7610.1 REV-4
CHAPTER 3. DELI VERY OF COUNSELI NG

3-1 Basi ¢ Requirenents. HUD requires the follow ng basic general services
for each client served by a HUD approved housi ng counsel i ng agency.
Par agr aph 3-2 el aborates each of these itens.

Al though affiliates and branches of national, regional, and nmulti-
St ate agencies do not subnit individual applications for HUD
approval, those affiliates and branches nust conformto the
requirenents in this chapter. HUD expects the parent entity to
assure conpliance by its branches or affiliates.

A An intake or screening interview conducted by a COUNSELOR

B. Housi ng counsel i ng* that enables a client* to nmake i nforned and
reasonabl e deci sions to achieve their housing goal * by neeting
their housi ng need* or resolving their housing problent by using
all available resources. See para. 1-6 for definitions of the
starred (*) terns.

C. Referrals to local, State, and federal resources.

D. Fol | ow-up conmuni cation with the client to assure that the
client is progressing toward his or her housing goal or that the
agency should nodify or term nate counseling.

3-2 Screeni ng I nterview conducted by a COUNSELOR

A Purpose. The interview enables the counselor to:

1. otain information fromthe client that enabl es the agency to
identify the client's housing need or housing problem

2. Determine if the agency's resources can assist the client to
nmeet the need or resolve the problem

3. Design a counseling plan in relation to the need or problem
4. Learn whether the client is willing, with the assistance of
counseling, to assune his or her responsibilities under a
mutual |y acceptable plan for neeting the need or resolving the
probl em
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5. Initiate counseling or, at a minimum refer the client to a
community agency that mght be able to assist the client

B. Setting. The interview nust be face-to-face unless it woul d work
a hardship on the client. Under those conditions, a docunented
tel ephone interviewis acceptable.

C. Per sonne
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1. Only a housing counselor may performthe screening interview

2. A receptionist or other non-counseling staff nmenber may obtain
and record certain intake information froma potential client
in preparation for the screening interview by the counsel or
This may include such itens as nane, address, tel ephone
nunber, etc., but no financial, enploynent, or fanily
information. Obtaining this intake information nust be done
under conditions that assure privacy for the potential client
and confidentiality of the information.

Docurent ation. During the interview the counsel or obtains and
records enough information to identify the housing need or problem
of the potential client and determine if the agency will take the
client into its workload. The counsel or may use Form HUD 9921
Housi ng Counseling Activity and Unit Log, or an agency formthat
records at least the itenms on HUD-9921. (The "Unit Clainmt data is
for HUD counseling grants for 1994 and earlier years. Non-grantee
agencies omt an entry in the "Unit Cainf box. See Appendix 15.)

Counseling Plan. After the screening interview, the counselor
prepares a counseling plan. The plan tells what the agency will do
and what the client will do to neet his or her housing goal

Client File. The agency nust set up a separate file folder for
each client. Chapter 4 lists the docunents required for the
f ol der.

Areas of Counseling. HUD expects an approved housi ng counsel i ng agency
to deliver conprehensive housing counseling or whatever conponents of
conpr ehensi ve housi ng counseling services are needed in the conmmunity
the agency identified in its application as the agency's target service
ar ea.
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A

HUD Prograns. The agency's counselors nust have an up-to-date
wor ki ng knowl edge of HUD single-famly and nultifanily housing
progranms. This includes but is not |limted to prograns under
Public and I ndi an Housing, Section 203(K) Rehabilitation Home
Mort gage | nsurance, others adm nistered by Community Pl anni ng and
Devel opnment, and the rights as well as the responsibilities of
consuners assisted under the prograns. These HUD handbooks cover
t hose areas.

