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PART II: SUBSIDY STANDARDS AND VOUCHER ISSUANCE
5-II.A. OVERVIEW

The PHA must establish subsidy standards that determine the number of bedrooms needed for
families of different sizes and compositions. This part presents the policies that will be used to
determine the family unit size (also known as the voucher size) a particular family should
receive, and the policies that govern making exceptions to those standards. The PHA must also
establish policies related to the issuance of the voucher, to the voucher term, and to any
extensions or suspensions of the voucher term.

5-IL.B. DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

For each family, the PHA determines the appropriate number of bedrooms under the PHA
subsidy standards and enters the family unit size on the voucher that is issued to the family. The
family unit size does not dictate the size of unit the family must actually lease, nor does it
determine who within a household will share a bedroom/sleeping room.

The following requirements apply when the PHA determines family unit size:

s The subsidy standards must provide for the smallest number of bedrooms needed to house a
family without overcrowding.

e The subsidy standards must be consistent with space requirements under the housing quality
standards.

e The subsidy standards must be applied consistently for all families of like size and
composition.

e A child who is temporarily away from the home because of placement in foster care is
considered a member of the family in determining the family unit size.

e A family that consists of a pregnant woman (with no other persons) must be treated as a two-
person family.

e Any live-in aide (approved by the PHA to reside in the unit to care for a family member who
is disabled or is at least 50 years of age) must be counted in determining the family unit size;

e Unless a live-in-aide resides with a family, the family unit size for any family consisting of a
single person must be either a zero- or one-bedroom unit, as determined under the PHA
subsidy standards.
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PHA Policy

The PHA will assign one bedroom for each two persons within the household, except in
the following circumstances:

Live-in aides will be allocated a separate bedroom.
Single person families will be allocated a zero bedroom voucher.

The PHA will reference the following chart in determining the appropriate voucher size
for a family:

Voucher Size Persons in Household

(Minimum — Maximum)

0 Bedroom _ 1
1 Bedroom 1-2
2 Bedrooms 2-4
3 Bedrooms 3-6
4 Bedrooms 4-8
5 Bedrooms 6-10
© Copyright 2013 Nan McKay & Associates, Inc. Page 5-11 Adminplan 8/27/13

Unlimited copies may be made for internal use.



5-11.C. EXCEPTIONS TO SUBSIDY STANDARDS

In determining family unit size for a particular family, the PHA may grant an exception to its
established subsidy standards if the PHA determines that the exception is justified by the age,
sex, health, handicap, or relationship of family members or other personal circumstances

[24 CFR 982.402(b)(8)]. Reasons may include, but are not limited to:

¢ A need for an additional bedroom for medical equipment

e A need for a separate bedroom for reasons related to a family member’s disability, medical or
health condition

For a single person who is not elderly, disabled, or a remaining family member, an exception
cannot override the regulatory limit of a zero or one bedroom [24 CFR 982.402(b)(8)].

PHA Policy

The PHA will consider granting an exception for any of the reasons specified in the
regulation: the age, sex, health, handicap, or relationship of family members or other
personal circumstances.

The family must request any exception to the subsidy standards in writing. The request
must explain the need or justification for a larger family unit size, and must include
appropriate documentation. Requests based on health-related reasons must be verified by
a knowledgeable professional source (e.g., doctor or health professional), unless the
disability and the disability—related request for accommodation is readily apparent or
otherwise known. The family’s continued need for an additional bedroom due to special
medical equipment must be re-verified at annual reexamination.

The PHA will notify the family of its determination within 10 business days of receiving
the family’s request. If a participant family’s request is denied, the notice will inform the
family of their right to request an informal hearing.

Calculation Process. Since the family’s rent share is capped at 40 percent of monthly adjusted
income at initial occupancy when the gross rent exceeds the payment standard, the difference
between 40 percent of monthly adjusted income and 30 percent of monthly adjusted income (i.e.,
10 percent of monthly adjusted income) is subtracted from the gross rent (contract rent plus
utility allowance) to determine the adjusted gross rent. Please note that the 40 percent cap will
also be applied to families that need an exception payment standard to remain in their assisted
units.

