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PHA Plan 
Agency Identification 

 
PHA Name:  Virginia Housing Development Authority   
 
PHA Number:  VA901 and VA902 
 
PHA Fiscal Year Beginning: (mm/yyyy) (07/2001) 
 
Public Access to Information 
 
Information regarding any activities outlined in this plan can be obtained by 
contacting: (select all that apply) 
x Main administrative office of the PHA 

 PHA development management offices 
x PHA local offices 

 
Display Locations For PHA Plans and Supporting Documents 
 
The PHA Plans (including attachments) are available for public inspection at: (select all 
that apply) 
x Main administrative office of the PHA 

 PHA development management offices 
x PHA local offices (Each local office will have a copy of the PHA Plan, VHDA’s  

Administrative Plan, and any supportive documentation/plans that pertain to the 

 jurisdiction covered by the local office): 
AMHERST  74 
Office of Co Administrator 
PO Box 390 
Amherst VA  24521 
 
APPOMATTOX  53 
County Administrator’s Office 
Box 863 
Appomattox VA 24522 
 
BEDFORD   56 
Community Dev Department 
PO Drawer 807 
Bedford VA 24523 
 

BUCHANAN (CPRHA)  83 
Buchanan Co DSS 
RR 5 Box 108-E 
Grundy VA 24614 

 
 

BUCKINGHAM   94-66 
Buckingham Housing 
Dev Corp Inc 
PO Box 400 
Dillwyn VA 23936 
 
CAMPBELL   01 
DSS Rental Assist Office 
PO Box 6 
Rustburg VA 24588 
 

CARROLL    15 
Carroll Co DSS 
605-8 Pine Street 
Hillsville VA 24343 
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CENTRAL VA CTR FOR INDEPENDENT 

LIVING 81 
2900 West Broad St 
Richmond VA  23230 
 

CHARLES CITY/NEW KENT            84 
Quin Rivers Agency for 
Community Action Inc 
104 Roxbury Industrial Ctr 
Charles City VA  23030 

 
CHARLOTTESVILLE       06 
Region Ten Community Services Board 
800 Preston Avenue 
Charlottesville VA  22902 
 

CHARLOTTESVILLE * MR61/69 
Alcova Properties, Inc.  
707 East Jefferson St 
Charlottesville VA 22902 
 
CHESTERFIELD   36/MR89-36 
Chesterfield/Colonial Hghts DSS 
9854 Lori Road, Suite 100 
PO Box 430 
Chesterfield VA 23832 
 

CRAIG COUNTY      86 
Craig County DSS 
PO Box 330   
New Castle VA 24127 
 
CULPEPER   30 
Rappahannock-Rapidan Mental Retd. 
Services 
PO Box 1568 
Culpeper VA 22701 
 

DICKENSON   10 
Rental Assistance Office 
PO Box 1070 
Clintwood VA 24228 
 

DINWIDDIE    39 
Dinwiddie DSS 
PO Box 107 
Dinwiddie, VA 23841 
 

FAUQUIER    27 
Fauquier Community Action Committee Inc 
73 Lee St - PO Box 22 
Warrenton VA 20188 
 

FLUVANNA          50 
Fluvanna DSS 
PO Box 98 
Fork Union VA 23055 
 
FRANKLIN COUNTY         90 
STEP Inc 
200 Dent St 
Rocky MT VA 24151-1227 
 

FREDERICKSBURG  54  
Fredericksburg DSS 
608 Jackson Street    
Fredericksburg VA 22404 
 

GALAX         16 
Rooftop of VA CAP 
PO Box 853 
Galax VA  24333 
 

GILES          62  
Pembroke Mgmt Inc 
604 Wenonah Ave 
Pearisburg VA  24134 
 

GLOUCESTER       38 
Middle Peninsula Rental Assistance Office 
PO Box 665 
Gloucester VA 23061 
 

GOOCHLAND        75 
Goochland DSS 
PO Box 34 
Goochland VA 23063 
 

GRAYSON            17 
Grayson Co Rental 
Assistance Office 
PO Box 217 
Independence VA 24348 
 

GREENE       08 
Skyline CAP 
PO Box 508 
Stanardsville VA 22973 
HANOVER     67 
Hanover Co Community Services 
12300 South Washington Hwy 
Ashland VA 23005 
 

HANOVER                    101 

Central Virginia Resource Center 
PO Box 1294 
Ashland VA  23005 
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HARRISONBURG        57 
Harrisonburg RHA 
PO Box 1071 
286 Kelly Street 
Harrisonburg VA 22801 
 

H'BRG/ROCKINGHAM      73 
H'burg/Rockingham 
Comm Services Bd 
1241 North Main St 
Harrisonburg VA 22801 
 
HENRICO            82 
Henrico Area Mental 
Health & Retard Svcs 
10299 Woodman Road 
Glen Allen VA 23060 
 

ISLE OF WIGHT   46 
Rental Assistance Office DSS 
17100 Monument Circle 
Suite A 
Isle of Wight VA 23397 
 

JUNCTION CENTER FOR  INDEPENDENT 

LIVING       96 

247 West Morgan Ave 
Pennington Gap VA  24277 
 

LANCASTER    68 
Lancaster Co Courthouse 
8311 Mary Ball Rd 
Lancaster VA 22503 
 

LOUISA   60 

Louisa Co Housing Foundation 
Co Administration Office 
PO Box 160 
Louisa VA 23093 
 

MADISON COUNTY  88 
Skyline CAP Inc 
P O Box 588 
Madison VA 22727 
 

MANASSAS   63 
Manassas DSS 
8955 Center Street 
Manassas VA 22110 
 

MONTGOMERY     23 & 71 
Pembroke Management Inc 
PO Box 10725 
Blacksburg VA 24062 

NORTHUMBERLAND   92 
DSS 
PO Box 399 
Heathsville VA  22473 
 

ORANGE    09 
Orange Co Committe on Housing 
146 Madison Rd 
Orange VA 22960 
 

PITTSYLVANIA   76 

Pittsylvania Co Community Action Agency Inc 
Box 1119 
Chatham VA 24531 
 
POQUOSON    77 

City Manager's Office 
500 City Hall Ave 
Poquoson VA  23662 
 

POWHATAN   78 
Powhatan DSS 
3908 Old Buckingham Rd  Ste 2 
Powhatan VA 23139 
 
PRINCE GEORGE   42 
Prince George Housing Office 
PO Box 68 
Pr. George VA 23875 
 
PRINCE WILLIAM   05 
County Office of Housing 
& Community Development 
15941 Donald Curtis Dr  Ste 112 
Woodbridge VA 22191-4291 
 

PULASKI    24 
Pembroke Mgmt Inc 
16 Trinkle Avenue 
Dublin VA  24084 
 

RADFORD    43 
Radford Rental Asst Office 
210 Third Avenue 
Radford VA 24141 
 

RICHMOND MR   59 
Richmond Behavior 
Health Authority 
1000 North Thompson St 
Richmond VA 23220 
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ROANOKE        70 
TAP Housing Dept. 
510 Eleventh St NW 
Roanoke VA 24017 
 

ROCKBRIDGE  28 
Rockbridge  Area Rental Asst Off 
150 South Main Street 
Lexington VA 24450 
 

RUSSELL    13 
Rental Assistance Program 
PO Box 1508 
Lebanon VA 24266 
 

SHENANDOAH   29 
Shenandoah Co DSS  
600 North Main St.  Ste 108 
Woodstock VA 22664 
 

SMYTH    18 
Smyth DSS 
121 Bagley Circle  Ste 200 
Marion VA 24354 
 

SPOTSYLVANIA   87 
Spotsylvania DSS 
PO Box 249  
Spotsylvania VA 22553 
 

STAFFORD   79 
Stafford Co DSS 
PO Box 7 
Stafford VA 22555    

 

SUSSEX    58 
County Administrator’s Office 
PO Box 1397 
Sussex VA 23884-0397 
 

TAZEWELL          19 

Tazewell Co DSS 
PO Box 149 
Tazewell VA 24651 
 

WESTMORELAND    85 
Westmoreland Housing Coalition 
PO Box 1082 
17488B Kings Highway 
Montross  VA 22520 
 
WINCHESTER  51 
Winchester DSS 
33 East Boscawen St 
Winchester VA 22601 
 

WYTHE   26 

Wythe County DSS 
275 South Fourth St 
Wytheville VA 24382 
 

YORK   45 
York Co Housing Office 
Griffin Yeates Center 
1490 Government Rd. 
Williamsburg VA 23185 
 

 
  

 Main administrative office of the local government 
 Main administrative office of the County government 
 Main administrative office of the State government 
 Public library 

x PHA website (PHA Plan, VHDA’s Administrative Plan, and Brief Statement of  

Progress only) 
x Other (list below) 

Virginia Poverty Law Center - (PHA Plan, VHDA’s Administrative Plan, Local Addenda 

to the Administrative Plan,  VHDA Organizational Chart, and Brief Statement of Progress only) 
 201 W. Broad Street 

 Richmond, VA  23219 
 
PHA Plan Supporting Documents are available for inspection at: (select all that apply) 
x Main business office of the PHA 
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 PHA development management offices 
 Other (list below)
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5-YEAR PLAN 
PHA FISCAL YEARS 2000 - 2004 

[24 CFR Part 903.5] 

 
A.  Mission   
State the PHA’s mission for serving the needs of low-income, very low income, and extremely low-income 
families in the PHA’s jurisdiction. (select one of the choices below) 

 
 The mission of the PHA is the same as that of the Department of Housing and Urban 

Development:  To promote adequate and affordable housing, economic opportunity 
and a suitable living environment free from discrimination.  

 
x The PHA’s mission is:  

VHDA’s mission is to help our fellow Virginia’s obtain safe, sound, and decent 

housing otherwise unaffordable to them. 
 

 
 
B.  Goals 
The goals and objectives listed below are derived from HUD’s strategic Goals and Objectives and those 
emphasized in recent legislation.  PHAs may select any of these goals and objectives as their own, or identify 
other goals and/or objectives.  Whether selecting the HUD-suggested objectives or their own, PHAS ARE 
STRONGLY ENCOURAGED TO IDENTIFY QUANTIFIABLE MEASURES OF SUCCESS IN 
REACHING THEIR OBJECTIVES OVER THE COURSE OF THE 5 YEARS.  (Quantifiable measures 
would include targets such as: numbers of families served or PHAS scores achieved.) PHAs should identify 
these measures in the spaces to the right of or below the stated objectives.  

 
HUD Strategic Goal:  Increase the availability of decent, safe, and affordable housing. 
 
x PHA Goal:  Expand the supply of assisted housing 

Objectives: 
x Apply for additional rental vouchers:   

�  seek new sources of subsidy funds 
  Reduce public housing vacancies: 

 Leverage private or other public funds to create additional housing  
opportunities: 

  Acquire or build units or developments 
 x Other (list below) 

�� create new ways to deliver loan products and services in partnership with 

others, in order to maximize assistance to low- and moderate-income 

Virginians; 

�� seek new and lower cost sources of loan capital 
x PHA Goal:  Improve the quality of assisted housing  

Objectives: 
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  Improve public housing management: (PHAS score)       
x Improve voucher  management: (SEMAP score)  

�Improve SEMAP score via development of better compliance monitoring  
  and data collection methodologies 

�Provide SEMAP implementation training to local administrative agents 

�Shift increased compliance monitoring responsibilities to the local 

 agents 
 x Increase customer satisfaction: 

�� Attract additional potential landlords by improving timeliness of payments 
x Concentrate on efforts to improve specific management functions:                   

(list; e.g., public housing finance; voucher unit inspections) 

�� Develop and implement training plan for local agents, 

�� Rewrite VHDA Policies and Procedures Manual 
 Renovate or modernize public housing units: 
 Demolish or dispose of obsolete public housing: 
 Provide replacement public housing: 
 Provide replacement vouchers:                                                                             
 Other: (list below) 

 
 

x PHA Goal: Increase assisted housing choices 
Objectives: 

 x Provide voucher mobility counseling: 

�� Administrative Agents conduct or refer program participants to Regional 

Opportunity Counseling Program (where ROC is available). 

�� Each Agent is required to implement VHDA’s “Expanding Housing 

Opportunities”Policy. 
x Conduct outreach efforts to potential voucher landlords 

�    Conduct outreach particularly outside areas of minority and/or poverty  
       concentration 

�    Conduct a public relations program to educate Realtors and landlords  
      regarding the benefits of renting to Section 8 voucher participants. 

 Increase voucher payment standards 
 x Implement voucher homeownership program: Anticipated implementation in  

FY’03. 

  Implement public housing or other homeownership programs: 
  Implement public housing site-based waiting lists: 
  Convert public housing to vouchers: 
  Other: (list below) 
 
 
HUD Strategic Goal:  Improve community quality of life and economic vitality 
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x PHA Goal:  Provide an improved living environment  
Objectives: 

 Implement measures to deconcentrate poverty by bringing higher    
            income public housing households into lower income developments: 

 Implement measures to promote income mixing in public housing by  
            assuring access for lower income families into higher income  
            developments: 

 Implement public housing security improvements: 
 Designate developments or buildings for particular resident groups  

            (elderly, persons with disabilities) 
x Other: (list below) 

�� Conduct outreach efforts to potential voucher landlords outside areas of 

minority and/or poverty concentration 

�� Provide resident counseling 

�� Provide a marginal unit checklist to Administrative Agents and reinforce a 

policy of disapproving marginal units 
 
 
HUD Strategic Goal:  Promote self-sufficiency and asset development of families and 
individuals 
 
x PHA Goal:  Promote self-sufficiency and asset development of assisted households  

Objectives: 
 Increase the number and percentage of employed persons in assisted  

            families: 
x Provide or attract supportive services to improve assistance recipients’       

                        employability: 
 Provide or attract supportive services to increase independence for the      

            elderly or families with disabilities. 
x Other: (list below) 

�� Increase the number of families participating in the welfare-to-work 

voucher program 

�� Increase the number of Sec. 8 program participants who participate in the 

FSS program 

�� Encourage wtw program participants to participate in the FSS program 
 

 
HUD Strategic Goal:  Ensure Equal Opportunity in Housing for all Americans 
 
x PHA Goal:  Ensure equal opportunity and affirmatively further fair housing 

Objectives: 
 Undertake affirmative measures to ensure access to assisted housing 

regardless of race, color, religion national origin, sex, familial status, and 
disability: 
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 Undertake affirmative measures to provide a suitable living environment for 
families living in assisted housing, regardless of race, color, religion national 
origin, sex, familial status, and disability:  

 Undertake affirmative measures to ensure accessible housing to persons with 
all varieties of disabilities regardless of unit size required: 

x Other: (list below) 

�� Each local administrative entity is required to maintain an Equal 

Opportunity Plan and to post an EO poster in a visible location in their 

place of business 
 
Other PHA Goals and Objectives: (list below) 
 
 
 x PHA Goal:  Understand and Respond to Stakeholder Expectations 
 
  Objectives: 
 
  x We will use feedback from our stakeholders to define their  

expectations: 

�� Attend meetings with stakeholders and develop actions to prioritize 

and respond to their expectations 
 

�� Establish/provide ongoing communication venues to inform 

stakeholders of our operations and services 
 

�� Work with local agents who desire to withdraw from the State-wide 

program in order to administer the program directly through HUD 
 

�    Work with agents and resident representatives to identify a system  
     for establishing a Resident Advisory Board/s to meet regularly 

 
 x PHA Goal:  Take full advantage of the economies and services that  

automation can provide 
Objectives: 
X Reevaluate and improve automation technologies 

�  Utilize internal IT resources in combination with IT consultants 
    to develop more efficient automation processes 
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Annual PHA Plan 
PHA Fiscal Year 2000 

[24 CFR Part 903.7] 

 
i.  Annual Plan Type: 
Select which type of Annual Plan the PHA will submit. 

 
 Standard Plan  

 
Streamlined Plan:  

 High Performing PHA  
 Small Agency (<250 Public Housing Units)  

x Administering Section 8 Only   
 

 Troubled Agency Plan  
 
ii.  Executive Summary of the Annual PHA Plan 
[24 CFR Part 903.7 9 (r)] 
In the plan year, VHDA intends to implement recommendations stemming from a study of the 

administration of the Section 8 program which was conducted in FY2000. The 

recommendations to be implemented include:  streamlining central staffing, fully automating 

the program, optimizing VHDA’s support and coordination of the program via training and 

technical assistance. VHDA will also work with local administrative agents and HUD to 

effect the transfer of the program to direct administration by the local agents in those 

localities where direct administration is desired. 
 
 
iii. Annual Plan Table of Contents 
[24 CFR Part 903.7 9 (r)] 
Provide a table of contents for the Annual Plan, including attachments, and a list of supporting 
documents available for public inspection.  

 
Table of Contents 

 Page # 
Annual Plan 
i. Executive Summary        1 
ii. Table of Contents 

1. Housing Needs        5 
2. Financial Resources        10 
3. Policies on Eligibility, Selection and Admissions    17 
4. Rent Determination Policies       24 
5. Operations and Management Policies      26 
6. Grievance Procedures        28 
7. Capital Improvement Needs (N/A to VHDA)    28 
8. Demolition and Disposition (N/A to VHDA)     30 
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9. Designation of Housing (N/A to VHDA)     31 
10. Conversions of Public Housing (N/A to VHDA)    32 
11. Homeownership (N/A to VHDA)      34 
12. Community Service Programs (N/A to VHDA)    36 
13. Crime and Safety (N/A to VHDA)      38 
14. Pets (Inactive for January 1 PHAs) (N/A to VHDA)    40 
15. Civil Rights Certifications (included with PHA Plan Certifications) 
16. Audit           41 
17. Asset Management (N/A to VHDA)      41 
18. Other Information        42 

Attachments  
Indicate which attachments are provided by selecting all that apply. Provide the attachment’s name (A, 
B, etc.) in the space to the left of the name of the attachment.   Note:  If the attachment is provided as a 
SEPARATE file submission from the PHA Plans file, provide the file name in parentheses in the space 
to the right of the title.   
 
Required Attachments: 

 Admissions Policy for Deconcentration, Component 3 (6) (Attachment A)  
 FY 2000 Capital Fund Program Annual Statement   
 Most recent board-approved operating budget (Required Attachment for PHAs  

that are troubled or at risk of being designated troubled ONLY) 
X Membership of the Resident Advisory Board (Attachment B) 
X VHDA RAB Comments Chart (Attachment C) 
X Brief Statement of Progress (Attachment D) 

 
Optional Attachments:  
x PHA Management Organizational Chart (Attachment E) 

 FY 2000 Capital Fund Program 5 Year Action Plan 
 Public Housing Drug Elimination Program (PHDEP) Plan 
 Comments of Resident Advisory Board or Boards (must be attached if not 
included in PHA Plan text) 

x Other (List below, providing each attachment name) 
Administrative Plan (Attachment F) 
 

Supporting Documents Available for Review 
Indicate which documents are available for public review by placing a mark in the “Applicable & On 
Display” column in the appropriate rows.  All listed documents must be on display if applicable to the 
program activities conducted by the PHA.   

 

List of Supporting Documents Available for Review 
Applicable 

& 
On Display 

Supporting Document Applicable Plan 
Component 

x PHA Plan Certifications of Compliance with the PHA Plans 
and Related Regulations 

5 Year and Annual Plans 

x State/Local Government Certification of Consistency with 
the Consolidated Plan   

5 Year and Annual Plans 
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List of Supporting Documents Available for Review 
Applicable 

& 
On Display 

Supporting Document Applicable Plan 
Component 

 Fair Housing Documentation:   
Records reflecting that the PHA has examined its programs 
or proposed programs, identified any impediments to fair 
housing choice in those programs,  addressed or is 
addressing those impediments in a reasonable fashion in view 
of the resources available, and worked or is working with 
local jurisdictions to implement any of the jurisdictions’ 
initiatives to affirmatively further fair housing that require 
the PHA’s involvement.   

5 Year and Annual Plans 

x (Summaries 

only of appli-

cable local 

consolidated 

plans are 

available for 

review) 

Consolidated Plan for the jurisdiction/s in which the PHA is 
located (which includes the Analysis of Impediments to Fair 
Housing Choice (AI))) and any additional backup data to 
support statement of housing needs in the jurisdiction 

Annual Plan: 
Housing Needs 

 Most recent board-approved operating budget for the public 
housing program  
  

Annual Plan: 
Financial Resources; 
 

 Public Housing Admissions and (Continued) Occupancy 
Policy (A&O), which includes the Tenant Selection and 
Assignment Plan [TSAP]  
 

Annual Plan:  Eligibility, 
Selection, and Admissions 
Policies 

x Section 8 Administrative Plan  
 

Annual Plan:  Eligibility, 
Selection, and Admissions 
Policies 

 Public Housing Deconcentration and Income Mixing 
Documentation:  
1. PHA board certifications of compliance with 

deconcentration requirements (section 16(a) of the US 
Housing Act of 1937, as implemented in the 2/18/99 

Quality Housing and Work Responsibility Act Initial 

Guidance; Notice and any further HUD guidance) and  
2. Documentation of the required deconcentration and 

income mixing analysis  

Annual Plan:  Eligibility, 
Selection, and Admissions 
Policies 

 Public housing rent determination policies, including the 
methodology for setting public housing flat rents 

 check here if included in the public housing  

A & O Policy 

Annual Plan:  Rent 
Determination 

 Schedule of flat rents offered at each public housing 
development  

 check here if included in the public housing  

A & O Policy 

Annual Plan:  Rent 
Determination 

x Section 8 rent determination (payment standard) policies  

x check here if included in Section 8 Administrative 

Plan 

Annual Plan:  Rent 
Determination 

 Public housing management and maintenance policy 
documents, including policies for the prevention or 
eradication of pest infestation (including cockroach 
infestation) 

Annual Plan:  Operations 
and Maintenance 
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List of Supporting Documents Available for Review 
Applicable 

& 
On Display 

Supporting Document Applicable Plan 
Component 

 Public housing grievance procedures  

 check here if included in the public housing  

A & O Policy 

Annual Plan: Grievance 
Procedures 

x Section 8 informal review and hearing procedures  

x check here if included in Section 8 Administrative 

Plan 

Annual Plan:  Grievance 
Procedures 

 The HUD-approved Capital Fund/Comprehensive Grant 
Program Annual Statement (HUD 52837) for the active grant 
year 

Annual Plan:  Capital Needs 

 Most recent CIAP Budget/Progress Report (HUD 52825) for 
any active CIAP grant 

Annual Plan:  Capital Needs 

 Most recent, approved 5 Year Action Plan for the Capital 
Fund/Comprehensive Grant Program, if not included as an 
attachment (provided at PHA option)  

Annual Plan:  Capital Needs 

 Approved HOPE VI applications or, if more recent, 
approved or submitted HOPE VI Revitalization Plans or any 
other approved proposal for development of public housing  

Annual Plan:  Capital Needs 

 Approved or submitted applications for demolition and/or 
disposition of public housing  

Annual Plan:  Demolition 
and Disposition 

 Approved or submitted applications for designation of public 
housing (Designated Housing Plans) 

Annual Plan: Designation of 
Public Housing 

 Approved or submitted assessments of reasonable 
revitalization of public housing and approved or submitted 
conversion plans prepared pursuant to section 202 of the 
1996 HUD Appropriations Act  

Annual Plan:  Conversion of 
Public Housing 

 Approved or submitted public housing homeownership 
programs/plans  

Annual Plan:  
Homeownership  

 Policies governing any Section 8  Homeownership program 

 check here if included in the Section 8 

Administrative Plan  

Annual Plan:  
Homeownership  

x Any cooperative agreement between the PHA and the TANF 
agency 

Annual Plan:  Community 
Service & Self-Sufficiency 

x FSS Action Plan/s for public housing and/or Section 8 Annual Plan:  Community 
Service & Self-Sufficiency 

 Most recent self-sufficiency (ED/SS, TOP or ROSS or other 
resident services grant) grant program reports  

Annual Plan:  Community 
Service & Self-Sufficiency 

 The most recent Public Housing Drug Elimination Program 
(PHEDEP) semi-annual performance report for any open 
grant and most recently submitted PHDEP application 
(PHDEP Plan)  

Annual Plan:  Safety and 
Crime Prevention 

x The most recent fiscal year audit of the PHA conducted 
under section 5(h)(2) of the U.S. Housing Act of 1937 (42 U. 
S.C. 1437c(h)), the results of that audit and the PHA’s 
response to any findings  

Annual Plan:  Annual Audit 

 Troubled PHAs: MOA/Recovery Plan   Troubled PHAs 

 Other supporting documents (optional) 
(list individually; use as many lines as necessary) 

(specify as needed) 
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1.  Statement of Housing Needs 
[24 CFR Part 903.7 9 (a)] 
 
A.  Housing Needs of Families in the Jurisdiction/s Served by the PHA 
Based upon the information contained in the Consolidated Plan/s applicable to the jurisdiction, and/or 
other data available to the PHA, provide a statement of the housing needs in the jurisdiction by 
completing the following table. In the “Overall”  Needs column, provide the estimated number  of renter 
families that have housing needs.  For the remaining characteristics,  rate the impact of that factor on the 
housing needs for each family type, from 1 to 5, with 1 being “no impact” and 5 being “severe impact.”  
Use N/A to indicate that no information is available upon which the PHA can make this assessment.  

 

Housing Needs of Families in the Jurisdiction 
by Family Type 

Family Type Overall 
 

Afford-
ability 

Supply Quality 
 

Access-
ibility 

Size Loca-
tion 

Income <= 30% 
of AMI 

54,735 
(72%) 

5 5 4 2 3 5 

Income >30% but 
<=50% of AMI 

43,817 
(72%) 

5 5 4 2 4 5 

Income >50% but 
<80% of AMI 

35,539 
(42%) 

4 5 3 2 4 4 

Elderly 24,602 
(59%) 

5 5 3 3 2 3 

Families with 
Disabilities 

N/A 5 5 3 4 2 4 

Hispanic 2,367 5 5 4 2 5 5 

 
 
What sources of information did the PHA use to conduct this analysis? (Check all that 
apply; all materials must be made available for public inspection.) 
 
x Consolidated Plan of the Jurisdiction/s 

 Indicate year: 1996; 2000 (Abbreviated Plan) 
x U.S. Census data: the Comprehensive Housing Affordability Strategy 

(“CHAS”) dataset (Overall need and affordability and size rankings) 
 American Housing Survey data  

 Indicate year:       
 Other housing market study 

 Indicate year:       
x Other sources: (list and indicate year of information)-Updated data is  

currently unavailable 

�� Statistics: 1999; Tables 3 and 5 (supply ranking) 

�� U.S. Census Bureau; 1990 Census of Population and Housing; 
Share of housing units built prior to 1940 (quality ranking) 
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�� Commonwealth of Virginia, Study of Funding for Housing Serving 

People with Disabilities Pursuant to SJR 159 and SJR 456; Senate 
Document No. 12; December 1, 1999 (accessibility ranking) 

 
 

B.  Housing Needs of Families on the Public Housing and Section 8 
Tenant- Based Assistance Waiting Lists 

State the housing needs of the families on the PHA’s waiting list/s. Complete one table for each type 
of  PHA-wide waiting list administered by the PHA.  PHAs may provide separate tables for site-
based or sub-jurisdictional public housing waiting lists at their option. 

Each of VHDA’s  local administrative entities maintains their own independent 
waiting list.  Waiting list data such as that which is requested in the Table below is 
not readily available due to the current lack of an automated waiting list 
management system.  Automation of the waiting list function should allow 
collection/compilation of the requested information in the future. 
 

Housing Needs of Families on the Waiting List 
 

Waiting list type: (select one) 
      Section 8 tenant-based assistance  
      Public Housing  
      Combined Section 8 and Public Housing 

X      Public Housing Site-Based or sub-jurisdictional waiting list (optional) 
If used, identify which development/subjurisdiction: 

 # of families % of total families  Annual Turnover  
 

Waiting list total    

Extremely low 
income <=30% AMI 

   

Very low income 
(>30% but <=50% 
AMI) 

   

Low income 
(>50% but <80% 
AMI) 

   

Families with 
children 

   

Elderly families    

Families with 
Disabilities 

   

Race/ethnicity    

Race/ethnicity    

Race/ethnicity    

Race/ethnicity    
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Housing Needs of Families on the Waiting List 
 

 

Characteristics by 
Bedroom Size 
(Public Housing 
Only) 

   

1BR    

2 BR    

3 BR    

4 BR    

5 BR    

5+ BR    

 Is the waiting list closed (select one)?   No    Yes   
If yes:  

How long has it been closed (# of months)?       
Does the PHA expect to reopen the list in the PHA Plan year?   No    Yes 
Does the PHA permit specific categories of families onto the waiting list, even if 
generally closed?   No    Yes 

 
 
 
C.  Strategy for Addressing Needs 
Provide a brief description of the PHA’s strategy for addressing the housing needs of families in the 
jurisdiction and on the waiting list IN THE UPCOMING YEAR, and the Agency’s reasons for 
choosing this strategy.   
Due to the current moratorium on leasing, VHDA has limited ability to address the 

housing needs of families in the jurisdiction and on the waiting list.  VHDA will 

continue to seek additional funding from HUD via direct negotiations and/or applying 

under open NOFAs. 
 
(1)  Strategies 
Need:  Shortage of affordable housing for all eligible populations 
 
Strategy 1.  Maximize the number of affordable units available to the PHA within 
its current resources by: 
Select all that apply 

 
 Employ effective maintenance and management policies to minimize the 

number of public housing units off-line  
 Reduce turnover time for vacated public housing units 
 Reduce time to renovate public housing units 
 Seek replacement of public housing units lost to the inventory through mixed 

finance development  
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 Seek replacement of public housing units lost to the inventory through section 
8 replacement housing resources 

x Maintain or increase section 8 lease-up rates by establishing payment standards 
that will enable families to rent throughout the jurisdiction 

 Undertake measures to ensure access to affordable housing among families 
assisted by the PHA, regardless of unit size required 

x Maintain or increase section 8 lease-up rates by marketing the program to 
owners, particularly those outside of areas of minority and poverty 
concentration 

 Maintain or increase section 8 lease-up rates by effectively screening Section 8 
applicants to increase owner acceptance of program 

x Participate in the Consolidated Plan development process to ensure 
coordination with broader community strategies 

x Other (list below) 
 Work through our Congressional delegation as well as HUD Headquarters to  

obtain additional funding so that the moratorium on leasing may be lifted. 
 
Strategy 2:  Increase the number of affordable housing units by: 
Select all that apply 

 
x Apply for additional section 8 units should they become available  

 Leverage affordable housing resources in the community through the creation 
 of mixed - finance housing 
x Pursue housing resources other than public housing or Section 8 tenant-based 
 assistance.  

 Other: (list below) 
 
 
Need:  Specific Family Types:  Families at or below 30% of median 
 
Strategy 1:  Target available assistance to families at or below 30 % of AMI 
Select all that apply 

 
 Exceed HUD federal targeting requirements for families at or below 30% of 

AMI in public housing  
 Exceed HUD federal targeting requirements for families at or below 30% of 

AMI in tenant-based section 8 assistance 
 Employ admissions preferences aimed at families with economic hardships 
 Adopt rent policies to support and encourage work  

x Other: (list below) 
 All local administrative agents are required to ensure that 75% of all new  

admissions are at or below 30% of AMI (or should alert VHDA to the need to  

apply for a waiver). 
Need:  Specific Family Types:  Families at or below 50% of median 
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Strategy 1: Target available assistance to families at or below 50% of AMI 
Select all that apply 

 
x Employ admissions preferences aimed at families who are working  
 Some localities participating in the Welfare-to-Work Voucher Program have  

established an admissions preference for working families. 
 Adopt rent policies to support and encourage work 

x Other: (list below) 
 All agents are required to ensure that admissions over 30% of AMI do not 

 exceed 50% of AMI. 
 
