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Speci al Attention of:

Directors, Ofice of Housing

Directors, Single Fam |y Division

Chi ef s, Asset Managenent and Disposition Division
Housi ng Counsel i ng Program

Covernment Techni cal Representatives

Cover nment Techni cal Monitors

Transmittal for Handbook No.: 7610.1 REV-4 CHG 2

| ssued: Cctober 21, 2004
1. This Transnits

Revi si on-4 CHG 2 of Housi ng Counsel i ng Program Handbook 7610.1
2. Expl anation:

This revision clarifies Departnental policy regardi ng equa
participation and hiring protections for faith-based
organi zati ons.

The following revision is incorporated in Chapter 1-2:
Paragraph A. The follow ng paragraph has been added:

It is executive branch policy that, within the franmework of
constitutional church-state guidelines, faith-based organi zations
shoul d be able to conmpete on an equal footing with other
organi zations for federal funding. Accordingly, organizations
that are faith-based are eligible, on the sane basis as any
ot her organization, to participate in HUD s prograns
and activities. Neither the federal governnent nor a state or
| ocal governnent receiving funds under a HUD program
or activity shall discrimnate against an organi zati on on the basis
of the organi zation's religious character or
affiliation. HUD supports the participation of faith-based organi zations
in its prograrnms.

The following revision is incorporated in Chapter 5-1
Paragraph D. The follow ng paragraph has been added:
A faith-based organization's federal statutory exenption from
enpl oynent discrinination on the basis of religion
is found at Section 702(a) of the Cvil R ghts Act of 1964 (42
U S.C. 2000e-1(a)) and is not forfeited when the
organi zati on recei ves HUD fundi ng.
3. Filing Instructions:
Renmpve: I nsert:
page 1-5, dated 07/95 page 1-5, dated 10/ 04

page 1-5 a, dated 10/04
page 1-6, dated 10/04



page 5-1, dated 07/95 page 5-1, dated 10/04
page 5-1 a, dated 10/04
page 5-2, dated 10/04

John C. Wi cher
Assi stant Secretary for Housing-
Federal Housi ng Conmi ssi oner
Di stribution: W3-1,
Form HUD- 23 (9/81)
U. S. Departnment of Housing and Urban Devel opnent

HOUSI NG

Speci al Attention of: Transmittal for Handbook No.: 7610.1 REV-4
Directors, Ofice of Housing CHG 1
Directors, Single Famly Division | ssued: Cctober 27, 1997

Chi ef s, Asset Managenent Branch
Housi ng Counsel i ng Program
CGovernment Techni cal Representatives
Gover nnment Techni cal Mnitors

1. This Transmits Revision-4 CHG 1 of Housi ng Counseling
Pr ogr am Handbook 7610. 1

2. Expl anati on:

This revision allows a HUD approved housi ng counseling

nati onal intermediary organi zation to purchase and
rehabilitate single famly properties, and rent and
subsequently sell such properties to hone buyers it has
counsel ed, provided there is separate supervisory staff and
budget operations for the counseling programand the home
rehabilitation and sales effort.

The followi ng revision is incorporated in Chapter 5-2

Paragraph E5. The follow ng statenent has been added:
(Where national, regional and nmulti-state agencies enpl oy
housi ng counselors as well as staff to rehabilitate and sel
housi ng, and providing there is:

0 A separate supervisory staff and budget for each
operation and;

0 The agency gives a witten disclosure to its
counseling programclient stating that it owns
property, and that the client is under no
obligation to purchase or rent a property fromthe
agency;

this standard will not be applicable.);



3. Filing Instructions:
Renmpve: I nsert:
Page 5-2, dated 7/95 Page 5-2, dated 10/97

Assi stant Secretary for Housing-
Federal Housi ng Conmi ssi oner

Distribution: W3-1
U. S. Department of Housing and Urban Devel opnent

HOUSI NG
O fice of Housing

Special Attention of: Transmittal for Handbook No.: 7610.1
REV- 4
Directors, Ofice of Housing | ssued: August 9, 1995

Directors, Single Family Division
Chi ef s, Loan Managenent Branch

Housi ng Counsel i ng Program
CGovernment Techni cal Representatives

1. This Transnmits Revision 4 of Housing Counseling Program
Handbook 7610. 1.

2. Instructions and Background Information. This revised handbook
(REV-4) replaces Housing Counsel i ng Handbook 7610.1 REV-3
i ssued 6/93.

a. Discard all copies of Revision 3.

b. Wthin twenty working days of your receipt of a supply of
7610.1 REV-4, distribute a copy of REV-4 and this

Transmittal to:
(1) vyour staff who handl e the housing counseling
program includi ng each Governnent Techni cal
Representative (GIR) and Governnent Techni cal
Monitor (GIM for housing counseling grants, and

(2) all of your HUD approved housi ng counseling agencies
that you approve after Cctober 1, 1995.