The adjusted gross rent is divided by the FMR for the unit size to determine its percentage of the
FMR. If the adjusted gross rent is not more than 110 percent of the FMR, the PHA can review
and approve the request. If the adjusted gross rent is more than 110 percent, but not more than
120 percent of the FMR, the review and approval may be done by the field office. If the adjusted
gross rent is above 120 percent of the FMR, the request must be submitted to Headquarters. In all
cases the approved exception payment standard should equal the adjusted gross rent. An example
of the calculation process is attached.
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Documentation for Exception Payment Standard Requests. To facilitate the review for an
exception payment standard as a reasonable accommodation, the PHA should include the
following documentation in its request:

Note whether the family is an applicant or participant family.

The number of household members including a live-in aide/s.

The voucher size the family is issued under the PHA’s subsidy standards or any exception to
those standards granted through a reasonable accommodation request; e.g., as a reasonable
accommodation, a single-person family may be issued a two-bedroom voucher due to a need
to store medical equipment. ‘

The FMR for the voucher size or unit size whichever is smaller.

When either the disability or the need for the requested accommodation is not known or
readily apparent, a statement from a health care provider regarding the need for the
reasonable accommodation and the features of the unit (which may include its location)
which meet that person’s needs.

The contract rent and utility allowance for the unit.

A statement from the PHA that it has determined the rent for the unit is reasonable, and that
the unit has the feature/s required to meet the needs of the person with disabilities as noted in
the statement from the health care provider where such a statement is necessary (see E.
above).

The household’s monthly adjusted income.

Proposed effective date of the new lease or actual effective date of the lease renewal.

Application of Approved Exception Payment Standard. Exception payment standards must
remain in effect until or unless a higher exception payment standard is warranted, requested, and
subsequently approved.
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5-1II.D. VOUCHER ISSUANCE [24 CFR 982.302]

When a family is selected from the waiting list (or as a special admission as described in Chapter
4), or when a participant family wants to move to another unit, the PHA issues a Housing Choice
Voucher, form HUD-52646. This chapter deals only with voucher issuance for applicants. For
voucher issuance associated with moves of program participants, please refer to Chapter 10.

The voucher is the family’s authorization to search for housing. It specifies the unit size for
which the family qualifies, and includes both the date of voucher issuance and date of expiration.
It contains a brief description of how the program works and explains the family obligations
under the program. The voucher is evidence that the PHA has determined the family to be
eligible for the program, and that the PHA expects to have money available to subsidize the
family if the family finds an approvable unit. However, the PHA does not have any liability to
any party by the issuance of the voucher, and the voucher does not give the family any right to
participate in the PHA’s housing choice voucher program [Voucher, form HUD-52646]

A voucher can be issued to an applicant family only after the PHA has determined that the
family is eligible for the program based on verification of information received within the 60
days prior to issuance [24 CFR 982.201(e)] and after the family has attended an oral briefing
[HCV 8-1].

PHA Policy

Vouchers will be issued to eligible applicants immediately following the mandatory

briefing.

The PHA should have sufficient funds to house an applicant before issuing a voucher. If funds
are insufficient to house the family at the top of the waiting list, the PHA must wait until it has
adequate funds before it calls another family from the list [HCV GB p. 8-10].

PHA Policy

%‘ Prior to issuing any vouchers, the PHA will determine whether it has sufficient funding in
accordance with the policies in Part VIII of Chapter 16.

If the PHA determines that there is insufficient funding after a voucher has been issued, the PHA
may rescind the voucher and place the affected family back on the waiting list.
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Chapter 6
INCOME AND SUBSIDY DETERMINATIONS
[24 CFR Part 5, Subparts E and F; 24 CFR 982]
INTRODUCTION

A family’s income determines eligibility for assistance and is also used to calculate the family’s
payment and the PHA’s subsidy. The PHA will use the policies and methods described in this
chapter to ensure that only eligible families receive assistance and that no family pays more or
less than its obligation under the regulations. This chapter describes HUD regulations and PHA
policies related to these topics in three parts as follows:

e Part I: Annual Income. HUD regulations specify the sources of income to include and
exclude to arrive at a family’s annual income. These requirements and PHA policies for
calculating annual income are found in Part L.

e Part II: Adjusted Income. Once annual income has been established HUD regulations require
the PHA to subtract from annual income any of five mandatory deductions for which a
family qualifies. These requirements and PHA policies for calculating adjusted income are
found in Part II.

e Part [II: Calculating Family Share and PHA Subsidy. This part describes the statutory
formula for calculating total tenant payment (TTP), the use of utility allowances, and the
methodology for determining PHA subsidy and required family payment.
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6-1IL.D. APPLYING UTILITY ALLOWANCES [24 CFR 982.517]
Overview

