
 
 
 
 

 
 
 
 
 

SPECIAL CLAIMS 

PROCESSING GUIDE 
 
 
 
 

June 2006 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
U. S. Department of Housing  
and Urban Development  
Office of Multifamily Housing 

 
 

 
 
 
The information collection requirements contained in this Guide have been approved by the Office of 
Management and Budget (OMB) under the Paperwork Reduction Act of 1995 (44 U.S.C. 3501-3520) and 
assigned OMB control number 2502-0182.  In accordance with the Paperwork Reduction Act of 1995, an 
agency may not conduct or sponsor, and a person is not required to respond to, a collection of information 
unless the collection displays a valid control number. 



 
 

TABLE OF CONTENTS 
  

CHAPTER 1. GENERAL INFORMATION 
 
1-1  PURPOSE …………………………………………………………………….
 1 
1-2  PROCESSING RESPONSIBILITY…………………………………………...
 1 
1-3  APPLICABILITY……………………………………………………………...
 1 
1-4  OWNER/AGENT CLAIM SUBMISSION REQUIREMENTS……………….
 2 
1-5  OWNER/AGENT CLAIM PROCESS…………………………………………       
3 
1-6  HUD OR CA CLAIM REVIEW PROCESS……………………………………
 4 
1-7  RETAINING COPIES OF CLAIMS……………………………………………
 6  
 
 
CHAPTER 2.  SPECIAL CLAIMS FOR  VACANCY LOSS DURING RENT-UP 
 
2-1  CONCEPT……………………………………………………………………..
 7 
2-2  ELIGIBILITY REQUIREMENTS……………………………………………..

 7 
2-3 OWNER/AGENT CLAIM SUBMISSION REQUIREMENTS……………….

 7 
2-4 OWNER/AGENT CLAIM TIMELINES………………………………………

 9 
2-5 HUD FIELD OFFICE CLAIM REVIEW PROCESS………………………….

 9 
 
 
CHAPTER 3. SPECIAL CLAIMS FOR VACANCY LOSS AFTER RENT-UP  
                          (REGULAR VACANCY) 
  
3-1  CONCEPT……………………………………………………………………..
 11 
3-2 ELIGIBILITY REQUIREMENTS…………………………………………….

 11 
3-3 OWNER/AGENT CLAIM SUBMISSION REQUIREMENTS………………

 12 



3-4 OWNER/AGENT CLAIM TIMELINES……………………………………..
 15 

3-5 HUD OR CA CLAIM REVIEW PROCESS…………………………………
 15 

 
 
CHAPTER 4. SPECIAL CLAIMS FOR DEBT SERVICE VACANCY PAYMENTS 
 
4-1  CONCEPT…………………………………………………………………….
 17 
4-2 ELIGIBILITY REQUIREMENTS…………………………………………….
 17 
4-3 OWNER/AGENT CLAIM SUBMISSION REQUIREMENTS………………
 18 
4-4 OWNER/AGENT CLAIM TIMELINES……………………………………..
 20 
4-5 HUD FIELD OFFICE CLAIM REVIEW PROCESS…………………………
 20 
 
 
 
 
 
CHAPTER 5. SPECIAL CLAIMS FOR UNPAID RENT, TENANT DAMAGES, 
AND  
                        OTHER CHARGES 
 
5-1 CONCEPT……………………………………………………………………….

 22 
5-2 ELIGIBILITY REQUIREMENTS………………………………………………

 22 
5-3 OWNER/AGENT CLAIM SUBMISSION REQUIREMENTS………………..

 25 
5-4 OWNER/AGENT CLAIM TIMELINES……………………………………….

 27 
5-5 HUD OR CA CLAIM REVIEW PROCESS……………………………………      

28 
5-6 REIMBURSEMENT OF FUNDS………………………………………………

 29 
 
 
APPENDICES 
 
Appendix 1A   Form HUD-52670 - Housing Owner’s Certification and Application 

 for Housing Assistance Payments 



Appendix 1B   Form HUD-52670-A, Part 1 - Schedule of Tenant Assistance  
Payments Due 

Appendix 1C   Form HUD-52670-A, Part 2 -  Special Claims Schedule 
Appendix 2A Form HUD-52671-B - Special Claims for Vacancies During Rent-up 
Appendix 2B Sample Checklist - Special Claims for Vacancies During Rent-up 
Appendix 2C   Suggested Waiting List Guidelines 
Appendix 3A   Form HUD-52671-C - Special Claims for Regular Vacancies 
Appendix 3B Sample Checklist - Special Claims for Regular Vacancies 
Appendix 3C Sample Vacancy Reconditioning Log 
Appendix 4A Form HUD-52671-D - Special Claims for Debt Service 
Appendix 4B Sample Checklist - Special Claims for Debt Service Claims 
Appendix 5A Form HUD-52671-A - Special Claims for Unpaid Rent/Damages 
Appendix 5B Sample Checklist - Special Claims for Unpaid Rent/Damages 
Appendix 5C Examples of Tenant Damages versus “Normal Wear and Tear” 
Appendix 5D   Sample Life Expectancy Chart 
 
 
 
 
 
 
 
 
 
 


