Secretary determines more accurately reflects local market 
conditions and is based on an applicable market area that is geographically smaller 
than the applicable market area used for purposes of the applicable fair market rental 
under Section 8(c) of the United States Housing Act of 1937. 

Notice PIH 2015-13 further identifies that the Small Area Fair Market Rentals (SAFMR) 
established by HUD satisfies the criteria identified as the second option.  Whether the PHA 
chooses the FMR or the SAFMR, the flat rent is subject to utility adjustments.  PHAs are now 
required to apply a utility allowance to flat rents. Flat rents at 80 percent of the FMR or SAFMR 
must be reduced by the amount of the unit’s utility allowance, if any. Should the 80 percent 
threshold increase a family’s existing rental payment by more than 35 percent, the new flat rent 
must be phased in to ensure existing rental payments do not increase by more than 35 percent 
annually.  

Review of Flat Rents 

The PHA must ensure that flat rents continue to mirror market rent values as well as comply with 
the provisions laid out in the 2014 Appropriations Act and PIH Notice 2014-12. No later than 90 
days after HUD publishes new annual FMRs, PHAs must revise flat rents as necessary based on 
the rent reasonableness analysis and changes to the FMR. The PHA must offer changes to the 
flat rent to all new admissions and to existing families at the next annual rent option.  

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. 

 

HACA Policy 

HACA will review flat rents on an annual basis, and adjust them as necessary to ensure 
that flat rents continue to mirror market rent values, are no less than 80% of the current 
applicable Fair Market Rents(FMR) or Small Area Fair Market Rents (SAFMR)and will 
not cause a family’s existing rental payment to increase more than 35%. If the FMR or 
SAFMR is lower than the previous year, HACA may reduce flat rents to at least 80 
percent of the current FMR or SAFMR. 

PHAs that determine that reasonable rents would be less than 60 percent of the applicable FMR 
may choose to request an exception flat rent.  In order to demonstrate the need for an exception 
flat rent, PHAs are required to submit a market analysis methodolotgy that demonstrates the 
value for the unit.  While HUD does not prescribe a particular formula for determining the 
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market analysis, PHAs must compare the public housing unit in the area using the following 
factors: 

 Location, quality, size, unit type, age of the unit, and 
 Amenities, housing services, maintenance, and utilities the PHA will provide 

under the lease. 

HACA Policy 

If HACA determines that reasonable rents would be less than 60 percent of the applicable 
FMR, the HACA will request an exception flat rent and conduct the market survey. 

 

Posting of Flat Rents 

HACA Policy 

HACA will publicly post the schedule of flat rents in a conspicuous manner in the 
applicable HACA community’s bulletin board as well as at HACA’s Central Office. 

Documentation of Flat Rents [24 CFR 960 Interim Rule] 

The PHA is not required to maintain documentation regarding the PHA’s methods of 
determining a unit’s flat rent, as the process setting flat rents is now less reliant upon 
discretionary actions by the PHA, except in the case of exception requests, which require 
documentation provided by PHAs. 

16-II.C. PUBLIC HOUSING MAXIMUM RENTS 

Establishing Public Housing Maximum Rents 

PHAs are prohibited from making financial assistance available to persons who are not citizens 
or nationals of the United States, and to those who do not have eligible immigration status [24 
CFR 5.500]. Therefore, in order to assist mixed families, PHAs must prorate assistance. Public 
housing maximum rents are needed in order to calculate the tenant rent for a mixed family. 

The public housing maximum rent is based on value of the 95th percentile of the total tenant 
payment (TTP) for each tenant within the PHA. PHAs may calculate a maximum rent on either a 
PHA- or project wide basis. A separate maximum rent can be provided for each separate project 
or projects may be combined into logical groups, if appropriate. HUD recommends that a single 
project basis be avoided for a project unless at least 50 dwelling units are involved. 

PHAs may use the “direct comparison” or the “unit distribution” method for establishing the 
public housing maximum rents for each unit size. Appendix H, of Guidebook 7465.G, 
Restrictions on Assistance to Noncitizens provides detailed guidance on how to establish public 
housing maximum rents using the methodologies identified above. 

Review of Public Housing Maximum Rents 

HACA Policy 

HACA will recalculate the public housing maximum rents on an annual basis. 

Posting of Public Housing Maximum Rents 

HACA Policy 
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HACA will publicly post the schedule of public housing maximum rents in a conspicuous 
manner in the applicable HACA community’s bulletin board as well as at HACA’s 
Central Office. 

Documentation of Public Housing Maximum Rents  

HACA Policy 

HACA will maintain records that document how HACA determined the 95th percentile of 
TTP whether the maximum rent was determined HACA-wide, project-wide or with 
groupings of projects and the methodology used to determine maximum rents for each 
unit size. 