A PHA-established utility allowance schedule is used in determining family share and PHA
subsidy. The PHA must use the appropriate utility allowance for the size of dwelling unit
actually leased by a family rather than the voucher unit size for which the family qualifies using
PHA subsidy standards. See Chapter 5 for information on the PHA’s subsidy standardsﬁ%

For policies on establishing and updating utility allowances, see Chapter 16.<¥;
Y/ Reasonable Accommodation

HCV program regulations require a PHA to approve a utility allowance amount higher than
shown on the PHA’s schedule if a higher allowance is needed as a reasonable accommodation
for a family member with a disability. For example, if a family member with a disability requires
such an accommodation, the PHA will approve an allowance for air-conditioning, even if the
PHA has determined that an allowance for air-conditioning generally is not needed.

The family must request the higher allowance and provide the PHA with an explanation of the
need for the reasonable accommodation and information about the amount of additional
allowance required [HCV GB, p. 18-8].

Utility Allowance Revisions
At reexamination, the PHA must use the PHA current utility allowance schedule [24 CFR
982.517(d)(2)].

PHA Policy

Revised utility allowances will be applied to a family’s rent and subsidy calculations at
the first interim or annual reexamination that is effective after the allowance is adopted.
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PART III: RECALCULATING FAMILY SHARE AND SUBSIDY AMOUNT
11-IILA. OVERVIEW

After gathering and verifying required information for an annual or interim reexamination, the
PHA must recalculate the family share of the rent and the subsidy amount, and notify the family
and owner of the changes [24 CFR 982.516(d)(2), HCV 12-6 and 12-10]. While the basic
policies that govern these calculations are provided in Chapter 6, this part lays out policies that
affect these calculations during a reexamination.

- ” (' 11-IIL.B. CHANGES IN PAYMENT STANDARDS AND UTILITY ALLOWANCES

~  In order to calculate the family share of the rent and HAP amount correctly, changes in payment
standards, subsidy standards, or utility allowances may need to be updated and included in the
PHA’s calculations.

Specific policies governing how subsidy standards, payment standards, and utility allowances are
applied are discussed below.

Payment Standards [24 CFR 982.505]

The family share of the rent and HAP calculations must use the correct payment standard for the
family, taking into consideration the family unit size, the size of unit, and the area in which the
unit is located [HCV GB, p. 12-5]. See Chapter 6 for information on how to select the
appropriate payment standard.

When the PHA changes its payment standards or the family’s situation changes, new payment
standards are applied at the following times:

o If the PHA’s payment standard amount changes during the term of the HAP contract, the date
on which the new standard is applied depends on whether the standard has increased or
decreased:

- If the payment standard amount has increased, the increased payment standard will be
applied at the first annual reexamination following the effective date of the increase in
the payment standard.

- If the payment standard amount has decreased, the decreased payment standard will be
applied at the second annual reexamination following the effective date of the decrease in
the payment standard.

e If the family moves to a new unit, or a new HAP contract is executed due to changes in the
lease (even if the family remains in place) the current payment standard applicable to the
family will be used when the new HAP contract is processed.
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Subsidy Standards [24 CFR 982.505(c)(4)]

If there is a change in the family unit size that would apply to a family during the HAP contract
term, either due to a change in family composition, or a change in the PHA’s subsidy standards
(see Chapter 5), the new family unit size must be used to determine the payment standard
amount for the family at the family’s first annual reexamination following the change in family
unit size.

Utility Allowances [24 CFR 982.517(d)]

The family share of the rent and HAP calculations must reflect any changes in the family’s utility
arrangement with the owner, or in the PHA’s utility allowance schedule [HCV GB, p. 12-5].
Chapter 16 discusses how utility allowance schedules are established.

When there are changes in the utility arrangement with the owner, the PHA must use the utility
allowances in effect at the time the new lease and HAP contract are executed.

At reexamination, the PHA must use the PHA current utility allowance schedule [24 CFR
982.517(d)(2)]-

X PHA Policy

Revised utility allowances will be applied to a family’s rent and subsidy calculations at
the first interim or annual reexamination after the allowance is adopted.

11-1TII.C. NOTIFICATION OF NEW FAMILY SHARE AND HAP AMOUNT

The PHA must notify the owner and family of any changes in the amount of the HAP payment
[HUD-52641, HAP Contract]. The notice must include the following information [HCV GB, p.
12-6]:

e The amount and effective date of the new HAP payment
e The amount and effective date of the new family share of the rent
e The amount and effective date of the new tenant rent to owner

The family must be given an opportunity for an informal hearing regarding the PHA’s
determination of their annual or adjusted income, and the use of such income to compute the
housing assistance payment [24 CFR 982.555(a)(1)(i)] (see Chapter 16).

