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Section 8 Public Housing Agencies

Cross References:

Subj ect: Section 8 Tenant-based Assistance and Housi ng
Conversion Actions — Special Fee for Extraordinary
Adm ni strative Costs and Processi ng Qui dance

1. Purpose. The purpose of this notice is to provide
Information on the availability of a new special fee to
rei mburse public housing agencies (PHAs) for the
extraordinary costs associated with the adm nistration of
certain types of “special purpose” tenant-based
assistance. The notice al so provides guidance on the
fundi ng process for these tenant-based conversion
actions.

2. Background. The Departnent currently provides Section 8
t enant - based assistance to PHAs to assist eligible
residents who are affected by several different types of
actions (collectively referred to as “Housi ng conversion
actions”) in HUDs Ofice of Multifam |y Housing
prograns. In many cases HUD and the PHA nust work under
very tight tine-frames to provide the housing voucher
assistance to the residents before the famlies are
subjected to significant rent increases or displacenent.
For exanple, an owner who prepays the nortgage of a
preservation eligible property may in many cases raise
the rent in as little as 60 days after the effective date
of the prepaynent.

The adm ni stering PHA nust conplete a nunber of tasks

wi thin a short anmount of tinme, which include conpleting
and submtting the funding application; determ ning each
individual famly' s eligibility; review ng proposed
rents; and conducting housing quality standards (HQS)

i nspections for any potential units. In the majority of
Housi ng conversion actions, the PHA does not have the

| uxury of absorbing the increased work-1oad over several
nmont hs but nmust work with all the potentially eligible
residents making the transition sinmultaneously. The
chal | enge may be further exacerbated by the fact that al
or many of the affected residents nust rel ocate.



Dependi ng on the nunber of eligible residents affected by
the action, PHAs nay have to borrow staff from

nei ghboring agencies to pronptly process and assi st al
famlies.

G ven the pressing deadlines associated with nost Housing
conversion actions, HUD has encouraged PHAs to begin
tasks such as certifying famlies and approving units
before receiving the ACC funding exhibit to avoid the
potential adverse inpact on the famlies. (PHAs may not
under any circunstances execute Section 8 HAP contracts
prior to receiving the notification letter and the
effective date of the funding contained on the ACC
funding exhibit.) The vast majority of PHAs that took
action before receiving an executed ACC fundi ng exhi bit
did not experience any problens. However, in a few

i sol ated cases the owner decided at the very |ast nonent
not to go through with their decision to prepay the
nortgage or opt-out of the Section 8 project-based
contract. As a result, the PHA could not be conpensated
for its efforts to assist the famlies.

HUD appreciates the past willingness of PHAs to begin
wor k on Housi ng conversion actions prior to receiving the
actual Section 8 funding after weighing the famlies’

wel fare against this risk, but believes it is

I nappropriate to expect our |local partners to spend
substantial tine and effort on a Housi ng conversion
action if there is any uncertainty as to whether the PHA
will receive any conpensation for its efforts.

Therefore, HUD is authorizing a special Section 8 fee to
assure that a PHA will receive reinbursenent for its
efforts on a Housing conversion action that ultimtely
does not occur, and al so reinburse PHAs for any
extraordinary adm nistrative costs incurred as a result
of assisting HUD with the tenant-based conversion action.
This fee only applies when a PHA agrees to adm ni ster

t enant - based assi stance for a potential Housing
conversion action.

The purpose of this special fee is twofold: (1) to
conpensate PHAs for any extraordinary Section 8

adm nistrative costs associated with these speci al

pur pose allocations; and (2) to ensure PHAs will receive
rei mbursenment for their efforts in cases where the
conversion action does not occur because of a change of
m nd of the owner.



This special fee will only be paid on an actual cost
justified basis. |In no event may the fee exceed $250 per
unit of the total nunber of units in the proposed

al l ocation for the Housing conversion action.

Over the last two years HUD s O fice of Housing and

O fice of Public Housing have significantly changed their
organi zati onal structures in both the field and in
Headquarters. A new Section 8 Financial Managenent
Center has been created to consolidate financial
processing functions for all of the Section 8 prograns.
Much of the witten gui dance concerning the funding
process for conversion actions has not kept pace with

t hese organi zati onal changes.

