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Appendix 6-A

Appendix 6-A


Appendix 6-A:  Guidance for Development of Individual Consent Forms

1.
REQUIREMENTS FOR INDIVIDUAL CONSENT.  See sample consent below.  Individual verification consent forms must contain the following consumer protections:

a.
State in bold (or other emphasis) in a prominent place that the applicant/tenant does not have to sign the consent if it is not clear who will provide the information or who will receive the information.  

NOTE:  This can be re-worded to suit the owner's individual style.  This customer protection assures individuals that their consents will be used by authorized individuals only.

"NOTE:  This information may have to be conveyed in languages other than English for LEP persons in accordance with HUD guidance."

b.
Include the following statement on the penalties for misusing the consent:

"Title 18, Section 1001 of the U.S. Code states that a person is guilty of a felony for knowingly and willingly making false or fraudulent statements to any department of the United States Government.  HUD and any owner (or any employee of HUD or the owner) may be subject to penalties for unauthorized disclosures or improper uses of information collected based on the consent form.  Use of the information collected based on this verification form is restricted to the purposes cited above.  Any person who knowingly or willingly requests, obtains or discloses any information under false pretenses concerning an applicant or participant may be subject to a misdemeanor and fined not more than $5,000.  Any applicant or participant affected by negligent disclosure of information may bring civil action for damages and seek other relief, as may be appropriate, against the officer or employee of HUD or the owner responsible for the unauthorized disclosure or improper use.  Penalty provisions for misusing the social security number are contained in the Social Security Act at **208 (a) (6), (7) and (8).**  Violation of these provisions are cited as violations of 42 U.S.C. Section **408 (a) (6), (7) and (8).**

c.
Request only that information necessary to determine the person's eligibility or level of assistance.

	EXAMPLE – Information That Is Not Necessary to Determine 
Eligibility or Level of Assistance

In a verification for termination of employment, it would not be appropriate to ask “would you rehire this person?”  But, it would be appropriate to ask “do you anticipate rehiring this person and, if yes, when?”

In a medical verification, it would not be appropriate to ask the purpose of an office visit or to ask for a diagnosis.


NOTE:  Concerning verifications of disability (handicap), Appendix 6-B provides a specific explanation to the applicant/tenant on the limitations on any verification of disability (handicap).

d.
Include the following certification statement to be signed by the applicant/tenant:

"I hereby authorize the release of the requested information.  Information obtained under this consent is limited to information that is no older than 12 months.  There are circumstances that would require the owner to verify information that is up to 5 years old, which would be authorized by me on a separate consent attached to a copy of this consent."

e.
Provide a space for the title, agency/organization, and signature of the third party who is supplying the information.  This information will be provided by the third party.  For example:

___________________________


_______________________

NAME AND TITLE OF PERSON


AGENCY/ORGANIZATION

SUPPLYING THE INFORMATION (PRINT)
___________________________


______________________

SIGNATURE




DATE

2.
SAMPLE VERIFICATION CONSENT FORMAT
The format on the next page shows a sample of how consent for verification may be requested.

SAMPLE VERIFICATION CONSENT

DATE:

TO:
(Name and address of third party          
FROM:
(Name of individual

who is being requested to verify                 
 requesting the information,

this information)                               

 title, name of housing project,







 address)

RETURN THIS VERIFICATION TO THE PERSON LISTED ABOVE (or other instruction to the third party to ensure that the verification is returned to the right person.  This is important because owners have a responsibility to treat this information confidentially.)

SUBJECT:
Verification of Information Supplied by an Applicant for Housing Assistance



NAME 












ADDRESS 








This person has applied for housing assistance under a program of the U.S. Department of Housing and Urban Development (HUD).  HUD requires the housing owner to verify all information that is used in determining this person's eligibility or level of benefits.

We ask your cooperation in providing the following information and returning it to the person listed at the top of the page.  Your prompt return of this information will help to ensure timely processing of the application for assistance.  Enclosed is a self-addressed, stamped envelope for this purpose.  The applicant/tenant has consented to this release of information as shown below.

========================================================================

INFORMATION BEING REQUESTED

(Owners: Fill in here the information requested.  Consult Appendix 6-C of this handbook for examples of relevant information that owners may request from third parties in verifying several types of income and information and household characteristics.  This list of information is not meant to be all-inclusive.  Owners may add other information as long as any additional information is relevant to determining the individual’s eligibility for assistance or level of benefits.  This instruction does not have to appear on an individual consent.)

Name and Title of Person                

Firm/Organization
Supplying the Information

Signature




Date

========================================================================
======================================================================== 

RELEASE:  I hereby authorize the release of the requested information. Information obtained under this consent is limited to information that is no older than 12 months.  There are circumstances that would require the owner to verify information that is up to 5 years old, which would be authorized by me on a separate consent attached to a copy of this consent.

Signature




Date

Note to Applicant/Tenant:  You do not have to sign this form if either the requesting organization or the organization supplying the information is left blank.

========================================================================

PENALTIES FOR MISUSING THIS CONSENT:

Title 18, Section 1001 of the U.S. Code states that a person is guilty of a felony for knowingly and willingly making false or fraudulent statements to any department of the United States Government.  HUD and any owner (or any employee of HUD or the owner) may be subject to penalties for unauthorized disclosures or improper uses of information collected based on the consent form.  Use of the information collected based on this verification form is restricted to the purposes cited above.  Any person who knowingly or willingly requests, obtains, or discloses any information under false pretenses concerning an applicant or participant may be subject to a misdemeanor and fined not more than $5,000.  Any applicant or participant affected by negligent disclosure of information may bring civil action for damages and seek other relief, as may be appropriate, against the officer or employee of HUD or the owner responsible for the unauthorized disclosure or improper use.  Penalty provisions for misusing the social security number are contained in the Social Security Act at **208 (a) (6), (7) and (8).**  Violations of these provisions are cited as violations of 42 USC **408 (a) (6), (7) and (8).**
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