PHA Policy

The notice to the family will include the annual and adjusted income amounts that were
used to calculate the family share of the rent and the housing assistance payment. The
notice also will state the procedures for requesting an informal hearing.

11-11LD. DISCREPANCIES

During an annual or interim reexamination, the PHA may discover that information previously
reported by the family was in error, or that the family intentionally misrepresented information.
In addition, the PHA may discover errors made by the PHA. When errors resulting in the
overpayment or underpayment of subsidy are discovered, corrections will be made in accordance
with the policies in Chapter 13.
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Chapter 16
PROGRAM ADMINISTRATION
INTRODUCTION

This chapter discusses administrative policies and practices that are relevant to the activities
covered in this plan. The policies are discussed in seven parts as described below:

Part I. Administrative Fee Reserve. This part describes the PHA’s policies with regard to
oversight of expenditures from its administrative fee reserve.

Part II: Setting Program Standards and Schedules. This part describes what payment
standards are, and how they are updated, as well as how utility allowances are established
and revised.

Part II1: Informal Reviews and Hearings. This part outlines the requirements and
procedures for informal reviews and hearings, and for informal hearings regarding
citizenship status.

Part IV: Owner or Family Debts to the PHA. This part describes policies for recovery of
monies that the PHA has overpaid on behalf of families, or to owners, and describes the
circumstances under which the PHA will offer repayment agreements to owners and
families. Also discussed are the consequences for failure to make payments in accordance
with a repayment agreement.

Part V: Section 8 Management Assessment Program (SEMAP). This part describes what
the SEMAP scores represent, how they are established, and how those scores affect a
PHA.

Part VI: Record-Keeping. All aspects of the program involve certain types of record-
keeping. This part outlines the privacy rights of applicants and participants and record
retention policies the PHA will follow.

Part VII: Reporting and Record Keeping for Children with Environmental Intervention
Blood Lead Level. This part describes the PHAs responsibilities for reporting, data
collection, and record keeping relative to children with environmental intervention blood
lead levels that are less than six years of age, and are receiving HCV assistance.

Part VIII: Determination of Insufficient Funding. This part describes the PHA’s policies
for determining if there is sufficient funding to issue vouchers, to approve moves to
higher cost units or areas, and to continue assistance for all participant families.

Part IX: Violence against Women Act (VAWA): Notification, Documentation,
Confidentiality. This part contains key terms used in VAWA and describes requirements
related to notifying families and owners about their rights and responsibilities under
VAWA; requesting documentation from victims of domestic violence, dating violence,
and stalking; and maintaining the confidentiality of information obtained from victims.
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PART II: SETTING PROGRAM STANDARDS AND SCHEDULES
16-11.A. OVERVIEW

Although many of the program’s requirements are established centrally by HUD, the HCV
program’s regulations recognize that some flexibility is required to allow the PHA to adapt the
program to local conditions. This part discusses how the PHA establishes and updates certain
schedules and standards that are used to administer the program locally. Details about how these
schedules are applied to individual families are provided in other chapters. The schedules and
standards discussed here include:

e Payment Standards, which dictate the maximum subsidy a family can receive (application of
the payment standards is discussed in Chapter 6); and

e Utility Allowances, which specify how a family’s payment should be adjusted to account for
tenant-paid utilities (application of utility allowances is discussed in Chapter 6).

PHA Policy

Copies of the payment standard and utility allowance schedules are available for review
in the PHA’s offices during normal business hours.

Families, owners, and members of the public may submit written comments on the
schedules discussed in this part, at any time, for consideration during the next revision
cycle.

The PHA will maintain documentation to support its annual review of payment standards
and utility allowance schedules. This documentation will be retained for at least 3 years.

Establishing and update the PHA passbook rate, which is used to calculate imputed income from
assets, is covered in Chapter 6 (see Section 6-1.G.).

16-11.B. PAYMENT STANDARDS [24 CFR 982.503; HCV GB, Chapter 7]

The payment standard sets the maximum subsidy payment a family can receive from the PHA
each month [24 CFR 982.505(a)]. Payment standards are based on fair market rents (FMRs)
published annually by HUD. FMRs are set at a percentile within the rent distribution of standard
quality rental housing units in each FMR area. For most jurisdictions FMRs are set at the 40th
percentile of rents in the market area.