PART III: FAMILY DEBTS TO THE PHA 

176-III.A. OVERVIEW 

This part describes the PHA’s policies for recovery of monies owed to the PHA  by families. 

HACA Policy 

When an action or inaction of a resident family results in the underpayment of rent or 
other amounts, HACA holds the family liable to repay any difference between 
underpayments to HACA and the actual amounts owed to HACA.  

HACA will enter into repayment agreements in accordance with the policies contained in 
this part as a means to recover actual amounts owed as determined by HACA. When a 
family refuses to repay monies owed to HACA, HACA will utilize other available 
collection alternatives including, but not limited to, the following: 

 Collection agencies 
 Small claims court 
 Civil law suit 
 State income tax set-off program 

176-III.B. REPAYMENT POLICY 

Family Debts to the PHA 

HACA Policy 

Any amount owed to HACA by a public housing family must be repaid. If the family is 
unable to repay the debt within 30 days of receipt of written notification of the full 
amount, HACA 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, HACA will terminate the family’s tenancy in 
accordance with the policies in Chapter 13. HACA will also pursue other modes of 
collection. 

General Repayment Agreement Guidelines 

Payment Thresholds 

Notice PIH 2010-19 acknowledges that PHAs have the discretion to establish “thresholds and 
policies” for repayment agreements with families [24 CFR 982.552(c)(1)(vii). 
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person will be required to submit the information requested and to certify to its accuracy 
at all future reexaminations. 

At any reexamination HACA may request documents that support submitted financial 
statements such as manifests, appointment books, cashbooks or bank statements. 

If a family member has been self-employed less than 3 months, HACA will accept the 
family member's certified estimate of income. If the family member has been self-
employed for 3 to 12 months, HACA will require the family to provide documentation of 
income and expenses for this period and use that information to project income. 

7-III.C. PERIODIC PAYMENTS AND PAYMENTS IN LIEU OF EARNINGS 

Streamlined Income Determination of Fixed Income Sources [24 CFR 960.257] 

On March 8, 2016 HUD published the Streamlining Rule in the Federal Register.  According to 
this rule, for any family member with a fixed source of income, a PHA may elect to determine 
that family member's income by means of a streamlined income determination. A streamlined 
income determination must be conducted by applying, for each fixed-income source, the verified 
cost of living adjustment (COLA) or current rate of interest to the previously verified or adjusted 
income amount. 

 HACA Policy 

 HACA will apply this streamlined income determination for all fixed income sources in 
 the following way:  

 HACA will only use the streamlined income determination as part of a 
reexamination.  HACA will require third-party verification of all income for 
applicants during the admissions process. 

 A “family member with a fixed source of income” is defined as a family member 
whose income includes periodic payments at reasonably predictable levels from one 
or more of the following sources: 

o Social Security, Supplemental Security Income, Supplemental Disability 
Insurance; 

o Federal, state, local, or private pension plans; 
o Annuities or other retirement benefit programs, insurance policies, disability 

or death benefits, or other similar types of periodic receipts; or 
o Any other source of income subject to adjustment by a verifiable COLA or 

current rate of interest. 
 HACA will use a COLA or current rate of interest specific to the fixed source of 

income in order to adjust the income amount. HACA will verify the appropriate 
COLA or current rate of interest from a public source or through tenant-provided, 
third party-generated documentation. If no such verification is available, then 
HACA will obtain third-party verification of income amounts in order to calculate 
the change in income for the source. 

 For any family member whose income is determined pursuant to a streamlined 
income determination, HACA will obtain third-party verification of all income 
amounts every 3 years. 

 Social Security/SSI Benefits 

HACA Policy 
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To verify the SS/SSI benefits of applicants, HACA will request a current (dated within 
the last 60 days) SSA benefit verification letter from each family member who receives 
social security benefits. If a family member is unable to provide the document, HACA 
help the applicant request a benefit verification letter from SSA’s Web site at 
www.socialsecurity.gov or ask the family to request one by calling SSA at 1-800-772-
1213. Once the family has received the original benefit verification letter, it will be 
required to provide the letter to HACA. 

To verify the SS/SSI benefits of residents, HACA will follow the streamlined income 
determination outlined above.  When third-party verification is required, HACA will 
obtain information about social security/SSI benefits through HUD’s EIV system and 
confirm with the resident(s) that the current listed benefit amount is correct. If the 
resident disputes the EIV-reported benefit amount, or if benefit information is not 
available in HUD systems, HACA will request a current SSA benefit verification letter 
from each family member that receives social security benefits.  If a family member is 
unable to provide the document, HACA will help the resident request a benefit 
verification letter from SSA’s Web site at www.socialsecurity.gov or ask the family to 
request one by calling SSA at 1-800-772-1213. Once the family has received the benefit 
verification letter, it will be required to provide the letter to HACA. 