Therefore, this notice also outlines the general steps
necessary to process a Housing conversion action under
HUD s new organi zational structure. |In addition, the
noti ce addresses several significant programmatic issues
affecting the transition from project-based to tenant-
based assi stance in Housing conversion actions.

Covered Actions. The follow ng actions constitute
“Housi ng conversion actions” and are covered by this
notice and the special fee.

Preservation prepaynent or voluntary term nation actions.
Section 8 preservation tenant-based assistance (al so
known as “enhanced” vouchers or “sticky” vouchers) is
provided for certain residents of preservation eligib
properties (generally Section 236 and Section 221(d) (
projects) where the owner prepays the nortgage or
voluntarily term nates the nortgage insurance.

l e
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Preservation tenant-based assi stance has several
eligibility requirenents and special conditions that nake
it uni que anong the Housing conversion actions. The nost
recent instructions on preservation tenant-based

assi stance are contained in HUD PIH Notice i ssued
March 12, 1999.

“Regular” or “Straight” Opt-out. These terns refer to a
conversion action when an owner chooses to opt-out of the
Section 8 program by not renewing an expiring Section 8
proj ect-based contract. In these cases HUD provides
Section 8 housing vouchers to the eligible residents

assi sted under the expiring contract.

The adjective “regular” or “straight” is used to
di stinguish this type of opt-out fromone that is rel ated
to a preservation prepaynent action. A “regular” or
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“straight” opt-out is one that does not occur within one
cal endar year fromthe effective date of a preservation
prepaynent or voluntary term nation. Since vouchers
provided to residents under a regular or straight opt-out
scenario currently have no unique statutory requirenents
or conditions, it is vital for the PHA and HUD staff to
recognize if an opt-out is “regular” or connected to a
preservation prepaynent action.

HUD enforcenent action. 1In these cases HUD is either
termnating the Section 8 project-based HAP contract or
not offering the owner the option to renew an expiring
contract due to an owner’s failure to conply with the
terms of the Section 8 HAP contract.

HUD enf orcenent actions nay also result fromnateri al
adverse financial or managerial actions or om ssions
which lead to either owner default under a FHA-insured
nortgage (nonetary or technical) or a docunented nateri al
viol ation of one or nore of the obligations under the
project’s Regul atory Agreenent.

HUD Property Disposition (PD). 1In these cases HUD is the
nor t gagee-1 n-possession or owner of the nultifamly
property due to an owner default on an FHA-insured
nortgage and is closing down or selling the property to a
new owner .

Special fee for extraordinary costs associated with the
covered Housl ng conversion actl ons.

Amount of fee. PHAs may now receive a special fee for
the extraordinary admnistrative costs resulting froma
covered Housi ng conversion action. The fee is also used
to reinburse PHAs for Section 8 adm nistrative costs in
cases where the Housing conversion action ultimtely does
not happen as a result of HUD or the owner’s action. The
anmount of the fee is limted to the | ower of the actua
costs justified by the PHA and approved by HUD or $250
per unit for the total nunber of units included in the
Housi ng conversi on acti on.

Al |l owabl e costs. The PHA may seek rei nbursenent under
this special fee for admnistrative expenses that are
necessary to assist eligible affected famlies in a
timely manner.

These admi ni strative expenses include but are not limted
to the foll ow ng:



(1) the cost of the tenporary services of additional
inspectors or eligibility staff needed to process and
assist the affected famlies within the necessary
time-franes;

(2) the cost of over-tine paid to PHA staff that is
necessary to assist the affected famlies within the
necessary tine-franes;

(3) the cost of any intensive owner out-reach and housing
search assistance efforts, and the cost of
transportation provided for famlies to facilitate a
successful housing search in cases where famlies
must relocate as a result of the conversion action,
beyond t hose services normally provided by the PHA
and

(4) any additional cost associated with hol ding
i nformati onal neetings, tenant eligibility
i nterviews, and voucher briefings at the affected
property instead of the PHA offices.