The PHA must establish a payment standard schedule that establishes payment standard amounts
for each FMR area within the PHA’s jurisdiction, and for each unit size within each of the FMR
areas. For each unit size, the PHA may establish a single payment standard amount for the whole
FMR area, or may set different payment standards for different parts of the FMR area. Unless
HUD grants an exception, the PHA is required to establish a payment standard within a “basic
range” established by HUD — between 90 and 110 percent of the published FMR for each unit

size. u
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Updating Payment Standards

When HUD updates its FMRs, the PHA must update its payment standards if the standards are
no longer within the basic range [24 CFR 982.503(b)]. HUD may require the PHA to make
further adjustments if it determines that rent burdens for assisted families in the PHA’s
Jjurisdiction are unacceptably high 24 CFR 982.503(g)].

PHA Policy

- The PHA will review the appropriateness of the payment standards on an annual basis
when the new FMR is published, and at other times as determined necessary. In addition
to ensuring the payment standards are always within the “basic range” the PHA will
consider the following factors when determining whether an adjustment should be made
to the payment standard schedule:

Funding Availability: The PHA will review the budget to determine the impact
projected subsidy adjustments will have on funding available for the program and
the number of families served. The PHA will compare the number of families
who could be served under revised payment standard amounts with the number
assisted under current payment standard amounts.

Rent Burden of Participating Families: Rent burden will be determined by
identifying the percentage of families, for each unit size, that are paying more
than 30 percent of their monthly adjusted income as the family share. When 40
percent or more of families, for any given unit size, are paying more than 30
percent of adjusted monthly income as the family share, the PHA will consider
increasing the payment standard. In evaluating rent burdens, the PHA will not
include families renting a larger unit than their family unit size.

Quality of Units Selected: The PHA may review the quality of units selected by
participant families when making the determination of the percent of income
families are paying for housing, to ensure that payment standard increases are
only made when needed to reach the mid-range of the market.

Changes in Rent to Owner: The PHA may review a sample of the units to
determine how often owners are increasing or decreasing rents and the average
percent of increases/decreases by bedroom size.

Unit Availability: The PHA will review the availability of units for each unit
size, particularly in areas with low concentrations of poor and minority families.

Lease-up Time and Success Rate: The PHA will consider the percentage of
families that are unable to Jocate suitable housing before the voucher expires and
whether families are leaving the jurisdiction to find affordable housing.
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Changes to payment standard amounts will be effective on December 1¥ of every year
unless, based on the proposed FMRs, it appears that one or more of the PHA’s current
payment standard amounts will be outside the basic range when the final FMRs are
published. In that case, the PHAs payment standards will be effective October 1* instead
of December 1.

If the PHA has already processed reexaminations that will be effective on or after
October 1%, and the effective date of the payment standards is October 1%, the PHA will
make retroactive adjustments to any such reexaminations if the new payment standard
amount is higher than the one used by the PHA at the time the reexamination was
originally processed.

Exception Payment Standards [982.503(c)]

The PHA must request HUD approval to establish payment standards that are higher than the
basic range. At HUD’s sole discretion, HUD may approve a payment standard amount that is
higher than the basic range for a designated part of the FMR area. HUD may approve an
exception payment standard amount (in accordance with program requirements) for all units, or
for all units of a given size, leased by program families in the exception area. Any PHA with
jurisdiction in the exception area may use the HUD-approved exception payment standard
amount. The total population of all HUD-approved exception areas in an FMR area may not
include more than 50 percent of the population of the FMR area.

Unit-by-Unit Exceptions [24 CFR 982.503(c)(2)(ii), 24 CFR 982.505(d), Notice PIH 2010-26]

Unit-by-unit exceptions to the PHA’s payment standards generally are not permitted. However,
an exception may be made as a reasonable accommodation for a family that includes a person
with disabilities. (See Chapter 2 for a discussion of reasonable accommodations.) This type of
exception does not affect the PHA’s payment standard schedule.

When needed as a reasonable accommodation, the PHA may make an exception to the payment
standard without HUD approval if the exception amount does not exceed 110 percent of the
applicable FMR for the unit size [HCV GB 7-9]. The PHA may request HUD approval for an
exception to the payment standard for a particular family if the required amount falls between
110 and 120 percent of the FMR.