Headquarters will arrange for distribution to
agenci es approved on or before June 30, 1995.

c. 7610.1 REV-4 contains the revisions described in
par agr aphs 3 through 18 bel ow.

The fol |l owi ng paragraphs provide
a synopsi s of nmjor changes.

3. Chapter 1



HSI S:

a. Legislative Authority. Paragraph 1-1, Legislative
Aut hority, has been revised to reflect current |egislation
regardi ng i npl enentati on of the housing counseling
program
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Distribution:  W3-1, W2(H) (P)(OGC) (Z), W 3(A) (H) (ZAS) (ZAOO) , W 4(H) ,
R1,R2 R31(H,R32 R3-3R5R6-2,R7-1,R7-2,R8

b. Approval of Counseling Agencies. Paragraph 1-2 adds
national, regional, and multi-State organizations as
eligible for approval and funding.

c. First-time Honebuyers. Paragraph 1-3, Program Objectives,
adds the objective of increasing participation of first-tine
honebuyers in the housi ng nmarket.

4. Chapter 2

a. Approval Criteria. Paragraphs 2-1 and 2-2 now i ncl ude
i nformati on regardi ng approval of national, regional, and
multi-State organi zati ons. Paragraph 2-2 al so includes
addi tional information regarding |ocal organizations that
have one or nore branch offices and/or cross State
boundari es.

b. Application Log. Paragraph 2-3 provides for a new
application log to be naintai ned by any HUD of fice that
receives an application for approval as a housing counseling
agency. The paragraph provi des expanded instructions
regardi ng HUD revi ew process and identifies a new
application format, Form HUD 9900C. See Appendix 2

5. Chapter3

a. Delivery of Counseling - Basic Requirenments. Paragraph 3-1
contains new instructions regardi ng national, regional, and
mul ti-State organizations.

b. HUD Program Handbooks. Paragraph 3-1A contains a
revised list of such issuances.

c. HECM Counseling. Paragraph e. on page 3-7 contains new
i nformati on about this type of counseling. O particular
i mportance i s paragraph e(4) that nmandates issuance of the
certificate by the counseling agency.

6. Chapter 4
a. Race/Ethnicity. Paragraph 4-1D requires counseling agencies
to report race/ethnicity data for clients as required under
Section 808(e) (6) of the Fair Housing Act.

b. Reports. Wth the elimnation of the former HUD regi ona
offices it was necessary to revise reporting procedures,



10.

especially as they relate to HUD Field Ofices. See
par agr aphs 4-9 and 4-10.
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Chapter 5
a. Biennial Performnce Revi ew

(1) Paragraph 5-3E provides new instructions regarding this
review and its relation to the agency's housing
counsel i ng pl an approved by HUD.

(2) Paragraph 5-3F provides for redacted files to assure
client confidentiality.

b. Funding. Paragraph 5-11, Funding, now includes precautions
to agenci es seeking funds from sources other than HUD.

Chapter6

a. Funding Sources. Paragraph 6-1 contains expanded
instructions regarding HUD Notice of Funding Availability
(NOFA) and the Application Kit.

b. Local Funding Sources. Paragraph 6-1B contai ns new
i nformati on regardi ng these sources of funds.

c. Counseling Fees. Paragraph 6-2 contains expanded
i nformati on regardi ng charging counseling fees in years when
HUD does not receive an appropriation for housing
counsel i ng.

Chapter?7

a. Vouchering under a HUD Grant. Paragraph 7-1 sets forth new
vouchering requirenents through HUD s Letter of Credit
Control System (LOCCS). Effective March 6, 1995, HUD
di sconti nued the use of Standard Form 270 for HUD housi ng
counsel i ng grant ees.

b. Counseling Unit [CU). Al references to "counseling unit"
in this handbook relate only to grants made in 1994 and
prior years. The termis not used in relation to grants
awarded in 1995.

Appendi ces 1A and 1B

a. Application for Approval, Forms HUD 9900A and 9900B. These
two appendi ces are the forner Appendices 1 and 2. Their use
is restricted to the types of organizations specified on the
appendi ces.

b. The content of these appendi ces has not changed.
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11. Appendix 2

a. Application for Approval, Form HUD-9900C. This new formis
for use by national, regional, and nmulti-State
organi zati ons.

b. The formis simlar to Forms HUD 9900A and 9900B but is
submitted to Headquarters for review HUD Field Ofices do
not process these applications.