7-III.D. ALIMONY OR CHILD SUPPORT 

HACA Policy 

The way HACA will seek verification for alimony and child support differs depending on 
whether the family declares that it receives regular payments. 

If the family declares that it receives regular payments, verification will be sought in the 
following order. 

 As a form of upfront income verification, HACA will access child support 
information via the Texas Office of Attorney General (OAG) child support online 
portal. Information accessed is limited to the custodial parent’s case number(s), 
names of children related to each listed case, and a record of the last 12 payments 
received for each case, if any. Written consent by the family is secured via the 
OAG Form 1825, which is kept in the family’s file.  

 Copy of the receipts and/or payment stubs for the most recent 3 month period 
prior to the recertification effective date 

 Copy of divorce decree to include signed child support and/or alimony order 

 If the custodial parent does not have a Social Security number, or if HACA is 
unable to access the custodial parent’s case information for any other reason, 
HACA will request a third party written verification from the state or local child 
support enforcement agency  

 Third-party verification form from the person paying the support.  

 Family's self-certification of amount received and of the likelihood of support 
payments being received in the future, or that support payments are not being 
received.  

If the family declares that it receives irregular or no payments, in addition to the 
verification process listed above, HACA may require the family to provide evidence that 
it has taken all reasonable efforts to collect amounts due. This may include: 
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exemption status.  This will ensure that the head of household is aware of the CSSR 
status and requirements of all household members.  

11-I.C. DETERMINATION OF EXEMPTION STATUS AND COMPLIANCE [24 CFR 
960.605(c)(3)] 

Annual Determination 

Determination of Exemption Status 

An exempt individual is excused from the CSSR [24 CFR 960.603(a)]. 

 

HACA Policy 

At least 60 days prior to lease renewal, HACA will review and verify the exemption 
status of all adult family members. This verification will only be done on an annual basis 
unless the family reports a change or HACA has reason to believe that an individual’s 
exemption status has changed. For individuals who are exempt because they are 62 years 
of age and older, verification of exemption status will be done only at the initial 
examination. 

Upon completion of the verification process, HACA will notify the family of its 
determination in accordance with the policy in Section 11-I.B., Notification 
Requirements. 

Determination of Compliance  

The PHA must review resident family compliance with the CSSR annually, at least 30 days prior 
to the end of the 12-month lease term [24 CFR 960.605(c)(3)]. As part of this review, the PHA 
must verify that any family member that is not exempt from the CSSR has met his or her service 
obligation.  

HACA Policy 

Approximately 90 days prior to the end of the lease term, HACA will provide written 
notice requiring the family to submit documentation that all subject family members have 
complied with the service requirement. The family will be required to submit HACA 
required documentation form(s) at their scheduled annual reexamination interview. 

If the family fails to submit the required documentation at the interview, or by the HACA 
approved extension, the subject family members will be considered noncompliant with 
community service requirements, and notices of noncompliance will be issued pursuant 
to the policies in Section 11-I.E., Noncompliance.  

Change in Status between Annual Determinations  

HACA Policy 

Exempt to Nonexempt Status 

If an exempt individual becomes nonexempt during the 12-month lease term, it is 
the family’s responsibility to report this change to HACA within 10 calendar 
days.  

Within 10 business days of a family reporting such a change, or HACA 
determining such a change is necessary, HACA will provide a 30-day written 
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notice of the effective date of the requirement, and a copy of the CSSR 
Information Packet which includes the CSSR policy, a list of agencies in the 
community that provide volunteer and/or training opportunities, as well as a 
documentation form on which the family member may record the activities 
performed and number of hours contributed.  

The effective date of non-exemption will be the first of the month following 30-
day notice. 

Nonexempt to Exempt Status 

If a nonexempt person becomes exempt during the 12-month lease term, it is the 
family’s responsibility to report this change to HACA within 10 calendar days. 
Any claim of exemption will be verified by HACA in accordance with the policy 
at 11-I.D., Documentation and Verification of Exemption Status. 

Within 10 business days of a family reporting such a change, or HACA 
determining such a change is necessary, HACA will provide the family written 
notice that the family member is no longer subject to the CSSR, if HACA is able 
to verify the exemption.  

The exemption will be effective immediately. 

11-I.D. DOCUMENTATION AND VERIFICATION [24 CFR 960.605(c)(4) and 24 CFR 
960.607] 

The PHA must retain reasonable documentation of CSSR performance or exemption in 
participant files. 

Documentation and Verification of Exemption Status 

HACA Policy 

All family members who claim they are exempt from the CSSR will be required to sign 
the CSSR exemption certification form. HACA will provide a completed copy to the 
family upon request and will keep a copy in the tenant file. 