I n cases where the Housing conversion action fails to go
t hrough to conpletion, the PHA may claimall Section 8
adm nistrative costs incurred (e.g., costs associ ated

Wi th determning the unit size and preparing the funding
application, determning famly eligibility and
conducting incone certifications, approving tenancies and
performng unit inspections, etc.) on a cost-justified
basis up to the maxi mum fee of $250 per unit in the
proposed al | ocati on.

Under no circunstances nmay the total anmount cl ai ned under
this one-time Section 8 special fee exceed $250 per wunit
of the total nunber of units included in the proposed

al l ocation for the Housing conversion action.

Processing the Special Fee for Extraordi nary

Adm ni strative Costs. The actual steps for processing
the special fee are included in the information on
processi ng Housi ng conversion actions in section 6 bel ow
In brief, HUD wll approve a separate ACC funding
increnment for this special fee once the PHA first accepts
an invitation to adm ni ster the tenant-based assi stance.
This ACC funding increnment only provides budget authority
for the special fee and is separate fromthe ACC fundi ng
increment for the tenant-based assistance. This special
ACC funding increnent will provide funding for $250 per
potential unit covered by the Housing conversion action,
whi ch is the maxi mum anount of fundi ng avail abl e under
the fee. The HA will submt the cost justification for




the actual anmount claimed under the special fee as part
of the PHA's year-end settlenent process. HUD will
reconcil e the approved anmount of special fee with the
anmount of special fee initially provided as part of the
year-end settl enent process.

Common t enant - based programmati c i ssues for Housi ng
conversi on actions.

In general, all regular Section 8 tenant-based program
rules, regulations, and directives apply to speci al

adm ssi on vouchers nmade available for famlies as the
result of Housing conversion actions. Preservation

t enant - based assi stance has several unique requirenents
whi ch are covered extensively in HUD Notice PIH 99-16.
Those preservation requirenents, however, are not
appl i cabl e to housing vouchers provided as a result of a
strai ght opt-out, a HUD enforcenent action, or HUD
property disposition and sales activities.

The follow ng programmati c gui dance is applicable to al
Housi ng conversion actions.

Tenant - based nature of the assistance. Section 8
vouchers provided as a result of these Housing conversion
actions are always tenant-based assistance. This neans
that the famlies issued the housing vouchers may use the
assistance to nove fromthe property inmediately.

Fam |ies may nove outside of the jurisdiction of the

adm ni stering PHA under the portability provisions of the
voucher program There is no guarantee to the owner that
any of the Section 8 tenant-based assistance will be used
at the property in question for any period of tinme. The
PHA shoul d enphasi ze the tenant-based aspect of the
assistance to the famlies, sone of whom may be

unfam liar with the concept of tenant-based assistance
and the freedom of choice associated wth a tenant-based
subsi dy.

PHA screening of famlies. By agreeing to adm nister the
speci al adm ssion tenant-based assistance, the PHA i s not
relinquishing its authority to screen potentially
eligible famlies and deny assi stance under the grounds
of 8982.552 and §982.553. In accordance with the program
regul ations, the PHA nust provide the famly with an
opportunity for an informal reviewif it denies the
famly adm ssion to the program \Wile the decision to
deny assi stance in accordance with the program

regul ations rests with the PHA, HUD encourages PHAs to
provi de an otherwi se eligible resident with the
opportunity to enter into a repaynent agreenent when the
sole reason for the denial is that the famly owes the




PHA or another PHA rent or other anmpbunts in connection
wi th public housing or Section 8.

Use of owner certifications for determ ning tenant
incone. Due to the severe tinme constraints often

associ ated with providing special purpose tenant-based
assistance to affected famlies, HUD permts the PHA to
use the owner’s nost recent tenant income exam nation if
(1) the owner’s current certification for the famly is
no nore than six nonths old and (2) the PHA determ nes
that the owner certifications are acceptable after
reviewing a small sanple for accuracy. The PHA is never
required to use the owner certifications and may choose
to conduct its own incone determ nation and verification

The | aw and programregul ations require that the PHA nust
conduct a reexam nation of famly incone and conposition
at | east annually. Therefore, if the PHA chooses to use
the owner’s incone certification, the PHA nust conplete

t he subsequent famly reexam nation wi thin one year of
the date of the owner certification, not the date the PHA
accepted the owner certification in |ieu of conducting
its own determ nation.