12. Appendi x6

Certificate of HUD Approval. Your office may obtain printing of
the certificate locally; however, the certificate is available in
a WordPerfect file that you may use to print copies of the form

i ncluding the nane of the approved agency, on an as needed basi s.
You may request the file fromthe Single Fanily Housing
Counseling Staff in Headquarters.

13. Appendi x10

Housi ng Counsel i ng Agency Fiscal Year Activity Report, Form HUD
9902 added Race/Ethnicity data reporting.

14. Appendi x11

Bi enni al Performance Review. This checklist includes a new
provision for determning if the agency's housi ng counseling plan
requi res updating due to changes in the housing market conditions
in the agency's target area. See Instructions and question 34.
15. Appendi ces 14A, 14B, and 14C

Letter of Credit Control System [LOCCS) and Voi ce Response
System These three appendices relate to the newy instituted
vouchering system for housing counseling grantees. The

appendi ces are:

a. Request Voucher for G ant Paynent

b. Access Authorization (for use by grantees)

c. Access Authorization Security Formfor HUD Staff

d. Housing Counseling Grant Letter No. 1 - LOCCS/ VRS

e. Menorandum Information on Using LOCCS - Vouchers
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16. Appendi x15

a. Housing Counseling Activity and Unit Log. The form now
contains a race/ethnicity docunentation area

b. Counseling Unit. The box identified as "Unit O aini now
refers only to grants issued by HUD in 1994 and prior years.



It does not refer to 1995 grants.
17. Appendi x17

Honmeowner shi p Counseling Certification - Preforeclosure Sale
Procedure. This is a revised form

18. Appendi x21

Housi ng Counseling Program- Application Log. This is a new form
for use by HUD Field Ofi ces.

19. Appendi x22

Wai ver of Prepurchase Housi ng Counseling Requirenent -
A copy of Mdrtgagee Letter 93-33 dated Cctober 18,
1993.

Assi stant Secretary for Housing-
Federal Housi ng Conmi ssi oner
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HANDBOCK 7610.1 REV-4

U. S. Departnment of Housing and Urban Devel opnent
Ofice of Single Fanmily Housing

July 1995 Housi ng Counsel i ng Program Handbook
Departnmental Staff and

Public and Private
Nonprofit Agencies

U. S. Department of Housing and Urban Devel opnent

Speci al Attention of: Transmittal for Handbook No.: 7610.1
REV- 3

Directors of Housing | ssued: June 17, 1993

Directors, Housi ng Managenent

Directors, Regional Accounting Division

Chiefs, Single Fami |y Loan Managenent

1. This Transmts

Revi si on 3 of Housi ng Counseling Program Handbook 7610.1
This Transmittal contains four (4) pages.

2. I nstructions and Background Information. This revised
handbook (REV-3) repl aces Housi ng Counsel i ng Handbook 7610.1
REV-2 issued 9/90.

b. Wthin twenty working days of your receipt of a supply
of 7610.1 REV-3, distribute a copy of REV-3 and this



Transmttal to:

(1) your staff who handl e the housing counseling
program

(2) all of your HUD approved housi ng counseling
agenci es and

(3) each Government Techni cal Representative (GIR) and
Gover nment Technical Mnitor (GIM for housing
counsel i ng grants.

C. 7610.1 REV-3 contains the revisions described in
par agraphs 3 through 19 below. In the handbook, the
revisions listed below are marked by an asterisk (*) at
the beginning in the left margin to indicate the
begi nning of the change and its ending in the right
margin. Revision 3 also contains the changes
previously issued as CHANGE 1, 2, 3 and 4 identified in
par agr aph 20 bel ow.

d. Changes followed by "(O Q" indicate changes made in
response to the O fice of Inspector General (O G audit
of the housi ng counseling program

3. Pages iii and iv of the Table of Contents list the new forns
and appendi ces described in the foll ow ng paragraphs.

4. Pages 2-3 and 2-4 contain new information about training for
HUD- appr oved housi ng counsel i ng agencies. This includes a
training survey (Appendix 18) and a report to Headquarters
fromField and Regional Ofices (Appendix 19). (O G

5. Page 2-8 contains a new requirenent that counseling agencies
include the ZIP Code areas fromwhich their clients cone.

Your office must obtain ZI P Code information fromall agencies
currently approved by your office. Report this information to
the Director, Single Fam |y Servicing D vision, Headquarters,

no | ater than Cctober 30, 1993. Use the format in Appendix 7

6. Page 3-7 adds the counseling requirenent under the Home
Equity Conversi on Mrtgage (HECM program

7. Page 3-8 alerts counseling agencies to the counseling
requi rement under the Pre-Foreclosure Sal e program
i ncl udi ng Form HUD- 90038 i n Appendi x 17

8. Page 4-4 indicates a significant change in Form HUD 9902
contained in Appendix 10. (O G The Ofice of Managenent
and Budget (OVB) required HUD to change the report fromthe
cal endar year to the federal fiscal year



10.