 
Need:  Specific Family Types: The Elderly 
 
Strategy 1:  Target available assistance to the elderly: 
Select all that apply 

 
 Seek designation of public housing for the elderly  

x Apply for special-purpose vouchers targeted to the elderly, should they become 
available 

 Other: (list below) 
 
Need:  Specific Family Types:  Families with Disabilities 
 

Strategy 1:  Target available assistance to Families with Disabilities: 

Select all that apply 

 
 Seek designation of public housing for families with disabilities  
 Carry out the modifications needed in public housing based on the section 504 

Needs Assessment for Public Housing 
x Apply for special-purpose vouchers targeted to families with disabilities, 

should they become available 
x Affirmatively market to local non-profit agencies that assist families with 

disabilities 
 Other: (list below) 

 
Need:  Specific Family Types:  Races or ethnicities with disproportionate housing 
needs 
 

Strategy 1:  Increase awareness of PHA resources among families of races and 
ethnicities with disproportionate needs: 

Select if applicable 

 
 Affirmatively market to races/ethnicities shown to have disproportionate 

housing needs 
x Other: (list below) 
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 VHDA requires that Agents advertise housing assistance availability in  

            newspapers of general circulation as well as in minority media. 
Strategy 2:  Conduct activities to affirmatively further fair housing 
Select all that apply 

 
x Counsel section 8 tenants as to location of units outside of areas of poverty or 

minority concentration and assist them to locate those units 
x Market the section 8 program to owners outside of areas of poverty /minority 

concentrations 
 Other: (list below)  

 
 
Other Housing Needs & Strategies: (list needs and strategies below) 
 
(2)  Reasons for Selecting Strategies 
Of the factors listed below, select all that influenced the PHA’s selection of the 
strategies it will pursue: 
 
x Funding constraints 

 Staffing constraints 
 Limited availability of sites for assisted housing 
 Extent to which particular housing needs are met by other organizations in the 

community 
x Evidence of housing needs as demonstrated in the Consolidated Plan and other 

information available to the PHA  
 Influence of the housing market on PHA programs 

x Community priorities regarding housing assistance 
x Results of consultation with local or state government 
x Results of consultation with residents and the Resident Advisory Board 
x Results of consultation with advocacy groups 

 Other:  (list below) 
 
 
2.  Statement of Financial Resources 
[24 CFR Part 903.7 9 (b)] 
List the financial resources that are anticipated to be available to the PHA for the support of Federal 
public housing and tenant-based Section 8 assistance programs administered by the PHA during the Plan 
year.   Note:  the table assumes that Federal public housing or tenant based Section 8 assistance grant 
funds are expended on eligible purposes; therefore, uses of these funds need not be stated.  For other 
funds, indicate the use for those funds as one of the following categories: public housing operations, 
public housing capital improvements, public housing safety/security, public housing supportive services, 
Section 8 tenant-based assistance, Section 8 supportive services or other.  
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Financial Resources:   
Planned Sources and Uses  

Sources Planned $ Planned Uses 

 1.  Federal Grants (FY 2000 grants)   

a) Public Housing Operating Fund   

b) Public Housing Capital Fund   

c) HOPE VI Revitalization   

d) HOPE VI Demolition   

e) Annual Contributions for Section 
8 Tenant-Based Assistance 

$46,128,732  

f) Public Housing Drug Elimination 
Program (including any Technical 
Assistance funds) 

  

g) Resident Opportunity and Self-
Sufficiency Grants 

  

h) Community Development Block 
Grant 

  

i) HOME   

Other Federal Grants (list below)   

   

2.  Prior Year Federal Grants 
(unobligated funds only) (list 
below) 

  

   

   

   

3.  Public Housing Dwelling Rental 
Income 

  

   

   

4.  Other income (list below)   

   

   

4.  Non-federal sources (list below)   

   

   

   

Total resources $46,128,732  
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3.  PHA Policies Governing Eligibility, Selection, and Admissions 
[24 CFR Part 903.7 9 (c)] 
 

A.  Public Housing  - NOT APPLICABLE TO VHDA - Go to pg. 17 
Exemptions:  PHAs that do not administer public housing are not required to complete subcomponent 
3A. 
 
(1) Eligibility 
 
a. When does the PHA verify eligibility for admission to public housing? (select all 

that apply) 
 When families are within a certain number of being offered a unit: (state 

number) 
 When families are within a certain time of being offered a unit: (state time) 
 Other: (describe) 

 
b. Which non-income (screening) factors does the PHA use to establish eligibility for 

admission to public housing (select all that apply)? 
 Criminal or Drug-related activity 
 Rental history 
 Housekeeping 
 Other (describe) 

 
c.   Yes   No:  Does the PHA request criminal records from local law 

enforcement agencies for screening purposes?  
d.   Yes   No:  Does the PHA request criminal records from State law 

enforcement agencies for screening purposes? 
e.   Yes    No:  Does the PHA access FBI criminal records from the FBI for 

screening purposes? (either directly or through an NCIC-
authorized source) 

 
 
(2)Waiting List Organization 
 
a. Which methods does the PHA plan to use to organize its public housing waiting list 

(select all that apply) 
 Community-wide list 
 Sub-jurisdictional lists 
 Site-based waiting lists 
 Other (describe) 

 
b.  Where may interested persons apply for admission to public housing?  

 PHA main administrative office 
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 PHA development site management office  
 Other (list below) 

 
c.  If the PHA plans to operate one or more site-based waiting lists in the coming year, 

answer each of the following questions; if not, skip to subsection (3) Assignment 
 

1. How many site-based waiting lists will the PHA operate in the coming 
year?      
 

2.   Yes   No: Are any or all of the PHA’s site-based waiting lists new for the 
upcoming year (that is, they are not part of a previously-HUD-
approved site based waiting list plan)? 
If yes, how many lists?       

  
 
3.   Yes   No: May families be on more than one list simultaneously 

 If yes, how many lists?       
 

4. Where can interested persons obtain more information about and sign up to be on 
the site-based waiting lists (select all that apply)? 

 PHA main administrative office 
 All PHA development management offices 
 Management offices at developments with site-based waiting lists 
 At the development to which they would like to apply 
 Other (list below) 

 
 
(3) Assignment 
 
a. How many vacant unit choices are applicants ordinarily given before they fall to the 

bottom of or are removed from the waiting list? (select one) 
  One  
 Two 
 Three or More 

 
b.   Yes   No: Is this policy consistent across all waiting list types? 
 
c. If answer to b is no, list variations for any other than the primary public housing 

waiting list/s for the PHA: 
 
(4) Admissions Preferences 
 

a. Income targeting:  
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  Yes   No: Does the PHA plan to exceed the federal targeting requirements by 
targeting more than 40% of all new admissions to public housing 
to families at or below 30% of median area income? 

 
 
b. Transfer policies: 
In what circumstances will transfers take precedence over new admissions? (list 
below) 

   Emergencies  
 Overhoused 
 Underhoused 
 Medical justification 
 Administrative reasons determined by the PHA (e.g., to permit modernization   

work) 
 Resident choice: (state circumstances below) 
 Other: (list below) 

 
 
 

c.  Preferences 
1.   Yes   No: Has the PHA established preferences for admission to public 

housing (other than date and time of application)? (If “no” is 
selected, skip to subsection (5) Occupancy) 

 
2.  Which of the following admission preferences does the PHA plan to employ in the 

coming year? (select all that apply from either former Federal preferences or other 
preferences)  

 
Former Federal preferences: 

 Involuntary Displacement (Disaster, Government Action, Action of Housing 
  Owner, Inaccessibility, Property Disposition) 

 Victims of domestic violence 
 Substandard housing 
 Homelessness 
 High rent burden (rent is > 50 percent of income) 

 
Other preferences: (select below) 

 Working families and those unable to work because of age or disability  
 Veterans and veterans’ families  
 Residents who live and/or work in the jurisdiction 
 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility 

 programs 
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 Victims of reprisals or hate crimes 
 Other preference(s) (list below) 

 

3. If the PHA will employ admissions preferences, please prioritize by placing a “1” in 
the space that represents your first priority, a “2” in the box representing your second 
priority, and so on.   If you give equal weight to one or more of these choices (either 
through an absolute hierarchy or through a point system), place the same number next 
to each.  That means you can use “1” more than once, “2” more than once, etc. 
 
       Date and Time 
 
Former Federal preferences: 
    Involuntary Displacement (Disaster, Government Action, Action of Housing 
 Owner, Inaccessibility, Property Disposition) 
    Victims of domestic violence  
    Substandard housing 
    Homelessness 
    High rent burden 
 
Other preferences (select all that apply) 

 Working families and those unable to work because of age or disability  
 Veterans and veterans’ families  
 Residents who live and/or work in the jurisdiction 
 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility 

 programs  
 Victims of reprisals or hate crimes  
 Other preference(s) (list below) 

 
        

 
4.  Relationship of preferences to income targeting requirements: 

 The PHA applies preferences within income tiers 
 Not applicable:  the pool of applicant families ensures that the PHA will meet 

income targeting requirements 
 
 
(5) Occupancy  
 

a. What reference materials can applicants and residents use to obtain information 
about the rules of occupancy of public housing (select all that apply) 
 The PHA-resident lease 
 The PHA’s Admissions and (Continued) Occupancy policy 
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 PHA briefing seminars or written materials 
 Other source (list)  

 
 
b. How often must residents notify the PHA of changes in family composition?
 (select all that apply) 

 At an annual reexamination and lease renewal 
 Any time family composition changes 
 At family request for revision  
 Other (list) 

 
 
 
 
(6) Deconcentration and Income Mixing  
 
a.   Yes   No: Did the PHA’s analysis of its family (general occupancy) 

developments to determine concentrations of poverty indicate the 
need for measures to promote deconcentration of poverty or 
income mixing? 

 
 
b.   Yes   No: Did the PHA adopt any changes to its admissions policies based 

on the results of the required analysis of the need to promote 
deconcentration of poverty or to assure income mixing? 

 
c. If the answer to b was yes, what changes were adopted? (select all that apply) 

 Adoption of site- based waiting lists  
If selected, list targeted developments below: 

 
 Employing waiting list “skipping” to achieve deconcentration of poverty or 

income mixing goals at targeted developments  
If selected, list targeted developments below: 

 
 Employing new admission preferences at targeted developments  

If selected, list targeted developments below: 
 

 Other (list policies and developments targeted below) 
 
 
d.   Yes   No: Did the PHA adopt any changes to other policies based on the 

results of the required analysis of the need for deconcentration 
of poverty and income mixing? 
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e.  If the answer to d was yes, how would you describe these changes? (select all that 
apply) 

 
 Additional affirmative marketing  
 Actions to improve the marketability of certain developments 
 Adoption or adjustment of ceiling rents for certain developments 
 Adoption of rent incentives to encourage deconcentration of poverty and 

income-mixing  
 Other (list below) 

 
f.  Based on the results of the required analysis, in which developments will the PHA 
make special efforts to attract or retain higher-income families? (select all that apply) 

 Not applicable:  results of analysis did not indicate a need for such efforts 
 List (any applicable) developments below: 

 
g.  Based on the results of the required analysis, in which developments will the PHA 
make special efforts to assure access for lower-income families? (select all that apply) 

 Not applicable:  results of analysis did not indicate a need for such efforts 
 List (any applicable) developments below: 

 

 
 
B. Section 8 
Exemptions:  PHAs that do not administer section 8 are not required to complete sub-component 3B.   
Unless otherwise specified, all questions in this section apply only to the tenant-based section 8 
assistance program (vouchers, and until completely merged into the voucher program, 
certificates). 

 
(1) Eligibility 
 
a.  What is the extent of screening conducted by the PHA? (select all that apply) 
x Criminal or drug-related activity only to the extent required by law or 

regulation (Required to be performed by local administrative entity) 
x Criminal and drug-related activity, more extensively than required by law or 

regulation (VHDA policy allows for local administrative entity discretion in 

developing local policy to provide fore more extensive screening) 
 More general screening than criminal and drug-related activity (list factors 

below) 
 Other (list below) 

 
 

b. x  Yes   No: Does the PHA request criminal records from local law enforcement 
agencies for screening purposes? (Some administrative entities 

have received local funding to conduct criminal records 

checks) 
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c. x  Yes   No:  Does the PHA request criminal records from State law enforcement 

agencies for screening purposes? (Some administrative entities 

have agreements with State law enforcement agencies that 

allow for records checks for screening purposes.) 
 
d.   Yes  x  No:  Does the PHA access FBI criminal records from the FBI for 

screening purposes? (either directly or through an NCIC-
authorized source) 

 
e.  Indicate what kinds of information you share with prospective landlords? (select all 

that apply) 
 Criminal or drug-related activity 

x Other (describe below) 

��  Administrative Agents must share the following information with owners:  

family’s current and prior address, name/address of landlord at the family’s 

current and prior address, information on amounts the PHA paid to an owner 

under a HAP contract for rent, damages to the unit, or other amounts owed by the 

family under the lease, information on the tenant rent portion that is not paid to 

the owner, and the AA may offer the owner other information in the PHA 

possession, about the family, including information about the tenancy history of 

family members, or about drug-trafficking by family members. 

 
(2) Waiting List Organization 
 
a.  With which of the following program waiting lists is the section 8 tenant-based 

assistance waiting list merged? (select all that apply) 
 None 
 Federal public housing 

x Federal moderate rehabilitation 
x Federal project-based certificate program 

 Other federal or local program (list below) 
 
b.  Where may interested persons apply for admission to section 8 tenant-based 

assistance? (select all that apply) 
x PHA main administrative office (in person applications) 
x Other (list below) 
 At each of the local administrative agent offices 
 
 
 
(3) Search Time 
 

a.  x  Yes    No: Does the PHA give extensions on standard 60-day period to search 
for a unit? 
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If yes, state circumstances below: 
The initial term of a voucher is 60 days.  Local administrative agents(AA)  may grant a 

family an extension upon written request.  Extensions may be granted in 30-day 

increments.  The AA must grant an extension of the search time as a reasonable 

accommodation for a person with a disability.  At any time during an extended search 

term, the AA may require the family to report its progress in leasing a unit.  At 

minimum, the report should indicate where the family looked for a unit and why it was 

rejected.  The submission of detailed, written progress report to the AA is mandatory 

when the family requests to extend the search period beyond 120 days or is required to 

move due to HQS violations.  AAs are encouraged to require a progress report for all 

extensions beyond 60 days, particularly where the family is hard-to-house or has self-

identified as having a disability.  Review of a family’s progress report may reveal 

situations of possible discrimination where a family is repeatedly denied housing.  
 
(4) Admissions Preferences 
 
a.  Income targeting  
 

  Yes x  No: Does the PHA plan to exceed the federal targeting requirements by 
targeting more than 75% of all new admissions to the section 8 
program to families at or below 30% of median area income? 

b.  Preferences 
1. x  Yes   No: Has the PHA established preferences for admission to section 8 

tenant-based assistance? (other than date and time of 
application) (if no, skip to subcomponent (5) Special purpose 
section 8 assistance programs)  

 
2.  Which of the following admission preferences does the PHA plan to employ in the 
 coming year? (select all that apply from either former Federal preferences or other 
 preferences)  

An applicant may claim qualification for one or all of VHDA approved local 

preferences.  As the Administrative Agents have the best knowledge of the 

characteristics of the low income population in their jurisdiction, they may develop 

their own local preferences.  However, Agents may not implement a local 

preference without VHDA approval. 
 
Former Federal preferences 
x Involuntary Displacement (Disaster, Government Action, Action of Housing 

Owner, Inaccessibility, Property Disposition) (locality preference) 
x Victims of domestic violence (VHDA-approved preference) 
x Substandard housing (locality preference 
x Homelessness (locality preference 
x High rent burden (rent is > 50 percent of income) (locality preference) 
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Other preferences (select all that apply) 
x Working families and those unable to work because of age or disability  
             (locality preference)  

 Veterans and veterans’ families  
 Residents who live and/or work in your jurisdiction  
 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
 Those previously enrolled in educational, training, or upward mobility 

programs  
x Victims of reprisals or hate crimes  (VHDA-approved  preference) 
x Other preference(s) (list below) 

�� VHDA-Approved Preferences: 

�� Victim/witness protection 

�� Displacement to avoid reprisals 

�� Preference over Singles (for any single or two member elder, 

disabled or displaced household) 
�� Welfare-to-Work preferences (as established by local 

administrative agents) 

3. If the PHA will employ admissions preferences, please prioritize by placing a “1” in 
 the space that represents your first priority, a “2” in the box representing your 
 second priority, and so on.   If you give equal weight to one or more of these 
 choices (either through an absolute hierarchy or through a point system), place the 
 same number next to each.  That means you can use “1” more than once, “2” more 
 than once, etc. 
 
1 Date and Time 
 The priority placed on all other preferences as indicated in #(4) above, 

 is determined by the locality. 
Former Federal preferences 
  Involuntary Displacement (Disaster, Government Action, Action of Housing 

Owner, Inaccessibility, Property Disposition) 
  Victims of domestic violence 
  Substandard housing 
  Homelessness 
  High rent burden 
 
Other preferences (select all that apply) 

 Working families and those unable to work because of age or disability  
 Veterans and veterans’ families  
 Residents who live and/or work in your jurisdiction 
 Those enrolled currently in educational, training, or upward mobility programs 
 Households that contribute to meeting income goals (broad range of incomes)  
 Households that contribute to meeting income requirements (targeting)  
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 Those previously enrolled in educational, training, or upward mobility 
 programs  

 Victims of reprisals or hate crimes  
 Other preference(s) (list below) 

 
 

4.  Among applicants on the waiting list with equal preference status, how are 
 applicants selected? (select one) 
x Date and time of application 

 Drawing (lottery) or other random choice technique 
 
 
 
5.  If the PHA plans to employ preferences for “residents who live and/or work in the 
 jurisdiction” (select one) 
X This preference has previously been reviewed and approved by HUD 

 The PHA requests approval for this preference through this PHA Plan 
 
  

 
6.  Relationship of preferences to income targeting requirements: (select one) 

 The PHA applies preferences within income tiers 
X Not applicable:  the pool of applicant families ensures that the PHA will meet 

income targeting requirements 
 
 
(5)   Special Purpose Section 8 Assistance Programs 
 
a.  In which documents or other reference materials are the policies governing 

eligibility, selection, and admissions to any special-purpose section 8 program 
administered by the PHA contained? (select all that apply) 

X The Section 8 Administrative Plan 
X Briefing sessions and written materials 
X Other (list below) 

�� Welfare-to-Work Plans 

�� FSS Plans 
 
b. How does the PHA announce the availability of any special-purpose section 8  

programs to the public? 
X Through published notices (e.g., in newspapers of general circulation and in 

 minority media) 

X Other (list below) 

�� Direct mail to eligible families (e.g., WtW families) 

�� Radio Announcements 
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4.  PHA Rent Determination Policies  
[24 CFR Part 903.7 9 (d)] 

 
A.  Public Housing - NOT APPLICABLE TO VHDA - Go to pg. 24 
Exemptions:  PHAs that do not administer public housing are not required to complete sub-component 
4A. 
 

(1)  Income Based Rent Policies 
Describe the PHA’s income based rent setting policy/ies for public housing using, including 
discretionary (that is, not required by statute or regulation) income disregards and exclusions, in the 
appropriate spaces below. 

 
a.  Use of discretionary policies: (select one) 
 

 The PHA will not employ any discretionary rent-setting policies for income 
based rent in public housing.  Income-based rents are set at the higher of 30% 
of adjusted monthly income, 10% of unadjusted monthly income, the welfare 
rent, or minimum rent (less HUD mandatory deductions and exclusions).  (If 
selected, skip to sub-component (2)) 

 
---or--- 
 

 The PHA employs discretionary policies for determining income based rent (If 
selected, continue to question b.) 

 
 
b.  Minimum Rent 
 
1. What amount best reflects the PHA’s minimum rent? (select one) 

 $0 
 $1-$25 
 $26-$50 

 
 
2.   Yes   No: Has the PHA adopted any discretionary minimum rent hardship 

exemption policies? 
 
3. If yes to question 2, list these policies below: 

 
c.  Rents set at less than 30% than adjusted income 
 
1.   Yes   No:  Does the PHA plan to charge rents at a fixed amount or  
     percentage less than 30% of adjusted income? 
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2.  If yes to above, list the amounts or percentages charged and the circumstances    
under which these will be used below: 

 
 
 
d.  Which of the discretionary (optional) deductions and/or exclusions policies does the 

PHA plan to employ (select all that apply) 
 For the earned income of a previously unemployed household member 
 For increases in earned income 
 Fixed amount (other than general rent-setting policy) 

If yes, state amount/s and circumstances below: 
 

 Fixed percentage (other than general rent-setting policy) 
If yes, state percentage/s and circumstances below: 

 
 For household heads 
 For other family members  
 For transportation expenses 
 For the non-reimbursed medical expenses of non-disabled or non-elderly 

 families 
 Other (describe below) 

 
 
 
 

e. Ceiling rents 

 

1. Do you have ceiling rents? (rents set at a level lower than 30% of adjusted income) 
(select one) 

 
 Yes for all developments 
 Yes but only for some developments 
 No 

 
 

2. For which kinds of developments are ceiling rents in place? (select all that apply) 
 

 For all developments 
 For all general occupancy developments (not elderly or disabled or elderly 

only) 
 For specified general occupancy developments 
 For certain parts of developments; e.g., the high-rise portion 
 For certain size units; e.g., larger bedroom sizes 
 Other (list below) 
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3. Select the space or spaces that best describe how you arrive at ceiling rents (select 
all that apply) 

 
 Market comparability study 
 Fair market rents (FMR) 
 95th percentile rents 
 75 percent of operating costs 
 100 percent of operating costs for general occupancy (family) developments 
 Operating costs plus debt service 
 The “rental value” of the unit 
 Other (list below) 

 
 

f.  Rent re-determinations: 

 
1.  Between income reexaminations, how often must tenants report changes in income 
 or family composition to the PHA such that the changes result in an adjustment to 
 rent? (select all that apply) 

 Never 
 At family option 
 Any time the family experiences an income increase 
 Any time a family experiences an income increase above a threshold amount or 

 percentage: (if selected, specify threshold)_____ 

 Other (list below) 
 
 
g.   Yes   No:  Does the PHA plan to implement individual savings accounts for 

residents (ISAs) as an alternative to the required 12 month 
disallowance of earned income and phasing in of rent increases 
in the next year?  

 
(2)  Flat Rents   
 
1.  In setting the market-based flat rents, what sources of information did the PHA use 

to establish comparability? (select all that apply.) 
 The section 8 rent reasonableness study of comparable housing  
 Survey of rents listed in local newspaper   
 Survey of similar unassisted units in the neighborhood 
 Other (list/describe below) 

 
 
B.  Section 8 Tenant-Based Assistance 
Exemptions:  PHAs that do not administer Section 8 tenant-based assistance are not required to 
complete sub-component 4B. Unless otherwise specified, all questions in this section apply only to 
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the tenant-based section 8 assistance program (vouchers, and until completely merged into the 
voucher program, certificates). 
 

 
(1) Payment Standards  
Payment standards are presently established at 100% of FMR.  Any change in the payment standard 

will be made upon VHDA notification to its administrative agents, usually within 60 days of the release 

of a new FMR schedule.  Specific policies related to voucher payment standards are included in the 

attached Administrative Plan. 
 
a. What is the PHA’s payment standard? (select the category that best describes your 
standard) 

 At or above 90% but below100% of FMR  
X 100% of FMR (Standard for VHDA localities) 
X Above 100% but at or below 110% of FMR (Exceptions have been granted in  

some localities, e.g., Pulaski, Spotsylvania, Winchester) 

 Above 110% of FMR (if HUD approved; describe circumstances below) 
 
 
b.  If the payment standard is lower than FMR, why has the PHA selected this 

standard? (select all that apply) 
 FMRs are adequate to ensure success among assisted families in the PHA’s 

segment of the FMR area 
 The PHA has chosen to serve additional families by lowering the payment 

standard  
 Reflects market or submarket 
 Other (list below) 

 
c.  If the payment standard is higher than FMR, why has the PHA chosen this level? 

(select all that apply) 
 FMRs are not adequate to ensure success among assisted families in the PHA’s 

segment of the FMR area 
X Reflects market or submarket 

 To increase housing options for families 
 Other (list below) 

 
 

 d.  How often are payment standards reevaluated for adequacy? (select one) 
X Annually 

�� Local administrative agents may submit a written request for an exception 

to the established payment standard at any time 
 Other (list below) 

 
 
e.  What factors will the PHA consider in its assessment of the adequacy of its payment 

standard?  (select all that apply) 
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X Success rates of assisted families 
X Rent burdens of assisted families 
X Other (list below) 

�� affordable housing given the current market conditions 

�� vacancy rates 

�� analysis of the % a family pays to rent 

�� other market factors 
 
 
 
 
(2) Minimum Rent 
 
a.  What amount best reflects the PHA’s minimum rent? (select one) 

 $0 
X $1-$25 

 $26-$50 
 
b. X  Yes   No: Has the PHA adopted any discretionary minimum rent hardship 

exemption  policies? (if yes, list below) 

�� Reasonable accommodations will be made for persons with disabilities. 

�� Other exemptions as determined by the local administrative entity. 
 

5. Operations and Management  
[24 CFR Part 903.7 9 (e)] 
 
Exemptions from Component 5:  High performing and small PHAs are not required to complete this 
section.  Section 8 only PHAs must complete parts A, B, and C(2) 
 
 

A.  PHA Management Structure  
Describe the PHA’s management structure and organization.  

(select one) 
X An organization chart showing the PHA’s management structure and 

organization is attached. 
 A brief description of the management structure and organization of the PHA 

follows: 
 

 
B. HUD Programs Under PHA Management 
�� List Federal programs administered by the PHA, number of families served at the beginning of the 

upcoming fiscal year, and expected turnover in each.  (Use “NA” to indicate that the PHA does not 
operate any of the programs listed below.)   

Program Name Units or Families 
Served at Year 

Expected 
Turnover 
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Beginning  
Public Housing   

Section 8 Vouchers 8,353 1% 

Section 8 Certificates   

Section 8 Mod Rehab 613 1% 

Special Purpose Section 
8 Certificates/Vouchers 
(list individually) 
Wtw 

 
 
 
860 

 
 
 
1% 

Public Housing Drug 
Elimination Program 
(PHDEP) 

  

   

   

Other Federal 
Programs(list 
individually) 

  

   

   

 
 
C.  Management and Maintenance Policies 
List the PHA’s public housing management and maintenance policy documents, manuals and handbooks 
that contain the Agency’s rules, standards, and policies that govern maintenance and management of 
public housing, including a description of any measures necessary for the prevention or eradication of 
pest infestation (which includes cockroach infestation) and the policies governing Section 8 
management. 

 
(1)  Public Housing Maintenance and Management: (list below) 
 
(2)  Section 8 Management: (list below) 

�� VHDA Administrative Plan 

�� VHDA’s Internal Administrative Manual 

�� Policies and Procedures Manual (this is slated to be updated in FY 2001 

in  order to ensure that it coordinates with the Administrative Plan that was 

rewritten and updated in FY2000) 

�� Local addenda to the VHDA Administrative Plan 

�� Welfare-to-Work Plans 

�� FSS Plans 

 
 
6. PHA Grievance Procedures 
[24 CFR Part 903.7 9 (f)] 
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Exemptions from component 6:  High performing PHAs are not required to complete component 6. 
Section 8-Only PHAs are exempt from sub-component 6A. 

 
 
A.  Public Housing - NOT APPLICABLE TO VHDA - Go to B. Section 8 
1.   Yes   No: Has the PHA established any written grievance procedures in 

addition to federal requirements found at 24 CFR Part 966, 
Subpart B, for residents of public housing? 

 
If yes, list additions to federal requirements below: 

 
2.  Which PHA office should residents or applicants to public housing contact to 

initiate the PHA grievance process? (select all that apply) 
 PHA main administrative office 
 PHA development management offices 
 Other (list below) 

 
 

 
B.  Section 8 Tenant-Based Assistance 
1. X  Yes   No: Has the PHA established informal review procedures for applicants 

to the Section 8 tenant-based assistance program and informal 
hearing procedures for families assisted by the Section 8 tenant-
based assistance program in addition to federal requirements 
found at 24 CFR 982?  

 
If yes, list additions to federal requirements below: 
VHDA provides hearing officers to all its localities to ensure that hearings are 

impartial and fair. 
 
2.  Which PHA office should applicants or assisted families contact to initiate the 

informal review and informal hearing processes? (select all that apply) 
 PHA main administrative office 

X Other (list below) 
Local Administrative Agents’ Offices 

 
 
 

 

7.  Capital Improvement Needs  - NOT APPLICABLE TO VHDA - 
Go to pg. 34 

[24 CFR Part 903.7 9 (g)] 
Exemptions from Component 7:  Section 8 only PHAs are not required to complete this component and 
may skip to Component 8.   
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A.  Capital Fund Activities 

Exemptions from sub-component 7A:   PHAs that will not participate in the Capital Fund Program may 
skip to component 7B.  All other PHAs must complete 7A as instructed. 

 
(1)  Capital Fund Program Annual Statement 
Using parts I, II, and III of the Annual Statement for the Capital Fund Program (CFP), identify capital 
activities the PHA is proposing for the upcoming year to ensure long-term physical and social viability 
of its public housing developments.  This statement can be completed by using the CFP Annual 
Statement tables provided in the table library at the end of the PHA Plan template OR, at the PHA’s 
option, by completing and attaching a properly updated HUD-52837.    
 
Select one: 

 The Capital Fund Program Annual Statement is provided as an attachment to 
the PHA Plan at Attachment (state name)       

-or- 
 

 The Capital Fund Program Annual Statement is provided below:  (if selected, 
copy the CFP Annual Statement from the Table Library and insert here) 

 
 
 
(2)  Optional 5-Year Action Plan 

Agencies are encouraged to include a 5-Year Action Plan covering capital work items. This statement 
can be completed by using the 5 Year Action Plan table provided in the table library at the end of the 
PHA Plan template OR by completing and attaching a properly updated HUD-52834.    

 
a.   Yes   No: Is the PHA providing an optional 5-Year Action Plan for the 

Capital Fund? (if no, skip to sub-component 7B) 
 
b.  If yes to question a, select one: 

 The Capital Fund Program 5-Year Action Plan is provided as an attachment to 
the PHA Plan at Attachment (state name      

-or- 
 

 The Capital Fund Program 5-Year Action Plan is provided below:  (if selected, 
copy the CFP optional 5 Year Action Plan from the Table Library and insert 
here) 

 
 
B.  HOPE VI and Public Housing Development and Replacement 
Activities (Non-Capital Fund) 
 
Applicability of sub-component 7B:  All PHAs administering public housing.  Identify any approved 
HOPE VI and/or public housing development or replacement activities not described in the Capital Fund 
Program Annual Statement. 
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  Yes   No:     a) Has the PHA received a HOPE VI revitalization grant? (if no, 

skip to question c; if yes, provide responses to question b for 
each grant, copying and completing as many times as necessary) 

b) Status of HOPE VI revitalization grant (complete one set of 
questions for each grant) 

 
1. Development name: 
2. Development (project) number: 
3. Status of grant: (select the statement that best describes the current 

status)   
 Revitalization Plan under development 
 Revitalization Plan submitted, pending approval 
 Revitalization Plan approved 
 Activities pursuant to an approved Revitalization Plan 

underway 
 

  Yes   No:     c) Does the PHA plan to apply for a HOPE VI Revitalization grant  
in the Plan year? 
If yes, list development name/s below: 

 
 

  Yes   No:     d) Will the PHA be engaging in any mixed-finance development 
activities for public housing in the Plan year?  
If yes, list developments or activities below: 

 
 

  Yes   No:    e) Will the PHA be conducting any other public housing 
development or replacement activities not discussed in the 
Capital Fund Program Annual Statement?  
If yes, list developments or activities below: 

 
 

8.  Demolition and Disposition – NOT APPLICABLE TO VHDA, Go 
to Pg. 34 

[24 CFR Part 903.7 9 (h)] 
Applicability of component 8:  Section 8 only PHAs are not required to complete this section.   

 
1.   Yes   No:  Does the PHA plan to conduct any demolition or disposition 

activities (pursuant to section 18 of the U.S. Housing Act of 
1937 (42 U.S.C. 1437p)) in the plan Fiscal Year?   (If “No”, 
skip to component 9; if “yes”, complete one activity description 
for each development.) 

