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CHAPTER 3: STAFF ROLES AND RESPONSI BI LI Tl ES

HEADQUARTERS STAFF

A

The Assistant Secretary for Housing is responsible for

devel opi ng Annual Fund Assignment Distribution Plans (Section

8 Assignment Plan and the Fund Assignnent Plan for the Section
202 Direct Loan Program, outlining the allocation of available
budget and |l oan authority for the Departnent's assisted housing
prograns; determ ning the ambunt and conposition of the
Headquarters Reserve; and identifying the anmount of budget
authority to be set-aside for specific prograns. The Assistant
Secretary is also responsible for reallocating budget authority
anong Regi ons; devel oping policies to govern the fund

al | ocation procedures, including those periods in which the
Depart ment operates under a continuing resolution and,

ensuring that appropriate funding authority is available for
the preparati on and/ or review of assignment documents to ensure
consi stency in processing.

The Adm ni strative Expenses Division, Ofice of Budget, is
responsi ble for nmonitoring the devel opnent of the Department's
budget; providing informati on concerning the status of
allotments and assignments for all Housing prograns; assigning
program al | ot ments and providi ng appropriate gui dance,
followi ng the recei pt of the Apportionnment; and review ng al
assi gnnents of contract, budget and | oan authority to ensure
that they are within the policy limts established by Congress,
the O fice of Managenent and Budget (OVB) and the Departnent.

The Funding Control Division, Ofice of Housing Budget and
Fiel d Resources, is Housing' s central control point for the
coordi nati on and execution of all fund-related issues. The
Division is responsible for the analysis, assignnment and

nmoni toring of the assisted housing funds appropriated by
Congress and apportioned by the OMB each fiscal year.

Consi stent with Departnmental program objectives and statutory
requi renents, the Division is al so responsible for preparation
of the annual Fund Assignnent Plan, outlining the allocation of
avai |l abl e budget and | oan authority; coordinating with the
Ofice of General Counsel, Admi nistration and various housing
program staff in fornulating funding policy materials to
provi de guidance to the field on statutory and adninistrative
directives on the use of funds; nonitoring fund controls in
the Regional and Field Ofices; preparing fund assi gnnents
(fornms HUD-185) of assisted housing funds for each Regiona

O fice, including funds for processing and advertising
expenses; reporting on the status of funds throughout the year
surveying field offices on projected needs; and naintaining
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hi storical data on prior year funding actions. |n addition
the Funding Control Division is responsible for providing
adequate training to Regional Ofice personnel on Housings
fund assi gnnent procedures and required controls.

The Budget Division, Ofice of Housing Budget and Field
Resources is responsi ble for determ ning appropriate budgetary
needs for Housing prograns and staff and to ensure
availability of funding to effectively meet Housing and
Departnental priorities. The Budget Division is also
responsible for providing tinely and pertinent information to
the Assistant Secretary for Housing and other HUD officials
regardi ng budgetary matters. The Budget Division acts as a
resource for the Assistant Secretary and other HUD staff
regardi ng budgetary natters and inplenents the Adninistrative
budget through the devel opnment of the follow ng budget

submi ssions. The Division also provides supporting data,
Press Books and Congressional Justifications. The Division

i mpl ements enacted appropriations by ensuring that funds are
avai l able for allocation to the field and assists with and
revi ews assignment plans, notices, and proposed rules, which
have a budgetary inpact, and nonitors the progress of funding
t hroughout the fiscal year.

The O fice of Finance and Accounting has the responsibility of
verifying that funds are available prior to the assignnment of
funds to the Regional Of ices and prior to comm tnent of
funds by the Departnent, confirm ng the obligation when nmade
and accounting for the disbursements of the funds as they are
processed. The follow ng divisions within OFA are responsi bl e
for the validation of the assignnents of funds (forns HUD 185)
to the Regional Ofices:

1. The Subsi di zed Housi ng Prograns Division is responsible
for validating all Section 8 forns HUD 185.

2. The General Programs Accounting Division is responsible
for validating all Section 202, Flexible Subsidy, and
Housi ng Counseling fornms HUD- 185.

3. The Financial Control and Accounting Division is
responsible for validating all Single Famly and
Multifam |y Processing Fee and Adverti si ng Expense
For ms HUD- 185.

The O fice of Finance and Accounting is al so responsible for
mai ntai ni ng fund control and accounting records of al
budgetary and financial transactions (including obligations
and di sbursenents); processing disbursenments of funds; and
providing reports on fund control and financial transactions
to the Ofice of Housing.
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The Economi ¢ and Market Analysis Division (EMAD), under the
Assi stant Secretary for Policy Devel opment and Research, is
responsi bl e for determ ning "housing needs factors" for each
county and central city in each Field Ofice jurisdiction and
adj usting such factors to reflect the relative costs of
provi di ng housing anong Field Office jurisdictions. This
information is used by the Funding Control Division in

all ocating funds to the Field Ofices in accordance with

the fair share requiremnents.