PHA Policy

A family that requires a reasonable accommodation may request a higher payment
standard at the time the Request for Tenancy Approval (RTA) is submitted. The family
must document the need for the exception. In order to approve an exception, or request an
exception from HUD, the PHA must determine that:

There is a shortage of affordable units that would be appropriate for the family;

The family's TTP would otherwise exceed 40 percent of adjusted monthly
income; and

The rent for the unit is reasonable.
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%: "Success Rate" Payment Standard Amounts [24 CFR 982.503(e)]

If a substantial percentage of families have difficulty finding a suitable unit, the PHA may
request a “success rate payment standard” that applies to the entire jurisdiction. If approved by
HUD, a success rate payment standard allows the PHA to set its payment standards at 90-110
percent of a higher FMR (the 50", rather than the 40" percentile FMR). To support the request,
the PHA must demonstrate that during the most recent 6-month period for which information is
available:

e Fewer than 75 percent of families who were issued vouchers became participants;

* The PHA had established payment standards for all unit sizes, and for the entire jurisdiction,
at 110 percent of the published FMR; and

* The PHA had a policy of allowing voucher holders who made sustained efforts to locate
units at least 90 days to search for a unit.

Although HUD approves the success rate payment standard for all unit sizes in the FMR area,
the PHA may choose to adjust the payment standard for only some unit sizes in all, or a
designated part, of the PHA’s jurisdiction within the FMR area.

Decreases in the Payment Standard below the Basic Range [24 CFR 982.503(d)]

The PHA must request HUD approval to establish a payment standard amount that is lower than
the basic range. At HUD’s sole discretion, HUD may approve establishment of a payment
standard lower than the basic range. HUD will not approve a lower payment standard if the
family share for more than 40 percent of program participants exceeds 30 percent of adjusted
monthly income.
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16-11.C. UTILITY ALLOWANCES [24 CFR 982.517]

A PHA-established utility allowance schedule is used in determining family share and PHA
subsidy. The PHA must maintain a utility allowance schedule for (1) all tenant-paid utilities, (2)
the cost of tenant-supplied refrigerators and ranges, and (3) other tenant-paid housing services
such as trash collection.

The utility allowance schedule must be determined based on the typical cost of utilities and
services paid by energy-conservative households that occupy housing of similar size and type in
the same locality. In developing the schedule, the PHA must use normal patterns of consumption
for the community as a whole, and current utility rates.

The utility allowance must include the utilities and services that are necessary in the locality to
provide housing that complies with housing quality standards. Costs for telephone, cable/satellite
television, and internet services are not included in the utility allowance schedule.

In the utility allowance schedule, the PHA must classify utilities and other housing services
according to the following general categories: space heating; air conditioning; cooking; water
heating; water; sewer; trash collection; other electric; cost of tenant-supplied refrigerator; cost of
tenant-supplied range; and other specified housing services.

The cost of each utility and housing service must be stated separately by unit size and type.
Chapter 18 of the HCV Guidebook provides detailed guidance to the PHA about establishing
utility allowance schedules.

Air Conditioning

An allowance for air-conditioning must be provided when the majority of housing units in the
market have central air-conditioning or are wired for tenant-installed air conditioners.

PHA Policy

The PHA has included an allowance for air-conditioning in its schedule. Central air-
conditioning or a portable air conditioner must be present in a unit before the PHA will
apply this allowance to a family’s rent and subsidy calculations.

Reasonable Accommodation

HCV program regulations require a PHA to approve a utility allowance amount higher than
shown on the PHA’s schedule if a higher allowance is needed as a reasonable accommodation
for a family member with a disability. For example, if a family member with a disability requires
such an accommodation, the PHA will approve an allowance for air-conditioning, even if the
PHA has determined that an allowance for air-conditioning generally is not needed (See Chapter
2 for policies regarding the request and approval of reasonable accommodations).
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Utility Allewance Revisions

The PHA must review its schedule of utility allowances each year, and must revise the schedule
if there has been a change of 10 percent or more in any utility rate since the last time the
allowance for that utility was revised.

The PHA must maintain information supporting its annual review of utility allowance and any
revisions made in its utility allowance schedule.

Policy
The PHA’s methodology is shown in greater detail in Exhibit 16-3.
) I
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16-V.C. SEMAP INDICATORS [24 CFR 985.3 and form HUD-52648]

The table below lists each of the SEMAP indicators, contains a description of each indicator, and
explains the basis for points awarded under each indicator.

A PHA that expends less than $300,000 in Federal awards and whose Section 8 programs are not
audited by an independent auditor, is not be rated under SEMAP indicators 1-7.