 
2. Activity Description 
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   Yes   No:  Has the PHA provided the activities description information in 

the optional Public Housing Asset Management Table? (If 
“yes”, skip to component 9.  If “No”, complete the Activity 
Description table below.) 

 

Demolition/Disposition Activity Description 

1a. Development name: 
1b. Development (project) number: 

2. Activity type:  Demolition  
Disposition  

3. Application status (select one)  
Approved   
Submitted, pending approval   
Planned application   

4. Date application approved, submitted, or planned for submission:  (DD/MM/YY) 

5. Number of units affected:       
6.  Coverage of action (select one)   

  Part of the development 
  Total development 

7.  Timeline for activity: 
a. Actual or projected start date of activity: 
b. Projected end date of activity: 

 

 
9.  Designation of Public Housing for Occupancy by Elderly Families 

or Families with Disabilities or Elderly Families and Families with 
Disabilities – NOT APPLICABLE TO VHDA, Go to Pg. 34 

[24 CFR Part 903.7 9 (i)] 
Exemptions from Component 9;  Section 8 only PHAs are not required to complete this section.  

 
 
1.   Yes   No:   Has the PHA designated or applied for approval to designate or 

does the PHA plan to apply to designate any public housing for 
occupancy only by the elderly families or only by families with 
disabilities, or by elderly families and families with disabilities 
or will apply for designation for occupancy by only elderly 
families or only families with disabilities, or by elderly families 
and families with disabilities as provided by section 7 of the 
U.S. Housing Act of 1937 (42 U.S.C. 1437e) in the upcoming 
fiscal year?   (If “No”, skip to component 10.  If “yes”, complete 
one activity description for each development, unless the PHA is 
eligible to complete a streamlined submission; PHAs 
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completing streamlined submissions may skip to component 
10.)  

 
2.  Activity Description 

  Yes   No:  Has the PHA provided all required activity description 
information for this component in the optional Public Housing 
Asset Management Table? If “yes”, skip to component 10.  If 
“No”, complete the Activity Description table below. 

 
 

Designation of Public Housing Activity Description  

1a. Development name: 
1b. Development (project) number: 

2. Designation type:    
Occupancy by only the elderly   
Occupancy by families with disabilities  
Occupancy by only elderly families and families with disabilities   

3. Application status (select one)   
Approved; included in the PHA’s  Designation Plan  
Submitted, pending approval   
Planned application  

4.  Date this designation approved, submitted, or planned for submission: (DD/MM/YY) 

5.  If approved, will this designation constitute a (select one)  
  New Designation Plan 
  Revision of a previously-approved Designation Plan? 

6.  Number of units affected:       
7.   Coverage of action (select one)   

  Part of the development 
  Total development 

 
 
 
10. Conversion of Public Housing to Tenant-Based Assistance – NOT 

APPLICABLE TO VHDA, Go to Pg. 34 
[24 CFR Part 903.7 9 (j)] 
Exemptions from Component 10;  Section 8 only PHAs are not required to complete this section.  

 
A.  Assessments of Reasonable Revitalization Pursuant to section 202 of the HUD 

FY 1996 HUD Appropriations Act 
 
1.   Yes   No:   Have any of the PHA’s developments or portions of 

developments been identified by HUD or the PHA as covered 
under section 202 of the HUD FY 1996 HUD Appropriations 
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Act? (If “No”, skip to component 11; if “yes”, complete one 
activity description for each identified development, unless 
eligible to complete a streamlined submission. PHAs 
completing streamlined submissions may skip to component 
11.) 

 
2.  Activity Description 

  Yes   No:  Has the PHA provided all required activity description 
information for this component in the optional Public Housing 
Asset Management Table? If “yes”, skip to component 11.  If 
“No”, complete the Activity Description table below. 

 

Conversion of Public Housing Activity Description  
1a. Development name: 
1b. Development (project) number: 

2. What is the status of the required assessment? 
  Assessment underway 
  Assessment results submitted to HUD 
  Assessment results approved by HUD (if marked, proceed to next 

question) 
  Other (explain below) 

 

3.   Yes   No:  Is a Conversion Plan required? (If yes, go to block 4; if no, go to    
block 5.) 

4.  Status of Conversion Plan (select the statement that best describes the current 
status) 

  Conversion Plan in development 
  Conversion Plan submitted to HUD on: (DD/MM/YYYY) 
  Conversion Plan approved by HUD on: (DD/MM/YYYY) 
  Activities pursuant to HUD-approved Conversion Plan underway 

 

5.  Description of how requirements of Section 202 are being satisfied by means other 
than conversion (select one) 

  Units addressed in a pending or approved demolition application (date 
submitted or approved:       

  Units addressed in a pending or approved HOPE VI demolition application 
(date submitted or approved:      ) 

  Units addressed in a pending or approved HOPE VI Revitalization Plan 
(date submitted or approved:      ) 

  Requirements no longer applicable:  vacancy rates are less than 10 percent 
  Requirements no longer applicable:  site now has less than 300 units 
  Other: (describe below) 
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B.  Reserved for Conversions pursuant to Section 22 of the U.S. Housing Act of 
1937  

 
 

C.  Reserved for Conversions pursuant to Section 33 of the U.S. Housing Act of 
1937 

 
 
11.  Homeownership Programs Administered by the PHA  
[24 CFR Part 903.7 9 (k)] 

 
 
 
 
A.  Public Housing 
Exemptions from Component 11A:  Section 8 only PHAs are not required to complete 11A.   

 
1.   Yes   No:  Does the PHA administer any homeownership programs 

administered by the PHA under an approved section 5(h) 
homeownership program (42 U.S.C. 1437c(h)), or an approved 
HOPE I program (42 U.S.C. 1437aaa) or has the PHA applied or 
plan to apply to administer any homeownership programs under 
section 5(h), the HOPE I program, or section 32 of the U.S. 
Housing Act of 1937 (42 U.S.C. 1437z-4).    (If “No”, skip to 
component 11B; if “yes”, complete one activity description for 
each applicable program/plan, unless eligible to complete a 
streamlined submission due to small PHA or high performing 
PHA status.  PHAs completing streamlined submissions may 
skip to component 11B.) 

 
2.  Activity Description 

  Yes   No:  Has the PHA provided all required activity description 
information for this component in the optional Public Housing 
Asset Management Table? (If “yes”, skip to component 12.  If 
“No”, complete the Activity Description table below.) 

 

Public Housing Homeownership Activity Description 
(Complete one for each development affected) 

1a. Development name: 
1b. Development (project) number: 

2. Federal Program authority:    
  HOPE I 
  5(h) 
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  Turnkey III 
  Section 32 of the USHA of 1937 (effective 10/1/99) 

3. Application status: (select one)   
  Approved; included in the PHA’s Homeownership Plan/Program  
  Submitted, pending approval  
  Planned application  

4. Date Homeownership Plan/Program approved, submitted, or planned for submission:  
(DD/MM/YYYY) 

5.  Number of units affected:       
6.   Coverage of action:  (select one)   

  Part of the development 
  Total development 

B. Section 8 Tenant Based Assistance 
 
1.   Yes x  No:  Does the PHA plan to administer a Section 8 Homeownership 

program pursuant to Section 8(y) of the U.S.H.A. of 1937, as 
implemented by 24 CFR part 982 ? (If “No”, skip to component 
12; if “yes”,  describe each program using the table below (copy 
and complete questions for each program identified), unless the 
PHA is eligible to complete a streamlined submission due to 
high performer status.    High performing PHAs may skip to 
component 12.) 

 

  
2.  Program Description: 
 
a.  Size of Program 

  Yes   No:  Will the PHA limit the number of families participating in the 
section 8 homeownership option? 

 
If the answer to the question above was yes, which statement best describes the 
number of participants? (select one) 

 25 or fewer participants 
 26 - 50 participants 
 51 to 100 participants 
 more than 100 participants 

 
b.  PHA- established eligibility criteria 

  Yes   No: Will the PHA’s program have eligibility criteria for participation in 
its Section 8 Homeownership Option program in addition to HUD 
criteria?  
If yes, list criteria below: 
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12. PHA Community Service and Self-sufficiency Programs 
[24 CFR Part 903.7 9 (l)] 
Exemptions from Component 12:  High performing and small PHAs are not required to complete this 
component.  Section 8-Only PHAs are not required to complete sub-component C. 
 

A.  PHA Coordination with the Welfare (TANF) Agency 
 
1.  Cooperative agreements: 

  Yes X  No: Has the PHA has entered into a cooperative agreement with the TANF 
Agency, to share information and/or target supportive services (as 
contemplated by section 12(d)(7) of the Housing Act of 1937)?  

 
If yes, what was the date that agreement was signed? DD/MM/YY 

 
2.  Other coordination efforts between the PHA and TANF agency (select all that 

apply) 
X Client referrals 

 Information sharing regarding mutual clients (for rent determinations and 
otherwise) 

 Coordinate the provision of specific social and self-sufficiency services and 
programs to eligible families  

 Jointly administer programs 
X Partner to administer a HUD Welfare-to-Work voucher program 

 Joint administration of other demonstration program 
 Other (describe) 

 
B.   Services and programs offered to residents and participants 
 
 (1) General 

 
a.  Self-Sufficiency Policies 
Which, if any of the following discretionary policies will the PHA employ to 
enhance the economic and social self-sufficiency of assisted families in the 
following areas? (select all that apply) 

 Public housing rent determination policies 
 Public housing admissions policies  

X Section 8 admissions policies  
 Preference in admission to section 8 for certain public housing families 
 Preferences for families working or engaging in training or education 

programs for non-housing programs operated or coordinated by the 
PHA 

 Preference/eligibility for public housing homeownership option 
participation 

 Preference/eligibility for section 8 homeownership option participation 
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 Other policies (list below) 
 

 
b.  Economic and Social self-sufficiency programs 

 
  Yes X  No:  Does the PHA coordinate, promote or provide any 

programs to enhance the economic and social self-
sufficiency of residents? (If “yes”, complete the following 
table; if “no” skip to sub-component 2, Family Self 
Sufficiency Programs.  The position of the table may be 
altered to facilitate its use. ) 

 
 
 
 
 
 
 

Services and Programs 

 

Program Name & Description 
(including location, if appropriate) 

Estimated 
Size 

Allocation 
Method 
(waiting 
list/random 
selection/specific 
criteria/other) 

Access 
(development office / 
PHA main office / 
other provider name) 

Eligibility  
(public housing or  
section 8 
participants or 
both) 

     

     

     

     

     

     

     

     

     

     

 

 
(2) Family Self Sufficiency program/s 
 
a.  Participation Description 

Family Self Sufficiency (FSS) Participation 

Program Required Number of Participants 
(start of FY 2000 Estimate)  

Actual Number of Participants  
(As of: DD/MM/YY) 

Public Housing 
 

  

Section 8 
 

332 331 (03/23/01) 
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b. X Yes   No: If the PHA is not maintaining the minimum program size 

required by HUD, does the most recent FSS Action Plan address 
the steps the PHA plans to take to achieve at least the minimum 
program size? 
If no, list steps the PHA will take below: 

 
 
C.  Welfare Benefit Reductions - SECTION NOT APPLICABLE TO VHDA - Go 
to Pg. 40 
 
1.  The PHA is complying with the statutory requirements of section 12(d) of the U.S. 

Housing Act of 1937 (relating to the treatment of income changes resulting from 
welfare program requirements) by: (select all that apply) 
 Adopting appropriate changes to the PHA’s public housing rent determination 

policies and train staff to carry out those policies 
 Informing residents of new policy on admission and reexamination  
 Actively notifying residents of new policy at times in addition to admission and 

reexamination. 
 Establishing or pursuing a cooperative agreement with all appropriate TANF 

agencies regarding the exchange of information and coordination of services 
 Establishing a protocol for exchange of information with all appropriate TANF 

agencies 
 Other: (list below) 

 
 

D.  Reserved for Community Service Requirement pursuant to section 12(c) of 
the U.S. Housing Act of 1937 

NOT APPLICABLE TO VHDA (24 CFR Part 903 7 (l) 
 

13.  PHA Safety and Crime Prevention Measures - NOT 
APPLICABLE to VHDA - go to pg. 40 
[24 CFR Part 903.7 9 (m)] 
Exemptions from Component 13:  High performing and small PHAs not participating in PHDEP and 
Section 8 Only PHAs may skip to component 15.  High Performing and small PHAs that are 
participating in PHDEP and are submitting a PHDEP Plan with this PHA Plan may skip to sub-
component D.  
 

A.  Need for measures to ensure the safety of public housing residents   
 

1.  Describe the need for measures to ensure the safety of public housing residents 
(select all that apply) 
 High incidence of violent and/or drug-related crime in some or all of the PHA's 

developments 
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 High incidence of violent and/or drug-related crime in the areas surrounding or 
adjacent to the PHA's developments 

 Residents fearful for their safety and/or the safety of their children 
 Observed lower-level crime, vandalism and/or graffiti 
 People on waiting list unwilling to move into one or more developments due to 

perceived and/or actual levels of violent and/or drug-related crime 
 Other (describe below) 

 
 
2.  What information or data did the PHA used to determine the need for PHA actions 

to improve safety of residents (select all that apply). 
 

 Safety and security survey of residents 
 Analysis of crime statistics over time for crimes committed “in and around” 

public housing authority 
 Analysis of cost trends over time for repair of vandalism and removal of graffiti 
 Resident reports 
 PHA employee reports 
 Police reports 
 Demonstrable, quantifiable success with previous or ongoing anticrime/anti 

drug programs 
 Other (describe below) 

 
 

3.  Which developments are most affected? (list below) 
 

 

 
B.  Crime and Drug Prevention activities the PHA has undertaken or plans to 
undertake in the next PHA fiscal year 

 

1.  List the crime prevention activities the PHA has undertaken or plans to undertake: 
(select all that apply) 

 Contracting with outside and/or resident organizations for the provision of 
crime- and/or drug-prevention activities 

 Crime Prevention Through Environmental Design 
 Activities targeted to at-risk youth, adults, or seniors 
 Volunteer Resident Patrol/Block Watchers Program 
 Other (describe below) 

 
2.  Which developments are most affected? (list below) 

 
 
C.  Coordination between PHA and the police   
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1.  Describe the coordination between the PHA and the appropriate police precincts for 
carrying out crime prevention measures and activities: (select all that apply) 

 
 Police involvement in development, implementation, and/or ongoing 

evaluation of drug-elimination plan 
 Police provide crime data to housing authority staff for analysis and action 
 Police have established a physical presence on housing authority property (e.g., 

community policing office, officer in residence) 
 Police regularly testify in and otherwise support eviction cases 
 Police regularly meet with the PHA management and residents 
 Agreement between PHA and local law enforcement agency for provision of 

above-baseline law enforcement services 
 Other activities (list below) 

2.  Which developments are most affected? (list below) 

 
 
 
D.  Additional information as required by PHDEP/PHDEP Plan   
PHAs eligible for FY 2000 PHDEP funds must provide a PHDEP Plan meeting specified requirements 
prior to receipt of PHDEP funds. 

 
  Yes   No: Is the PHA eligible to participate in the PHDEP in the fiscal year 

covered by this PHA Plan? 
  Yes   No: Has the PHA included the PHDEP Plan for FY 2000 in this PHA 

Plan? 
  Yes   No: This PHDEP Plan is an Attachment. (Attachment Filename:  ___) 

 
 
 

14.  RESERVED FOR PET POLICY 
[24 CFR Part 903.7 9 (n)] 

NOT APPLICABLE TO VHDA, Go to Section 16 
 
15.  Civil Rights Certifications 
[24 CFR Part 903.7 9 (o)] 
 

Civil rights certifications are included in the PHA Plan Certifications of Compliance 
with the PHA Plans and Related Regulations. 
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16.  Fiscal Audit 
[24 CFR Part 903.7 9 (p)] 
 

1. X  Yes    No: Is the PHA required to have an audit conducted under section  
    5(h)(2) of the U.S. Housing Act of 1937 (42 U S.C. 1437c(h))? 
     (If no, skip to component 17.) 
2. X  Yes    No: Was the most recent fiscal audit submitted to HUD? 
3.   Yes X  No: Were there any findings as the result of that audit? 
4.   Yes   No:  If there were any findings, do any remain unresolved? 

If yes, how many unresolved findings remain?____ 
5.   Yes   No:  Have responses to any unresolved findings been submitted to 

HUD? 
If not, when are they due (state below)? 

 

 
17.  PHA Asset Management - NOT APPLICABLE TO VHDA - go to 
pg. 41, Section 18 
[24 CFR Part 903.7 9 (q)] 
 
Exemptions from component 17:  Section 8 Only PHAs are not required to complete this component.  
High performing and small PHAs are not required to complete this component. 

 
1.   Yes   No: Is the PHA engaging in any activities that will contribute to the 

long-term asset management of its public housing stock , 
including how the Agency will plan for long-term operating, 
capital investment, rehabilitation, modernization, disposition, and 
other needs that have not been addressed elsewhere in this PHA 
Plan? 

 
2.  What types of asset management activities will the PHA undertake? (select all that 

apply) 
 Not applicable 
 Private management 
 Development-based accounting 
 Comprehensive stock assessment 
 Other: (list below) 

 
3.   Yes   No: Has the PHA included descriptions of asset management activities 

in the optional Public Housing Asset Management Table? 
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18.  Other Information 
[24 CFR Part 903.7 9 (r)] 
 
A.  Resident Advisory Board Recommendations  
 

1. X  Yes   No: Did the PHA receive any comments on the PHA Plan from the 
Resident Advisory Board/s? 

 
2.  If yes, the comments are: (if comments were received, the PHA MUST select one) 
X Attached at Attachment (File name) Attachment VHDA RAB Comments Chart 

 Provided below:  
 
 
3.  In what manner did the PHA address those comments? (select all that apply) 

 Considered comments, but determined that no changes to the PHA Plan were 
necessary. 

X The PHA changed portions of the PHA Plan in response to comments 
 List changes below: 

�� Pg. 2 (5 Year Plan) Added an objective that reads:  “Conduct a public 

relations program to educate Realtors and landlords regarding the benefits 

of renting to Section 8 voucher participants. 

�� Pg. 4 (5-Year Plan) added an objective that reads:  “Work with agents and 

resident representatives to identify a system for the establishment of a 

Resident Advisory Board/s that meet regularly. 
 
 

 Other: (list below) 
 

 
B.  Description of Election process for Residents on the PHA Board  
 
1.   Yes X  No:    Does the PHA meet the exemption criteria provided section 

2(b)(2) of the U.S. Housing Act of 1937? (If no, continue to 
question 2; if yes, skip to sub-component C.) 

 
2.   Yes X  No:   Was the resident who serves on the PHA Board elected by the 

residents? (If yes, continue to question 3; if no, skip to sub-
component C.) 

 
3.  Description of Resident Election Process 
 
a. Nomination of candidates for place on the ballot: (select all that apply) 

 Candidates were nominated by resident and assisted family organizations 
 Candidates could be nominated by any adult recipient of PHA assistance 
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 Self-nomination:  Candidates registered with the PHA and requested a place on 
ballot 

 Other: (describe) 
 
b.  Eligible candidates: (select one) 

 Any recipient of PHA assistance 
 Any head of household receiving PHA assistance 
 Any adult recipient of PHA assistance  
 Any adult member of a resident or assisted family organization 
 Other (list) 

 
c.  Eligible voters: (select all that apply) 

 All adult recipients of PHA assistance (public housing and section 8 tenant-
based assistance) 

 Representatives of all PHA resident and assisted family organizations 
 Other (list) 

 
 
 
C.  Statement of Consistency with the Consolidated Plan 
For each applicable Consolidated Plan, make the following statement (copy questions as many times as 
necessary). 
 
1.  Consolidated Plan jurisdiction: Commonwealth of Virginia 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 
X The PHA has based its statement of needs of families in the jurisdiction on the 

needs expressed in the Consolidated Plan/s. 
X The PHA has participated in any consultation process organized and offered by 

the Consolidated Plan agency in the development of the Consolidated Plan. 
X The PHA has consulted with the Consolidated Plan agency during the 

development of this PHA Plan. 
 Activities to be undertaken by the PHA in the coming year are consistent with 

the initiatives contained in the Consolidated Plan. (list below) 
 
X Other: (list below) 

A draft copy of the PHA Plan Update was provided to all local Administrative 

Agents to review for consistency with any/all applicable local Consolidated 

Plans. 
 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 

actions and commitments: (describe below) 
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1.  Consolidated Plan jurisdiction: Richmond 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 
X The PHA has based its statement of needs of families in the jurisdiction on the 

needs expressed in the Consolidated Plan/s. 
 The PHA has participated in any consultation process organized and offered by 

the Consolidated Plan agency in the development of the Consolidated Plan. 
X The PHA has consulted with the Consolidated Plan agency during the 

development of this PHA Plan. 
 Activities to be undertaken by the PHA in the coming year are consistent with 

the initiatives contained in the Consolidated Plan. (list below) 
 
X Other: (list below) 
The City of Richmond is supportive of housing the homeless and disabled. 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 
actions and commitments: (describe below) 

 
1.  Consolidated Plan jurisdiction: Fredericksburg 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 

 The PHA has based its statement of needs of families in the jurisdiction on the 
needs expressed in the Consolidated Plan/s. 

X The PHA has participated in any consultation process organized and offered by 
the Consolidated Plan agency in the development of the Consolidated Plan. 

 The PHA has consulted with the Consolidated Plan agency during the 
development of this PHA Plan. 

X Activities to be undertaken by the PHA in the coming year are consistent with 
the initiatives contained in the Consolidated Plan. (list below) 

 
X Other: (list below) 
 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 
actions and commitments: The Consolidated Plan of the jurisdiction supports the PHA 
Plan with the following actions and commitments: 
The obstacles to meeting permanent housing needs of homeless persons are related to housing that are 

both affordable and available.  Obstacles to affordable housing are usually financial.  The high cost of 

housing compared to local wage rates is a great concern.  Housing that is available to meet homeless 

needs is always in critical demand.  Currently the Section 8 rental assistance program have waiting 

lists and cannot meet the housing needs.  Currently the City has the capacity to meet the need of 

emergency shelter.  The Thurman Brisben Shelter has not been operating at capacity and the Salvation 

Army can provide emergency overflow capacity, if necessary.  There is a need to expand additional 
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transitional housing programs on a more regional scale and to encourage affordable housing 

development. 

 

The City of Fredericksburg will support applicants for related programs and resources from eligible 

non-profit organizations and other groups.  When the City is also an eligible applicant, it will 

coordinate any application with other relevant organizations so any program benefits will be delivered 

to citizens as effectively as possible. 

 

The Rappahannock Area Community Services Board provides supportive housing to clients in 

Fredericksburg.  This housing includes group homes, supervised apartments, and Section 8 rental 

assistance specifically for mentally handicapped/mentally retarded (MH/MR) persons.  There is a need, 

for supportive housing for additional individuals within the City. 

 

Currently the Homeless Shelter is open during seasonal months.  Fredericksburg is reexamining its 

policy to expand the months of operation.  The need for such limitations appears to have passed and a 

consistent capacity would allow clients to be served with out fear of disruption.  City Staff, the Planning 

Commission and City Council would undertake this task.  No CDBG funds would be used.  These 
activities will address the following statutory requirements that are part of HUD’s mandates to develop 

viable urban communities: 

 

Provide decent housing- 

�� Assist homeless persons to obtain housing 

�� Assist persons at risk of becoming homeless 

Provide a suitable living environment- 

�� Increase access to public and private facilities and services 

Expand economic opportunities- 

�� Enhance empowerment and self-sufficiency 

 

To meet the above objectives there must be coordination and a continuum of care identified by the key 

organizations involved with the housing concerns in the community.  This would include Thurman 

Brisben Homeless Shelter, Salvation Army, Transitional Housing and Services, Department of Social 

Services Section 8 Housing Program, Rappahannock Community Service Board, Central Housing 

Coalition, Rappahannock Legal Services, and City Staff.  In order to provide a continuum of housing 

services the collaborative group must look for additional resources to support the growing need of 

affordable housing and to prevent homelessness.  Until this is achieved the waiting lists and the citizens 

faced with being homeless will continue to increase. 

 

 
1.  Consolidated Plan jurisdiction: Prince William County Area 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 
X The PHA has based its statement of needs of families in the jurisdiction on the 

needs expressed in the Consolidated Plan/s. 
X The PHA has participated in any consultation process organized and offered by 

the Consolidated Plan agency in the development of the Consolidated Plan. 
X The PHA has consulted with the Consolidated Plan agency during the 

development of this PHA Plan. 
X Activities to be undertaken by the PHA in the coming year are consistent with 

the initiatives contained in the Consolidated Plan. (list below) 
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X Other: (list below) 
Maintaining and increasing stock of affordable rental housing, the PHA will provide 

counseling and education to our low-income clients. 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 
actions and commitments: (describe below) 

�� Work closely together with the Housing Department and support initiatives stated 

above.(Manassas) 

Prince William County Housing & Community Development/Office of Housing: 

�� Expand the supply of affordable, accessible rental housing for persons and 

households with special needs. 

�� Maintain and increase the supply of affordable housing stock. 

�� Protect the safety of children in the community. 

�� Provide counseling and other supportive services to households working toward 

self-sufficiency. 

�� Provide financial support for rehabilitation of rental housing stock. 

�� Conduct community education events and landlord outreach. 

�� Generate additional public support for lower-income housing. 

�� Expand housing services to more elderly and disabled households. 

 

1.  Consolidated Plan jurisdiction:  County of Albemarle (Charlottesville) 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 

 The PHA has based its statement of needs of families in the jurisdiction on the 
needs expressed in the Consolidated Plan/s. 

 The PHA has participated in any consultation process organized and offered by 
the Consolidated Plan agency in the development of the Consolidated Plan. 

X The PHA has consulted with the Consolidated Plan agency during the 
development of this PHA Plan. 

X Activities to be undertaken by the PHA in the coming year are consistent with 
the initiatives contained in the Consolidated Plan. (list below) 

 
X Other: (list below) 
 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 
actions and commitments: (describe below) 

Preserve and expand the supply of affordable rental properties 

Expand support for Affordable Housing Preservation and Production with special 

emphasis on programs designed to promote independence and self-sufficiency. 

 

1.  Consolidated Plan jurisdiction: Roanoke County 
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2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 
the Consolidated Plan for the jurisdiction: (select all that apply) 

 
X The PHA has based its statement of needs of families in the jurisdiction on the 

needs expressed in the Consolidated Plan/s. 
X The PHA has participated in any consultation process organized and offered by 

the Consolidated Plan agency in the development of the Consolidated Plan. 
X The PHA has consulted with the Consolidated Plan agency during the 

development of this PHA Plan. 
 Activities to be undertaken by the PHA in the coming year are consistent with 

the initiatives contained in the Consolidated Plan. (list below) 
 
X Other: (list below) 
 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 
actions and commitments: (describe below) 

 
1.  Consolidated Plan jurisdiction: Henrico County 
 
2.  The PHA has taken the following steps to ensure consistency of this PHA Plan with 

the Consolidated Plan for the jurisdiction: (select all that apply) 
 

 The PHA has based its statement of needs of families in the jurisdiction on the 
needs expressed in the Consolidated Plan/s. 

 The PHA has participated in any consultation process organized and offered by 
the Consolidated Plan agency in the development of the Consolidated Plan. 

X The PHA has consulted with the Consolidated Plan agency during the 
development of this PHA Plan. 

 Activities to be undertaken by the PHA in the coming year are consistent with 
the initiatives contained in the Consolidated Plan. (list below) 

 
X Other: (list below) 
 
4.  The Consolidated Plan of the jurisdiction supports the PHA Plan with the following 
actions and commitments: (describe below) 

The Citizen Participation Plan involved the Public in the development of the 

Consolidated Plan. 

The County worked with a coalition of non-profit organizations throughout the area to 

address the needs of the homeless, the elderly, and of special populations. 

Supported the use of Section 8 vouchers for very low income citizens with special 

needs.  These are administered through the mental health/mental retardation agency 

for the county.  This population is at particular risk of homelessness. 

The Consolidated Plan has supported the use of CDBG funds that have been used to 

purchase group homes for some persons with mental illness and mental retardation 

that need greater supervision and supports that other persons with mental illness or 
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mental retardation that desire apartments or homes with rental assistance.  This 

provides a range of housing options to support the needs of persons with varying 

needs. 
 
 
D.  Other Information Required by HUD 
 
Use this section to provide any additional information requested by HUD.   
Definition of “Substantial Deviation” and “Significant Amendment or 
Modification” 
 

The following actions will be considered to be significant amendments or 

modifications: 

 

�� changes to rent policies, 

��  admissions policies, 

��  or organization of the waiting list; 

 

An exception to this definition will be made for any changes that are adopted to reflect 

changes in HUD regulatory requirements.  



 

FY 2002 Annual Plan  Page 49 
HUD 50075 

OMB Approval No: 2577-0226 
Expires: 03/31/2002 

Attachments 
 
Attachment A:  Deconcentration Questions  
Attachment B:  List of Resident Advisory Board Members 
Attachment C:  VHDA RAB Comments Chart 
Attachment D:  Brief Statement of Progress 
Attachment E:  Organizational Chart 
Attachment F:  VHDA Administrative Plan 
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Component 7 

Capital Fund Program Annual Statement  
Parts I, II, and II 

 

Annual Statement   

Capital Fund Program (CFP)   Part I: Summary 
 
Capital Fund Grant Number         FFY of Grant Approval: (MM/YYYY)                          
 
   Original Annual Statement 

 

   

   

Line No. Summary by Development Account Total  Estimated 
Cost 

1 Total Non-CGP Funds  

2 1406     Operations   

3 1408     Management Improvements  

4 1410     Administration  

5 1411     Audit  

6 1415     Liquidated Damages  

7 1430     Fees and Costs  

8 1440     Site Acquisition  

9 1450     Site Improvement  

10 1460     Dwelling Structures  

11 1465.1  Dwelling Equipment-Nonexpendable  

12 1470     Nondwelling Structures  

13 1475     Nondwelling Equipment  

14 1485     Demolition  

15 1490     Replacement Reserve  

16 1492     Moving to Work Demonstration  

17 1495.1  Relocation Costs  

18 1498     Mod Used for Development  

19 1502     Contingency   

20 Amount of Annual Grant (Sum of lines 2-19)  

21 Amount of line 20 Related to LBP Activities  

22 Amount of line 20 Related to Section 504 Compliance  

23 Amount of line 20 Related to Security  

24 Amount of line 20 Related to Energy Conservation 
Measures 
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Annual Statement                                                                                      
Capital Fund Program (CFP)  Part III:  Implementation Schedule 
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Optional Table for 5-Year Action Plan for Capital Fund (Component 7) 
 
Complete one table for each development in which work is planned in the next 5 PHA fiscal years.  Complete a table for any PHA-wide physical or management improvements 
planned in the next 5 PHA fiscal year.  Copy this table as many times as necessary.  Note:  PHAs need not include information from Year One of the 5-Year cycle, because this 
information is included in the Capital Fund Program Annual Statement. 
 

Optional 5-Year Action Plan Tables   

Development 
Number 

Development Name 
(or indicate PHA wide) 

Number 
Vacant 
Units 

% Vacancies 
in Development 

 
 

   

Description of Needed Physical Improvements or Management 
Improvements 

Estimated 
Cost 

Planned Start Date 
(HA Fiscal Year) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Total estimated cost over next 5 years    
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Optional Public Housing Asset Management Table 
 
See Technical Guidance for instructions on the use of this table, including information to be provided. 
 