11.

12.

13.

14.

Pages 4-5, 4-6 and 4-7 require a new report fromField and
Regi onal O fices that summari ze the counsel i ng agency
reports submitted to HUD on Form HUD- 9902, the revised
format of which is in new Appendix 10. (A G

To conply with this requirenent, the field MIST assure that
HUD- appr oved housi ng counsel i ng agencies submt tinely and

accurate annual reports required in paragraph 4-9 of 7610.1
REV- 3.

Appendi x 1, page 2 now requires applicant organizations to
include the ZIP codes fromwhich their clients cone.

Appendi x 2, page 2 also relates to the ZI P code requirenent.
Appendi x 3, page 2 also relates to the ZI P code requirenent.

Appendi x 7 was reorgani zed and the ZI P code requirenent
added.

Appendi x 10 contains the revised Form HUD-9902. (O QG

15.

16.

17.

18.

19.

20.

Appendi x 15, page 1 was revised to conformto the types of
counsel i ng and counsel ing outcones reported on Form
HUD- 9902. (A Q

Use of this log, or a formwith at |east the sane
information, is required of all HUD approved housing
counsel i ng agencies. HUD counseling grantees nust conform
to the terms of the grant agreenent to docunent clains for
counseling units for which the grantees invoice HUD.

Appendi x 17 contains a copy of Form HUD- 90038 (2/93).

Appendi x 18 contains the new Traini ng Needs Survey fornat
for use by HUD approved housing counseling agencies. (O Q

Appendi x 19 contains the new fornmat for Field and Regi ona
Ofices to use in preparing their Training Needs Survey.
(aQ

Appendi x 20 contains a copy of new Form HUD- 9923 for use by
Field and Regional Ofices to prepare sumaries of the
counsel i ng agencies, reports on Form HUD-9902. Form

HUD- 9923 is in LOTUS file HUD 9923. WK1. The Single Fanmily
Servicing Division will send the LOTUS file to your office
via LAN CC.MAIL. (AOQ

Previ ousl y-i ssued Changes incorporated into Revision 3.

a. CHANGE 1. This change of paragraph 4-9 Reports to HUD,
subpar agraph Al, reduced the reporting requirenent on
Form HUD- 9902 fromtw ce a year to once a year
Revi sion 3 further changes this requirenent.



b. CHANGE 2. This change revised pages iii and iv of the
list of Appendices by addi ng Form HUD- 9922, HUD- approved
Housi ng Counsel i ng Agency Bi enni al Perfornmance
Revi ew Annual Report (by Field and Regional Ofices).
The change:

(1) revised paragraphs 5-1B, Reporting
(2) revised paragraph 5-1E5, Conflict of Interest

(3) added paragraph 5-5, Report of Performance Revi ews
(This report is required of all Field and Regi onal
Ofices.) (AQ

(4) added, in relation to new paragraph 5-5, a new
report, Form HUD- 9922 sent to all Field and
Regi onal O fices as LOTUS file HUD-9922. VK1 vi a
CCMil (AQ

c. CHANGE 3. This change revised paragraph 6-1, HUD as a
Fundi ng Source, by announcing the use of a NOTICE OF
FUNDI NG AVAI LABI LI TY (NOFA) to announce counseling
funding in the Federal Register.

d. CHANGE 4. This change revised Appendi x 7, the fornat
Field and Regional Ofices use to report counseling
agency changes to the Single Famly Servicing Division
in Headquarters. Revision 3 further changes this
format.

21. Upcomi ng change in billing procedures for housing counseling
grant recipients

The Departnent is phasing out the use of Standard Form 270,
Request for Advance or Rei nbursenent, and phasing in the use
of Line of Credit Control System (LOCCS)/Voi ce Response
System (VRS). See paragraph 7-1 for further information.

Assi stant Secretary or Housing
- Federal Housing Comm ssi oner

HANDBOCK 7610.1 REV-3

U. S. Departnment of Housing and Urban Devel opnent
Ofice of Single Fanm |y Housing

June 1993 Housi ng Counsel i ng

Program
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