PHA subsi dy standards. The PHA issues the speci al

adm ssi on vouchers in accordance with the PHA subsidy
standards, not the actual size of the unit the famly is
currently occupying. There is a special rule for
preservation prepaynents concerning famlies who reside
in over-sized units at the property (see HUD Notice PIH
99-16). This exception only applies to preservation

t enant - based assi stance. The normal tenant-based program
rules apply for all of the other Housing conversion
actions, which neans the famly unit size determ ned by
the PHA subsidy standards will be used to cal culate the
maxi mum rent subsidy for the famly in oversized units.
The paynent standard for the famly must be the | ower of
t he paynent standard for the famly unit size under the
PHA subsi dy standards or the paynent standard for the
actual size of the unit rented by the famly (see
982.402(c)) .

Term of special purpose voucher. Since these speci al
pur pose vouchers are targeted to specific famlies
adversely affected by HUD or owner actions in HUD
multifam |y projects, the PHA is encouraged to provide
famlies with the maxi mum search tine all owable of 120
days. In addition, the PHA may choose to i medi ately
rei ssue the voucher to the targeted famly for a second
120 days if the PHA determ nes the famly nade a good
faith effort to find an eligible unit wwthin the term of
the voucher and the famly’'s failure was due to very




tight market conditions or other circunstances beyond the
famly' s control. A regulatory waiver is not required in
t hose circunstances for these special adm ssions. The
decision to reissue the voucher rests solely with the PHA
and the famly is not entitled to any informal review if

t he PHA chooses not to reissue the voucher to the famly.

Rent reasonabl eness and | ease terns. All regular program
requi renents concerning the reasonabl eness of the rent
apply to these special purpose vouchers. The PHA may not
approve a lease until the PHA determ nes that the initia
rent to owner is a reasonable rent, regardl ess of whether
the famly wishes to remain in the famly’'s present unit.
The PHA nust determ ne whether the rent requested by the
owner is a reasonable rent in conparison to other
conpar abl e unassi sted units and does not base the

determ nation on any pendi ng or planned enhancenents to
the property. |If the PHA determ nes the proposed rent is
not reasonable, the owner nust |ower the rent or the
famly wll have to find another unit in order to benefit
fromthe rental voucher subsidy. HUD intends to issue
addi tional guidance on rent reasonabl eness determ nations
shortly.

The term and conditions of the proposed | ease nmust be in
accordance with programrequirenents. The PHA may not
approve any tenporary or short-term/l eases between the
famly. The initial |ease termnust be for at |east one
year unless the PHA determ nes that the shorter term
woul d i nprove housing opportunities for the tenant and
such shorter termis the prevailing |ocal market -
practice.

HQS i nspections. The PHA nmust inspect the unit and
ensure that the unit neets the housing quality standards
of the program regardless of whether the famly is
staying in the sanme unit which was previously assisted
under a Section 8 contract. Under no circunstances nmay
t he PHA nake housi ng assi stance paynents for any period
of time prior to the date that the PHA inspects and
determ nes the unit neets the housing quality standards.
The PHA does not nmake any exceptions to the normal
housi ng quality standards used by the PHA, such as only
inspecting the unit for “major” or “life-threatening”

vi ol ati ons.




Timng issues involving HAP contract execution and
effective dates. 1In all Housing conversion actions, the
process I1s intended to provide the famly with the
housi ng voucher at |east sixty days prior to the target
date. (The target date refers to the tine that the
famly would be faced with a rent increase or possible
di spl acenent as a result of the conversion action. For
exanpl e, under a straight opt-out or HUD enforcenent
action the target date is the date which the project-
based HAP contract expires or is termnated. For a
preservation property, it is the earliest date the owner
may i ncrease the rent, usually sixty days follow ng the
prepaynent.) However, HUD recognizes that in some cases
this will be not possible.