Public Housing Asset Management 
 

Development  
Identification 

Activity Description 

Name,  
Number,  
and 
Location  
 

Number and 
Type of units 

Capital Fund Program 
Parts II and III 
 Component 7a  

Development 
Activities 
Component 7b 

Demolition / 
disposition  
Component 8 

Designated 
housing  
Component 9 

Conversion  
 
Component 10 

Home- 
ownership 
Component 

11a 

Other 
(describe) 
Component 

17 

         

         

         

         

         

         

         

         

         

         

         

          

 
 
 
 

 



VIRGINIA HOUSING DEVELOPMENT AUTHORITY
TABLE OF ORGANIZATION

April 2001
(As of March 29, 2001) Total Authorized Positions:  308

Total Positions Filled:   297
Total Positions Under Recruitment:    7

Total Positions Under Review:   0

Co-Op Positions: Filled:   5
Temp. Positions Filled:  10
Intern Positions Filled:   1

Seasonal Positions Filled:  1

GOVERNOR
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EXECUTIVE DIRECTORINTERNAL AUDIT
DIRECTOR

You can also move thru the Organizational Chart by clicking on the blue highlighted framed boxes

Legend:

Total Authorized Positions:  The total positions approved by the Board of Commissioners for FY2001.
Total Positions Filled:  The number of regular associates on payroll
Total Positions Under Recruitment:  Vacant positions that are in the recruitment process beginning with the receipt of the Request for Employment to HR.
Total Positions Under Review:  Positions that have been vacant less than 90 days with no recruitment activity.
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DEPUTY EXECUTIVE
DIRECTOR
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DIVISION
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S.F. Dewey

DEPUTY EXECUTIVE DIRECTOR
R.E. Washington
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SR. EXECUTIVE ASSISTANT
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DIRECTOR OF
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B.L. Chambers

INTERNAL AUDIT DIRECTOR
R.E. Wyatt
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(6 Positions)
K.M Carey
J.M. Gish

E.C. Hamilton
K.M. Leach

T.H. McDowney
B.J. Palsa

SR. PC SUPPORT
ANALYST
K.T. Phan

IT FACILITY &
EQUIPMENT

COORDINATOR
J.C. Mosby

SENIOR TECHNICAL
WRITER

H.L. Weidner

STUDENT
CO-OPS

S.F. Hoffman
D.K.  Kohan
H.D. Nguyen
S.R. Parker
S. Russell

04-01-2001

SENIOR PC SUPPORT
ANALYST

(4 Positions)
M.N. McGlade

S.C. Martin
S.Y. Edmonds

B.J. Neal

Temporary
N.L. Conyers

SEASONAL
C.A. Thompson

SR. PROGRAMMER
ANALYST
D. C. Lynch

NETWORK
SECURITY

ADMINISTRATOR
J.J. Gartland



SINGLE FAMILY DIVISION

DIRECTOR OF SINGLE FAMILY
D.L. Ritenour

EXECUTIVE ASSISTANT
Y.L. Dickerson

ASSISTANT DIRECTOR OF SINGLE
FAMILY

T.A. Dolce

MANAGER OF SINGLE FAMILY
COMPIANCE PROGRAMS

L.F. Davis

ASSISTANT DIRECTOR OF SINGLE
FAMILY

M.G. Watson

04-01-2001

TOTAL POSITIONS FILLED:  92
Total Positions Under Recruitment:  4

Total Positions Under Review:  0

Total Co-ops:  0
Total Temps:  2

Total Seasonals:  0
Total Interns:  0

COMPLIANCE OFFICER
L.C. Anderson



SINGLE FAMILY DIVISION
Loan Origination

DIRECTOR OF SINGLE FAMILY

D.L. Ritenour

ASSISTANT DIRECTOR OF SINGLE
FAMILY

M.G. Watson

HOMEOWNERSHIP
EDUC. PGRM. MGR.

A.J. Gwaltney

BUSINESS
PRODUCTS
MANAGER

T. M. Ostrowski

LOAN PROGRAMS
MANAGER

J.G. Burgess

LOAN CLOSING & QUALITY
REVIEW MANAGER

S.H. Pollard

DIRECT
ORIGINATIONS
PROGRAM MGR

A.F. Schwartz

RESERVATIONS &
SPECIAL

PROGRAMS
MANAGER
E.F. Griffin

REGIONAL LOAN
DEV. MANAGER

C.L. Millirons

DELEGATED
COMMITMENT
COORDINATOR

M.K. Trenkner

LOAN PROGRAMS
UNDERWRITER

(3 Positions)
S.M. Adams
K.K. Carter

J.M. Thurman

BUSINESS
DEVELOPMENT

OFFICER
(4 Positions)
T.W. Beltz

B.R. Nuckols
L.H. Wine

L.W. Fowler

L/O SYSTEMS
ADMINISTRATOR

(2 Positions)
J.L. Diaz

M.A. Mason

ASSISTANT
ORIGINATIONS

DIRECT PROGRAM
MGR.

J. A. Perkinson

LOAN PROCESSOR
L.J. Fields

RESERVATIONS &
SPECIAL

PROGRAMS
ASSISTANT
D.D. Bailey

OUTREACH PGM.
COORDINATOR
B.U. Hounshell

Loan Programs
Closing & Quality

Review
Direct Loan
OriginationSW Office

Special
ProgramsSF Business

Systems

01-31-2001

LOAN BUSINESS
SYSTEMS MANAGER

J.W. Butler

SR PROGRAM
ASSISTANT

C.D. Coleman

MOBILE MORT.
FIELD ORIGNATOR

C.J. Ford

LOAN CLOSING
SUPERVISOR

P.L. Hunter

LOAN
DISBURSEMENT
COORDINATOR

J.C. Powell

LOAN CLOSING
SPECIALIST
(2 Positions)
N.E. Parker
D.G. Baird LOAN CLOSING

SPECIALIST
D.T. Vass

WEB SYSTEMS
ADMINISTRATOR

G.J. Bowers

QUALITY REVIEW
SUPERVISOR
M.L. Stanton

QUALITY REVIEW
SUPERVISOR

C.K. Ogren

QUALITY REVIEW
ANALYST

(3 Postions)
C.L. Talman
F.M. Tribble
D.W. Morris

QUALITY REVIEW
ANALYST

(3 Postions)
L.D. Anderson
S.A. Estridge
P.C. Counts

HOMEOWNERSHIP
EDUC.

ADMINISTRATOR
K.N. Vroman

PROGRAM
ASSISTANT
W.B. Pruitt

SR. LOAN
PROCESSOR

L.K. Watts

DOCUMENT
CONTROL

SUPERVISOR
A.M. Kelly

DOCUMENT
CONTROL

SPECIALIST
(2 Positions)
D.L. Taylor

G.D. Savage

MOBILE MORT.
FIELD ORIGINATOR

M.A. Locking

EXECUTIVE ASSISTANT
Y.L. Dickerson

Temporary
S.H. Woods



SINGLE FAMILY DIVISION
Loan Servicing

LOAN SERVICING MANAGER
M.C. Fountain

INVESTOR REPORTING
MANAGER

E.T. Schumacher

REO MANAGER
W.E. Goff, Jr.

REO CONSTRUCTION
INSPECTOR
F.D. Gordon

LOAN BUSINESS
SYSTEMS MANAGER

J.W. Butler

LOAN REMITTANCE
SUPERVISOR
S.L. Norwood

ACCOUNTING CLERK
(3 Positions)

D.R. Bodsford
V.D. Trent

E.P. Liverman

LOAN SERVICING
SPECIALIST
(2 Positions)

N.A. McDearmon
M.A. Dickson

LOAN ADMINISTRATION MANAGER
P.K. Corey

ESCROW ANALYST
(2 Positions)
P.J. Miranda
L.K. Dodson

LOAN COLLECTIONS
OFFICER

(2 Positions)
J.J. Justis
A.M. Allen

CUSTOMER SERVICE
SPECIALIST
(2 Positions)
M.L. Howard

C. Owens

SR.  LOAN
COLLECTIONS

OFFICER
R.D. Steele

LOAN SERVICING
SUPERVISOR
P.E. Holmes

NEW LOAN SERVICING
SPECIALIST
(3 Positions)
K.A. Holley
T.L. Spann

K.J. Thornton

PAY-OFF & ASSUMPTION
SPECIALIST
(2 Positions)
L.C. Sarvay

A.F.W-Brown

DEFAULT
ADMINISTRATION

MANAGER
S.S. DelMonaco

RECORDS
COORDINATOR

C.D. Edwards

DEFAULT
ADMINISTRATION

OFFICER
(5 Positions)

D. S. Childress
T.C. Pemberton

S.D. Garrett
M.L. Mallory
M.A. Boykin

ASSISTANT INVESTOR
REPORTING
SPECIALIST
A.M. Johnson

DIRECTOR OF SINGLE FAMILY
D.L. Ritenour

ASSISTANT DIRECTOR OF SINGLE FAMILY
T.A. Dolce

RECORDS
SUPERVISOR

O. F. Topee

LOAN COLLECTIONS
ASSOCIATE

(2 part-time positions)
N.E. Loaque

W. Mixon

04-01-2001

LOAN PAYMENT
PROCESSOR

M. Medero

INVESTOR REPORTING
SPECIALIST

B.K. Luck

L/S SYSTEMS
ADMINISTRATOR

S.A. Fisher
C.M. Puller

SR. RECORDS
COORDINATOR

M.P Hayes

TEMPORARY
L.R. Peatross

AGENT SERVICING
SPECIALIST

Under Recruitment

AGENT SERVICING
REPRESENTATIVE

(3 Positions)
Under Recruitment



SINGLE FAMILY
COMPLIANCE

OFFICER
R.W. Flournoy

SINGLE FAMILY
COMPLIANCE

ANALYST
C.L. Fleeger

SINGLE FAMILY DIVISION
Compliance

DIRECTOR OF SINGLE FAMILY
D.L. RITENOUR

08-01-2000

MANAGER OF SINGLE FAMILY
COMPLIANCE PROGRAMS

L.F. Davis



MULTIFAMILY DIVISION

DIRECTOR OF MULTIFAMILY
H.L. Goshorn

ASSISTANT DIRECTOR
MULTIFAMILY/DEVELOPMENT

J.F. Hastings

ASSISTANT DIRECTOR
MULTIFAMILY/ASSET

MANAGEMENT
G.J. Crawford

ASSISTANT DIRECTOR OF
MULTIFAMILY/FINANCE

N.B. Nolley

04-01-2001

BUSINESS PRODUCT
MANAGER
V.D. Moore

BUSINESS DATA
ADMINISTRATOR

K.N. Rucker

EXECUTIVE ASSISTANT
P.C. Ferguson

BUSINESS SYSTEMS
MANAGER
P.D. Schuler

TEMPORARY
M.A. Friedewald

TOTAL POSITIONS FILLED:  84
Total Positions Under Recruitment:  2

Total Positions Under Review:  0

Total Co-ops:  0
Total Temps: 6

Total Seasonals:   0
Total Interns:  0

WEB SYSTEMS
ADMINISTRATOR

K.S. Cook



MULTIFAMILY DIVISION
Development

SENIOR DEVELOPMENT
OFFICER

J.M. Chandler

CONSTRUCTION LOAN
COORDINATOR

B.J. MacIver

TAX CREDIT
COMPLIANCE

MANAGER
C.A. Wallo

DESIGN AND
CONSTRUCTION

DIRECTOR
V.P. Jain

ARCHITECTURAL &
ENGINEERING

PROGRAM ASSISTANT
C.A. Hurdle

MULTIFAMILY
SPECIALIST
T.J. Haskins

CONSTRUCTION
CONTROL OFFICER

(3 Positions)
O.J. Nichols
R.E. Shelly

MULTIFAMILY
SPECIALIST

R.M. El

TAX CREDIT
COMPLIANCE
SPECIALIST
(2 Positions)
C.H. Johnson
M.R. McGee

ASSISTANT DIRECTOR
MULTIFAMILY/DEVELOPMENT

J.F. Hastings

SR. PROGRAM ASSISTANT
E.S. Harris

DIRECTOR OF MULTIFAMILY

H.L. Goshorn

SENIOR
DEVELOPMENT OFFICER

H.E. Pratt

SENIOR DEVELOPMENT
OFFICER

D.J. Yeates

04-01-2001

SENIOR
DEVELOPMENT

OFFICER
D.R. Donahoe

TAX CREDIT
ALLOCATION
SPECIALIST
D. L. Griner

TAX CREDIT
COMPLIANCE OFFICER

V.D. McGee

SENIOR DEVELOPMENT
OFFICER
E.B. Atwill

SENIOR DEVELOPMENT
OFFICER

R.C. Moore

MULTIFAMILY
SPECIALIST
V.J. Rhodes

DEVELOPMENT
OFFICER

R.L. Johndrow

DEVELOPMENT
OFFICER

S.N. Charnock

DEVELOPMENT
OFFICER

B.D. Brophy

MULTIFAMILY
SPECIALIST
P.A. Samuels

DEVELOPMENT
OFFICER

Under Recruitment

Under Recruitment

SR. TAX CREDIT
COMPLIANCE OFFICER

K.B. Thomas



MULTIFAMILY DIVISION
Asset Management

DIRECTOR OF MULTIFAMILY
H.L. Goshorn

 ASSISTANT DIRECTOR
MULTIFAMILY/ASSET MANAGEMENT

G.J. Crawford

MULTIFAMILY PROGRAM
MANAGER

B.D. Hawkins

SENIOR PROGRAM
COMPLIANCE OFFICER

(5 Positions)
J.H. Bolling

P.M. Dawson
J.Z. Perry

M.D. Smith
A.C. Taylor

PROGRAM COMPLIANCE
OFFICER

(4 Positions)
U.G. Barnes
L.P. Brown

K.W. Limerick
G.M. Marques

SENIOR ASSET MANAGER
(7 Positions)
D.R. Johnson
H.S. Mattox
C.T. Rogers
S.N. Shafer

M.R. Stoneman
G.L. Wargo
M.T. Waugh

ASSET MANAGER
(2 Positions)

S.H. Goodpasture
M.M. Mack

02-28-2001

SR. PROGRAM ASSISTANT
P.C. Urbine

SR. PROGRAM
ASSISTANT
(2 Positions)
J.A. Privette
B.Y. Winfrey

BUSINESS DATA
ADMINISTRATOR

M.L. Baskerville



MULTIFAMILY DIVISION
Finance

DIRECTOR OF MULTIFAMILY
H.L. Goshorn

ASSISTANT DIRECTOR
MULTIFAMILY/FINANCE

N.B. Nolley

MF ACCOUNTING &
SERVICING MANAGER

M.K. Gayle

MF LOAN COLLECTIONS &
PAYMENT PROCESSING

OFFICER
R.K. Nooney

LOAN SERVICING
ADMINISTRATOR

(2 Positions)
T.A. Webb
L.S. Mason

SENIOR ACCOUNTANT
S.W. Cooper

04-01-2001

CUSTOMER SERVICE
REPRESENTATIVE

D.L. Iverson

LOAN CLOSING
SPECIALIST
(2 Positions)

E.R. Clements
Y.R. Broaddus

LOAN SERVICING
ASSOCIATE

L.B. Cheatham

BUSINESS DATA
ADMINISTRATOR

J.L. Hyndshaw



ACTING DIRECTOR OF
MULTIFAMILY/ SPECIAL PROGRAMS

S.B. Fairburn
(Restricted Appointment)

MULTIFAMILY  DIVISION
Special Programs

DEPUTY EXECUTIVE DIRECTOR
R.E. Washington

MULTIFAMILY PROGRAMS
OFFICER

(4 Positions)
L.H. Bachman

M.S. Butler
C.L. Mayton
L.B. Woods

MULTIFAMILY SPECIAL
PROGRAMS FINANCE

OFFICER
G.W. Smith, Jr.

CONTROL ANALYST
E.J. O'Neill

DATA PROCESSING
OPERATOR
C.L. Williams

ACCOUNTING
SUPERVISOR

T.E. Turner

SENIOR ACCOUNTANT
(3 Positions)

V.B. Granderson
J.M. Campbell

R.M. Thompson

SR. PROGRAM ASSISTANT
C.B. Holsapple

SR. MULTIFAMILY PROGRAMS
SPECIALIST
(5 Positions)
E.S. Harris

A.B. Jackson
P.L. Payne

J.M. Washington
S.C. Williams

04-01-2001

TEMPORARY
T.F. Doherty

C.E. Lee
R.R. Hamlin

H. Adams, Jr.

TEMPORARY
K.L. Bendle



FINANCE DIVISION

DIRECTOR OF FINANCE
C.K. Sterrett

EXECUTIVE ASSISTANT
S.W. Sturtz

CONTROLLER
M.G. Murray

SENIOR FINANCE MANAGER
(2 Positions)
P.J. Carey

W.C. Corcoran

TREASURY AND INVESTMENT
MANAGER

T.J. James, Jr.

SR. STAFF
ACCOUNTANT

(2 Positions)
D.M. Lindsey

J.W. Little

PAYROLL
SPECIALIST
B.W. Starnes

GENERAL
ACCOUNTANT/AP

(2 Positions)
S.P. Stallings
C.S. Custer

STAFF
ACCOUNTANT

J.B. Nigro

SENIOR FINANCE MANAGER
J.H. Richardson, Jr.

ASST. TREASURY &
INVESTMENT MANAGER

C.R. Kline

INVESTMENT ANALYST
J.A. Hanson

08-01-2000

SPECIAL FUNDING OFFICER
A.M. Bolen

TOTAL POSITIONS FILLED:  17
Total Positions Under Recruitment:  0

Total Positions Under Review:  0

Total Co-ops:  0
Total Temps:  0

Total Seasonals:  0
Total Interns:  0

ASSISTANT
CONTROLLER

S.H. Yorke



LEGAL DIVISION

GENERAL COUNSEL
J.J. McKellar, Jr.

LEGAL SPECIALIST
S.T. Watson

08-01-2000

SENIOR COUNSEL
W.H. Bass

F.W. Bryant
P.M. Brennan

LEGAL SPECIALIST
(3 Positions)

S.K. Thompson
E.R. Swatez
A.S. Ditch

SENIOR COUNSEL
S.K.H. Siegfried

LEGAL SPECIALIST
T.Y. Jones

TOTAL POSITIONS FILLED:  10
Total Positions Under Recruitment:  0

Total Positions Under Review:  0

Total Co-ops:  0
Total Temps:  0

Total Seasonals:  0
Total Interns:  0
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ATTACHMENT B:  va901b01 

 

VHDA  JANUARY 2001 

RESIDENT ADVISORY BOARD MEMBERS 
 

 

RAB MEMBER County Address/Phone # 
 

Roanoke  
Kathleen Anderson 
 

Montgomery County 1443 Wise Lane 
Blacksburg, VA  24060 
(540) 953-0303 
 

Roanoke  
Sylvia Blueford 

Montgomery County 
 

440 SE Roanoke Street 
Blacksburg, VA  24060 

(540) 953-0361 
 

Roanoke  
Sylvia Vaughn 

Montgomery County 890 White Pine Drive 
Christiansburg, VA  24073 

(540) 382-5916 
 

Roanoke  
Linda S. Lawson 
 

Wythe County 
 

205 West Spring Street 
Wytheville, VA  24382 
(540) 223-1474 
 

Roanoke  
Rebecca Mabry 
 

Wythe County 
 

1234 North 15th Street 
Wytheville, VA  24382 

Roanoke  
Margie Arnold 
 

Wythe County 
 

P.O. Box 304 
Wytheville, VA  24382 

Charlottesville  
Sheila P. Floyd 

Rockbridge County 95 Willow Springs Rd. 
Apt. F-23 
Lexington, VA  24450 
(540) 463-2540 
 

Charlottesville  
Carla M. Conner 

Rockbridge County 224 Maury St. 
Lexington, VA  24450 
(540) 463-2454 
 

Charlottesville  
Peggy R. Fitzgerald 

Rockbridge County 
 

1400 Spruce Ave. 
Apt. A-24 
Buena Vista, VA  24416 
(540) 261-7163 
 

Charlottesville  
 Kristen Sitton 
 

Prince William County 13558 Lynn St 
Woodbribge, VA  22191 
 
 

Charlottesville   
Barbara Bennett 
 

Prince William County 3702 Masthead Trail 
Triangle, VA  22171 

Charlottesville  
Cristina Lucas 
 

Prince William County Not Available 

Charlottesville  
 Virginia H. Ashby 

Winchester City 181 Scarlet Maple Drive 
Apt. 201 
Winchester, VA  22603 
(540) 665-0332 
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Charlottesville  
Cynthea D. Monico 

Winchester City 202 Hackberry Drive 
Stephens City, VA  22655 
(540) 868-2355 
 

Charlottesville  
David P. Russell 

Winchester City 
 
 

335 N. Loudoun Street 
Apt. 2C 
Winchester, VA  22601 
No Phone 
 

Charlottesville  
Sharon Lewis 
 

Fluvanna County 
 

P.O. Box 604 
Fork Union, VA  23055 
(804) 842-1370 
 

Charlottesville  
Robin Bryant 
 

Fluvanna County 
 

Route 7,  Box 4080 
Palmyra, VA  22963 
(804) 842-1408 
 

Charlottesville  
Patricia Robey 
 

Fluvanna County 
 

Route 2, Box 1556 
Troy, VA  22974 
(804) 589-8077 
 

Charlottesville  
Pam Cardwell 

Campbell County Not Available 
 
 

Newport News  
Lorrenda Taylor 

Isle of Wight County 203 Windsor Avenue 
Smithfield, VA  23430 
 

Newport News  
Theresa Elvidge 

Isle of Wight County 
 

15250 Rattlesnake Trail 
Ivor, VA  23866 
 

Newport News   
Stephanie Weeks 

Isle of Wight County 
 

107 Waterford Crossing #4 
Smithfield, VA  23430 
 

Newport News  
Doris Hlyton 

Hanover County 
 

205 Kings Arms St. 
Ashland, VA 23005 
 

Newport News  
Rose Solari 

Hanover County 
 

209 D North Cottage Green 
Ashland, VA 23005 
 

Newport News  
Janet Vaughan 

Hanover County 304 S. Center St. Apt. #2 
Ashland, VA 23005 
 
 

Newport News  
Marilyn Sparks 

York County 200 Barham Blvd  #56 
Yorktown, VA  23690 
 

Newport News  
Faye Lewis 
 

York County 313 Leigh Road 
Yorktown, VA  23690 

Newport News  
Peardie Johnson 
 

York County 201 Tam-O-Shanter Blvd   Apt 25A 
Williamsburg, VA  23185 

 



ATTACHMENT C:  va901c01 
VHDA Resident Advisory Boards 

(Roanoke, Charlottesville, Newport News) 
Summary of Comments; January 9-11, 2001 

 

 
Resident Comment 

 

 
VHDA Response 

(Regarding frequency of meetings) Need to meet 
more than once.  One time is not enough.  
Thanks for asking for my opinion because no one 
was interested before. 
Thanks for asking our opinion.  I enjoyed this, but 
there is so much information. 
Becoming involved helps everyone.  Even this first 
time, though it’s a learning experience.  “Like she 
said, it is something (I) can carry back.”   

In response to this comment, VHDA is adding an 
additional objective on page 4 of the 5-year Plan.  
The objective will read:  Work with agents and resident 

representatives to identify a system for the establishment 

of a Resident Advisory Board/s that meet regularly. 

(This revision was approved by RAB groups 
meeting after the initial suggestion was made.) 

(From an Agent) Concerned about resident input 
because of fear that they’ll make outlandish 
requests.  However, we need to hear their 
concerns. 

No revision to the Plan is necessary.  VHDA 
believes that as the residents’ 
knowledge/understanding of the program improves, 
the likelihood of “outlandish” requests will decrease.     

Under “Increase assisted housing choices” on pg. 
2 of the 5 year plan, add:  Need to conduct a 
public relations program to Realtors and landlords 
to educate them about “poor” Section 8 tenants in 
that they are and can be good tenants who pay 
their rent on time and cause no trouble. 

The following objective has been added to the Plan:  
Conduct a public relations program to educate Realtors 

and landlords regarding the benefits of renting to 

Section 8 voucher participants. 

Under Section 11.B Homeownership 
Programs/Section 8 (pg. 34), add:  Have a 3-5 
year program, graduated, to facilitate getting off 
Section 8. 

No revision to the Plan is necessary.  VHDA already 
encourages the implementation of the Family Self-
Sufficiency Program which assists Section 8 
voucher participants in establishing and striving to 
reach self-sufficiency goals over a 5-year period. 

FSS Program helps eliminate Section 8 Program. No revision to the Plan is necessary.  The FSS 
Program facilitates self-sufficiency which, in turn, 
may result in current participants leaving the Sec. 8 
program. 

Housing Needs Chart (Pg. 6, Annual Plan). The 
information would be useful as time goes by, but 
will not change our comments for this Plan.  
 

------------------------------------------------- 
 

It would be nice to have the information, but it 
won’t effect my comments today.  I think it would 
be good to have it for the future. 

While no revision to the Plan is necessary at this 
time, VHDA fully intends to complete the waiting list 
housing needs chart when the waiting list 
management function has been automated.   

 
Section 3.B.1e (Section 8 Eligibility Policies) 
regarding “information on damages and unpaid 
rent claims paid on behalf of the family.”  If this 
information is optional, then a one time offense 
should not impact capacity to rent.  If a woman is 
a victim of domestic violence and gets thrown 
through the wall, the damage should not be held 
against her.  (The PHA) should provide good 
information only. Need clarification of unpaid rent 
claim vs. Unpaid rent, because sometimes you’re 

 
A revision to the wording in the Plan is as follows: 
 
To assist the owner in obtaining this information the AA 

must give the owner: 

�� The family’s current address, as shown in the 

housing agency records; and, 

�� The name and address, if known, of the landlord at 

the family’s current and prior address; and; 

�  



late but you paid. 
 

------------------------------------- 
 

You have a subsidized apartment and have 
something to come into, so it’s not the landlord’s 
responsibility to pay for you. No problem providing 
the information.  “You cannot always control a 
person in your home.  Other person may put fist 
through the wall and you shouldn’t be held 
responsible, you should make that person pay.” “If 
I was the landlord, I would want to know if they 
tear up the place.”  “Tenant should be responsible 
for the company they keep.”  “You are responsible 
for your company.”  “You should take are of it so it 
doesn’t face you.” 

 The AA may offer the owner other information in the 

PHA possession, about the family, including 

information about the tenancy history of family 

members, or about drug-trafficking by family members.  

This information will include at a minimum : 

�� Information on amounts the PHA paid to an owner 

under a HAP contract for rent, damages to the unit, 

or other amounts owed by the family under the lease; 

and 

�� Information on the tenant rent portion that is not 

paid to the owner 

 

Section 3.B.3 (pg. 18) Search Time.  Should be 
more time to search because it is very difficult to 
find a place to live.  Should be longer time, sixty 
days is not enough.  It’s hard to find a place. 
 

-------------------------------------------- 
 

“I think you should give at least 90 days.”  “Should 
be looking before the voucher is issued so you’re 
prepared when you get the notification.”  “You get 
notified (about) your number on waiting list, but 
sometimes it can still be a year.  I was 5 on the list 
and it was a year before the voucher came.”  
“There’s no one consistent policy from county to 
county.”  It is very difficult.  “I’m disabled and 
there are very few one-bedrooms in Hanover 
County.” 

No revision is being made to the Plan at this time.  
Agents set the term for their jurisdiction’s Search 
Time based on the success rates of applicants who 
actively search for housing.  VHDA encourages 
agents to be sensitive to the impact that the local 
housing market has on an applicant’s ability to find 
housing.   

Section 3.B.4 (pg. 19) Admissions Preferences.  
Don’t like it that locality gets to decide 
preferences, want victims of domestic violence to 
become a preference. 

No revision to the Plan is being made at this time.  
While the consistency generated by an across-the-
board policy does have benefits, VHDA believes 
that Agents are better positioned to understand 
their jurisdictions’ local needs.  For this reason, 
VHDA allows Agent discretion in establishing 
admissions preferences.   

Section 4.B.1 (pg. 25) Payment Standard.  The 
FMR is insufficient.  It’s really expensive to rent 
here (where person lives). 

Due to current funding limitations, VHDA does not 
consider an increase in payment standard to be 
prudent.  Therefore, no revision to the Plan is being 
made at this time. 

Section 4.B.2 (pg. 26) Minimum Rent. There 
should be no minimum rent. 

Resident opinions regarding minimum rent did not 
reach a consensus level.  For this reason, VHDA 
does not believe that a revision to the Plan is 
necessary at this time.   

Income of children between 18 and 21 should not 
be counted to determine rent. 

Counting the income of children between 18-21 is a 
regulatory requirement; discretion is not permitted.  
No revision to the Plan is necessary. 

What is the TANF Program? (Response to 
discussion of WtW vouchers) 

No revision to the Plan is necessary.  Answered to 
the resident’s satisfaction at the RAB meeting.  

(From an Agent) Is there really going to be 
automation?  I’ll believe it when I see it. 

VHDA has established a timeline to achieve 
automation by 1/ 02.  
 



 
RAB MEMBER COMMENTS RECEIVED AFTER THE RAB MEETINGS  

AND PRIOR TO THE PUBLIC COMMENT PERIOD 
 

 
Resident Comment 

 

 
VHDA Response 

What authority, if any, do advisory board 
members have in terms of approving/disapproving 
plans/policies? 

Resident Advisory Board members are authorized 
by federal regulation to “assist and make 
recommendations regarding the development of the 
public housing agency plan. . .”  VHDA, as the PHA, 
is required to facilitate resident input so that 
residents are able to make decisions and 
recommendations from an informed position.  
Resident comments must be listed in or attached to 
the PHA Plan along with a description of the 
manner in which the PHA addressed the 
recommendations.  PHAs are not required to adopt 
all resident recommendations, rather they are 
required to demonstrate that the recommendations 
were fully considered. 

Medical expenses (employer deductions and co-
pays) should be a deduction when considering 
recipients’ rent amount. 

Medical expenses, including all employer 
deductions and co-pays that are allowed by HUD, 
are considered a deduction when computing rent. 

Why does VHDA use recipient’s gross income in 
determining rent, considering the fact that our 
gross income is not what we have available to pay 
expenses?  I think VHDA should use net amount. 

Federal regulations require the use of gross income 
in rent computations. 

Increase in number of vouchers for the elderly. VHDA is committed to applying for additional 
vouchers whenever possible.  Local agents are 
allowed to establish local preferences based on 
their knowledge of local housing needs. . .which 
could include setting aside or increasing the 
number of vouchers available to the elderly 
population. 

Pg. 2 of Five Year Plan – On goal to attract 
additional potential landlords by improving 
timeliness of payments.  How will VHDA go about 
convincing potential landlords. . . 

Local agents constantly work to identify new 
potential landlords.  As they identify new landlords 
they will be able to provide information about the 
improved timeliness of payments and may even be 
able to provide testimonials from current landlords. 

Pg. 3 of Five Year Plan - Conduct outreach efforts 
to potential voucher landlords. . .Idea-use cable 
home channel, local churches to communicate 
this effort. 

Local agents conduct outreach to potential 
landlords using a variety of methods. . .including, at 
times, use of cable home channel advertising, and 
outreach via faith-based organizations.  

For the sake of the homeless/emergency 
situations/domestic abuse, I believe the PHAs 
should be able to maintain “emergency” vouchers. 

VHDA plans to review this suggestion further.  
While there does not appear to be any immediate 
prohibitions against a local agent opting to maintain 
“emergency” vouchers, it may have funding 
implications as it could result in an under-utilization 
of available voucher funding. 

In trying to place families in areas outside of 
poverty lines, be sure to explain to families the 
difference in resources and costs associated with 
living in a “nicer” neighborhood.  And will it really 
be beneficial for the family to move away from 
available resources, acquire more expenses (i.e., 

VHDA has established a policy to implement HUD’s 
“Expanding Housing Opportunities” requirement.  
This policy mandates that our local agents share 
information about housing opportunities outside 
areas of poverty and minority concentration--
including information about resources. 



schools, recreation, emergency assistance).  I 
think that families should be counseled on 
whether or not it is a good idea to make this 
move, based on that family’s financial ability and 
available resources. 
Will VHDA provide local agencies with funds to 
market the program? 

VHDA does reimburse local agencies for outreach 
activities.  

