Revised 10/24/2005

Job Aid for Excluding Units from the Delinquency Report

In order to exclude a unit from the “50058 Required” column in the monthly Delinquency
Report, the unit must be given a special designation indicating why it will not be reported
using Form 50058. Some reasons may be entered by HA users and some are reserved for
entry by HUD users. The chart below details the various options.

Exclusion Reasons

By HUD | By HA
Action Category [Pull-Down Selection Options User User
"Exception”  |Conversion Unit* X
button Merged Unit* X
Non-dwelling Unit Used for Anti-Drug
Activities* X
Non-dwelling Unit Used for Economic Self
Sufficiency Services™ X
Non-dwelling Unit Used for Other Purposes* X
Occupied by Non-Assisted Employee X
Occupied by Non-Assisted person Providing
Tenant or Neighborhood-Oriented Services X
"Vacant or
Otherwise
Occupied" button|occypied by Over-Income Family X X
Occupied by Police Officer X X
Vacant- Undergoing Modernization X X
Vacant as a result of Court Litigation X X
\Vacant by Law X X
\Vacant due to Casualty Loss X X
Vacant due to Make-Ready or Leaseup Time X X
Vacant due to Market Conditions X X
Vacant due to Natural Disaster X X
\Vacant due to RMC Funding X X

Notes:

* Unit designation "not applicable" when Unit Status = Exception and Exception
reason = Conversion unit, Merged unit, Non-dwelling unit used for anti_drug
activities, non-dwelling unit used for economic self sufficiency services, or non-
dwelling unit used for other purposes

The general procedure is as follows:
1. Go into PIC Development and select the PHA (HUD user) and the Development.
2. Select a unit in the Unit tab.
3. Click "Exception" (HUD user) or "Vacant or otherwise occupied" (HA or HUD user) in
Unit Status on the right.
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4. A pop-up box will ask for a comment: explain the change, then click "Save".

5. The pop-up box will close and you will then be able to pull down the "Exception" (HUD
user) or "Vacant or otherwise occupied" list (whichever “Action Category” you started
with) to pick one of the exclusion reasons shown in the pull-down list.

6. Click "Save" and the unit status will change to whatever exclusion reason you selected.

(You may also be required to change the Unit Designation to "not applicable" in some
instances.

Here are some examples to demonstrate the details.

‘B Unit Dataiks - Microsoft Internat Explorer provided by HUD

S 2 HA or HUD User
T e e ““*  excluding a unit that is
“Vacant or Otherwise
[ Huilding mr LAl ST

e e Occupied”.

HUD HoME Lt asa SEARCH/INDEX

Bullding/Unit Data Transfer upload Errar Repart
H Division Public and Indian Housing
HO Office PO Fleld Operatlons
Huk: EHNWO Hew (ileans Hub
= Feeld Offce. GHPH NEW ORLEANS HUB OFFICE
Foeld Otfice HA' LADDS LAKE CHARLES HOUSING AUTHORITY
Developmern ¥ nysical Development LADG4001 BOOKER T WASHINGTON CTS

Unit Information

Unit Mumber: L]

Bulding 000050
Eritrance Hiznber o1 Bigdding Eraramce Address 1901 MILL STREET =539.4
ACC Unt Indicator: # Yes T No =
Dioor Humber | Floor Wumber -
Bedroom Count B Unit Designaticn [FamibyOn =]
 Exeeption
Tnit Status Type Inftial Approval Complatad Tt Statas : 1("1:_'::;';:::;“”_&_1}“\‘
" Vacant Or Otherwnse Ocoupeed
B i Trane TR e PR EZ
& oo 8 P internet
. @ . . . . 2 Unit Status Change Comments - Microsoft Inter... EHE|E|
Click the “Vacant or Otherwise Occupied” radio button. A T
. . . Default Comment:
comment box opens up. Provide a comment to justify the Usr s i hanged e U Stas rom R b
exception or reference a file document that contains the
1 ] 3 T Reason for Change : __Change inlse v
justification. Click “Save” and the comment box closes. !