Before approving a famly to lease a dwelling unit with
housi ng voucher assistance, the PHA nust determ ne that
the followng conditions are net: (1) the unit is
eligible, (2) the unit has been inspected by the PHA and
passes HQS, (3) the lease includes the | ease addendum
and (4) the rent to the owner is reasonable. Once these
conditions are net, the PHA may approve the unit for

| easing and the fam |y and owner can execute the | ease.
PHAs are rem nded that while the PHA nust use best
efforts to execute the HAP contract before the begi nning
of the |ease term the HAP contract may be executed up to
60 cal endar days after the beginning of the | ease term
(see 8982.305(c)). |If the HAP contract is executed
during this period, the PHA will pay retroactive housing
assi stance paynents to cover the portion of the PHA
approved | ease term before execution of the HAP contract.
Under no circunstances, however, may the PHA nmake
paynments to the owner before the HAP contract is
executed. Furthernore, any HAP contract executed after
the 60 day period is void and the PHA may not pay any
housi ng assi stance paynent to the owner.

In some circunstances where the funding is not yet
avai l abl e by the target date, this 60-day w ndow can
prevent unnecessary hardship on the famly. For

instance, if the unit is determned to be approvabl e by
the PHA and the owner is willing to | ease the unit to the
famly wth the understanding they will receive HAP
paynments retroactively (provided the HAP contract is
executed within the follow ng 60 days), the famly can be
protected even though the funding is not avail able by the
target date. In such cases (as in all cases) it is
crucial that the PHA determnes if the unit is approvable
prior to the target date, since under no circunstances
may an assisted | ease term comrence before the date the
PHA approves the unit for leasing. While the process is



designed to ideally have the funding in-place well before
the target date, HUD public housing staff and PHAsS may in
certain circunstances find this 60-day “neasure of | ast
resort” a valuable tool for conpleting a snooth
transition.

Wth respect to the effective date of the Section 8

t enant - based HAP contracts for all Housing conversion
actions, it is very inportant to make a distinction
between famlies who choose to stay in the property
(assumng the units are eligible) and fam |ies who choose
to nove. The PHA may not execute a voucher HAP contract
on behalf of a “stayer” that is effective prior to the
target date of the Housing conversion action. For a
famly that is noving, however, the PHA nmay often execute
HAP contracts that are effective prior to the target

date, since in strong rental markets potential |andlords
wll not hold a unit vacant for weeks. Keep in mnd that
the PHA nay not execute any HAP contracts for any
affected famly until the ACC funding increnent for the
tenant - based funding is effective. It is therefore

i nperative that the fundi ng process comence as early as
possible to ensure famlies are afforded a realistic
opportunity to consider other housing opportunities.

6. Processing |Issues and Procedures.

Processi ng tenant-based funding for special purpose vouchers
can on occasion be difficult for all involved parties due to
the relatively short amount of tinme available to conplete the
action. The nost inportant step in the entire process is the
first one, which is initiating the procedure as early as
possible. In general, the funding process nust begin at |east
120 days prior to the target date of the Housi ng conversion
action (and at |l east 180 days in sone cases described bel ow).
Failure to initiate the process with sufficient tine avail able
is the single greatest obstacle to conpleting the Housing
conversion action in a satisfactory manner.

Equally critical to the process is excellent comunication
between HUD s O fices of Housing, Public Housing, and the
Section 8 Financial Managenent Center, as well as the owner,
the PHA, and the residents. Staff responsibility for
communi cation and technical assistance in the Field Ofice
shoul d al ways follow programlines of authority.

For exanple, during a Housing conversion action HUD s Ofice
of Housing is primarily responsible for ensuring that the
owner conplies wth any owner requirenents. Housing staff
al so serve as the owner’s primary HUD contact throughout the
conversion process. On the other hand, HUD oversight and
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managenent responsibilities for the Section 8 tenant-based
prograns rest with the O fice of Public Housing. This neans
the O fice of Public Housing is responsible for selecting the
PHA that will be asked to adm ni ster the tenant-based
assistance. Only the Ofice of Public Housing nmay extend an
invitation to a PHA to adm ni ster Section 8 voucher
assistance. Public Housing staff also provide all technical
assi stance and gui dance on any tenant-based rel ated i ssues

t hroughout the process.