I believe that Section 8 should be run very much 
like our present welfare system, with time 
constraints.  FSS should be mandatory and used 
as an effort to help people to establish/re-
establish their lives and move on, rather than 
giving recipients the option to remain in the 
program indefinitely, thus the waiting lists.  Upon 
issuance of voucher—set up appointment with 
FSS caseworker to get started.  Recipient 
receives 5 years on the program in which to 
obtain self sufficiency and relinquish their 
voucher.  VHDA broaden resources for FSS 
families and provide more funding for this 
program as it is a means to eliminating the need 
for more and more vouchers, while at the same 
time more and more persons on the waiting list.  
There needs to be a plan associated with the 
issuance of vouchers, to help families to take care 
of themselves, without the help of a voucher or 
social services.  

VHDA operates the Section 8 Program in 
compliance with federal regulations.  The FSS 
program is not a mandatory program by federal 
regulation.  Making it mandatory would be in 
violation of federal regulations.  
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 BRIEF STATEMENT OF PROGRESS 

 
In FY2000, VHDA made significant progress in meeting the goals identified in the 5-Year 
Plan, VDA Fiscal Years 2000-2004.  In brief, VHDA has achieved/addressed the following 
goals: 
 
VHDA GOALS 
�� Expand the supply of assisted housing 

VHDA applied for funding under the Fair Share, Mainstream, and FSS Service 
Coordinator NOFAs.  To date, VHDA has received a funding awards announcements 
for 100 Fair Share vouchers and continued FSS coordinator funding.  VHDA has also 
continued to actively work with the Virginia delegation and HUD officials to seek relief 
from a HUD-mandated moratorium on leasing. 

�� Improve the quality of assisted housing 
� VHDA has provided HQS Inspector Training, as well as more general Agent training 

and guidance on a variety of topics impacting compliance monitoring and data 
collection.  As a result of an independent study of VHDA’s Section 8 program, VHDA 
anticipates that significant reengineering of the compliance monitoring function will 
be initiated in FY2001. 

�� Increase assisted housing choices/Provide improved living environment 
VHDA has provided local agents with maps delineating areas of poverty and minority 
concentration and has encouraged the agents’ use of these maps in conducting 
landlord outreach as well as with their resident briefings.  VHDA has also provided  
Agents with a marginal unit checklist and has reinforced VHDA’s policy of 
disapproving marginal units. 

�� Promote self-sufficiency and asset development of assisted households 
VHDA has actively monitored the wtw program and has adjusted the local 
allocations of wtw vouchers in response to leasing success.  All wtw localities have 
been encouraged to link the wtw and FSS programs.  VHDA also contracted with an 
independent consultant firm to develop an FSS Action Plan. 

�� Ensure equal opportunity and affirmatively further fair housing 
       VHDA staff verified during local review visits that each local administrative    
       entity has established an Equal Opportunity Plan and has posted an EO poster  
       in their primary place of business. 
�� Understand and Respond to Stakeholder Expectations 
      During VHDA FY2000, VHDA underwent a comprehensive review of its Section 8 

Program.  As a result of this process, VHDA is now working with local agents and HUD, 
to allow these agents to directly administer their program.  This transfer should result in 
a more streamlined program administration while allowing VHDA to focus greater 
attention on underserved areas of Virginia.  VHDA has also solicited the assistance of 
local agents and other interested parties in an effort to better reach and attain 
resident involvement in the PHA Plan process.   

�� Take full advantage of the economies and services that automation can provide 
VHDA has completed an overview of the available technologies and has established 
a timeline for the complete automation of the Section 8 Program.  Following this 
timeline, VHDA anticipates posting an RFP by January 15, 2001 with a goal of having a 
system in place by January 2002. 
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Component 3, (6) Deconcentration and Income Mixing 
 

a.   Yes X  No:  Does the PHA have any general occupancy (family) public housing 

developments covered by the deconcentration rule?  If no, this 

section is complete.  If yes, continue to the next question. 

 

b.   Yes   No:  Do any of these covered developments have average incomes 

above or below 85% to 115% of the average incomes of all such 

developments?  If no, this section is complete. 

 

If yes, list these developments as follows: 
 

 

Deconcentration Policy for Covered Developments 

 

Development Name: 

 
Number 

of Units 
Explanation (if any) [see step 4 at 

§903.2(c )(1)((iv)] 

Deconcentration policy (if 

no explanation) [see step 5 

at §903.2(c )(1)(v)] 
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Administrative Plan for Tenant Based Rental Assistance under the 

 Section 8 Housing Choice Voucher Program 
 
This document combines the Virginia Housing Development Authority’s (VHDA) 
Administrative Plan and Equal Opportunity Plan.  This Administrative Plan is part of the PHA 
Plan for VHDA.  
 
The Department of Housing and Urban Development (HUD) allows public housing agencies (PHAs) 
broad discretion to adopt local policies for operation of the tenant-based program.  This plan reflects 
the exercise of those policy choices by VHDA.  Sections required by HUD regulation are indicated 
by an asterisk (*). VHDA policies and procedures articulated herein are subject to change in 
accordance with all applicable HUD requirements; changes that are adopted to reflect changes in 
HUD regulatory requirements will not be considered significant amendments requiring 
implementation of a public hearing process.  This plan is not a comprehensive statement of VHDA’s 
 procedures for program administration but is intended to provide applicants, participants, and 
owners with a basic understanding of VHDA’s Section 8 program.   
 
Administrative Agents (AAs) administer the Section 8 program on behalf of VHDA throughout 
the Commonwealth of Virginia. The AAs  have discretion in implementing some of VHDA’s 
policies.  AAs that are PHAs with their own Section 8 Program, in general, have greater 
discretion in order to maintain administrative consistency between the programs they operate. 
 
For more information applicants, participants, and owners, are directed to the following: 
 

�� HUD’s program regulations found in Title 24 of the Code of Federal Regulations 

�� The owner information packet available upon request from each administering agency. 

�� The information packet for participants available upon request from each administering 
agency. 

 

A copy of this plan is on file at the U.S. Department of Housing and Urban Development (HUD), 
Office of Public Housing 

 

Effective date:      May, 2000                    Revised:   February, 2001 (effective 7/1/01)  
 

A copy of this Administrative Plan is available for public review at the following addresses: 
 

Virginia Housing Development Authority 
Multifamily Special Programs 

601 S. Belvidere Street 
Richmond, Virginia 23220
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2 Definitions & Clarifications 

 
These definitions and clarifications are provided for the reader’s convenience.  They do not 
supersede the definitions found in HUD’s program regulations for the same terms. 
 
Absorption In portability, the point at which a receiving PHA stops billing the initiating PHA 
for assistance on behalf of a family living in the receiving PHA’s jurisdiction. 
 
ACC Annual contributions contract.  A written contract between HUD and the PHA through 
which HUD agrees to provide funding to operate the Section 8 program and the PHA agrees to 
operate according to HUD requirements. 
 
ACC Reserve Account  Account established by HUD and funded from the amounts by which 
the annual maximum payment to the PHA under the consolidated ACC exceeds the amount 
actually approved and paid.  This account is used as a source for additional payments for the 
Section 8 program. 
 
Adjusted Income  Annual income minus the dollar amount of the allowances a participating 
family qualifies for.  Adjusted income is calculated to determine the amount a family can afford 
to contribute for their housing costs. Regulations governing the calculation of adjusted income 
are found in 24 CFR Part 5. 
 
Administrative Agency  An agency under contract with VHDA to administer federal rental 
assistance programs on its behalf.  
 
Administrative Fee   Fee paid by HUD to the PHA for administering the Section 8 program.. 
 
Administrative Fee Reserve   Account established by the PHA from excess administrative fee 
income.  The administrative fee reserve must be used for housing purposes. 
 
Administrative Plan   The Administrative Plan describes PHA policies for administering the 
Section 8 program.  The Administrative Plan is part of the PHA Plan. 
 
Admission The effective date of the first HAP contract providing housing assistance payments 
for a family to an owner.  This is the point at which a family becomes a participating family in 
the Section 8 program. 
 
Annual Income   Gross income projected to be received by all family members during the 
twelve months following an initial certification or recertification.  Income used by an PHA to 
determine a family’s initial eligibility for the Section 8 program.  HUD regulations instruct an 
PHA to include some income sources and to exclude other income sources when projecting a 
family’s annual income.  Regulations governing the calculation of annual income are found in 24 
CFR Part 5. 
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Applicant  A family that has applied for admission to the program, but is not yet a participant.  A 
family becomes a participant on the effective date of the first HAP contract executed for the 
family (first day of initial lease term). 
 
Brief period  Thirty days or less. 
 
Budget Authority For each funding increment in the Section 8 program, the maximum amount 
HUD may pay the PHA for program expenses.   
 
Certificate   A document issued by an PHA to a family selected for admission to the rental 
certificate program.  The certificate describes the program and the procedures to be followed to 
receive PHA approval for a unit selected by the family.  The certificate describes family 
obligations.  The PHA does not issue any new certificates.  All participants receiving assistance 
through the Section 8 Certificate program will be converted to the Housing Choice Voucher 
program by September 30, 2001. 
 
Certificate Program   Section 8 Certificate program.  This program has been replaced by the 
Section 8 Housing Choice Voucher program.  All participants receiving assistance through the 
Section 8 Certificate program will be converted to the Housing Choice Voucher program by 
September 30, 2001. 
 
Child   A family member, other than the head, co-head or spouse, under 18 years old. 
 
Citizen   A citizen or national of the United States. 
 
Consolidated Annual Contributions Contract   Includes the funding for all program 
increments in effect.  Although separate ACCs must be created for each funding increment, the 
consolidated ACC states HUD’s commitment to fund each increment identified in the ACC 
exhibits constitutes a separate ACC. 
 
Contiguous MSA   In portability, an MSA that shares a common boundary with the jurisdiction 
of the initiating PHA. 
 
Continuously Assisted   A family is continuously assisted if the family is already receiving 
assistance under any program established under the United States Housing Act of 1937, as 
amended, when the family is admitted to the Section 8 program. 
 
Contract   Agreement between the owner and the PHA through which the PHA agrees to 
provide housing assistance payments to the owner on behalf of the tenant, and the owner agrees 
to abide by HUD and PHA requirements.  Generally referred to as the housing assistance 
payment (HAP) contract.  For all new agreements, the PHA will execute a Housing Choice 
Voucher Program contract. 
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Contract Authority   The maximum annual payment by HUD to a PHA for a funding 
increment. 
 
Conviction  Found guilty by a court of law. 
 
Days  Consecutive days. 
 
Disabled Person   See definition for Person with Disabilities. 
 
Displaced Person   A family in which its sole member, or each member has been displaced by 
government action.  A person or family whose dwelling has been extensively damaged or 
destroyed as a result of a disaster declared or otherwise formally recognized pursuant to Federal 
disaster relief laws. 
 
Domicile   The legal residence of the head of the household, co-head or spouse as determined in 
accordance with state and/or local law. 
 

Drug related criminal activity  The illegal manufacture, sale or distribution, or the possession 
with intent to manufacture, sell, or distribute, of a controlled substance (as defined in Section 102 
of the Controlled Substance Act, 21 U.S.C. 802); or the illegal use, or possession for personal 
use, of a controlled substance. 
 
Drug Trafficking   The illegal manufacture, sale, or distribution, or the possession with intent to 
manufacture, sell, or distribute, a controlled substance (as defined in Section 102 of the 
Controlled Substances Act (21 U.S.C. 802)). 
 
Eviction  A termination of a tenancy by a court of law, as evidenced by a Judgment for 
Possession. 
 
Elderly Family A family whose head, co-head, spouse or sole member is a person who is at least 
62 years old.  Two or more persons who are at least 62 years old living together.  One or more 
persons who are at least 62 years of age living with one or move live-in aids.   
 
Elderly Person A person who is at least 62 years of age. 
 
Evidence of Citizenship or Eligible Immigration Status   The documents required of family 
members claiming U.S. citizenship or eligible immigration status. 
 
Exception Payment Standard   In the voucher program, an initial payment standard in excess of 
the PHA established payment standard.  If the PHA had a HUD approved area exception rent in 
effect on October 1, 1999, the PHA may establish an exception payment standard amount up to 
the amount of the HUD approved area exception rent. 
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Extension of time (for HQS inspection repairs)  Allows additional time, usually not more than 
30 days, to complete the required repairs, during which time the HAP payment may: 
 

 continue to be paid in full; 
 be withheld and retroactively repaid in full; or 

  be withheld and reduced appropriately when payments resume or HAP contract is  
 terminated. 
 
Extremely Low Income Family    A family receiving income at or below 30% of the median 
annual income for their area. 
 
Fair Market Rent (FMR) The rent, including the cost of utilities that would be required to be 
paid in the PHA jurisdiction to lease privately owned, existing, decent, safe and sanitary housing 
of modest (non-luxury) nature with suitable amenities. HUD establishes FMRs for housing units 
of varying sizes and are published in the Federal register before the beginning of each fiscal 
#year. 
  
Family*  All the members of a household who live under one roof and consist of approved 
household members as listed on the HAP contract or as subsequently approved by both the owner 
and the administering agency.  VHDA recognizes that a variety of relationships exist, which are 
not necessarily relationships of ancestry or marriage.  Each administering agency is encouraged 
to exercise the best possible judgment in this regard.  A family may consist of a single person. 
 
Family Self-Sufficiency Program (FSS Program)   A program established by an PHA to 
promote self-sufficiency for assisted families.  Program often includes the provision of or 
coordination of supportive services to encourage education, job training, mental health 
counseling, drug counseling, etc... as necessary for program participants. 
 
Family Unit Size   The appropriate number of bedrooms for a family.  The family unit size is 
based on the PHA established subsidy standards. 
 
PHA   Public housing authority or housing agency.  A state, county or municipal agency 
authorized to engage in or assist in the development or operation of low-income housing.  VHDA 
is an PHA.   
 
HAP Contract   Housing assistance payment contract. The contract between VHDA or 
administering agency  and the owner that allows  housing assistance payments to be made 
directly to the owner on a program participant’s behalf. 
 
HAP payment  The subsidy paid to the owner, by VHDA or an administering agency on behalf 
of a program participant.  
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Abated HAP Payment Stops the HAP payment to an owner for a period during which the 
condition of a unit did not confirm to HQS standards.  An abated payment is not repaid after the 
HQS violation is corrected. 
 

Suspended HAP payment  The HAP payment is not being made e.g., either terminated or 
withheld regardless of the reason. 
 
Terminate HAP payment   Stop housing assistance payments to the owner until  required 
repairs are completed.  Once the HAP payment is terminated, no retroactive payment, either 
partial or full, may be made to the owner.  The administering agency will provide the owner with 
written notice of its intent to terminate the HAP payment in accordance with the HAP contract.  
The notice will state that the HAP payment will resume only when all required repairs are 
completed. 
 
Housing Quality Standards (HQS)  HQS refers to both HUD’s HQS and VHDA's 
supplemental inspection requirements.  Units must meet HQS at all times.  Once a unit is under a 
HAP contract, a primary contractual obligation of the owner and the administering agency is to 
ensure that the unit continues to meet all HQS. 
 
Household  Family members and others who live under the same roof. 
 
HUD   The Department of Housing and Urban Development 
 

HUD Requirements    HUD requirements for administering the Section 8 program.  HUD issues 
new requirements as regulations, rules and notices in the Federal Register, and other binding 
program directives. 
 
Initial Housing Authority    In portability, the term refers to (1) an PHA that originally selected 
a family that subsequently moved out of its jurisdiction; and (2) an PHA that absorbed a family 
that subsequently decides to move out of its jurisdiction. 
 
Initial Rent to Owner    The Rent to Owner at the beginning of the initial lease term. 
 
INS    Immigration and Naturalization Service 
 
Jurisdiction    The area in which the PHA has authority under state and local law to administer 
the Section 8 program.   
 

Lease    A written agreement between an owner and a tenant for the leasing of a dwelling unit to 
the tenant.  The lease establishes the conditions of occupancy of the dwelling unit by the family.  
The lease establishes the rights and responsibilities for both the owner and the tenant. 
 
Live-In Aide    A person who resides with one or more elderly, near-elderly or disabled persons 
and who: 1. Is determined to be essential to the care and well-being of the persons; 2.  Is not 
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obligated for the support of the persons; and 3.  Would not be living in the unit except to provide 
the necessary supportive services. 
 
Local Preference    A preference established by the PHA used to select among applicant families 
on the waiting list.   
 
Low Income Family    A family receiving an annual income at or below 80% of the median for 
their area.  A low income family may receive Section 8 assistance under special conditions. 
 
Maximum Initial Rent Burden   The total family contribution for a Housing Choice Voucher 
family may not be more than 40% of the adjusted income when the family first moves into any 
unit or signs the first assisted lease for the unit. 
 
Minimum Rent    Established by the PHA somewhere between $0 and $50.  The minimum rent 
includes a utility allowance. 
 
Mixed Family    A family whose members include citizens and/or persons with eligible 
immigration status, as well as persons without eligible immigration status. 
 

MSA    Metropolitan statistical area 
 
Near-Elderly    Family whose head, co-head, spouse or sole member is a person who is at least 
50 years old but not yet 62 years old.  Two or more persons who are least 50 years of age but not 
yet 62 years old, living together.  One or more persons who are at least 50 years old but not yet 
62 years old, living with one or move live-in aides. 
 
Non-Citizen   A person who is neither a citizen or national of the United States. 
 
Owner  Any person or entity with the legal right to lease or sublease a unit to a participant. 
 

Participant  A family that has been admitted to the Section 8 program, and is currently assisted 
in the program.  A family becomes a participant on the effective date of the first HAP contract 
executed by the administering agency for the family (first day of initial lease term). 
 

Payment Standard    An amount established by the PHA and used to calculate the housing 
assistance payment for a family participating in the voucher program.  The PHA establishes the 
payment standard anywhere between 90% and 110% of the HUD established FMRs for the 
jurisdiction.  The payment standard is the maximum monthly subsidy payment for a unit size. 
 
PBC    Project based certificate program.  Project-based assistance using funding under the 
consolidated ACC for the Section 8 program. 
 

Person with disabilities   A person with a disability may have a physical, mental or 
developmental disability as defined in federal legislation.  A person with a disability is one who 
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meets at least one of the following three definitions.  1) Has a disability as defined in Section 223 
of the Social Security Act.  This Act defines disability as an inability to engage in any substantial 
gainful activity because of any physical or mental impairment that is expected to result in death 
or has lasted or can be expected to last continuously for at least 12 months; or, for a blind person 
at least 55 years old, inability because of blindness to engage in any substantial gainful activities 
comparable to those in which the person was previously engaged with some regularity and over a 
substantial period.  or  2) Has a physical, mental or emotional handicap which is expected to be 
of long and indefinite duration; substantially impedes his/her ability to live independently; and is 
of such a nature that the person’s ability to live independently could be improved by more 
suitable housing. or  3) Has a developmental disability as defined in section 102(7) of the 
Developmental Disabilities Assistance and Bill of Rights Act.  Developmental disability is 
defined as a severe, chronic disability which is attributable to a mental and/or physical 
impairment; was manifested before the age of 22; is likely to continue indefinitely; results in 
substantial functional limitations in three or more of the following areas; capacity for 
independent living; self-care; receptive and expressive language; learning; mobility; self-
direction; and economic self-sufficiency; and requires special interdisciplinary, or generic care, 
treatment, or other services which are of lifelong or extended duration and are individually 
planned and coordinated.   
 
Programs Established under the United States Housing Act of 1937    1. The Public Housing 
program or Indian Housing program; 2. Any program operated as part of the Section 8 program; 
3.  The Section 23 Leased Housing program. 
 
Project Reserve    See definition for ACC Reserve Account. 
 

Public housing  State-  and federally-assisted public housing. 
 
Reasonable Rent    A rent to owner that is not more than rent charged for comparable units in 
the private unassisted market. 
 
Receiving Housing Authority    In portability, a PHA that receives a family selected for 
participation in the Section 8 program by another housing authority.  The receiving PHA issues a 
voucher and provides program assistance to the family. 
 
Recovering addict  A person that: 1) has completed a supervised drug rehabilitation program 
and is not currently engaged in the illegal use of a controlled substance; or has otherwise 
successfully been rehabilitated and not currently illegally using drugs; or, 2) is involved in a 
supervised rehabilitation program and not currently illegally using drugs; and is involved in a self 
help group, such as Narcotics Anonymous, and not currently illegally using drugs. 
 
Rent to Owner    Previously referred to as the Contract Rent.  Total amount the owner is entitled 
to collect based on the lease and the subsidy contract. 
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Repairs completed  The repairs have been completed to the satisfaction of the administering 
agency, and in compliance with HQS. 
 
Request for Inspection (RFI)  At the time a family has selected a unit to lease, it must submit 
the required HUD Request for Inspection form requesting the AA to inspect the unit and initiate 
the process of placing the unit under lease and contract. 
 
Residency Preference    A PHA established preference for admission of families that reside or 
work or have been hired to work in the jurisdiction of the PHA. 
 
Section 214    Section 214 of the Housing and Community Development Act of 1980.  Section 
214 restricts HUD from making financial assistance available to noncitizens unless they belong 
to one of the categories for eligible immigration status specified in Section 214.   
 
Special Admission   Admission of an applicant that is not on the PHA waiting list, or without 
considering the applicant’s place on the waiting list. 
 
Subsidy  Section 8 certificates and vouchers.  The terms certificate or voucher are used only 
when necessary to distinguish between the two programs.  All new participants will receive a 
voucher under the Housing Choice Voucher program. 
 
Subsidy Standard    Established by a PHA to determine the appropriate number of bedrooms 
and subsidy amount for families of various sizes and compositions.   
 
Suspension    Also referred to as tolling.  Stopping the clock of the term on a family’s voucher 
while a PHA determines whether or not to approve the family selected unit for the Section 8 
program. 
 
Tenant Rent to Owner    The amount the tenant must pay the owner each month based on the 
lease, tenancy agreement and HAP contract.   Previously referred to as tenant rent. 
 
Total Family Contribution    The full amount the tenant pays for rent and utilities.  The total 
tenant payment and the total family contribution differ in the Housing Choice Voucher program 
when a family selects a unit with a gross rent exceeding the payment standard.  
 
Total Tenant Payment    Minimum amount a tenant can pay for rent and utilities. 
 
Utility Allowance    PHA estimate of the average amount a tenant will pay each month for 
utilities considering the size and type of unit selected by the tenant. 
 
Utility Reimbursement    The amount, if any, by which the utility allowance exceeds the total 
family contribution.  The PHA issues a check in this amount to either the family or to the 
appropriate utility company. 
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Violent criminal activity  Any illegal criminal activity that has as one of its elements the use, 
attempted use, or threatened use of physical force against the person or property of another. 
 
Very Low Income Family    A family receiving an annual income at or below 50% of the 
median for their area.   
     
Voucher    A document issued by a PHA to a family selected for admission to the Section 8 
program.  The voucher describes the program, and the procedures for receiving PHA approval for 
a unit selected by the family.  The voucher also states the family obligations under the Section 8 
program..  All new program participants receive a voucher through the Housing Choice Voucher 
program. 
 
Waiting List Admission    An admission from the PHA waiting list. 
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2. Roles and Responsibilities 

 
2.1 ADMINISTERING AGENCY RESPONSIBILITIES  

 

The Administering Agency (AA) is responsible for daily program administration.  The AA must 
comply with HUD regulations and requirements, this Administrative Plan, and the terms and 
conditions of its contract with VHDA for Section 8 program administration. 
 
In accordance with this plan, AAs are required to develop their own procedures relative to the 
following: 
 
�� Implementation of local preferences by the AA. 
�� Resolution of owner and tenant complaints that are not subject to the informal review or 

hearing process. 
�� Tracking new admissions to ensure the AA meets the income targeting requirements 

established in QHWRA (1998) 
�� Establishing and retaining an attorney to review and approve any revised definition of 

“family,” with a copy of the attorney’s approval letter being submitted to VHDA, should the 
AA decide not to use the VHDA established definition of family.  

�� Enforcement procedures for tenant-caused HQS violations. 
�� Managing and responding to information pertaining to alleged drug and violent criminal 

activity. 
�� Reasonable accommodations 
�� Tracking days when the search time for an applicant is suspended due to a submission of an 

RFI. 
�� Making decisions regarding the extension on the term of a voucher 
�� Internal quality control monitoring for all SEMAP indicators. 
�� Making decisions relative to findings on an applicant’s criminal history report (CORI). 
�� Other concerns or events as may be required. 

   
Each Administrative Agency is responsible for developing an addendum to this Administrative 
Plan.  In this addendum, the AA must describe its policies in the above listed areas. AA’s may 
only make revisions or amendments to their addendum during the PHA Plan planning process as 
established by VHDA and following all applicable public and other notice requirements (per 24 
CFR 903.21).  Such revisions or amendments are only permitted with prior VHDA written 
approval.  VHDA will periodically and on a regular basis monitor AA practices to ensure 
consistency in the implementation and on-going administration of all aspects of its Section 8 
program.  At any time, VHDA may require AAs to amend or modify their discretionary 
procedures.  
 
2.1.1 Record keeping  

 
Applicant records must be kept for three years after a family is notified it is not eligible for the 
Section 8 program, or three years after the conclusion of any lawsuit, whichever is later. 
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Participant records must be kept for three years from the end of program participation, or after 
the conclusion of any lawsuit, whichever is later.  VHDA recommends maintaining all 
participant records for at least five years from the end of program participation, or after the 
conclusion of any lawsuit, whichever is later.   
Should an applicant or program participant take advantage of their right to appeal the 
Immigration and Naturalization Service regarding their citizenship/immigration status, their 
records must be kept at least five years after a family is notified they  are not eligible for the 
program, or from the end of program participation, or after the conclusion of any lawsuit, 
whichever is later. 
 
Each AA should use the following filing system.  Other methods are permitted so long as they 
provide a clear audit train on a family from the point of application to termination. 
 
 Method of Filing    Title of File 
 Alpha      Preliminary Applications Received 
 Alpha      Applications Rejected/Canceled 
 Determined by Admin Policy   Waiting List 
 Alpha      Applications Pending Verifications 
 Alpha      Pending Voucher Issuance 
 Alpha      Vouchers Issued by not Under Contract 
 Alpha      Vouchers Expired/Canceled 
 Alpha      Pending Lease Approval 
 Alpha or Leasing Number   Pending VHDA Lease Approval  
 Transmittal     Transaction Transmittal 
 Alpha or Leasing Number by Phrase  Vouchers under Contract 
 Alpha or Leasing Number   HAP Contracts Terminated/Canceled 
 Alpha      Inactive Status Classification 
 Date      Advertising/Outreach 
 Bedroom Size     Rent Reasonableness Information 
 

2.1.2 Outreach     
 
Outreach is best described as the efforts of an AA to interest and inform owners and families of 
the Section 8 program by utilizing paid media advertising, public service announcements, 
community contacts and other methods outlined in the locality’s Equal Housing Opportunity 
Plan.   
 
Outreach is one of the most important responsibilities of the AA and should be conducted in a 
comprehensive manner.  
 
It is particularly essential that each AA whose jurisdiction lies within an MSA implement 
VHDA’s policies for expanding housing opportunities for program participants outside of areas 
traditionally served by the Section 8 program.  Every AA within an MSA must develop a plan to 
recruit landlords with dwelling units outside areas of poverty or minority concentration.  Each of 
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these AAs must submit a plan to the designated VHDA Multifamily Programs Officer.  (Refer to 
Memorandum to AAs within an MSA dated February 20, 2000,  from Hunter Jacobs for 
additional guidance. 
 
VHDA provides each AA with outreach materials and guidance in the use of the materials and in 
other outreach activities.  In addition, VHDA provides maps for the AAs designating those areas 
of poverty or minority concentration.   
 
Whenever a closed waiting list is opened, the AA must issue public notice through the local 
newspaper, and through other methods as described in the Equal Housing Opportunity Plan.  The 
notice must inform the public where and when to apply for a voucher and include basic 
information on the Section 8 Voucher program. 
 
It is important that whatever staff member(s) that meet with the public for outreach activities 
have a comprehensive knowledge of the program.  They must be able to discuss the benefits of 
participating in the program for both owners and tenants. 
 
2.2 OWNER RESPONSIBILITIES  
 
An Owner is responsible for: 
�� Screening tenants. 
�� Complying with the HAP contract. 
�� Maintaining the unit in compliance with HQS. 
�� Enforcing lease requirements. 
 
For a further description of owner responsibilities refer to 24 CFR parts 882, 982, and 983. 
 
2.3 FAMILY RESPONSIBILITIES  

 
2.3.1 Applicant responsibilities  

 

While on the waiting list an applicant must notify the AA of any changes in address and 
preference status. 
 
Upon selection, an applicant must provide the AA with complete and accurate information 
necessary to determine program eligibility. 
 
Upon determination of eligibility, an applicant must conduct and complete a housing search 
within time allowed by the AA. 
 
For a further description of applicant responsibilities refer to 24 CFR parts 882, 982, and 983. 
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2.3.2 Participant responsibilities  

For a further description of family responsibilities refer to 24 CFR parts 882, 982, and 983. 
Families participating in a Family self-sufficiency program should refer to 24 CFR part 984. 
 
2.3.2.1  Family obligations  

For the complete text of family obligations see the Housing Choice Voucher, the tenancy 
addendum, and the lease signed by the tenant and owner.  Violation of Family Obligations may 
be cause for program termination as discussed in chapter 10. 
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3.  Eligibility and Intake   (24 CFR 982 Subpart E) 

 

Generally, only very-low income and extremely low income families are eligible for assistance 
through the Housing Choice Voucher program.  The Quality Housing and Work Responsibility 
Act of 1998 established new income targeting requirements.  At least 75% of all new program 
admissions in each fiscal year must be families with income levels at or below 30% of the area 
median income.  The remaining 25% of new admissions may be families with income levels at or 
below 50% of the area median income.  An AA must develop a procedure for tracking new 
admissions so it can demonstrate that it meets the income targeting requirements. 
 
In some circumstances, a low-income family that has been continuously assisted is eligible for 
assistance. (24 CFR 982.201) A family is considered to be continuously assisted if the family is 
already receiving assistance under any housing program covered under the 1937 Housing Act 
when the family is admitted to the Housing Choice Voucher program.  Housing programs 
covered under the 1937 Housing Act include: 
 

�� The public or Indian housing program. 

�� Any program assisted under Section 8 of the 1937 Act, including assistance under a Section 8 
tenant-based or project-based program. 

�� The Section 23 leased housing program. 

�� The Section 23 housing assistance payments program. 
 
Brief interruptions in assistance caused by transitioning from one form of assistance under one 
1937 Act program to another will not be considered to break the continuity of assistance where 
the reason for the transition was through no fault of the family, such as the expiration of a HAP 
contract for a project-based development or termination of a HAP contract for owner breach.  
VHDA has elected to allow a 30 day break in assistance.  Therefore, if an applicant for the 
Housing Choice Voucher program has income below the low income limit, and is not currently 
receiving assistance but did receive assistance during the previous 30 days, VHDA will consider 
that family to be continuously assisted.   
 
Low-income families are also eligible if they qualify as:   
 

�� A non-purchasing household in the following homeownership programs: HOPE1, HOPE2, or 
other HUD-assisted multifamily homeownership programs; 

 

�� Displaced as a result of the prepayment of a mortgage or voluntary termination of a mortgage 
insurance contract; (Under this category a family may have income below the moderate 
income limit (95% of median) and qualify for assistance.) 

 

�� Displaced as a result of the expiration of a project based Section 8 contract; 
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Only very-low income families may be admitted to Moderate Rehabilitation projects with HAP 
contracts effective on or after October 1, 1981 unless an exception is granted by HUD.  Low 
income families may be admitted to Moderate Rehabilitation projects with HAP contracts 
effective prior to October 1, 1981.  (24 CFR 882) 
 
At Moderate Rehabilitation properties and projects with project-based certificates at least 40% of 
new admissions in each fiscal year must be families with income levels at or below 30% of the 
area gross median income. (QHWRA, 1998) 
 
3.1 PREFERENCES* 
 
When applying for the Section 8 program, an applicant may claim qualification for one or all of 
VHDA approved local preferences.  However eligibility for a preference does not automatically 
make an applicant eligible for Section 8 assistance.  The household must also qualify under 
VHDA eligibility factors.  A preference affects how soon an applicant will be issued a voucher.  
An applicant with a preference will be selected to receive a voucher before an applicant without a 
preference, even if the applicant without a preference applied for the program first. 
 