Enter Comments: (If left blank, the default comment will be stored)

Offline for repair 9/01/05 - 3/01/06
due to natural dlsaster.|

Save Cancel

Note: Please remember to click the ‘Zave’ button on the Unit
Details page to save the Unit Status changes
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3 Unft Datalls - Microseft Internet Explorer

Bl E& Yew Fgvoites ok Meb T

om L > _x‘_ 3: r) S semeh < Raverres (@ meds £2) Bt | ] Pty pict ok o ittt e ey il > 1
chs C3MUDAdm () Met Y PICSNAE () PO S
A 5 N FER Una Mt ain
[ Ruadng | Submécsion T iamaion | imeantory . 8
Approval Raports

il
Building/Unit Data Transfer

upload Error Report

HQ Dmison Public and Indion Housing

HQ Office PO Field Gperations

Hub GHNW O Hew Orleans Hub
= Fueld Offfice: GHPH NEW ORLEANS HUB OFFICE
Fueld Office HA LAGDS LAKE CHARLES HOUSING AUTHORITY
Physical Developanent LAGOAB01 BOOKER T WASHINGTON CTS

Development

Tt Huambeer, 0040 Budding 000040
Ertrance Mumber 001 Budding Entrance Address: 1901 MILL STREET =535.4
K0T Unit Indieator: @ Yes ONe

Dusor Mumber: Floor Mumber: Qccupied by Police Oficer
Bedroom Count 2 Unit Designation acant as & resul of coun itigason
vacant by I
acant due 1o cosusly loss
acant due 1o Make Ready or lease-up time
it Starus Type Initial Approval Completed Tt Stans acant dus to markat candiians
Vacant due i natural disasier
Vazant due io RMC funding
'acent i undergoing modemization
Eeason for Exceplion Sehect Feason -
Effective Date.

* MMTIDYYYY

8] tone

5 N Local ntrarmt

2 Unit Dataiks - Micrasoft Intarnat Explorar provided by HUD

e & Yew Fgeokes  Jook ek I
Guack - @ - 4 (3 G0 | Ssewch rravermes £ | (- i (@] - L L || Address (] Hapsjpctest b delols ] B
Links PICRHID | PershFin ) WibHost [ Misc PC ) Cehar NTKD [ Gaogle
UG HonE e oM gsa SEARCH INDEX Eran
Development L Jpproal Freports

Building/Unit Data Transfer

Upload Ervar Report

HO) Divisien Public and lndian Housing
H Office PO Fleld Operatlons

ided Hub: EHNWO Hew (ileans Hub
= Feeld Offce. GHPH NEW ORLEANS HUB OFFICE
Fueld Office HA: LADOS LAKE CHARLES HOUSING AUTHORITY
Physical Development LAKIMT BOOKER T WASHINGTON CTS

Development

Unit Information

Unit Mumber: L]

Euslding 000050
Entrance Hianber o1 Bigding Ertramce Address 1901 MILL STREET £539.A
ACT Uzt Indicator. & Yes T o =
Divor Husmber Floor Humber 1 ‘
Bedroom Count: 2 N Unit Designabion: Faiby Unit x
€ Exception
&
Vit Staus Type Initis) Approval Completed Thit Status Hat Reported )
@ Occupied by Assisted Tenant
© Vacant Or Otherwase Ocoupeed
s e Pran - El

Bloea 18 @ et

Click the “Exception” radio button. A comment box opens up.
Provide a comment to justify the exception or reference a file
document that contains the justification. Click “Save” and the
comment box closes.
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Click the triangle at the right edge
of the “Reason for Exception”
data field to open the pull-down
list of exclusion reasons. Click a
reason and the pull-down list
closes. Enter the effective start
date of the exclusion reason and
click “Save”. The comment box
closes.

HUD User excluding a
unit that is an
“Exception”

A hitps:pictest.hud.gov - Unit Status Change Com... [EE

Default Comment:
User thharmon has changed the Unit Status from NR to
EXCPT

Reason for Change : |Change in Use ~

Enter Comments: (If lefi blank, the default comment will be stored)

[ [

E
Save Cancel

Note: Please remember to click the "Save’ button on the Unit
Details page to gave the Unit Status changes
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3 Unit Datails - Microsoft Internat Explorer provided by HUD
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3 Unit Datails - Microsoft Internat Explorer provided by HUD
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Unit Information
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Click the triangle at the right edge
of the “Reason for Exception”
data field to open the pull-down
list of exclusion reasons. Click a
reason and the pull-down list
closes. Enter the effective start
date of the exclusion reason and
click “Save”. The comment box
closes.

The system may ask you to
change the “Unit Designation” to
“Not Applicable”. To do so,
click the “Designation” pull-
down list and choose “Not
applicable”. Click “Save” to
complete it.