3-2. REGQ ONAL OFFI CE STAFF

A

The Regi onal Administrator is responsible for the preparation
of a standard Regi onal organi zational Control Plan containing
procedural guidelines for Regional and Field Office fund
subassi gnnent controls (in accordance with Handbook 1830. 4,
REV 2, Procedures for Processing Fund Assignnents). This
responsibility includes distribution of the Plan to the
Fundi ng Control Division in Headquarters and appropriate
Divisions in the Regional and Field Ofices. The Regi ona

Adm nistrator is also responsible for review ng al

subassi gnnent s of housi ng assi stance funds within the

Regi on; providing the adm nistrative support for Field Ofice
program reservations; and maki ng any necessary intra-Regi ona
shifts of authority. Additionally, the Regional Adm nistrator
has responsibility for designating a central point of

coordi nation and contact for staff responsible for the fund
assi gnnent process. The central point of contact will provide
oversight within the Region and gi ve Headquarters a contact
poi nt for the processing and budgetary financial nanagenent
aspects of Regional fund assignnents.

Further, where the Regional Ofice performs Field Ofice
functions in its co-location capacity or Regional Ofice
jurisdictions are established as allocation areas for
particul ar housing prograns, the Regional Admnistrator is
responsi bl e for allocating housing assi stance and revi ew ng
applications for housing assistance.

Program Fi el d Support Staff, under the Regional Housing
Director/ Regional Public Housing Director, are responsible for
reviewing the initial forns HUD 185 assi gned by Headquarters;
preparing subsequent subassignnents (forms HUD- 185.1)
transmtting the forms HUD-185.1 to the appropriate Field

O fices; providing guidance to Field Ofices; and nonitoring
and evaluating Field Ofice adm nistration of the fund contro
process. Responsibilities also include devel opi ng and

mai ntaining a control log to track fund assi gnments and
subassi gnnents (this control system should be automated).

The Regi onal Housing Directors and or the Regional Public
Housing Directors Progranm Field Support Staff perforns

regular Field Ofice Performance Reviews, including procedures
to verify that Field Ofice fund control |ogs are being used
and that the control |ogs are functioning appropriately. This
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staff is also responsible for providing adequate training to
Field Ofice personnel on the fund assignment procedures and
required controls. The Field Support Staff is responsible for
est abl i shing on-going procedures for tracking, nonitoring and
reconciling Single and Multifam |y FHA Processing Funds and
Single Family Property Disposition Advertising expense funds.
In addition, the Program Field Support Staff is responsible
for establishing procedures for reconciling the Field Ofice
fee usage data reports with Field Ofice tracking logs for
each funding category as part of the Regional Ofice review of
its Field Ofices.

C. The Regi onal Accounting Division (RAD) Director is responsible
for recording and accounting for assisted housing fund
subassi gnnents to Field Ofices, for the verification of fund
availability for subassignments, and for the reservation of
authority agai nst assignnents and subassi gnnents. The RAD is
responsi ble for ensuring that funds for projects are reserved
within 24 hours fromthe date the reservation docunents are
received fromthe Field Ofice. The RAD is also responsible
for ensuring that fund assignnents are reconciled with HUD
accounting systems on a regul ar basis.

3-3. FI ELD OFFI CE STAFF

A The Field Ofice Manager/ Supervisor is responsible for the
execution of the allocation process and nonitoring and
controlling the use of housing assistance funds for each
housi ng programto ensure that Departnental program production
objectives and priorities are net, and that the localities
housi ng goal s by housi ng and househol d types are achieved to
t he maxi mum extent practicable. The Field Ofice
Manager/ Supervi sor is also responsible for designating a
poi nt (s) of coordination and contact for all forns HUD- 185.1
to ensure receipt and proper distribution to the appropriate
staff person(s); identifying eligible (Public Housing
Agenci es) PHAs by allocation area; approving the allocation
pl an; and al | ocating housi ng assi stance funds.

B. The Directors of the Housing Devel opnment/Housi ng Managenent
Di vi sions are responsible for preparing the reservation
docunents (Notification Letters, Project Accounting Data form
HUD- 52540( PAD)) and reserving funds in accordance wth
Chapter 7 of this Handbook, based on the subassi gnnents
(fornms HUD 185.1) received fromthe Region; devel oping a
central coordination and contact point responsible for
tracking fund subassi gnments, review ng PADs for accuracy;
tracki ng correspondi ng fund reservations and unreserved
bal ances established at Field Ofices; and perforn ng on-going
reconciliations of assignnents with HUD accounting systens.
The Managenent |nformati on System (M S)/ Assi st ed Housi ng
Accounting System (AHAS)/ Program Accounti ng System ( PAS)
Interface reports are used to verify entry of reservation data
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submitted to the RAD. It is inperative that these reports are
available on a daily basis for use by the appropriate funds
control staff. |In addition, the Housing Devel opnent/Housi ng
Management Divi sions are responsible for perfornmng nonthly
Field Ofice reconciliations of funds assigned for Processing
and Advertising Expenses with cunul ative fee expense and

i nspection usage.

The Regional/Field O fice Economi sts are responsible for
determining the snallest practicable areas, consistent with
the delivery of assistance through a neani ngful conpetitive
process designed to serve the greatest needs in order to neet
the "Fair Share" requirenents in Section 213(d) of the HCD Act
of 1974. The fornul ation of these areas is to include input
from Housi ng, Public Housing, CPD and the FHEO Di vi si ons.

The overall allocation plan showing the allocation areas is
recomended to the Regional Administrator/Field Ofice Manager
for review and approval
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