3.1.1 VHDA Approved Preferences 

As the Administrative Agents have the best knowledge of the characteristics of the low income 
population in their jurisdiction, they may develop their own local preferences. The VHDA 
approved preferences listed in 3.1.1.1 - 3.1.1.6., are encouraged by HUD and “pre-approved” for 
AA use by VHDA.  AAs may exercise their own discretion in electing to utilize these pre-
approved preferences.  Local preferences, other than those listed as “VHDA preferences” herein, 
must be submitted to VHDA in writing and approved by VHDA prior to implementation. 
 

3.1.1.1 Victim/witness Protection 

These households must be offered assistance.  However, if a subsidy is not available, the 
household is placed at the top of the waiting list and offered the next available subsidy. 
 
To be considered for selection under this category an applicant must meet all three of the 
following criteria: 
 
a. The applicant (or member of the applicant's household) has been a witness to or a victim 

of a crime in Virginia and needs witness protection according to a Virginia state or local 
law enforcement agency; and 

 
b. As a result of testifying or agreeing to testify in a court of appropriate jurisdiction against 

the aggressor, the applicant's household has been placed in a life-threatening situation the 
circumstances of which can be verified in writing by an appropriate Virginia law 
enforcement official; and 

 
c. All efforts to secure housing assistance through a local housing agency have been 

exhausted. 
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An applicant's eligibility for this category must be approved by VHDA before the Administering 
Agency may assist the household. 
 
 Verification Requirements 

Verification must be provided by a Virginia state or local law enforcement agency.    

3.1.1.2  Displacement due to domestic violence 

For the purposes of this section, domestic violence means actual or threatened physical violence 
directed against one or more members of the applicant family by a spouse or other member of the 
applicant household. 
 
An applicant is involuntarily displaced by domestic violence if: 
 

�� The applicant has vacated a housing unit because of domestic violence; or 
 

�� The applicant lives in a housing unit with a person who engages in domestic violence. 
 
If the applicant is still living in the unit at the time of selection, the violence must have occurred 
within six months or be of a continuing nature. 
 
Verification Requirements 

Verification of the domestic violence and/or displacement because of domestic violence must be 
provided by the local police department, social service agency, court of competent jurisdiction, or 
a clergyman, physician, or public or private facility that provides shelter or counseling to the 
victims of domestic violence. 
 
If approved for assistance, the applicant must certify that the person who engaged in such 
violence will not reside with the applicant family.   
 
All decisions to terminate assistance or to allow the abuser to return to the household will be 
made on a case-by-case basis by the AA and VHDA in consultation with a local domestic 
violence counseling agency. 
 

3.1.1.3  Displacement to avoid reprisals 

To qualify for this preference, the reprisal need not be life threatening, as is required for 
automatic preference under the Victim/Witness Protection provision. 
 
An applicant qualifies for this preference if: 
 

�� Family member(s) provided information of criminal activities to a law enforcement agency, 
and 
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�� Based on a threat assessment, the law enforcement agency recommends rehousing the family 
to avoid or minimize a risk of violence against family members as a reprisal for providing 
such information. 

 
Verification Requirements 

The District Attorney’s Office must certify, in writing, that a member of the applicant household 
has or is cooperating with an investigation and is currently at risk of reprisal for providing such 
information; therefore, the DA’s Office recommends relocation. 
 
3.1.1.4  Displacement due to Hate Crimes 

For the purposes of this section a hate crime is defined as actual or threatened violence or 
intimidation against a person or the person’s property because of race, color, religion, sex, age 
national origin, handicap or familial status. 
 
An applicant is involuntarily displaced if: 
 

�� A family member is a victim of a hate crime; and  
 

�� The applicant has vacated a housing unit because of such a crime, or 
 

�� The fear of such a crime has destroyed the family’s chance for peaceful enjoyment of its unit. 
 
If the applicant is still living in the unit at the time of selection, the crime must have occurred 
within six months or be of a continuing nature. 
 
Verification Requirements 

The applicant must provide written verification from the Police Department that a member of the 
household has been a victim of a reported hate crime. 
 
In addition to the police report, the applicant must provide a letter from the owner that the family 
resided in the unit. 
Applicants still residing in the unit where the crime occurred, must provide a statement that the 
fear associated with such crime has destroyed the applicant’s peaceful enjoyment of the unit. 
 
3.1.1.5 Displacement Due to Inaccessibility of a Unit 
An applicant is involuntarily displaced by inaccessibility of a unit if: 
 

�� A member of the family has a disability causing the person to be unable to use critical 
elements of the unit; and 

  

�� The owner is not legally obligated to make changes to the unit that would make critical 
elements accessible to the disabled person as a reasonable accommodation. 
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For more information on reasonable accommodation please refer to Section 504 of the 
Rehabilitation Act of 1973 and Title VIII of the Civil Rights Act of 1968 (the Fair Housing Act). 
 
Verification Requirements 

A licensed medical practitioner must certify that a family member has a disability that makes the 
person unable to use specific and critical elements of the unit and that the specific 
accommodation requested would allow the applicant to use that critical element of the unit. 
 
The owner must certify that the tenant has requested certain modifications to the unit; that the 
critical elements of the unit are as described by the applicant; and that the owner is not legally 
obligated to make the changes requested. 
 
3.1.1.6 Preference over Singles 
Single persons who are age 62 or older, displaced, homeless, or persons with disabilities have 
preference for admission over other single persons. (24 CFR 982.207 (b)(v)(5).  No longer a 
mandatory preference, per QHWRA, 1998.) 
 

3.1.2 Change in preference status  

 

A family’s situation may change while on the waiting list.  The family must provide the AA 
information about changing circumstances that may affect preference to enable the AA to make 
appropriate selections.  Upon selection, the family may be considered for any preferences for 
which it may be eligible.  If  it is determined that a family is not eligible for a preference it has 
claimed, the application will be returned to the waiting list based on time and date application.  
 
3.1.3 Denying a preference  

 

At any time the AA determines an applicant does not qualify for a preference the family has 
claimed, the AA must notify the family in writing providing the reason the preference is denied 
and informing the family of its right to an informal review. 
 
3.1.4 Portability within the State of Virginia 

 

Voucher transfers between AAs must be absorbed by the receiving agency if subsidy is available. 
  
 
VHDA will not accept voucher transfers from other PHAs under the provisions of statutory and 
regulatory portability, when the local PHA in the community to which the tenant wishes to move 
administers a Section 8 program.  Exceptions for special circumstances such as conflict of 
interest issues must be approved by VHDA. 
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The decision to establish a policy to run CORI reports to screen applicants is left to each AA.  
Should an AA implement a CORI program, without exception, VHDA will not accept voucher 
transfers from other AAs under the provisions of statutory and regulatory portability, when the 
AA in the community to which the tenant wishes to move administers a Section 8 program and 
the transfer participant has been rejected by that AA as the result of a CORI. 
 
A receiving AA may conduct a criminal background check  or determine that one has been 
conducted before accepting a portable family as described in paragraph 3.2.5. 
 
New admissions (families executing their first Section 8 leases) that are absorbed by a receiving 
AA are included in the receiving AA’s income targeting figures. 
 

3.1.5 Moderate Rehabilitation Tenants   

 
Moderate Rehabilitation is a project-based program and vouchers are not issued to families in 
Moderate Rehabilitation units except under certain circumstances.  Frequently, Moderate 
Rehabilitation tenants must relocate through no fault of the household, such as a change in family 
size or for accommodation under Section 504 of the Rehabilitation Act of 1973.  In these 
instances, the AA must first refer the household to any suitable comparable Moderate 
Rehabilitation unit that may be available.  If there is a suitable unit within the same project that 
unit should be referred before units in other projects.  If the household rejects a unit for good 
cause, it should be issued a voucher, regardless of availability.  If the family cannot provide a 
good reason for rejecting an offer of a suitable Moderate Rehabilitation unit, the AA should take 
steps to terminate the family from the Section 8 program.   
 
A Moderate Rehabilitation tenant may request a voucher in accordance with the reasonable 
accommodation principle contained in Section 504 of the Rehabilitation Act of 1973.  If a 
Moderate Rehabilitation tenant can demonstrate that to remain in the Moderate Rehabilitation 
unit would pose a hardship because of that tenant's disability, and where the owner is not legally 
obligated to make the necessary accommodations, the tenant may request a voucher.  The AA 
must determine whether, due to the tenant's disability, the Moderate Rehabilitation unit is 
inappropriate housing for that tenant.  The fact that the disability existed when the tenant 
originally agreed to live in the Moderate Rehabilitation unit may not be considered when making 
this decision. 
 
At the time of  annual recertification, the AA must determine whether a family is overcrowded or 
underutilizing a Moderate Rehabilitation unit.  If a family needs to move to a unit of different 
size, the AA will require the family to move to an available unit of appropriate size in the same  
Rehabilitation development.  If no suitable unit is available in the same development, the AA 
may require the family to move to a suitably sized unit in another Moderate Rehabilitation 
development in the same community.  If there are no available suitable Moderate Rehabilitation 
units in the same community, the AA will provide the family with a voucher to look for a 
suitable unit.  If necessary, the AA may overissue in order to provide the voucher, with VHDA 
approval. 
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If the AA is unable to fill a vacant Moderate Rehabilitation unit from its waiting list after 30 days 
(or if the owner has rejected, with good cause, applicants referred from the list), the agency may 
approve for Moderate Rehabilitation subsidy a Section 8 eligible applicant selected by the owner. 
 
3.2 VERIFICATION REQUIREMENTS APPLICABLE TO ALL ADMISSIONS 

    

The Administrative Agent must verify all family characteristics that affect program eligibility, 
adjusted income and qualification to receive VHDA approved preferences. (24 CFR 5, Subparts 
B, D, E and F and 24 CFR 982.516)   The AA must verify the information using the following 
methods. 

 

3.2.1 Oral or Written Third Party Verification 

 

The AA must verify all information affecting an applicant’s eligibility, preference or total Tenant 
Payment.  Wherever possible verification must be from third party sources.    

Each applicant and participant must sign a form or forms authorizing the AA to obtain the 
required verification.  Signed forms must be sent directly to the third party verification source by 
fax or mail.  Verification forms must not be hand carried by participating families.  However, the 
AA may accept third party information by telephone, fax, or mail.  Telephone verifications must 
be recorded in the tenant file with the information provided, the person who provided the 
information, the date of the call, and the name of the staff member who took the call. 

3.2.2 Review of Documents  

 
If repeated attempts to obtain third party verification have failed, or if no third party verification 
is possible, the AA may review documents to verify family information.  However, whenever 
documents are used for verification, the tenant file must be documented to explain the reason 
third party verification was not used or the efforts made to obtain it. 

The AA should make a copy of all documentation used to make eligibility determinations and 
retain the documents in the tenant file.  Examples of such documents include employee pay 
stubs, receipts for medication, contracts, tax returns and benefit award letters. 

3.2.3 Family Certification 

 
Only when there is no responsive third party and no reliable documentation, may the AA accept 
the family’s certification of the accuracy of submitted information.  VHDA anticipates that AAs 
will accept notarized statements on rare occasions and only after documenting the tenant file to 
indicate why obtaining third party verification or reviewing documents was not possible.   
 
3.2.4 Age of verifications 
All information must be verified within 60 days of issuing a voucher to a new voucher holder.  If 
the voucher is not issued within 60 days, the AA must reverify the information. (24 CFR Part 5) 
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3.2.5 HUD Release of Information/Privacy Act Form 
 
All applicants and participants must sign the form HUD-9886 Release of Information/Privacy 

Act Notice as part of the initial certification and at every annual recertification thereafter.  The 
form must be signed by the head of the household, co-head and spouse, and by every other family 
member who is at least 18 years old.  The form need not be signed at interim recertifications so 
long as it has been properly signed at the previous annual recertification.  Any adult joining the 
family after the initial certification must begin signing the form at the annual or interim 
recertification through which they join the family.   

3.3 VERIFICATION SOURCES 

The requirements for verification of VHDA approved local preferences are described in Section 
3.1 above.  This section describes verification of other factors. 

3.3.1 Verification of disability  
 

The definition of a person with disabilities for purposes of determining program eligibility and 
preference status for the Section 8 programs is found in Section 3(b)(3)(E) of the United States 
Housing Act of 1937 and in the Section 1 glossary of this policy. 
 
Receipt of SSI or Social Security Disability payments is a sufficient demonstration that an 
applicant is disabled.  In the absence of such income, a qualified individual, such as a medical 
professional, must confirm whether or not an applicant meets HUD’s definition.  Each AA must 
have a verification form for use in these cases. 
 
Disability status must be verified annually and, if after admission, the family member no longer 
meets the definition of a person with a disability, the household may continue to receive 
assistance but the calculations of adjusted income may change. 
 
NOTE:  Employment is not an indication of whether or not a person has a disability. 
 
3.3.2 Verification of age 
 
For purposes of determining program eligibility, adjusted income and eligibility for preferences, 
age may be evidenced by a copy of a birth certificate, baptismal certificate, census record, official 
record of birth, driver’s license or other authoritative document including evidence of receipt of 
Social Security benefits.  Age need be verified only at the initial certification unless the AA 
discovers a discrepancy.   
 
3.3.3 Verification of zero income  

 

Participant households claiming zero income must submit to the AA a signed notarized statement 
officially claiming zero income.  In addition, the family members are required to sign verification 
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forms allowing the AA to verify the receipt of no income through unemployment compensation, 
welfare, and social security/disability programs.  The authorization for release of information is 
used to obtain the individual’s wage record from the Virginia Employment Commission. AA’s, 
at their discretion, may elect to perform re-verification of participant zero income status on a 
scheduled bases.  Should an AA opt to do so, the decision and schedule to be used should be 
included in the AA’s Administrative Plan Addendum. 
 

3.3.4 Verification of income from self-employment 
 
Verification of income from self-employment will be based on a 12-month period that is 
measured by the family’s federal and state income tax returns.  Any self-employed person must 
submit a copy of their most recent tax return. Along with the form 1040 tax return, the applicant 
must include a Schedule C that documents his or her business expenses deducted from business 
revenue.  If the Schedule C includes an expense for depreciation, the applicant must submit a 
calculation of the depreciation expense.     
When a self-employed individual has not been self-employed long enough for there to be a 
completed tax return, the AA should obtain at least one of the following documents:  An audited 
or unaudited financial statement for the business for the current or previous year; A completed 
loan application for the business listing income derived from the business during the previous 12 
months; A notarized statement or affidavit as to the net income realized from the business during 
the previous year.  When an applicant submits a notarized affidavit, the AA must request 
additional backup information from the applicant including any logs, receipts, reports that help 
document the information verified by the notarized statement. 
 
3.3.5 Verification of drug or alcohol rehabilitation   

 

In accordance with the Housing Opportunity Extension Act of 1996 an AA may require any 
family member who has engaged in drug related activity within three years or has a pattern of 
illegal use of a controlled substance or pattern of alcohol abuse that contributed to a pattern of 
behavior that may interfere with the health or safety of other residents or their right to peaceful 
enjoyment of their unit, to submit evidence of participation in or successful completion of a 
supervised treatment program as a condition of being allowed to participate in the Section 8 
program. 
 
The AA shall have discretion to consider all of the circumstances in each case to determine the 
extent of participation by family members in the illegal activity.  In appropriate cases, the AA  
may permit the remaining family members to receive assistance and may impose a condition that 
the family member(s) determined to have engaged in the illegal activities not reside in the family 
unit. 
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3.3.6 CORI - Criminal Offender Registry Information  

 

VHDA allows each AA to establish their own policy regarding running CORI checks on 
members of applicant households.  Should an AA decide to implement a system for running 
CORI checks,  the AA must develop and include in their addendum to this Administrative Plan 
policies and procedures governing running CORI checks.  The AA must consistently implement 
their established policy. 
 
Unless a CORI report is used to deny, condition or terminate assistance it must be destroyed by 
the AA.  It is illegal to keep unused reports on file.  CORI reports used to deny, condition or 
terminate assistance must be kept under lock with extremely limited access to staff responsible 
for completing eligibility determinations. 
 
 
3.4 WAITING LIST ADMINISTRATION     (24 CFR 982.204 AND 982.206) 

 

An AA must maintain and administer the waiting list in accordance with all HUD and VHDA 
requirements.  Failure to properly manage the waiting list is grounds for VHDA to impose a fine 
against the AA administrative fee.  If the AA continues to mismanage the waiting list, VHDA 
may cancel the program administration contract with the AA. 
 

3.4.1     Selection  

 

The AA must select participants from the waiting list in accordance with the admission policies 
in this Administrative Plan,  the AA’s addendum to this plan, all HUD requirements, and 
Federal, state and local fair housing laws.    
 
The Administrative Agent must maintain sufficient information for each family on the waiting 
list to be able to select families off the list in accordance with VHDA policies.  In addition, the 
AA must develop and maintain sufficient documentation to demonstrate that the families 
admitted were selected from the waiting list and admitted to the program in accordance with the 
policies and selection criteria discussed in this Administrative Plan and the AA’s addendum to 
this plan.       
 
3.4.2 Opening and closing the waiting list  

 

If an Administrative Agent determines that the waiting list contains an adequate pool of 
applicants, and that applicants at the bottom of the list will have to wait at least two years before 
receiving subsidy, the AA can request approval from VHDA to close the waiting list.  The AA 
must have written approval from VHDA prior to taking steps necessary to close the list. 
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Specifically, the AA must receive approval to close the waiting list from their VHDA 
Multifamily Programs Officer (MPO). The AA must submit a written request including 
information on the reasons for closing the waiting list, the number of persons on the waiting list, 
the date on the application of the next family to receive a voucher, a sample advertisement to be 
used to advertise the closing of the waiting list, and other information deemed necessary by the 
MPO.   
 
After receiving VHDA approval, the AA must give public notice through publication in a local 
newspaper of general circulation and in minority media.  The notice must comply with the Equal 
Housing Opportunity requirements of this Administrative Plan and comply with all HUD fair 
housing requirements.  The AA must maintain a copy of all advertisements announcing the 
opening and closing of the waiting list and submit copies to the MPO.   
 
When the AA determines that it is time to begin taking applications again, it must officially re-
open the waiting list.  Again, the AA must give public notice through publication in a local 
newspaper of general circulation and in minority media.  
 
3.4.3 Waiting list information  

AAs must use the VHDA preliminary application or an approved facsimile that must include at a 
minimum the following information:   
 

�� Applicant name and application number; 

�� Current applicant address and phone number; 

�� Family unit size 

�� Age and gender of family members who will live in the unit; 

�� Any local preference(s) the applicant claims; 

�� Racial or ethnic designation of the head of household (See 24 CFR 982.204);  

�� Social Security Number for the head of household only.  (This information is required to 
ensure that duplicate applications are not entered onto the waiting list.) 

�� Date and time application received. 
 
Applications missing any of this information will not be processed, and the applicant will be so 
notified by mailing to the address provided on the application.  Corrected applications will not be 
accepted after the waiting list is closed unless the applicant can demonstrate mitigating 
circumstances.   
 
The AA will not verify the family characteristics, including total family income, until the 
applicant is selected off the waiting list.  In accordance with 24 CFR 982.201(e) an AA must 
verify all pertinent family characteristics within the period of 60 days before issuing the voucher. 
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3.4.4 Change in preference status—affect on waiting list position  

 

An applicant's preference status may change while on the waiting list.  A standard applicant may 
become preference eligible or vice versa, and request that his or her preference category be 
changed. The applicant will retain his/her place on the waiting list and the preference status will 
be changed. If upon selection and verification it is determined that the family does not qualify for 
a preference claimed, the family remains on the waiting list in the position held prior to claiming 
the preference. 
 
If the AA denies an applicant preference status, the AA must provide the applicant with written 
notice of the preference denial and an opportunity to request a meeting with appropriate agency 
personnel.  (See Section 9, Informal Hearings and Reviews) 
 
3.4.5 Removing names from the waiting list  

 

 AAs will remove applicants from the waiting list if they: 
 

�� Do not respond to a request for information or updates within the time frame required; 

�� Refuse the offer of a  housing Choice Voucher to search for a unit; 

�� Have failed to verify eligibility upon selection from the waiting list; or 

�� Any participant terminated for cause by any AA due to drug related or violent criminal 
activity will have his/her name removed from the waiting lists of all AAs on which it appears. 

 
VHDA requires that each AA update their waiting list at least every two years by requiring 
applicants on the list to update the information submitted and confirm that they are still interested 
in participating in the Section 8 program.  An AA must send out letters to all families on the 
waiting list requiring that they respond to the request for updated information by a certain date.  
If a family does not respond in the time allowed, the AA may remove their name from the 
waiting list.   
 
When an applicant’s name is removed for failure to respond to requests for information or 
updates, the AA must send the applicant a letter informing him/her that his/her name is being 
removed from the waiting list.  In these instances, an informal review is not required to be 
offered.  However, these procedures for removing applicants from the waiting list may not 
violate the rights of persons with disabilities.  If an applicant’s failure to respond to the AA 
requests to update information was caused by the applicant’s disability, the AA must provide a 
reasonable accommodation to give the applicant an opportunity to respond. 
 
An AA must maintain documentation sufficient to demonstrate those families removed from the 
waiting list for failing to respond to a request for information, including all correspondence 
showing that the AA followed correct procedures prior to removing the family’s name from the 
waiting list.  VHDA requires that each AA maintain a separate file containing the applications 
and all correspondence for all families removed from the waiting list for failing to respond to a 
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request to update their information.  Each AA must maintain a separate file for each fiscal year.  
The VHDA fiscal year runs from July 1st through June 30th. 
 
An AA must maintain documentation sufficient to demonstrate that those families who are 
selected from the waiting list but are not issued a voucher (because they are determined 
ineligible, withdraw, fail to respond to a call in letter or their applications are closed for another 
reason) were selected in the proper sequence based on preferences claimed and the date and time 
or the original application.  The AA must print out of the top of the waiting list showing the 
application’s place on the list at the time it was selected and keep that print out with the 
application, ineligibility information and other documentation. 
 
Whenever an applicant is denied admission to the program, the AA must send the applicant a 
letter informing him/her that he/she is being denied admission to the program and offered the 
opportunity for an informal review.  VHDA requires that each AA maintain a separate file 
containing the applications and all correspondence for all families denied admission to the 
program.  Included with the applicant information, the AA must keep a print out of the waiting 
list at the time the applicant was selected from the list for an eligibility determination.  Each AA 
must maintain a separate file for each fiscal year.  The VHDA fiscal year runs from July 1st 
through June 30th. 
 
3.4.6 Special program waiting lists (24 CFR 982.203) 

 

VHDA administers a variety of special programs including the Family Unification, Welfare to 
Work, Mainstream and the Family Self-Sufficiency programs.  Applicants for these programs 
must meet additional, specific, eligibility requirements.  Depending on the program, the waiting 
list may be maintained by the AA or by some other provider agency that serves the target 
population.  When an applicant cannot establish basic program eligibility at the time of 
application, the AA or provider agency may refuse to place the applicant on the special program 
waiting list.  If the AA or provider agency decides not to place the applicant on the special 
program waiting list it must keep a copy of the application, formally reject the applicant, keep a 
copy of the rejection on file and notify the applicant of his/her right to an informal review.  If 
admissions decisions are made by the provider agency, that agency is responsible for conducting 
the informal review. 
 
Applicants that self-identify on the standard Section 8 application as eligible for a special 
program(s) must complete the application specific to that program if the list is maintained by an 
AA, or be referred to the provider agency that maintains that waiting list.  Only those applicants 
for whom minimum eligibility requirements can be verified should be placed on the list, if open. 
 
(See Section 18 for more information on special programs.) 
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3.5 Calculation of Annual Income   (24 CFR 5 Subpart F) 
 
After selecting a family off the waiting list, the AA must verify the annual income of the 
applicant household to make a final program eligibility determination.  Annual income is the 
gross amount of income a family is projected to receive during the coming 12 months.  A 
family’s annual income may not be one dollar more than the applicable income limit if they are 
to receive assistance through the Section 8 program. 
 
HUD has established rules which govern how a PHA must calculate annual income.  Each AA 
must follow these rules as found in the VHDA Operations Manual. 

 

3.6       Calculation of Adjusted Income  (24 CFR 5 Subpart F) 
 
After completing a program eligibility determination, an AA must calculate the adjusted income 
of an applicant to then calculate their minimum total tenant payment.  An eligible family may 
qualify to receive five allowances/deductions from their annual income before the AA determines 
how much the family can afford to contribute to their own housing costs.  A family’s annual 
income minus their deductions equals their adjusted income.   
 
HUD has established rules which govern how a PHA must calculate a family’s allowances and 
adjusted income.  Each AA must follow these rules as found in the VHDA Operations Manual 

 

3.7         Non Citizen Rule   (24 CFR 5 Subpart E) 
 
Effective June 19, 1995 HUD implemented Section 214 of the Housing and Community 
Development Act of 1980, as amended.  Section 214 prohibits PHAs from making financial 
assistance available to persons other than U.S. citizens, nationals or eligible noncitizens.   
 
Each AA must follow the procedures established in the VHDA Operations Manual to verify the 
status of every member of an applicant family.  Every member, including all minors, must be 
verified as a citizen or national of the U.S., or fall into one of the approved categories of eligible 
noncitizens.  Each AA must complete this verification process at the same time they complete the 
program eligibility determinations discussed above. 
 
For an entire family to be eligible to receive assistance through the Section 8 program, every 
member must be a citizen or national of the U.S. or an approved noncitizen.  However, if a 
family includes one or more ineligible noncitizens, they may receive a portion of the assistance 
they would have otherwise received based on the portion of the family that is eligible for housing 
assistance. 
 
3.8         DENIAL OF ASSISTANCE TO APPLICANTS*  (24 982.552) 

 

Denial of assistance to an applicant may include any or all of the following actions: 
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�� Denying the family an application to fill out for placement on the waiting list if the waiting 
list is closed; 

�� Refusing to issue a voucher to the applicant; 

�� Withdrawing a voucher; 

�� Refusing to enter into a Housing Choice Voucher or approve a lease or a unit; or 

�� Refusing to process or provide assistance under portability procedures. 

 

When assistance is denied the family must be notified in writing of the reason and offered an 
informal review. 
 
HUD requires an AA to deny assistance if any family member refuses to sign or submit the 
required consent forms in accordance with HUD regulation (24 CFR 5.230).  Section 5.230 
pertains to verification of income and includes computer matching.  
 
The Housing Opportunity Program Extension Act of 1996, signed into law on March 28, 1996 
requires that persons evicted from Public Housing, Indian Housing, Section 23, or any Section 8 
program because of drug-related criminal activity are ineligible for admission to Section 8 
programs for a three-year period beginning on the date of such eviction.   The AA may waive this 
requirement if: 1) the person demonstrates successful completion of a rehabilitation program 
approved by the AA; or, 2) the circumstances leading to the eviction no longer exist.  For 
example, the individual involved in drugs is no longer in the household. 
If an applicant owes money to an PHA from a previous tenancy in a state- or federally-assisted 
unit, the AA may require that the applicant satisfy the full reimbursement prior to receiving 
Section 8 assistance.  At minimum the AA must require that the applicant establish and maintain 
a payment agreement to reimburse the money due the PHA. 
 
3.8.1 Grounds for denial of assistance  

 

There are circumstances where an applicant’s past performance in a state-or federally-assisted 
housing program will disqualify the family for admission to VHDA’s  Section 8 programs.  
However, the AA may not automatically deny assistance to a family without having conducted an 
independent investigation into the circumstances of each case, including the seriousness of the 
offense, how long ago it occurred, and whether the family composition is the same. 
 
An AA has discretion to consider mitigating factors presented by the family when deciding 
whether or not to deny assistance.  (See chapter 13 for more information about mitigating 
circumstances.) 
 
In the absence of mitigating circumstances, the AA may deny assistance to an applicant for the 
following reasons: 
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�� If the family has violated any Family Obligations as listed in HUD regulations for the Section 
8 program. 

 

�� If any family member has ever been evicted from public housing. 
 

�� If any PHA has ever properly terminated assistance under the certificate or voucher program 
for any family member. 

 

�� If any family member has committed fraud, bribery, or any other corrupt or criminal act in 
connection with any federal housing program, e.g., withholding information about income 
during a required reexamination, or misrepresenting the family’s income in a previous 
federal-or state-assisted tenancy. 
 

�� If the family currently owes rent or other amounts to VHDA or to another administering 
agency in connection with Section 8, public housing or any other federal or state housing 
assistance program, and has not made a good faith effort to meet the terms of their 
promissory note or repayment agreement. 
 

�� If the family has not reimbursed any PHA or administering agency for amounts paid to an 
owner under a HAP contract for rent, damages to the unit, or other amounts owed by the       
family under the lease. 
 

�� If the family has breached an agreement with the AA to pay amounts owed to an AA, or 
amounts paid to an owner by an AA. 

�� If the family has engaged in or threatened abusive or violent behavior toward AA personnel. 
 

�� If any family member has committed drug related or violent criminal activity. 
 

�� If any household member has been evicted from public housing, Indian housing, Section 23, 
or any Section 8 program because of drug-related criminal activity within three-years of the 
date of admission. 
 

�� If the AA determines that there is reasonable cause to believe that any household member 
abuses alcohol in a way that may interfere with the health, safety, or right to peaceful 
enjoyment of the premises by other residents. 
 

�� If the AA determines that there is reasonable cause to believe that any household member’s 
illegal use of a controlled substance or pattern of abuse of alcohol may interfere with the 
health, safety, or right to peaceful enjoyment of the premises by other residents. 

 
3.9    APPLICANT BRIEFING  (24 CFR 982.301) 
 
The first time a family is issued a voucher the AA will conduct a detailed briefing session to 
explain the program to the family.  Typically, the briefing will be a group session held at the AA 
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office.  If the family cannot attend a briefing because of illness or disability, the AA may conduct 
individual briefing sessions at a location convenient to the family; or, the family may send a 
proxy to the briefing.  The family must sign a release form authorizing the proxy to attend the 
briefing on its behalf.  All forms distributed at the briefing that require a signature must be signed 
by the family, not the proxy, and returned to the AA. 
 
Topics to be discussed at the briefing will include: 
 

�� A description of the program. 

�� Discrimination and fair housing issues. 

�� Family and owner responsibilities. 

�� An explanation of portability. 

�� An explanation of the VHDA subsidy standards. 

�� Where the family may lease a unit, both within and out of the AA jurisdiction. 

�� What agency should administer the subsidy out of the jurisdiction of the issuing AA. 

�� For families that live in high poverty areas, an explanation of the advantages of moving to an 
area that does not have a high concentration of poor families.   

�� An explanation of the materials included in the briefing packet, including a discussion of 
VHDA’s policies for expanding housing opportunities for Section 8 participants. 

�� How to submit a Request for an Inspection (RFI). 

�� The possible impact of a CORI check on an applicant’s ability to transfer to another AA or 
PHA jurisdiction, where the AA has chosen to implement CORI procedures. 

�� Restrictions on moving with continued assistance if the family owes money to VHDA. 
 

�� Explanation of exception payment standards and their appropriate use as mechanisms to 
enable the family to further their housing opportunities.  The AA must explain that as a 
reasonable accommodation for a person with disabilities the AA may authorize a payment 
standard higher then the standard currently in use.  If the exception payment standard for a 
person with a disability is to go above 120% of the FMR, VHDA must seek HUD approval.  

�� The AA’s policy on granting reasonable accommodations for persons with disabilities. 
 
At the briefing the family will be provided with an information packet that contains, at a 
minimum, the 17 items required by HUD regulations, and the required letter explaining 
portability and the consequences of voluntarily giving up the subsidy to be signed by the 
applicant. 
 