1. 1378.0 Relocation and Real Properties Acquisition

Handbook
2. 4235.1 Hone Equity Conversion Mrtgages
3. 4240.4 Rehabilitation Home Mbrtgage |nsurance
4. 4330.1 Admnistration of Insured Hone Mortgages
5. 4330.2 Mrtgage Assignment Processing
6. 4335.1 Procedures for Servicing secretary-held

Mor t gages



7. 4335.2 Secretary-held Servicing Handbook

8. 7420.7 Public Housing Agency Adninistrative
Practice for the Section 8 Existing
Housi ng Program (except Section 4-5.d.1
Chapters 5 and 8)

9. 7465.2 Public Housing Cccupancy Audit Handbook

REV- 2

10. 7465.3 Public and Indian Housi ng Cccupancy
Reporti ng Handbook

B. Conpr ehensi ve Housi ng Counseling. These services include advice
and assi stance under the foll ow ng conponents.

1. Pre-occupancy

a. Cener al

The foll owi ng conmponents apply to pre-purchase

and pre-rental counseling.

(1) Housi ng Sel ection

(2) Fai r Housi ng Laws

(3) Qual i fying for HUD subsidies
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(4) Budgeting for Mrtgage Paynents and Rent Paynents

(5) Money Managenent

(6) Housi ng Care and Mai nt enance

(7) Referrals to Comunity Resources

b. Pre-purchase. The follow ng conponents apply only to

clients who want to buy their housing.

(1

(2)
(3)
(4)
(5)
(6)

C. Pre-rent al

HUD- nor t gage i nsurance and assi stance prograns,
including interest subsidy prograns

How to apply for a HUD-i nsured nortgage

Purchase procedures, including closing costs

Al ternatives for financing the purchase

Real estate terns

Ri ghts and responsibilities of persons who own
single-fam |y housing--includi ng cooperatives and

condoni ni uns.

The foll owi ng conponents apply only to

clients who want to rent their housing.



2.

07/ 95

7610.1 REV-4

(1) HUD rental prograns, including rent subsidy

pr ogr ans
(2) How to apply for occupancy and rent subsidies
(3) Ri ghts and responsibilities of tenants

(4) Lease and rental agreements

(5) Landl ord-tenant | egislation

(6) Evi ctions and gri evances

Mort gage Default and Rent Del i nquency

General. The follow ng conponents apply to nortgage
default and rent delinquency.

3-4
(1) Identification of the cause(s) of the default or
del i nquency
(2) Client's notivation, resources, and ability to
resol ve the default or delinquency
(3) Arrangi ng reinstatenent plans, including working

with the client's creditors

(4) Subsi dy recertifications

(5) Budgeti ng when in default or delinquent
(6) Mbney Managenent

(7) Referrals to other resources

(8) Locating alternative housing

Mort gage Default. HUD considers this type of counseling to
be critical in achieving its goals and the goals of the

i ndi vidual nortgagor. It includes but is not limted to the
fol |l owi ng conponents.

(1) Determ nati on of the amount and extent of the
def aul t

A nortgage "is considered in default when the
nortgagor fails to performunder any covenant of
the nmortgage, including the covenant to pay, and
the failure continues for 30 days." (Al nonths
are consi dered as having 30 days.) See HUD
Handbook 4330.1, Chapter 7, Page 49.

(2) Identification of the cause of the default
(3) Det erminati on of whether the mortgagor, with the

assi stance of the counseling agency, might bring
the account current within a tinme period and
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3. Post-Cccupancy.
renters.

a.

b.

(4)

(5)

(6)

(7

(8)
(9)
(10)

(11)

(12)

paynent plan acceptable to the nortgagee

Wor ki ng out repayment plans with the nortgagor's
other creditors

07/ 95

Fol | ow-up counseling with the nortgagor on an as-
needed basis until the default is corrected or
the nortgagee conpletes foreclosure and the
client has found alternate housing

If the nortgagee decides to foreclose, determ ne
if the nortgagor is eligible for HUD s assi gnnent
program and, if so, counseling the nortgagor

t hrough the assignment process and for as |long as
the nmortgagor remains in default after assignnent
of the nortgage to HUD

HUD- requi red nortgage relief provisions provided
by nortgagees

Mor t gagee- hel d escrow funds

For ecl osure

Al'ternatives to forecl osure

(a) sale of the property

(b) deed-in-lieu

(c) pre-foreclosure sale program
Mort gage Rate Reduction Program

Honme Equity Conversi on Mrtgage Program ( HECM

Rent Del i nquency. The follow ng conponents apply only to
rent del i nquency counseli ng.