This clarification is not intended to prohibit Housing staff
from comunicating with the PHA or bar Public Housing staff
from havi ng di scussions with an ower. However, it is

i nportant that HUD gui dance and instructions are provided by
the appropriate staff person to avoid any errors or confusion
t hat nmay hanper the process. Conmunication between all of the
i nvol ved parties remains a nost essential conponent.

Processing Tinelines

The greatest challenge to a successful transition to voucher
assistance is tine. The purpose of these tinelines and the

processing steps is to identify the various tasks that nust

occur to conplete the process in the context of the dates by
whi ch they shoul d be conpl et ed.

Pl ease keep in mnd these tinelines are provided as a rough
guide only. Wile the steps are identified in the general
sequence they may occur, sonme steps are conditioned on
conpl etion of the preceding steps, whereas others may be
conpl eted concurrently or even earlier than sone of the
precedi ng steps. The description of each step is followed by
a code that identifies the entity primarily responsible for
conpleting the step (e.g., OM 2 indicates that the step in
question is the second step for which the Field Ofice
Multifamly staff has primary responsibility). Al parties
are encouraged to conplete their respective tasks at the
earliest opportunity possible.

Abbr evi ati ons
The foll owm ng abbreviations are used:

OWH — Ofice of Multifamly Housing staff (Field Ofice unless
ot herwi se not ed)

OPH - Ofice of Public Housing staff (Field Ofice unless
ot herwi se not ed)

FMC - Section 8 Financial Managenent Center staff

PHA - Public Housing Agency staff

HQ - HUD Headquarters (Program area foll ows)
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TD - Target Date (the date when a famly may suffer a rent
i ncrease or displacenent unless the Housi ng conversion
action is conpleted and the eligible famlies are under
Section 8 tenant-based HAP contracts)).

The target dates for the various Housing conversion actions
are as foll ows:

Preservation prepaynent -- The date the owner can
first increase the rent after the prepaynent, generally
60 days after effective date of prepaynent.

Straight Opt-out -- Expiration date of the project-
based contract.

Enforcenment Action -- Term nation or expiration of
proj ect - based contract.

PD Sales -- The date of the sale of the property.

Timeline 1

This tinmeline applies to all Opt-outs and Preservation
Prepaynments. The tineline also applies to PD Sal es where the
units meet programrequirenments

St eps 1 - 14 15-17 18. .
SRR REEEI IR [N R |- |- |-
210 180 150 120 90 60 TD
Days

Tinmeline 2
This tineline applies to all HUD Enforcenment Actions. It also

applies to PD Sal es where units do not neet program
requirenents.
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St eps

1. Field Ofice OW determ nes that housing vouchers are
needed for a Housing conversion action. Field OV advises
Field OPH of the nunber of occupants and fam |y conposition
using the current Form HUD- 50059s (or other information from
the owner in cases where Form HUD- 50059s do not apply).

Provi des copi es of project fact sheet and Form HUD-50059s or
other tenant profiles to OPH This step nust occur at |east
120 days prior to the TD for opt-outs and preservation
prepaynents, and at |east 180 days before the TD for HUD
enforcenent actions. (QvH 1)

2. Upon receiving notice fromField OW, Field OPH determ nes
the appropriate PHA to adm ni ster the tenant-based assi stance.
Contacts PHA and extends invitation to the PHA. Upon PHA
acceptance of offer, Field OPH conpl etes nenorandum for
special fee funding (attachnent 1) that is jointly signed by
OWH director. Submts nenorandumto PIH HQ PAHD, Fundi ng

D vision. (OPH 1)

3. Field OPH then provides copies of the Form HUD 50059s
and/or tenant profiles to the PHA and requests that the PHA
submt an application with the unit distribution based on
tenant profile and PHA subsidy standards as soon as possi bl e.
(OPH 2)

4. PHA infornms Field OPH of bedroomdistribution. The PHA
submts the application (Form HUD 52515) to Field OPH as soon
as possible. (PHA-1)

5. Field OPH determ nes budget authority requirenments for

t enant - based funding in consultation with Field OW. Use the
Preservati on Fundi ng Worksheet for Preservation prepaynents,
for all other conversion actions use the New I ncrenent Fundi ng
Wor ksheet for Housing Vouchers. Provides conpl eted worksheet
to Field OWH. (OPH 3)