HACA will verify that an individual is exempt from the CSSR by following the 
verification hierarchy and documentation requirements in Chapter 7. 

HACA makes the final determination whether or not to grant an exemption from the 
CSSR. If a resident does not agree with HACA determination, s/he can dispute the 
decision through the HACA’s grievance procedures (see Chapter 14). 

Documentation and Verification of Compliance 

At each regularly scheduled reexamination, each nonexempt family member presents a signed 
standardized certification form developed by the PHAdocumentation of CSSR activities 
performed over the last 12 months [Notice PIH 2009-48]. 

PHAs must obtain third-party verification of CSSR completion administered through outside 
organizations.  Each PHA develops a standardized form with places for signature confirmation 
by supervisors, instructors, or counselors certifying the number of hours contributed.  Additional 
supporting documentation may be requested of the resident to verify CSSR participation or 
exemption.Acceptable documentation demonstrating compliance include the following: 
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 A signed certification to the PHA by such other organization where the family 
performed the qualifying activities stating who performed the activities, when they were 
performed and for how many hours. 

 A signed self-certification to the PHA by the family member stating that he or she has 
performed the qualifying activities.  The signed self-certification must include the 
following: 

o A statement that the family member contributed at least 8 hours per month of 
community service not including political activities within the community in 
which the adult resides; or participated in an economic self-sufficiency program 
(as that term is defined in 24 CFR 5.603(b)) for at least 8 hours per month; 

o The name, address, and a contact person at the community service provider; or 
the name, address, and contact person for the economic self-sufficiency program; 

o The date(s) during which the tenant completed the community service activity, 
or participated in the economic self-sufficiency program; 

o A description of the activity completed; and\ 
o A certification that the tenant's statement is true. 

  Copies of the certification forms and supporting documents must be retained in the PHA files.  
If the PHA accepts self-certifications, the PHA must validate a sample of these self-certifications 
using third-party verification. 

HACA Policy 

HACA will accept both third-party verification and self-certification of completion of the 
CSSR.  If anyone in the family is subject to the CSSR, HACA will provide the family 
with CSSR documentation forms at move-in, at lease renewal, when a family member 
becomes subject to the requirement during the lease term, or upon request by the family.   

Each individual who is subject to the requirement will be required to record their CSSR 
activities and the number of hours contributed on the required form. The certification 
form will also include places for signatures and phone numbers of supervisors, instructors 
and counselors certifying to the number of hours contributed.  Or the family member can 
provide the self-certification as outlined above. 

Families will be required to submit the documentation to HACA, upon request by 
HACA. 

If HACA has reasonable cause to believe that the certification provided by the family is 
false or fraudulent, HACA has the right to request additional documentation be provided 
by the resident to verify CSSR participation. 

An individual subject to the CSSR must complete the hours him/ herself. No other 
resident may perform the CSSR hours on another resident’s behalf.  CSSR hours may not 
be “donated” by another resident to an individual subject to completion of community 
service. 

HACA will validate a sample of self-certifications.  On an annual basis (beginning at the 
anniversary date of the implementation of self-certification), HACA will determine the 
number of family members that self-certified their CSSR for the previous 12 months.  
Then, using the chart below, HACA will determine the appropriate sample size and 
validate the self-certifications. [PIH Notice 2016-06, Attachment C] 
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Universe Size 
Sample Size 
AT LEAST 

< or = 10  ALL 

15  13 

20  16 

25  19 

30  21 

35  24 

40  26 

50  29 

60  33 

100  41 

150  47 

200  51 

250  54 

300  56 

350  57 

400  58 

450  59 

500  60 

600  61 

700  62 

800  63 

900  63 

1000  64 

1500  65 

2500  66 

 

11-I.E. NONCOMPLIANCE 

Initial Noncompliance 

The lease specifies that it is renewed automatically for all purposes, unless the family fails to 
comply with the CSSR. Violation of the requirement is grounds for nonrenewal of the lease at 
the end of the 12-month lease term, but not for termination of tenancy during the course of the 
12-month lease term [24 CFR 960.603(b)]. 

If the tenant or another family member has violated the CSSR, the PHA may not renew the lease 
upon expiration of the 12-month term of the lease, unless the tenant and any other noncompliant 
family member enter into a written work-out agreement with the PHA. Under this agreement the 
tenant or noncompliant family member must agree to cure the noncompliance by completing the 
additional CSSR hours needed to make up the total number of hours required, over the 12-month 
term of the new lease. In addition, all other members of the family who are subject to the  
requirement must be in compliance  or must no longer be residing in the unit [24 CFR 
960.607(c)], Notice PIH 2009-48]. 

Notice of Initial Noncompliance [24 CFR 960.607(b)] 
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