(1)
(2)
(3)
(4)

Rent relief
Renter's and landlord's rights
Deposits and their use or recovery

Evi ction procedures

The foll owi ng conponents apply to honeowners and

Rel ati ons wi th nortgagees and | andl ords

Escrow funds
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Recertifications for HUD subsidi es

Gi evances

Shar ed housi ng

Honme Equity Conversion Mrtgage (HECM (See para. 1-1G)

(1)

(2)

The HECM program provi des for reverse equity

nmort gages. The programis, by necessity,
technically conplicated and involves a senior
citizen popul ation. Those two factors dictate the
met hod by which HUD and its approved housi ng
counsel i ng agenci es deliver HECM counseling set
forth in two HUD handbooks:

(a) 7610.1 REV-3 (6/93), Housing Counseling
Program

i. Para. 2 on page 1-4
ii. Para. e on page 3-7

(b) 4235.1, Hone Equity Conversion Mrtgages,
Chapter 3

One- on- One Counsel i ng Requi renent. HECM
counseling is primarily a "one-on-one" activity
bet ween the counselor and the client (See the
Chapter 3 of Handbook 4235.1.). Aclient, as
defined in para. 1-6 on page 1-6 of this
handbook, consists of the individual or

i ndi vi dual s who seek the counseling. The client
m ght be one person who owns the property or two
or nore persons who own the property or otherw se
have an advocacy interest in a HECM nort gage
Persons with advocacy interest mght, as
exanpl es, be non-nortgagor nenbers of the
nmortgagor's famly, the nortgagor's attorney, a
friend or friends of the nortgagor, or staff from
a HUD- approved housi ng counsel i ng agency.
Advocacy interest DOES NOT include a
representative of the lending entity.
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A HUD- APPROVED HOUSI NG COUNSELI NG AGENCY MAY | SSUE THE
REQUI RED CERTI FI CATE OF COUNSELI NG ONLY AFTER THE CLI ENT
RECEI VES THI S ONE- ON- ONE COUNSELI NG (HUD wi Il NOT grant
exceptions to this requirenent.)



(3)

(4)

(5)
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Group Counseling. A HUD approved housing
counsel i ng agency may use group counseling to

i npart general HECM programinformation to
potential clients for one- on-one counseling.
The agency MJUST NOT use group counseling to dea
with individual client needs that require
confidentiality and prudent use of private

i nformati on. The agency MJST NOT issue the
certificate to a person who attends only a group
counsel i ng sessi on.

Issuing the Certificate of Counseling. The
counsel i ng agency's issuing of a certificate of
counseling attests ONLY to the fact that the
client attended the required counseling. |ssuing
a certificate does NOT indicate whether the
counsel i ng agency reconmends or does not
recomrend the client for a Home Equity Conversion
Mort gage. A counseling agency MJST NOT wit hhol d
a certificate froma client who, in the judgnent
of the agency, should not receive a hone equity
conversion nortgage. |If the client attends the
counsel i ng, the agency MJST issue the
certificate.

HUD- appr oved housi ng counsel i ng agenci es t hat
provi de HECM counseling MJST, in conpliance wth
the Code of Federal Regulations (24 CFR Part 206-
Home Equity Conversion Mrtgage |nsurance,

par agr aph 206. 41, Counseling) provide the
fol | owi ng housi ng counsel i ng services.