The AA is responsible for providing a briefing to all families selected for a Section 8 moderate 
rehabilitation unit.  The purpose of the briefing is to explain the Moderate Rehabilitation 
program and to appraise the family of its responsibilities and those of the owner.  The AA must 
explain that the project-based Moderate Rehabilitation contract will be expiring in the near future 
and that at the current time HUD is issuing vouchers to families in projects with expiring 
contracts.  
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The AA is responsible for providing a briefing to all families selected to receive housing 
assistance through a project-based certificate or voucher.  The purpose of the briefing is to 
explain the rules of the project-based certificate or voucher program.  And to appraise the family 
of its responsibilities and those of the owner.  The AA must inform the applicant that the subsidy 
is tied to the project and that if the family moves it will loose its housing assistance.  The AA 
must discuss a family’s options should they be required to move due to an increase or decrease in 
family size, particularly if there is a violation of HQS.  The AA must explain that the subsidy 
contract will expire in the near future and that HUD is currently issuing vouchers to families 
when the contracts expire. 

3.10 SUBSIDY STANDARDS  (24 CFR 982.402) 

 
Subsidy standards determine the family unit size.  The family unit size is the number of 
bedrooms needed for families of different sizes and compositions, and is used to determine the 
maximum subsidy the  family may receive through the Section 8 program.   
     

Subsidy size Minimum number 
of persons 

Maximum number 
of persons 

Minimum number 
of bedrooms1 

SRO 1 1 0 

0 1 1 0 

1 1 2 1 

2 2 4 1 

3 4 6 2 

4 6 8 3 

5 8 10 4 

6 10 12 5 
1Min. # of bedrooms may include other rooms that could be used for sleeping. 
 
The subsidy standards must provide for the smallest number of bedrooms needed to house a 
family without encouraging overcrowding. 
 
The subsidy standards must be consistent with the space requirements established by Housing 
Quality Standards. 
 
The subsidy standards must be applied consistently for all families of like size and composition. 
 
For purposes of determining subsidy standards, an adult is 21 years of age or older.  A child is 
under 21 years of age. 
 
Adults should be allocated one bedroom each.  If two adults consider themselves partners they 
should be allocated one bedroom. 
 
An adult should not be required to share a bedroom with a child. 
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The head of household should be allocated one bedroom.  If the head of the household has a 
partner, the partner should share the bedroom.  
 
Single pregnant women with no other children in the household should be allocated two 
bedrooms. 
 
Pregnant women with other family members should be allocated sufficient bedrooms to 
accommodate the new baby if the birth would result in the family being underhoused. 
 
Live-in aides residing with the family should be allocated a separate bedroom. 
 
A child who is temporarily absent because of placement in a foster home is considered a family 
member in determining the family unit size.  As used in this section, temporarily means that the 
Department of Social Services (DSS) goal for the family is reunification with their children 
within one year of the date the subsidy is issued. 
 
When the goal for children in foster care is adoption, the children are not considered temporarily 
absent and the family will be issued a subsidy size that does not include the children in foster 
care.  Should DSS change a family’s goal from adoption to reunification the AA will increase the 
family’s subsidy size as appropriate, and when appropriate.  In any case, the AA will not 
terminate a HAP contract unless HQS space standards are violated. 
 
The family must sign a release for the purpose of obtaining relevant information from DSS. 
 
If a planned reunification does not occur within the first year after the subsidy is issued the 
family will be considered over-housed.  
 
A child who is away at school but returns to live with the family during breaks and school 
closings may be included in determining the appropriate subsidy standard for the family if the 
child is included in the household for income calculation purposes. 
 
Families who are in the process of securing legal custody of children and can document the 
custody process can ask the AA to include those children when determining the appropriate 
subsidy standard for the household. 
 
Children who are subject to a joint custody agreement but live with the family at least 50% of the 
time may be counted in determining the appropriate subsidy standard for the family. 
 
Independent group residences (IGR) require the AA to approve a zero-bedroom or one-bedroom 
subsidy standard for each eligible person who will reside in an IGR. 
 
Section 8 Moderate Rehabilitation properties have VHDA approved management plans on file 
that define the subsidy standards and issues related to making occupancy decisions for those 
units.   
 



Administrative Plan for Tenant Based Rental Assistance 

 

Virginia Housing Development Authority   Page 44 
04/13/01 

Properties receiving assistance through a project-based certificate utilize the VHDA subsidy 
standards. 
 
3.10.1      Exceptions to subsidy standards  

 

Exceptions to these standards may be granted by the AA for documented reasons critical to the 
household’s health or if justified by handicap, relationship of family members, or other personal 
circumstances.  Documentation must come from appropriate third party sources such as a doctor, 
psychiatrist, or psychologist.  It is the responsibility of the applicant or participant to obtain such 
documentation. 
 
3.10.2      Application of subsidy standards to determine maximum rent subsidy  

 

A family may lease a unit with more or fewer bedrooms than indicated on the subsidy.  The 
family may choose to use a living room, or other general living area, as a bedroom.  This is 
allowable provided the applicable HQS space requirements are met, i.e., there is enough square 
footage in the living/sleeping area for the number of persons who will use such space for 
sleeping, and there is adequate light and ventilation. 
 
When a family leases a unit with more or fewer bedrooms indicated on the voucher, the AA uses 
the payment standard that is the lower of the unit size indicated on the voucher or the actual unit 
size rented by the family.   
 

Example:  A six person family is issued a 3BR voucher and rents a 2BR apartment, choosing to 

use the living area as a bedroom.  The 2BR payment standard must be used. 
 
The utility allowance for the actual unit selected is always used regardless of the size of the 
family’s voucher (see Section 8.5). 
3.10.3             Adjustments in family unit size due to changes in family composition  

 
3.10.3.1  Unit does not meet HQS  
When an AA determines that a unit does not meet HQS because of an increase in family size or a 
change in family composition, the family will be issued a larger subsidy size.  The family and the 
AA must try to find an acceptable unit as soon as possible.  If an acceptable unit is available, the 
AA must terminate the HAP contract.  The higher payment standard will not be applied until the 
family moves. 
  
3.10.3.2 Family is underhoused  
If a family is entitled to a larger subsidy because of the application of VHDA subsidy standards 
(but the unit meets HQS), the larger subsidy standard is applied at the family’s next annual 
reexamination or when the family moves to a new unit.  The family is not required to move 
because it is not in violation of HQS.  
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3.10.3.3 Family is overhoused      
When a family becomes overhoused, the AA must issue a smaller voucher at the family’s next 
annual reexamination or at the family’s next move whichever is sooner. 
 
When the voucher is issued the AA must recalculate the family’s minimum total tenant payment 
under the smaller voucher size and inform the family of its options.  This will enable the family 
to determine if it can afford to remain in place. 
 
3.10.4 Termination notice and effective date  

 

When the HAP contract is terminated due to violation of HQS the AA must notify the family and 
the owner of the termination.  The termination is effective at the end of the calendar month that 
follows the calendar month in which the AA gives notice to the owner. 
 
3.10.5 AA role in identifying acceptable units  

 

If a family is required to locate another unit, the agency will assist the family in its housing 
search to the greatest extent possible.  This will include providing the family with current listings 
of known available units and appropriate referrals to housing search agencies.  However; it is the 
responsibility of the family to find the new unit. 
 
An acceptable unit is one that is within the same school district or within the family support 
network. 
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4. Issuing and Leasing 

4.1 ISSUING* (24 CFR 982.302 AND 982.303) 

4.1.1 Initial term  

 

The initial term of a voucher is 60 days.          
 

4.1.2 Extensions  

 

The AA may grant a family an extension upon written request. Extensions may be granted in 30-
day increments.  The AA must grant an extension of the search time as a reasonable 
accommodation for a person with a disability. (Final Merger Rule, 10/21/99) 
 
At any time during an extended search term, the AA may require the family to report its progress 
in leasing a unit. At a minimum, the report should indicate where the family looked for a unit and 
why it was rejected.  The submission of a detailed, written, progress report to the AA is 
mandatory when the family requests to extend the search period beyond 120 days or is required 
to move due to HQS violations. 
 
AAs are encouraged to require a progress report for all extensions beyond 60 days, particularly 
where the family is hard-to-house or has self-identified as having a disability.  Review of a 
family’s progress report may reveal situations of possible discrimination where a family is 
repeatedly denied housing.   
 

4.1.3 Suspensions*  

 

The term of a family’s subsidy will be suspended upon submission of a Request for Inspection.   
 (RFI).  The AA will allow suspensions during both the initial or extended term after submission 
of an RFI. 
 
4.1.3.1 How the length of suspension is determined  
Suspension will be for the period of time between the date the RFI is submitted and the date of 
the letter in which the result of the final inspection is communicated to the family.  If the 
suspension is for a reason other than delay in unit preparation, the AA will determine an 
appropriate period not to exceed 120 days. 
 
4.1.3.2 How suspensions are granted or denied  
In all cases, the voucher term will automatically be suspended upon submission of an RFI.  
Suspensions for other reasons will be granted provided the family can provide documentation 
acceptable to the AA that after the subsidy was issued circumstances occurred that halted its 
housing search. 
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Suspensions may be granted for the following reasons: 
 

�� A lead inspection or deleading is pending; 

�� A family member becomes temporarily confined to a hospital, nursing home, etc.; 

�� The family is detained pending trial;  

�� The family is admitted to a drug Rehabilitation or other Rehabilitation program; or, 

�� Any other situation that is beyond the family’s ability to control, and prevents the family from 
conducting a housing search. 

 
A subsidy will not be issued to a single individual who is unable to undertake a housing search in 
the first place, e.g., is in the hospital or in prison.  Where circumstances prevent the individual 
from accepting a subsidy, he or she may be held at the top of the waiting list for a period not to 
exceed one year, but not if the individual is in prison.  The AA will work with a person confined 
to a hospital, and any authorized representative to issue the voucher as soon as possible.  
 
4.1.3.3 Participant suspensions  
In situations where a participant currently under lease is not terminated from the program but 
voluntarily chooses to enter a substance abuse treatment program the AA currently under lease 
may suspend the subsidy for a period not to exceed 12 months provided the participant: 

�� Is in compliance with  program regulations at the time the suspension is requested; and, 

�� Provides advance notice to the AA; and, 

�� Agrees to the AA’s terms and conditions for the suspension. 
 
For a sample voluntary suspension contract see Attachment 4-A.  This contract may be extended 
up to an additional six months at the discretion of the AA provided the participant has complied 
with the terms of the contract, and the extension is to continue in a treatment program. 
 
If a participant is issued a new voucher because she/he must move, and is prevented from 
conducting or completing a housing search for medical reasons or other good cause, the AA may 
suspend the subsidy. 
 
4.1.4 Expiration  

 

If the subsidy expires the family may file a new application if the waiting list is open. 
 
4.2 APPLICANTS & PORTABILITY  

 

If an applicant is not a Virginia resident on the date he or she applies, he/she must reside in the 
state for 12 months before exercising portability. 
 
Applicants must have been Virginia residents at the time of application to exercise portability 
immediately. 
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4.3 LEASE APPROVAL  

4.3.1 Submission of RFI   (24 CFR 982.302) 

 

The family must submit an RFI and a copy of the lease during the term of the voucher in the form 
and manner required by the AA.  A family may submit only one RFI at a time. 
 

4.3.2 Disapproval of owners 

 

The AA has discretion to reject an owner in accordance with this policy and by considering the 
circumstances of each individual case. 
 
An AA must require a prospective landlord to disclose information on the ownership entity prior 
to approving the owner for program participation.  The term “owner” is not merely the nominal 
entity that holds legal title to the property to be rented, but also covers other persons with an 
actual interest in the property. Owners are responsible for those they employ, such as agents and 
management companies; therefore, the AA should consider the practices and past performance of 
agents and management companies in their decision to reject an owner. 
 
An AA must disapprove the owner, when directed by HUD, if: 
 

�� The federal government has instituted an administrative or judicial action against the owner 
for violation of the Fair Housing Act or other federal equal opportunity requirements, and 
such action is pending; 

 

�� A court or administrative agency has determined that the owner violated the Fair Housing Act 
or other federal equal opportunity requirements or;  

 

�� The owner is subject to certain federal sanctions and the AA has been informed of this fact by 
HUD or some other source; 

 

�� The owner has been the subject of equal opportunity enforcement proceedings and the AA 
has been directed by HUD to deny approval. 

 
An AA may deny owner participation if the owner has: 
 

�� Violated obligations under a housing assistance payments contract under Section 8 of the 
1937 Act (42 U.S.C. 1437(f)); or  

�� Committed fraud, bribery or any other corrupt or criminal act in connection with any federal 
housing program; or 

�� Engaged in drug-related criminal or violent criminal activity; or 
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�� The owner has a history or practice of non-compliance with the HQS for units leased under 
the tenant-based programs, or with applicable housing standards for units leased with project-
based section 8 assistance or leased under any other Federal housing program; or 

�� A history or practice of renting units that fail to meet State or local housing codes; or 

�� Not paid real estate taxes, fines or assessments. 
 

4.3.3 Providing information about a family to owners 

 

The selection of a family for program participation is not a representation by the AA about the 
family’s expected behavior or suitability for tenancy.  Determining tenant suitability is the 
housing owner’s responsibility.  Owners are permitted and encouraged to screen families on the 
basis of their history as tenants.  An owner may consider a family’s background with respect to 
such factors as: 
 

�� Payment of rent and utility bills; 

�� Caring for a unit and premises; 

�� Respecting the rights of others to the peaceful enjoyment of their housing;  

�� Drug related criminal activity or other criminal activity that is a threat to the life,  

�� Safety or property of others (criminal convictions are a matter of public record); and 

�� Compliance with other essential conditions of tenancy. 
 
To assist the owner in obtaining this information the AA must give the owner: 

�� The family’s current address, as shown in the housing agency records; and, 

�� The name and address, if known, of the landlord at the family’s current and prior address; 
and; 

�  
 The AA may offer the owner other information in the PHA possession, about the family, 

including information about the tenancy history of family members, or about drug-trafficking by 
family members.  This information will include at a minimum : 

�� Information on amounts the PHA paid to an owner under a HAP contract for rent, damages to 
the unit, or other amounts owed by the family under the lease; and 

�� Information on the tenant rent portion that is not paid to the owner 
 
This information may be provided to a person authorized by the owner to screen tenants and/or 
lease the unit. 
 
In certain types of admissions, such those involving persons moving due to domestic violence or 
participation in the witness protection program, the AA must exercise caution and discretion in 
the release of this information. 
 
An AA must provide a copy of this policy to all owners via the inspection results which are sent 
directly to owners.  This policy must be provided to applicants at the briefing session.   
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4.3.4 Renting to relatives    

 

The AA must not approve a unit if the owner is the parent, child, grandparent, grandchild, sister 
or brother of any member of the family unless the AA determines that approving the unit would 
provide a reasonable accommodation for a family member who is a person with disabilities.   
This prohibition applies to new admissions and to moves with continued assistance.  Leases 
between such relatives with an effective date of May 8,1998 or earlier remain valid.  The 
following model language may be used as either: 1) an attachment to the current Request for 
Inspection forms; or 2) a newly-inserted paragraph in  RFI forms.   
 

 
PROHIBITION ON RELATIONSHIP TO OWNER 

 
We certify that no legal or beneficial owner of this unit is the parent, child, grandparent, 
grandchild, sister or brother of any member of the tenant family. 
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5. Voucher Payment Standards 
5.1 ESTABLISHING AND REVISING PAYMENT STANDARDS  

 

Payment standards are presently established at 100% of the FMR.  The payment standard will 
change upon VHDA notification to the AA. 
 
Before making revisions to the payment standard, VHDA will consider the ability of participants 
to obtain decent, affordable housing given the current market conditions, vacancy rates, and other 
market factors. 
 
5.1.1 Effective date  

 

The effective date of a change in a payment standard will usually be October 1st, but may be at 
other times.  The new payment standard must be applied as of the effective date unless the 
effective date is in the middle of a month in which case the operative date will be no later than 
the first of the following month.. 
 

5.1.2 Payment standards in subsidized projects  

 

For a voucher tenancy in a Section 236, 515, or 221(d)(3) project, the payment standard may not 
exceed the basic rental charge, including the cost for tenant-paid utilities (982.505 (b)(4)). 
 
5.2 Exception Payment Standards  (Final Merger Rule, 10/21/99) 

 

Where HUD has granted area-wide exception rents for the Section 8 certificate program, the AA 
may implement an area-wide exception payment standard equal to the HUD-approved exception 
rent.  Otherwise, AAs must seek VHDA approval to use a payment standard above 100% of the 
FMR, except as discussed below.   
 
An AA should approve a higher payment standard than normally used as an accommodation for a 
person with a disability.  The AA does not need VHDA approval if the payment standard used is 
at or below 110% of the FMR and it is granted as a reasonable accommodation for a person with 
a disability.  Before approving the higher payment standard, the AA must document the disability 
and the need for the higher payment standard.   
 
If an AA wants to utilize a payment standard higher than that normally used, up to 110% of the 
FMR, and it is not due to a reasonable accommodation for a person with a disability, the AA 
must obtain VHDA approval.  To obtain approval, the AA must provide VHDA with 
documentation demonstrating the need for the higher payment standard. 
 
 If the AA wants to use a payment standard higher than 110% of the FMR for any reason, the AA 
must provide information to VHDA who must obtain HUD approval.     
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5.3 Applying the Payment Standard  

An AA is to use the lower of the payment standards that apply to the size of unit indicated on the 
voucher, or the actual unit size rented by the family.   

The utility allowance for the actual unit size selected is always used regardless of the family’s 
voucher size.   
 
5.3.1 When changes in the payment standard apply to an existing housing payment.  

 

The payment standard that is applied to a family may be changed only at regular reexamination 
or when a family moves 
 
When a family moves to another unit, the AA must apply a different payment standard if one of 
the following circumstances applies: 
 

�� If the payment standard has increased or decreased, the new payment standard is used. 
 

�� If VHDA  has adopted new subsidy standards, the payment standard for the appropriate 
unit size under the new occupancy standard is used.  
 

�� If the family’s size or composition has changed the payment standard for the appropriate unit 
size is used. 

 
A family may request an interim redetermination of the housing assistance payment at any time, 
based on a change in the family’s income, adjusted income, size or composition.  
Redetermination of the housing assistance payment as a result of an interim reexamination for 
these reasons does not affect the payment standard applicable to the family if the family remains 
in place.  
 
A participant receives a utility reimbursement only if the family pays some or all of its utilities 
and the rent to the owner is less than the housing assistance payment. 
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6. Rent Reasonableness Determinations    (24 CFR 982.503) 

 

Each AA must develop a written procedure for making rent reasonableness determinations in 
accordance with HUD regulations and SEMAP requirements. The rent reasonableness 
requirements apply to all new applicants and program participants   
 
An AA must determine a reasonable rent under the following conditions. 
 

�� Before the initial lease of any unit; 

�� Before granting any increase in the rent to owner; or 

�� If there is a 5% or greater decrease in the published FMR in effect 60 days before the contract 
anniversary as compared with the FMR in effect one year before the contract anniversary. 

 
The AA may, at its discretion, redetermine reasonable rent at any time (982.503(a)(3), for any or 
all units. 
 
Even if there is a substantial decline in the local market rents, signaled by a fall in the FMR, rent 
for the particular assisted unit is not reduced unless the comparability analysis shows that the 
current unit rent exceeds rent for comparable unassisted units. 
 
The AA must keep records to document the basis for each AA determination.  In the tenant-based 
programs, this comparability determination must be kept for at least 3 years.  The AA must keep 
these records in the tenant file attached to the documentation associated with any approved rent 
increase for future reviews.  In the PBC program, comparability determinations must be kept 
during the term of the HAP contract and for at least three years thereafter.   
 

6.1 FACTORS CONSIDERED IN VALUING UNIT 
 
The PHA must compare characteristics of the contract unit with characteristics of comparable 
unassisted units.  The rule provides that the PHAmust compare: 
 

�� Location;  

�� Quality,  

�� Size;  

�� Unit type;  

�� Age of the contract unit; 

�� Amenities;  

�� Housing services;  

�� Maintenance, and  

�� Utilities to be provided by the owner in accordance with the lease.   
 
In accordance with 982.512, the PHA must also consider whether or not the contract unit is 
receiving other subsidies.  These units may be subject to limits in addition to rent reasonableness. 
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An AA's rent reasonableness procedures should also be guided by HUD's program requirements 
as set forth in SEMAP.  
 
HUD requires the PHA to conduct either telephone, site visits after telephoning, or more 
extensive market surveys of available rental units.  
 
PHAs should also consider: 1) market rent information obtained from the city, real estate agents, 
or banks;  2) rental information obtained from classified advertisements in newspapers; and 3) 
the HUD Field Office Data Appraiser. 
 
Each AA must develop a data collection system to capture the required information with a 
methodology to compare all nine factors for unassisted units and units to be assisted. The AA 
must maintain and routinely update the data system to ensure all comparisons are made with 
current market data.    An AA may not use data for the purpose of determining a reasonable rent 
if it has been more than twelve months since the information was entered in the data collection 
system.  VHDA will routinely monitor the development and maintenance of the data system by 
the AA. 
 

6.2 PROJECT BASED CERTIFICATE (PBC) PROGRAM  

 

During the term of a HAP contract, PBC rents must be reasonable.  The AA must redetermine 
that the current rent to owner is reasonable at least annually during the HAP contract term 
(983.256). 
 
To document the comparability of the initial rent to owner for a PBC, the AA must hire an 
independent, state certified appraiser who has no direct or indirect interest in the property or 
otherwise.  The appraiser must use the standard HUD form (HUD 92273) to document 
comparability of the initial rent to owner and prepare a separate form for each unit type in the 
project.   
 
In determining the annual adjustment of the rent to owner, the adjusted rent to owner must not 
exceed a reasonable rent as determined by the AA through a comparability study.  The 
comparability study, and the accompanying Form HUD-92273, may be prepared by VHDA/AA 
staff or by another qualified appraiser.  However, the appraiser may not have any direct or 
indirect interest in the property or otherwise.     



Administrative Plan for Tenant Based Rental Assistance 

 

Virginia Housing Development Authority   Page 55 
04/13/01 

7. Special Housing Types*   (24 CFR 982 Subpart M) 
7.1 INDEPENDENT GROUP RESIDENCES  

 

An Independent Group Residence (IGR) is a group home that provides residential and social 
services for persons with disabilities.  Typically an IGR provides services for persons with a 
specific type(s) of disability.  Persons eligible for the Section 8 voucher program may utilize their 
vouchers to rent bedrooms in an IGR. 

 

When preparing and approving the Request for Inspection for an Independent Group Residence, 
the form should reflect the actual bedroom size of the entire structure.  The gross rent, including 
rent reasonableness determinations, is based on the number of bedrooms included in the 
structure, plus the services provided by the Service Agency. 
 
To determine the portion of the gross rent to be allocated to each individual receiving Section 8 
assistance in an IGR, the AA must divide the gross rent by the total number of occupants 
occupying the IGR, other than the Resident Assistant, who will occupy no more than one 
bedroom. 
 
For persons residing in an IGR, a separate subsidy contract is signed for each individual program 
participant.  If a Service Agency is subleasing and operating the IGR, the Service Agency will 
sign the subsidy contract as owner. 
 
The AA must execute the form, Addendum to the Lease - Independent Group Resident 

Supportive Services Agreement, with the Service Agency.  This addendum outlines the services 
to be provided by the Service Agency for the program participant.   
 
The AA must not to execute any agreement that would require it to terminate housing assistance 
payments as a result of the Service Agency’s failure to provide services for the program 
participant.  The program participant may use his/her rights to find another place to live that may 
or may not provide such services, or may use portability and move out of the jurisdiction of the 
AA.  
 
7.2 CONGREGATE HOUSING 

 
Congregate housing is housing with a shared central kitchen and dining area and a private living 
area for an individual household.  Prior to approving the use of a Section 8 voucher in a 
congregate housing facility, the AA must receive approval from VHDA and HUD.  To date, no 
AA has approved the use of a Section 8 voucher in a congregate housing facility. 
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7.3 COOPERATIVE HOUSING 
 

A housing cooperative provides homeownership opportunities for its members.  Members buy a 
share in the cooperative corporation and in exchange receive a proprietary lease to occupy one of 
the cooperative’s units.  Cooperative members accumulate equity in the property and may sell 
their shares in the corporation for a profit.  In a limited-equity cooperative, members are limited 
as to how much equity they may accumulate and at what price they may sell their cooperative 
shares in the future.  Cooperative members must pay a monthly cooperative fee in order to 
occupy a unit.  Eligible Section 8 participants may use a voucher to occupy a unit in a limited-
equity cooperative.   
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8. Annual and Ongoing Functions 
 

8.1 ANNUAL REEXAMINATION   (24 CFR 5 SUBPART F AND 982.516) 

 

AAs must conduct an annual reexamination of family income, size and composition, and all 
family characteristics affecting eligibility and total family contribution.  Adjustments will be 
made to reflect any changes in the total family contribution, rent to owner, utility allowance, 
tenant rent to owner, and housing assistance payment.  The family’s unit will be inspected as part 
of the reexamination process.   
 
Reexamination activities will begin 120 days prior to the anniversary date of the lease and 
subsidy contract.  Both the owner and tenant must be notified of their responsibilities during the 
reexamination process.  The anniversary date will be the first day of a given month.  In situations 
when a HAPC effective date is on a date other than the first of a given month, recertification date 
will be the first of the next month after the initial effective date.  Examples: 

�� When a HAPC begins on the first of a month, recertification will take place after one 

year (i.e., 8/1/00 - 7/31/01; recertification date will be 8/1/01). 

�� When a HAPC does not begin on the first of a month, recertification occurs the first 

of the next month (e.g., 1/4/00 - 1/31/01; recertification date will be 2/1/01). 

During the two years following October 1, 1999, the implementation date for the Housing Choice 
Voucher program, an AA must convert all program participants to the new voucher program in 
accordance with all HUD rules and regulations. All program participants must be converted to 
the Housing Choice Voucher program before September 30, 2001. (Interim Merger Rule, 5/14/99 
and Final Merger Rule, 10/21/99)   See the VHDA Procedures Manual.   

8.2 INTERIM REDETERMINATION OF FAMILY INCOME AND COMPOSITION*  

 

An AA must require regularly scheduled interim reexaminations if they believe that the family is 
not complying with income reporting requirements. 
 
8.2.1 Family reporting requirements 

The paragraphs under this section discuss reporting requirements for Section 8 program 
participants.   
 
If participant family experiences an increase in income, the head of the household must notify the 
AA in writing within 30 days of the change. 
 
A family may request in writing a reexamination if it experiences a decrease in income or 
increase in allowances.   
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8.2.1.1 Changes in family composition  
 
A participant family must notify the AA in writing of any change in family composition within 
30 days of the change.  Changes in family composition may affect the family’s income, HQS 
requirements and/or lease agreement.  When the change is to add an additional household 
member, other than by birth, adoption, or court-ordered custody, prior approval must be obtained 
before additional household members may be added to the lease and subsidy contract. 
 
8.2.2 Effective date of change  

 

The effective date of the change in the total family contribution and HAP payment as a result of 
an interim recertification depends upon the reason for the interim change. 
 
For any change resulting in an increase in the total family contribution, the participant must be 
given a full calendar month’s notice of the change so long as the family met VHDA’s reporting 
requirements.  The family’s portion will not increase for at least 30 days after the reported 
increase in income. 
 
If a change results in an increase in the total family contribution and the family did not comply 
with VHDA’s reporting requirements, the change will take effect retroactive back to the first day 
of the month following the increase in income.  At a minimum, the family will have to repay 
HUD the extra subsidy the family received since experiencing an increase in income.  At most, 
the family will be terminated from the program. 
 
For any change resulting in a decrease in the total family contribution, the change will become 
effective the first day of the month after the family reported the change.   
 
8.3 RENT ADJUSTMENTS 

8.3.1 Certificate Program   (24 CFR 982.509) 

 

An AA does not increase the rent to owner automatically.  The owner must request any 
adjustment in writing and receive AA approval.  To receive approval for an increase in the rent to 
owner, an owner must be in compliance with the terms of the lease and the HAP contract.  The 
unit must be in compliance with all HQS.   
 
To receive a rent increase, the request must be submitted at least 60 days before the increase is 
effective, and at least 60 days before the next annual anniversary.  An owner may apply for a rent 
increase at any time after the anniversary date.  However, an AA may not pay the increase 
retroactively. 
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The AA may grant a rent increase not to exceed the Annual Adjustment Factor most (AAF) 
recently published by HUD in the Federal Register.  Prior to granting the rent increase, the AA 
must perform a rent reasonableness determination on the new gross rent. 
Contract rents may be adjusted upward or downward, as may be appropriate in accordance with 
HUD regulations.  If the contract rent, adjusted by the applicable AAF, is greater than the rent 
being charged for a comparable unassisted unit, the rent shall be set at the comparable level.  
 
8.3.2 Voucher program  (Interim Merger Rule, 5/21/99 and Final Merger Rule, 10/21/99) 

 

AAFs are not used for the Section 8 voucher program.  Annual rent adjustments are negotiated 
between the owner and the family. The owner must provide the tenant and the AA with a 60 day 
notice of intention to increase the rent.  The AA must perform a rent reasonableness 
determination before approving the new rent level.  If the proposed rent is found to be higher 
than those charged for comparable, unassisted units, the AA may approve a new rent set at the 
comparable level.  If the owner will not agree to this rent level, and the tenant wants to continue 
receiving assistance through the voucher program, the tenant must move. 

8.3.3 Rent adjustments in subsidized projects  (24 CFR 982.512) 
 

In a Section 236, 515, 202, or 221(d)(3) project, certificate and voucher tenancies are not 
subject to annual or special adjustments.  The rent to owner must be adjusted in accordance 
with the regulations governing the mortgage subsidy program.   
 
8.3.4 Special adjustments  (24 CFR 982.510) 

 

Subject to HUD approval, special adjustments may be granted to reflect increases in the actual 
and necessary expenses of owning and maintaining the unit which have resulted from 
substantial general increases in real property taxes, utility rates or similar costs (e.g. 
assessments and utilities not covered by regulated rates) but only if and to the extent that the 
owner clearly demonstrates that such general increases have caused increases in the owner’s 
operating costs which are not adequately compensated for by the annual adjustments. 
 
In PBC projects the owner must submit financial statements to the AA which clearly support the 
increase. The owner must show that a requested adjustment is appropriate to cover increases in 
actual and necessary costs for eligible cost items.  The rule does not specify any particular format 
or procedure for documenting this fact.  HUD must approve all special adjustments. (24 CFR 
983) 
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8.4 FAMILY MOVES*   
 

If a participant wants to move within the area served by the AA, the AA must give the participant 
a voucher to look for another unit.  A family currently receiving assistance through the certificate 
program that wants to move will be issued a voucher as part of the conversion to the Housing 
Choice Voucher program.  (Interim Merger Rule, 5/21/99 and Final Merger Rule, 10/21/99) 

 

If a participant wants to move to another unit outside the area served by the AA, the participant 
must be given information on the procedures for the participant to follow under portability.   
 
Each AA must comply with any other notice requirements contained in state or federal law or 
regulations governing administration of the Section 8 program; e.g. the explanation of portability 
as described in HUD notice 94-12. 
 
If a participant wants to withdraw from the Section 8 program, the participant must be given a 
standard termination notice. 
 
An AA may restrict the number of moves by a participant family to one per year in instances 
where the AA is able to establish a pattern of frequent moves without good cause. 
 
Refer to Section 3.10 Subsidy Standards for appropriate subsidy size to be issued when a 
family moves. 
 
8.5  UTILITY ALLOWANCE  (24 CFR 982.517) 
 

An AA must determine a utility allowance for a family if the rent to owner for the unit does 
not include all necessary utilities.   The AA uses the utility schedule of consumption data 
provided by VHDA to determine the utility allowances for all appropriate tenants.  

 

The utility allowance schedule must be determined based on the typical cost of utilities and 
services paid by energy-conservative households that occupy housing of similar size and type 
in the same locality.  In developing the schedule, VHDA will use normal patterns of 
consumption for the community as a whole and current utility rates. 

 

If the unit utilizes a wood stove or inserts as a secondary source of heat, the utility allowance 
must be established based on the primary source of heat.  Only in cases where the stove or insert 
is the only source of heat can a wood or coal allowance for wood or coal be allowed.  In these 
cases the allowance will include the estimate for the least expensive fuel source for the unit. 