6. Field OW notifies HQ OVH of funding needs and the PHA
identified by Field OPH t hrough neno/ email and Fundi ng
Wor ksheet. (QOVH 2)

7. As necessary, Headquarters OVH real |l ots budget authority
to Headquarters OPH t hrough Budget O fice. (HQVF-1)

8. Headquarters OPH revi ews special fee nenorandum and assi gns

budget authority for the fee. Transmts Form HUD-185 to the
Fi nanci al Managenent Center. (HQPH 1)
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9. FMC reserves special fee funds. Prepares special fee ACC
docunents and transmttal letter. Executes special fee ACC
and sends to PHA with copy of letter to Field OPH (FMC1)

10. PHA shoul d review owner incone certifications to
determne if acceptable. PHA is encouraged to begin incone
exam nation and verification process as necessary. (PHA-2)

11. Headquarters OPH revi ews Fundi ng Wrksheet. Contacts
Field OPH to obtain corrections if necessary. (HQPH 2)

12. Headquarters OVH aut horizes HQ OPH to assign Section 8
funds to Field OPH (HQVH 2)

13. Headquarters OPH assi gns budget authority for the tenant-
based assistance to FMC (form 185 Fund Assi gnnent, HUDCAPS
record). (HQPH 3)

14. PHA must submt application if they have not done so
al ready (Form HUD- 52515 and certifications). (PHA-3)

15. Field OPH revi ews and approves the PHA application;
transmts the application approval letter to the PHA with a
copy to FMC. (OPH 4)

16. Upon receiving approval letter from FO PH and budget
authority from HQ (HUDCAPS), FMC reserves/contracts the
t enant - based funds. (FMC- 2)

17. FMC prepares the ACC docunents and the ACC transm ttal
letter, forwards transmttal |letter and ACC docunments to PHA
with copy of letter to Field Ofice OPH (FMC 3)

18. PHA issues vouchers to eligible famlies. If at al
possi bl e, issue vouchers no |later than 60 days before TD.
(PHA- 4)

19. PHA prepares and submts Budget Revision to FMC. (PHA-5)
20. FMC processes Budget Revision. (FMZ5)

21. Famly decides whether to stay in place or nove. Famly
subm ts request for |ease approval to PHA. PHA reviews rents
and inspects units. If unit is approved, executes HAP
contract. NOTE: If famly is staying in-place, effective
date of voucher HAP contract may not commence before TD.

( PHA- 6)
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22. PHA submts justification for anount of special fee
actually clainmed to FMC as part of the PHA fiscal year-end
settlenment (submt with Form HUD- 52681 and Form HUD 52595.)
(PHA-7)

23. FMC reconcil es approved fee anount during year-end
settl ement process. (FMC-6)

7. Further Information.

Any questions regarding this notice nay be addressed to the
Real Estate and Housing Performance Division in the Ofice of
Public and Assisted Housing Delivery, at (202) 708-0477.

/s /sl
Harol d Lucas WIlliam C. Apgar
Assi stant Secretary for Assi stant Secretary for
Publ i c and I ndi an Housi ng Housi ng — Federa

Housi ng Comm ssi oner

At t achment
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At t achnent
Sanpl e Notification Menorandum For Special Fee Funding
MEMORANDUM FOR:  Director, Funding and Fi nanci al Managenent

Division, Ofice of Public and Assi sted
Housi ng Delivery

FROM , Director, Ofice of Public Housing

, Director, Ofice of Housing

SUBJECT: Speci al Fee Fundi ng Request for Housing
Conversion Action

Pl ease commence processing the special fee for the follow ng
Housi ng conversion action:

Preservati on Paynent/Voluntary Term nation Action
Regul ar Opt - out

HUD Enf orcenent Action

PD Sal es

Nane of Property:
Addr ess:

Proj ect Nunber:

PHA:
PHA Number :

Nunber of
potential units: x $250 =

The above PHA has been contacted and has indicated its
w I lingness to adm ni ster the housing choice vouchers provi ded
in connection with this action.

The Request for Fundi ng Wrksheet for the tenant-based funding
wll be submtted shortly. |If you have any questions

concerning this action, please contact
at the follow ng tel ephone nunber:
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