i. Options other than a home equity conversion
nmort gage, including a nortgage insured under
Section 206 of the CFR, that are available to
the nortgagor, including other housing,
soci al service, health, and financial
opti ons;
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ii. Oher home equity conversion options that are
or may becone avail able to the nortgagor
such as sal e-1 easeback financing, deferred
payment | oans, and property tax deferrals,
and benefits under a State hone equity
conversi on programn

iii. The financial inplications of entering into

a hone equity conversion nortgage including a
nort gage insured under Section 206 of the
CFR,

iv. A disclosure that a hone equity conversion
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nort gage under Section 206 of the CFR nmay
have tax consequences, affect eligibility for
assi stance under Federal and State prograns,
and have an inpact on the estate and heirs of
t he honeowner;

V. Any other information the Secretary may
require; and

vi. Provide the honeowner/nortgagor with a letter
certifying that the nortgagor recei ved HECM
counseling. It is the nortgagor's
responsibility to provide the nortgagee with
a copy of the certifying letter.

Hone | nprovenent and Rehabilitation

a. Section 203(K), Rehabilitation Hone Mortgage | nsurance
b. HUD s Title | hone inprovenent |oan program
c. HUD s Conmunity Devel opnent Bl ock Grant (CDBG |ocally-
devel oped rehabilitation program
d. Loan and grant application process
e. Housi ng codes and enforcenent procedures
f. Bi ds and contracts
g. I nspection of work and paynents to contractors
h. Liabilities to subcontractors
07/ 95
i Non- per f or mance by contractor
Di spl acenent and Rel ocation. These conponents relate to
occupant di splacenent and the need for rel ocation due to
activities by or on behalf of the federal governnent.
a. Ri ghts of owners faced with displacenent
b. Ri ghts and responsibilities of the entity causing the

di spl acenent
C. Rel ocati on benefits
d. Locating al ternate housing
Pre-Forecl osure Sale. Consult with the Director of Single
Family Housing in the HUD Field Ofice regardi ng program

i npl ementation and gui delines. See Appendix 17. Agencies nay
obtain fromthe local HUD office a copy of HUD s Mortgagee



Letter 94-45, "HUD s Nationw de PRE- FORECLOSURE SALE (PFS)
Procedure.”

C. Money Management. Al nost every housing need and probl em brought to
a counseling agency requires at |least a review of how the client
nmanages his or her noney. Wthout this financial analysis, no
matter how basic, the counsel or cannot adequately advise the
client. Depending upon whether the client is or seeks to be a
renter or honeowner, counseling in this area mght include any or
all of the follow ng components.

1. Review of client's income and expenses

2. Determnation of how the client spends noney (Does he or can
he save? Does she spend beyond her income? Does he make
prudent use of credit? Do her spending habits fit better into
renting or owning? Etc.)

3. Creating a budget suitable to the housing the client can
af ford.

4. Review of interest rates at the tine the client wants to
pur chase housi ng

5. Use and cost of credit

6. Shopping for a |loan to purchase housing
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7. FEffect of property taxes and nortgage interest on income
t axes--cash fl ow

8. Hormeowner's insurance covering property and liability
9. Down paynents and rent escrow
10. Bankruptcy

D. Debt Managenent or Liquidation. Negotiating paynment plans with
creditors, handling the client's noney, and maki ng paynent to the
creditors for the client are usually done under a client-counsel or
contract. The contract governs the service provided by the
counsel or and the obligations of the client to the agency. Agencies
that provide this service nust assure HUD in witing that they
comply with all State and local |aws, including agency bondi ng,
that govern these services. See assurances in Appendi x 1.

3-4 Referrals to Comunity Resources. Applicant agencies nmust have
establ i shed working relationships with private and public service
agencies that could assist clients. The counseling agency must assure
that these conmunity resources are providing hel pful services to the
counsel i ng agency's clients.

3-5 Term nation of Counseling. The counseling agency nust docunent every
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term nation of counseling. Termi nation occurs or nay occur under
t hese conditions.

Client neets his or her housing need or resolves the housing
probl em

Agency determ nes that further counseling will not neet the
client's housing need or resolve the client's housing probl em

Client terminates counseling
Client does not follow the agreed-upon counseling plan

Client fails to appear for counseling appointments

any of
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