SEMAP Indicators

Indicator 1: Selection from the waiting list

Maximum Score: 15

o This indicator shows whether the PHA has written policies in its administrative plan for
selecting applicants from the waiting list and whether the PHA follows these policies
when selecting applicants for admission from the waiting list.

e Points are based on the percent of families that are selected from the waiting list in
accordance with the PHA’s written policies, according to the PHA’s quality control
sample.

Indicator 2: Rent reasonableness
Maximum Score: 20
e This indicator shows whether the PHA has and implements a reasonable written method
to determine and document for each unit leased that the rent to owner is reasonable
based on current rents for comparable unassisted units
e Points are based on the percent of units for which the PHA follows its written method to
determine reasonable rent and has documented its determination that the rent to owner is
reasonable, according to the PHA’s quality control sample.

Indicator 3: Determination of adjusted income
Maximum Score: 20
e This indicator measures whether the PHA verifies and correctly determines adjusted
income for each assisted family, and where applicable, uses the appropriate utility
allowances for the unit leased in determining the gross rent.
e Points are based on the percent of files that are calculated and verified correctly,
according to the PHA’s quality control sample.

Indicator 4: Utility allowance schedule
Maximum Score: §
e This indicator shows whether the PHA maintains an up-to-date utility allowance
schedule.
e Points are based on whether the PHA has reviewed the utility allowance schedule and
adjusted it when required, according to the PHA’s certification.
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EXHIBIT 16-3: UTILITY ALLOWANCE SCHEDULE METHODOLOGY

UTILITY ALLOWANCE AND UTILITY REIMBURSEMENT PAYMENTS
[24 CFR 982.517]

The utility allowance is intended to help defray the cost of utilities not included in the rent and is
subtracted from Total Tenant Payment to establish the family’s rent to the landlord. The
allowances are based on actual rates and average consumption studies, not on a family’s actual
consumption. The Housing Commission (HC) will review the utility allowance schedule on an
annual basis and revise it if needed. The approved utility allowance schedule is given to families
along with their Voucher. The utility allowance to be applied will be based on the actual voucher
size (subsidy standard) issued to the family. By request of the family, the PHA must approve a
utility allowance that is higher than the applicable utility schedule if a higher utility allowance is
needed as a reasonable accommodation to make the HCV program accessible.

Where families must provide their own range and refrigerator, the HC will provide an allowance
adequate for the family to purchase or rent a range or refrigerator, even if the family already
owns either appliance. Allowances for ranges and refrigerators will be based on the lesser of the
cost of leasing or purchasing the appropriate appliance on an installment plan (usually
considered to be 5 years).

Where the utility allowance exceeds the family’s Total Tenant Payment, the HC will provide a
utility reimbursement payment for the family each month. The check will be made out directly to
the tenant. In the event the tenant has been having difficulty paying a utility on time (as
documented by the landlord or utility company), the HC, may, with 30 days written notice to the
tenant, issue utility reimbursement checks directly to the utility.

REVISIONS OF UTILITY ALLOWANCE SCHEDULE

The HC must review its schedule of utility allowances each year, and must revise its allowance
for a utility category if there has been a change of 10 percent or more in the utility rate since the
last time the utility allowance schedule was revised. It is important that the HC consider
adjusting the utility schedule if the combined change in rates for all utilities would result in an
increase (or decrease) for tenant utility cost by 10 percent or more, even if no individual rate
changes by 10 percent. The HC’s annual review will also include a review of the last four years
of utility rates. The HC will consider revising allowances if individual rates have changed by 10
percent or more over the most recent four-year period. If rates in any one category change by 10
percent over a four-year period and the HC chooses not to adjust allowances, the HC shall
clearly document the decision not to change the allowance(s) (ie. related allowances have in fact
been changed once or more than once over the past four years). The HC must maintain
information supporting its annual review of utility allowances and any revisions made in its
utility allowance schedule.

© Copyright 2013 Nan McKay & Associates, Inc. Page 16-62 Adminplan 8/21/13
Unlimited copies may be made for internal use. ‘



CALCULATING UTILITY ALLOWANCES

HUD gives HCs wide latitude in how they develop utility allowances for their Section 8 assisted
families. The HC will use the following methodology for establishing and/or revising the Section
8 Schedule of utility allowances.

» Engineering-Based Methodology. Allowances are based on engineering calculations,
standardized consumption tables, and/or in-house information.

9& Third-Party Utility Analysis
It is important for the HC to update their Utility Schedules to comply with HUD regulations and
meet SEMAP Performance Indicator #4. The HC will contract with a third-party (contractor) to
complete a utility analysis. The third-party must establish a database of units to predict an
average utility consumption (energy, water and sewage) analysis model. The model must, at a
minimum, take into account specific factors including, but not limited to, unit size, building
orientation, design and materials, mechanical systems, appliances, and characteristics of the
building location. The contractor must contact the local utility companies directly and conduct a
survey of rates, including adjustment factors and taxes. The contractor must determine the
AHDD (Average Heating Degree Days) factor within the HC location, which predicts local
weather patterns and fuel consumption and determine the average price of propane and oil. The
data is then applied to a consumption database, then test results against sample bills to ensure
accuracy. The contract shall supply a minimum the following:

e Accurate Utility Allowance Schedules (HUD-52667) for all Section 8 Unit Types:
o Mobile Home

High Rise

Row House/Garden Apartment

Older Home Converted/Mixed Use

Two/Three Family Home/Duplex

Single Family Detached

0 0 O 0 O

Consumption Summary Report
Rate-Consumption Report

Utility Rate Data

One-Page Summary of All Utility Schedules
Ability to Mark “Yes” to SEMAP Indicator 4
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Local Housing Commission

When establishing a utility allowance schedule, the HC should make every effort to base the
allowances on actual rates and average consumption estimates that will be adequate to cover
expected average utility costs over a twelve month period. (Like the “budget plans” available
through many local utility companies, the allowances are based on an estimated full year of
usage divided equally over 12 months, although the family’s actual usage may fluctuate from
month to month.) Information regarding typical utility usage and the cost of utilities and services
is generally available through the following local sources:

Electric utility suppliers

Natural gas utility suppliers

Water and sewer suppliers

Fuel oil and bottled gas suppliers

Public utility commissions

Real estate and property management firms
State and local agencies

Appliance sales and leasing firms
Neighboring HCs

Guidance for Calculation of Utility Rate Schedules

The cost of gas and electricity generally varies according to the amounts consumed, as shown on
the utility suppliers’ rate schedules. For this reason, it may not be possible to accurately calculate
the cost for a utility in any one-service category until the usage of that utility for all service
categories is known. For example, a unit with electric heating may qualify for a lower “all-
electric” rate if electricity is also used for cooking, lighting, refrigeration, and domestic hot
water. Rates for gas usage may decline with the volume of gas used, resulting in a lower cost for
gas used for heating, cooking, and domestic hot water than for each use considered separately.

For convenience in calculating the utility allowances for any combination of utilities, the HC will
use the higher rates. Allowances for electric cooking, water heating, and space heating shall be
calculated using the lower rates at the middle or bottom of the company’s rate schedule.

Guidance for establishing allowances for: Ranges and Refrigerators

If rental units in the HC’s jurisdiction are typically leased without owner-provided ranges and/or
refrigerators, an allowance must be made for the cost to the family of providing its own.

Allowances for tenant-provided ranges and refrigerators will be based on the lower of the cost of
leasing the equipment or the cost of purchasing it on an installment plan.

Guidance for establishing allowances for: Other Utilities and Services
The utility allowance schedule shall also provide allowances for all other utilities and services, in
the HC’s locality, for which the tenant is typically responsible, and which are required for
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compliance with HQS. Examples would be firewood used as a primary heating fuel, or the
required annual flushing of a septic tank in an area without public sewers.

Reviewing and Revising Utility Allowances

The HC must review its utility allowance schedule annually, and must revise its allowances at
other times when there has been a change of 10 percent or more in the utility rates or fuel costs
since the last revision of the schedule. To conduct a utility allowance review, the HC must obtain
new rate schedules or quotes from utility and fuel suppliers. These new rates should be compared
with the rates previously used to calculate the last revision to the utility allowance schedule to
determine whether an adjustment is needed.

Determining When a Revision to the Utility Allowance Schedule is Required

The Anywhere Housing Commission is conducting its FY 2000 annual review of utility rates in
its locality. Data on heating oil prices for the last three years are as follows:

Average Price per Gallon  Utility Allowance Revised?

FY 1997 $0.77 YES
FY 1998 $0.82 NO
FY 1999 $0.84 NO
FY 2000 $0.85 ?

Based on the increase in oil prices of more than 10 percent since FY 1997, the utility allowances

for oil should be increased.
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