 

If a family supplies the range and/or refrigerator, then the AA must include an allowance for the 
appropriate appliance(s).  
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8.5.1 Determining unit size for the purpose of applying the utility allowance. 

 

To apply the utility allowance properly, each AA must ensure that there is appropriate and 
adequate communication between Inspectors and Program Representatives.  Before the 
inspection, the family’s subsidy size must be conveyed to the Inspector. The family’s subsidy 
size must be indicated on the RFI. 

 
 
The AA must count the actual number of bedrooms.  Rooms that could be considered bedrooms 
according to HQS, but are not actually used as bedrooms may also be counted as bedrooms.  
Living/sleeping rooms are not considered bedrooms for the purpose of calculating the utility 
allowance since these rooms have already been included in the calculations. 
 
To apply the information from the VHDA provided utility allowance schedule, the AA must also 
determine the number of walls exposed to the outside environment.  A unit may be classified as 
having one exposed wall, two exposed walls, three exposed walls or four exposed walls.   
 
For manufactured homes, the utilities are determined by square footage as listed below. 
 

Mobile Home Sq. Ftg BR Size Exposed Walls 

700 - 900 1 4 

950 - 1150 2 4 

1150 - 1350 3 4 

 
For manufactured home owners receiving assistance with the space/pad rental, the allowance is 
established using the certified bedroom size, not the actual number of bedrooms in the unit.  
Therefore, the square footage table should be disregarded and the chart for four-exposed walls 
should be used to determine the utility allowance using the certified bedroom size. 
 
VHDA determines the utility allowances for units subsidized through the moderate rehabilitation 
and project-based certificate programs.   
 
The utility allowance for an independent group residence is determined based on the actual 
number of bedrooms for the entire structure.  This figure is prorated among the eligible 
participants using the same methodology used to prorate the contract rent. 
 
8.5.2 Reasonable accommodation   

 

An AA must approve a special higher utility allowance, on a case-by-case basis, as a reasonable 
accommodation for a person with a disability (982.516(e)).  The AA should document the 
existence of the disability and the need for a higher utility allowance. 
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8.6 MINIMUM TENANT PAYMENT   (QHWRA, 1998) 

 

VHDA requires that participants in its Section 8 program pay a minimum of $25 towards rent 
and utilities.  AAs who are PHAs with their own Section 8 program are permitted to utilize their 
own minimum tenant payment policy upon written request to VHDA for a waiver and 
verification that the local PHA policy is compliant with HUD regulations.  AA addendums 
should reflect if a general waiver has been granted. 

8.6.1 Waiver provisions   

 

An AA may waive the minimum tenant payment  in cases of financial hardship including, but 
not limited to, job loss, death of a family member, loss of benefits under state, local or federal 
assistance programs, or to avoid eviction. Waivers may be granted on an individual basis 
considering the circumstances of each particular family.  A family must prove its hardship is 
of a long term nature.   
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9. Occupancy 

9.1         WHO CAN LIVE IN THE ASSISTED UNIT   (24 CFR 982 SUBPART E AND 982.53) 

 

AAs will not discriminate on the basis of family characteristics such as: 

 

�� Unit size needed 

�� Unwed parents 

�� Children born out of wedlock 

�� Recipients of public assistance 

�� Presence of children 

�� Age, sex, color, religion, national origin or disability 
 

Approval of family composition or the addition of family members, foster children, or live-in 
aides will not be unreasonably withheld by the AA. 
 

9.1.1 At Admission  
 

At admission, the AA must approve the family composition so a subsidy of the appropriate size 
can be issued.  The AA may deny admission to a family or to individual family members as 
permitted by HUD regulations and as further defined in this Administrative Plan. 
 
Family members approved by the AA will be listed on the subsidy contract and on the family’s 
form 50058 report. 
 
9.1.2 During the family’s participation in the program  

 

 After the HAP contract is executed, family members may be added to the assisted household 
only with approval of both the owner and the AA.  There are three exceptions to this policy: 

 

�� Birth; 

�� Adoption; or, 

�� Court-awarded custody of a child. 
 

The family must immediately notify the AA of any change in family composition.  This 
notification must be before the new members occupy the unit if AA approval is required. 
 
A family’s failure to obtain approval is a violation of family obligations that will result in 
termination from the program; and, is a lease violation which may result in eviction from the 
unit. 
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The addition of new household members in the first year of the lease where the addition would 
cause the family to violate HQS requirements will not be permitted.  However, if the owner and 
the family agree to a mutual termination of the lease, and the additional occupant is approved by 
the AA, the AA will issue a new voucher and the family may move. 
 
9.1.3 Live-in aide for disabled resident   
 
An AA may refuse to approve, or may withdraw approval if a proposed live-in aide: 
 

�� Has committed fraud, bribery or any other corrupt or criminal act in connection with any 
federal housing program; 

�� Has committed drug-related criminal activity or violent criminal activity; or  

�� Currently owes rent or other amounts to the AA or to another PHA in connection with 
Section 8 or public housing assistance or any other program under the 1937 Housing Act. 

 
In instances where there are complaints about a live-in aide, the AA should investigate those 
complaints and deny or withdraw approval if any of the above conditions exist.  Under no 
conditions should an AA perform a CORI on a live-in aide. 
 
9.2      APPROVAL OF ADDITIONAL OCCUPANTS   
 

To obtain approval to add occupants during occupancy, the head of the household must notify 
both the AA and the owner in writing.   
 
Upon receipt of the family’s request, the AA will obtain the necessary documentation from the 
individual[s] to be added to the household, and will perform a standard eligibility check that 
includes determination of eligible immigration status and a CORI. 
 
When the eligibility check is complete, the AA will send its decision to both the owner and 
family.  If the additional occupant is approved by the AA, the notice to the owner must provide 
the owner one month to respond and state that failure to respond to the notice within one 
calendar month will constitute approval, and will have the effect of amending both the lease and 
the HAP contract. If approved, a copy of the AA approval and the owner approval, if received, 
will be attached to the HAP contract. 
 
It is the responsibility of the family, not the AA, to obtain the owner’s written approval for the 
additional family members. 
 

9.2.1 In the Event of Conflict  
 
Should the owner not agree to the addition of family members, the AA will abide by that decision 
while the assisted family remains in that unit.  If the owner denies the request, the family’s 
options are as follows: 
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�� Move by terminating the lease in accordance with its terms; or 

�� Seek mutual termination if the family is in the first year of the lease; or 

�� Remain in unit with the family composition unchanged. 
 
If the owner approves the request to add family members but the AA does not; e.g. unacceptable 
CORI, the family must abide by the AA decision and the individual(s) may not move in.  If the 
family allows the individual(s) to move in the AA will terminate assistance to the family. 

9.3     FAMILY BREAK-UP* 
 
If a court determines the disposition of property between members of the assisted family in a 
divorce or separation under a settlement or judicial decree, the HA is bound by the court’s 
determination of which family members continue to receive assistance in the program. 
 
In cases where the family is not clear as to who will remain as a family and who will leave, the 
AA must require the family members to decide by a specified deadline.  The AA should not 
attempt to resolve who rightfully should receive the voucher as that is the family’s responsibility. 
 A decision must be made by the family as to who will be the remaining members, since only one 
voucher will be issued.  If a decision is not reached by the specified deadline, then assistance 
cannot proceed or continue to be received by any members of the family. 
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10. Termination of Assistance   (24 CFR 982.552) 

 

This section states the grounds on which the AA may terminate assistance. It does not address 
termination of tenancy by the family or owner, or HAP contract termination for reasons other 
than terminating assistance to a family. 
 
Termination of assistance may include any or all of the following: 

 
�� Refusing to enter into a HAP contract or approve a lease; 
�� Terminating housing assistance payments under an outstanding HAP contract; and, 
�� Refusing to process or provide assistance under portability procedures. 

 
10.1 GROUNDS FOR TERMINATION OF ASSISTANCE   

 

VHDA or an AA may terminate assistance at any time there are grounds justifying such action.  
VHDA/AAs must inform families of the reasons for terminating assistance at the initial briefing 
and each year at reexamination.  If a participant claims that she/he failed to receive such 
information, that fact will not prevent the participant from being terminated in accordance with 
HUD regulations and VHDA  policy. 
 
For any terminable offense, the VHDA/AA must exercise responsible discretion on a case by 
case basis and may consider all of the circumstances of the individual case, including seriousness 
of an offense, the extent of participation or culpability of individual family members, and the 
affects of program sanctions on uninvolved family members. 
 
VHDA/AAs have discretion to consider mitigating factors presented by the family when deciding 
whether or not to terminate assistance.  See Section 13.2 for a further discussion of mitigating 
circumstances. 
 
In the absence of mitigating circumstances, VHDA/the AA may terminate assistance for the 
following reasons: 
 

�� If the family violates any family obligations as listed in HUD regulations for the Section 8 
program. 

 
�� If any family member commits drug related or violent criminal activity. 
 
�� If any family member commits fraud, bribery or any other corrupt or criminal act in 

connection with any federal housing program. 
 
�� If the family owes rent or other amounts to the AA or to any PHA (including amounts 

paid to an owner under a HAP contract for rent, damages to the unit, or other amounts 
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owed by the family under the lease), and either refuses to enter into a repayment 
agreement, or is not complying with the terms of a repayment agreement. 

 
�� If the family has engaged in or threatened, abusive or violent behavior toward AA 

personnel. 
 
VHDA/The AA will not terminate a family’s assistance for the following: 
 

�� Expected tenant behavior. 
 
�� If a family participating in the FSS program fails to comply with the family’s FSS 

Contract of Participation. 
 

10.1.1 Family obligations  

 
Family obligations are listed on the voucher provided to the family upon admission to the 
program and must be provided in the information packet the family receives at the briefing.   
 
10.1.1.1 Supplying required information  
The family must supply such certification, release, information, or documentation as the AA, 
VHDA, or HUD determines to be necessary and relevant including but not limited to: 
 

�� Disclosure and verification of Social Security Numbers. 
�� Signed consent forms for the obtaining wage and claim information from the State 

Wage Information Collection Agencies. 
�� Signed form HUD-9886, Release of Information/Privacy Act Notice. 
�� Signed consent forms to verify factors affecting eligibility preference qualification, 

and family total contribution. 
�� Evidence of eligible immigration status. 

  
Information supplied by the family must be true and complete.  If any family member fails to 
provide all required information or fails to respond to any written AA requests for information 
within the time frame required by the AA or any extension granted, the family will be terminated 
from the program.  If an AA chooses to grant extensions for submitting information they should 
be limited in number and duration. 
 
VHDA/the AA may terminate assistance in situations where any family member deliberately 
conceals information and the information withheld would have been grounds for denying 
assistance for the family when it originally applied for the program. 
 
10.1.1.2  HQS breach caused by family  
The family is responsible for a breach of HUD’s HQS that is caused by any of the following: 
 

�� Failure to pay for tenant-supplied utilities; 
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�� Failure to provide and maintain tenant-supplied appliances; 
�� Damage caused by family or guest to unit or premises (beyond ordinary wear & tear). 

 
The family must correct the defect within: 
 

�� 24 hours for life-threatening violations; and  
�� 30 calendar days for other violations. 

 
The AA may approve appropriate extensions if the HQS failure is non-life threatening and 
does not affect the safety of the resident or other occupants of the building.  If the family fails 
to correct the violation within the required time frame it will be terminated from the program. 
 
Each AA must develop a fair and effective system of enforcement that attempts to match the 
severity of the problem to the severity of the enforcement and permits a range of enforcement 
actions, including the use of warnings, extensions, and termination.  To the extent practicable, 
each AA must attempt to distinguish between damage that is accidental or minor as opposed to 
damage caused by reckless or malicious action by the family and use that information in 
determining appropriate enforcement actions.  The AA should distinguish between an isolated or 
rare instance of tenant-caused damage and a pattern of continuous tenant-caused damage.  In 
most instances termination of assistance is appropriate only when other compliance measures 
have failed. 
 
AA enforcement procedures must attempt to inform and educate families as to applicable HQS 
standards and how their action or non-action relative to HQS violations may impact their ability 
to continue to receive rental assistance.  When a family is cited for a family-caused HQS 
violation the AA must provide written notice to the family and the owner.  The notice must: 
 

�� Be issued promptly after the violation is cited. 
�� Include a clear description of the violation, including how it violates program 

requirements. 
�� Indicate the time frame for correcting the violation; and  
�� The consequences of failing to correct the violation including actions that will be 

taken by the AA and actions that may be taken by the owner. 
�� Strongly recommend that the tenant contact the owner to discuss the repair method 

prior to correcting any tenant caused violation. 
�� Include  a statement regarding a disabled person vs. right to request reasonable 

accommodation; and  
�� The name of the agency contact person. 

 



Administrative Plan for Tenant Based Rental Assistance 

 

Virginia Housing Development Authority   Page 69 
04/13/01 

The AA’s notice to the owner must: 
 

�� Inform the owner that the family may be terminated from the program if the violations 
are not corrected and that, if the family is terminated, the HAP contract will also be 
terminated with no further housing assistance payments from the AA. 

�� Advise the owner that she/he may make the necessary repairs and charge the family’s 
security deposit in accordance with the lease and state law; or, if the family is 
occupying the unit pursuant to a pre-1995 HAP contract, file a damage claim with the 
AA at the end of the tenancy. 

�� Advise the owner that if the violation also constitutes a lease violation and the family 
refuses or is unable to make the repairs, the owner may make the repairs, bill the 
family, and issue notice to terminate the tenancy in accordance with the lease and 
state law. (For rules regarding termination of HAP payments when the owner 

terminates the lease see-24CFR 982.311(b).) 
�� Recommend that if the owner has any questions concerning the family’s method or 

ability to correct the violation, they should contact the family directly. 
 
Actions that may be taken by the owner include but are not limited to the following: 
 

�� No action, the family is responsible for making repairs. 
�� Make the necessary repairs and charge the family’s security deposit for the expense at 

the end of the tenancy. 
�� If the HQS violation also constitutes a lease violation and the tenant refuses or is 

unable to make the repairs, the owner may make the repair(s), bill the tenant, and 
issue notice to terminate tenancy. 

 
When it is not obvious that the damage was caused by tenant action, the burden of proof is on 
the owner.  The statement of condition provided to the family at the beginning of its 
occupancy or the initial inspection report will document the condition of the unit at the initial 
lease date.  The AA may also consider whether the owner or the tenant has a history or 
practice of violating HQS or VHDA housing standards  
 
If a participant is terminated for failing to correct an HQS violation and the violation is cured 
after the effective date of termination, generally, the participant should not be reinstated.  
Because termination of assistance has occurred, that would indicate that other compliance 
measures, such as the granting of appropriate extensions, etc., have been taken and have failed.  
Any request for reasonable accommodation must have been submitted by the family and 
addressed by the AA prior to the effective date of the termination.  If the AA determines that 
there were mitigating circumstances and the family is reinstated in the same unit, a new lease and 
contract must be executed. 
 
10.1.1.3 Allowing inspection of the dwelling unit by the AA  

The family must allow the AA to inspect the dwelling unit at reasonable times and after 
reasonable notice. 
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It is the family’s responsibility to arrange for access to the unit by the AA’s inspector even if 
the family will be absent from the unit. 
Families should be notified that although inspections are required annually, as a result of follow-
up inspections and audit inspections by both VHDA and the AA, the unit may be inspected 
several times in a year. 
 
To accommodate working families AA’s are strongly encouraged to schedule appointments for a 
specific time, when requested.  If an AA is unable to keep an appointment for an inspection, the 
family should be notified as early as possible on the date of inspection or sooner if possible.  
AA’s are also encouraged to extend inspection hours into the early evening, perhaps one day a 
week or a couple of days per month, to accommodate working families. 
 
In instances where the unit is subject to repeated inspections due to the owner’s failure to 
make the required repairs, an undue burden may be placed on working families.  In these 
instances, the AA may suggest that the family ask the owner of the building to be present for 
re-inspections.  If the family does not wish to allow the owner access to its unit, the family 
remains responsible to make certain an adult will be present for all scheduled inspections.   
 
VHDA/an AA may terminate assistance to a family for failure to provide access to the unit if: 
 

�� The AA is unable to gain access to the unit for at least two scheduled inspections within 
one reexamination period; and, 

 

�� THE FAMILY DID NOT CANCEL OR CALL TO RESCHEDULE THE INSPECTION(S) 
FOR A MORE CONVENIENT TIME; AND 

�� The AA did not cancel the inspections without notifying the family the day of the 
inspection. 

 
10.1.1.4 Violation of lease   
The family may not commit any serious or repeated violation of the lease. 
 
The lease is a contract between the family and the owner.  Generally, AA’s will take no action 
against landlord claims of tenant misbehavior, will not assume the owner's responsibility for 
enforcing the lease, and will not interject itself in the relationship between the family and the 
owner where the owner may seek remedy and/or mediation through the courts.  Where an 
owner obtains a court-ordered eviction (Judgment for Possession) for serious or repeated 
lease violations, the AA may terminate that family from the program after conducting an 
independent investigation into the cause for eviction. 
 
The AA, at its discretion and in situations where the owner is unable or unwilling to act, upon 
determining that the nature of the lease violation(s) are having a serious impact on individual 
residents or the housing development as a whole, may terminate assistance to a family where the 
AA is able to document repeated or serious lease violations by the family.  For example, police 
reports documenting regular disturbances at the unit.  
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Vermin and rodent infestation caused by trash accumulation from poor family housekeeping is 
not a tenant-caused HQS violation but it may be a lease violation.  An owner may evict if poor 
housekeeping creates a serious or repeated violation of the lease. 
 
10.1.1.5 Owner eviction notice  
The owner must give the AA a copy of any owner eviction notice at the same time the owner 
notifies the tenant.  Eviction notice means a notice to vacate, or a complaint or other initial 
pleading used to begin an eviction action under state or local law. 
 
10.1.1.6 Family notice of move or lease termination  
Before vacating the dwelling unit, the family must notify both the AA and the owner in writing in 
accordance with the terms of the lease and state law. 
 
10.1.1.7 Use and occupancy of unit 
The family must use the assisted unit for residence by the family. The unit must be family’s only 
residence.   
 
The composition of the assisted family residing in the unit must be approved by the AA. 
 
The family must notify the AA within 30 days if any family member no longer resides in the unit 
and of the birth, adoption, or court-awarded custody of a child who will be living in the unit. 
 
The family must request AA approval to add any other family member, live-in aide or foster 
child as an occupant of the unit.  Depending upon the form of lease, owner approval may also be 
required.  Additional household member(s) will be subject to CORI checks by the AA, if the AA 
has a policy to complete CORI checks. 
 
The family must use the dwelling unit solely for residence.  The family shall not assign the lease 
or transfer the unit. 
 
10.1.1.8 Absence from unit*   (24 CFR 982.54) 
 

The family may be absent from the unit for brief periods.  For longer absences each AA 
establishes a policy on how long a family may be absent from an assisted unit.  However, a 
family may not be absent from a unit for a period of more than 180 consecutive calendar days for 
any reason.  At its discretion, the AA may allow an absence for a lesser period in accordance 
with VHDA approved policy.                                     
 
HAP payments terminate if the family is absent for longer than the maximum period 
permitted.  The HAP contract and assisted lease also terminate. 
 
Absence means that no member of the assisted family is residing in the unit. 
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The family must supply any information/certification requested by the AA to verify the 
residence of the family in the unit.  The family must cooperate with the AA.  The family must 
notify the AA promptly in writing of the absence from the unit. 
 
The AA may adopt appropriate techniques to verify family occupancy in the unit including 
letters to the family, phone calls, visits or questions to landlords or neighbors. 
 

10.1.1.8.1 Absence Due to Hospitalization/Residential Treatment Facility 
 

If the absence is due to hospitalization or admittance to a residential treatment facility, advice 
from a medical source will be required as to the length of the stay.  If the medical source states 
the family will be hospitalized or in the treatment facility for 180 consecutive days or more, the 
family will be considered absent and assistance will terminate.  If the absence is less than 180 
consecutive days, assistance may continue for a brief absence. 
 
Hospitalization or admittance to a residential treatment facility is a situation whereby VHDA 
policy permits reinstating assistance or resuming assistance without reapplying for the 
program.         
 
In all cases there is a 180-day limit on eligibility for reinstatement, measured from the date the 
termination is effective.  Reinstatement is subject to the availability of subsidy.   
                                 
10.1.1.8.2 Absence for Incarceration 
 

If incarceration is for drug related or violent criminal activity, the participant may be terminated 
in accordance with that policy.  See Section 11.2. 
 
If an absence is due to incarceration, termination of assistance would not occur until verification 
of the length of incarceration is received.  If the length of incarceration is longer than 90 
consecutive days, assistance will be terminated.  
 
If assistance is terminated, a family must reapply for the program after termination.  
Assistance will not be reinstated or resumed after termination. 
 
10.1.1.8.3 Absence Due to Other Documented Reasons 
 

Absence due to a documented reason other than hospitalization, incarceration or participation in 
a residential treatment facility, (e.g., employment, active duty/reserves, vacation, or to care for 
another individual, etc.), is permitted for 90 consecutive days.  Termination will occur if the 
absence exceeds 90 consecutive days. 
 
A family must reapply to the program after termination occurs.  Assistance will not be reinstated 
or resumed.  If the period of absence will be for more than 30 days, the family must submit a 
request for AA approval of extended absence as soon as possible, but not less than 21 days 
before the first date the family will be absent from the subsidized unit. 
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10.1.1.9 Interest in unit  
The family must not own or have any interest in the dwelling unit (other than in a manufactured 
home). If the owner is a cooperative, the family may be a member of the cooperative. 
 
10.1.1.10  Fraud and other program violation  

The family members must not commit fraud, bribery or any other corrupt or criminal act in 
connection with any federal or state housing assistance program.  HUD regulations pertaining to 
fraud are found at 24 CFR part 792. 
 
10.1.1.11  Crime by family members  
The family members must not engage in drug related criminal activity or violent criminal 
activity.  See section 11.2. 
 
10.1.1.12  Other housing assistance 

An assisted family or members of the family, may not receive Section 8 tenant-based assistance 
while receiving another housing subsidy, for the same unit or for a different unit, under any 
duplicative Federal, state or local housing assistance program. 
 

10.1.2  When a family owes money to an AA 
HUD’s policy regarding the payment of damage claims and vacancy loss changed effective 
October 2, 1995. HAs may not pay damage claims and vacancy loss on behalf of families that 
entered into a lease after that date.  However, a family under a new lease and HAP contract may 
have an outstanding claim from a previous tenancy. 
 
A family is obligated to pay money owed to the HA as a condition of continued participation in 
the program.  When a HA has paid a vacancy loss, damage claim, or unpaid rent claim to a 
property owner the family must repay this money to the HA or face termination.   

 
A HA may refuse to allow a family to move if it is in arrears. If the family has a history of 
damage or vacancy claims, or if the family had previously signed a repayment agreement but 
failed to make payments or stopped making payments, the HA may: 
 

�� Require the family to repay the full amount prior to moving; or 
�� Require the family to come current on the agreement and sign a new agreement that 

permits termination in place after three consecutive missed payments. 
 
10.1.2.1  Impact of bankruptcy on tenant debt  
If a participant files for bankruptcy, any debts owed to the housing agency are dischargeable.  If a 
participant receives a judgment of bankruptcy, any debts are discharged. 
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10.1.3  Termination for drug or alcohol abuse  

In accordance with the Housing Opportunity Extension Act of 1996, an AA may terminate the 
Section 8 assistance of any person if the AA determines that the person’s abuse of alcohol 
interferes with the health, safety, or right to peaceful enjoyment of the premises by other 
residents.   The AA may also terminate the Section 8 assistance of any person who the HA 
determines is illegally using a controlled substance.  See section 11.2. 
 
10.2 TERMINATION NOTICE TO FAMILY  
 

Notice to the family that assistance is to be terminated must be sent by certified mail return 
receipt requested and by regular mail.  Allegations by the tenant that she/he did not receive the 
notice of termination will not be considered by the AA as a reason for failure to submit a request 
for an informal hearing or otherwise respond to the notice.  
 
Assistance payments must continue to be made until the hearing process has been concluded at 
the AA, or at VHDA if an appeal is filed. 
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11. Drug-related and Violent Criminal Activity  (24 CFR 982.553) 
 
Drug related criminal activity is: 
 
 The illegal manufacture, sale or distribution; or the possession with intent to manufacture, 

sell or distribute a controlled substance (as defined in section 102 of the Controlled 
Substances Act (21 U.S.C. 802); or 

 Illegal use, or possession for personal use, of a controlled substance. 
 
Violent criminal activity is any illegal criminal activity that has as one of its elements the use, 
attempted use, or threatened use of physical force against the person or property of another. 
 
The term criminal activity includes both drug related and violent criminal activity.  The term 
drug related will be used only if it is necessary to distinguish between the two.  

11.1 NOTIFICATION   
 
Applicants and participants must be formally notified of VHDA’s drug policy.  At the time of 
application, families will be required to indicate on their application whether any family member 
has been involved in any drug related or violent criminal activity.  The application will also 
provide the family with information concerning the VHDA drug policy. 
 
Applicants and participants must be formally notified of VHDA’s policy regarding family 
members abusing alcohol in a way that may interfere with the health or safety of themselves 
or other residents or that may interfere with the rights of others to peaceful enjoyment of the 
premises. 
 

11.2 GROUNDS FOR DENIAL OR TERMINATION OF ASSISTANCE  
 
The AA may deny assistance to an applicant or terminate assistance to a participant family if any 
member of the family commits: 
 

�� Drug related criminal activity; or  
�� Violent criminal activity; or 
�� Abuses alcohol in a way that may interfere with the health or safety of themselves or 

other residents or may interfere with the rights of others to peaceful enjoyment of the 
premises. 

 
To deny or terminate assistance for illegal use or possession for personal use of a controlled 
substance, or for abusing alcohol, such use or possession must have occurred within one year 
before the date the AA provides the notice of denial or termination of assistance for this reason. 
The AA may not terminate assistance for past use of drugs by a rehabilitated user who has not 
used drugs in the last year.  The AA may not terminate assistance for prior alcohol abuse by an 
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individual who has not abused alcohol in such a way to be a danger to himself or others in the 
last year. 
 
The AA may deny assistance for an addict who currently uses or possesses drugs.   
 
The AA may deny assistance for a person who currently abuses alcohol in such a way to be a 
danger to himself or others.  However, prior to denying assistance due to alcohol abuse the AA 
must be careful to determine that there is reasonable cause to believe that: 
 

�� A member of the family abuses alcohol in a way that may interfere with the health or 
safety of the other residents or their right to peaceful enjoyment of the premises; or 

 
�� A member of the family has a pattern of abuse of alcohol that may interfere with the 

health or safety of the other residents or their right to peaceful enjoyment of the 
premises. 

 
The AA may not deny assistance for an addict who is recovering, or has recovered from an 
addiction.  The AA may require a family member who has engaged in the illegal use of drugs or 
abused alcohol in a way to be a danger to themselves or others, to submit evidence of 
participation in, or successful completion of, a treatment program as a condition of being allowed 
to reside in the unit.   
 
There is no time limit on denial or termination of assistance for violent criminal activity. 
 
Convictions and Evictions for Drug-Related and Violent Criminal Activities 
 
An AA may deny or terminate assistance if the AA obtains information that: 
 

�� An applicant has been convicted or evicted for a drug related activity or a violent 
criminal activity; or,  

 
�� A participant is convicted or evicted for a drug related activity or a violent criminal 

activity.   
 
Proof of conviction or eviction is evidenced by written documentation from a court of law, 
district attorney’s office, or other agencies or sources that have legitimate access to this 
information. 

 
Preponderance of Evidence 
 
HUD regulations do not require that the AA establish beyond a doubt the guilt of an applicant or 
participant prior to taking steps to deny or terminate assistance.  The AA may deny or terminate 
assistance if the preponderance of evidence indicates that a family member has engaged in 
criminal activity, regardless of whether the family member has been arrested or convicted (on or 
off the site). 
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Each AA may determine, on a case-by-case basis, whether to deny or terminate assistance 
when there is no conviction or eviction for drug related or violent criminal activity.  If the 
agency can obtain written documentation that a preponderance of evidence exists that a 
family member(s) is involved in criminal activity the AA may deny or terminate assistance.  
Written documentation may include but is not limited to police reports, arrests/disturbance 
reports, neighborhood complaints that indicate that a Section 8 tenant is trafficking a 
controlled substance from his unit, etc. 
 
11.2.1 Limitation on AA Authority  
 
The AA's authority to deny or terminate assistance is limited to criminal activity by family 
members. 
 
An owner may evict the assisted family for criminal activity on or near the premises by any 
member of the household or a guest or another person under the tenant’s control.  To the extent 
that the criminal activity is a serious or repeated violation of the assisted lease the AA may 
terminate assistance.   
 
11.3 AA RESPONSE TO ALLEGED CRIMINAL ACTIVITY  
 
All AAs must respond to drug and criminal activity information in a uniform and objective 
manner and except where a preponderance of evidence suggests otherwise, give the family the 
benefit of the doubt, particularly when a conviction or eviction has not been obtained. 
 
No one individual at the AA may have sole discretion to initiate denial or termination 
proceedings.  VHDA  recommends a two-tiered approach that requires the review and 
concurrence of a number of personnel before any notification steps are taken. 
 
Each AA will designate a staff person in a supervisory capacity to whom program staff will 
report alleged drug related and/or violent criminal activity of applicants or participants.  The 
designee will determine if the information presented is relevant to the applicant’s eligibility or 
program participant’s ongoing assistance based upon VHDA’s drug policy and HUD regulations. 
 
The designee will review the information and either make a recommendation to deny or 
terminate, or determine that the information is insufficient to make such recommendation.  The 
designee will issue a written recommendation to the appropriate program representative that 
gives specific reasons for the decision and identifies whether it is based on a conviction and/or 
eviction, or on a preponderance of evidence.  The program representative is responsible for 
informing the family of its denial or termination of assistance in writing, citing the reasons for 
the decision, and informing the family of its right to appeal the decision. 
 
The designee will also provide training and guidance to staff on how to obtain documentation 
from the police, the courts, and district attorney offices to substantiate allegations of family 
involvement in illegal activities. 
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The AA shall have discretion to consider all of the circumstances in each case to determine 
which family members have abused illegal drugs or alcohol in a way to be a danger to themselves 
or others.  In appropriate cases, the AA may permit the other or remaining family members to 
receive assistance.  In such cases, the AA will impose a condition that the family members 
determined to have engaged in the proscribed activities not occupy the assisted unit. 

11.4 AA POLICY AND PROCEDURE  
 
Each AA is responsible for developing its own written administrative policy that 
operationalizes VHDA’s Drug and Criminal Activity policy.  The policy must address all of the 
following points: 
 
1. What action the AA will take when information is obtained from anonymous tips, landlord 

and/or neighborhood complaints, housing inspectors' reports, local official complaints, 
newspaper reports, etc. 

  
2. How the AA will appropriately intervene when it obtains information about a family’s drug 

or criminal activity.  For example, a warning may be appropriate when an anonymous tip has 
been received versus a notice to terminate for a documented conviction. 

  
3. Designate staff to coordinate AA efforts to respond to, investigate, and obtain documentation 

pertaining to a family’s involvement in drug related or violent criminal activity. 
  
4. Develop and maintain a list to identify and track families the AA denies or terminates due to 

drug related and/or violent criminal activity.  Limit access to the list to specific staff. 
  
5. Ensure that privacy rights are not violated. 
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12. Informal Hearings and Reviews  (24 CFR 982.554 and 982.555) 

12.1 GENERAL REQUIREMENTS   

 

The term appeal, as used herein, refers to both informal reviews and informal hearings.  The 
terms review and hearing are used only when necessary to distinguish between the two. 
 
Applicants and participants are provided an opportunity to present objections to certain AA 
decisions through informal reviews and hearings.  Depending on the decision she/he objects to, 
an individual may be entitled to either a review or hearing.  Generally reviews are for decisions 
pertaining to applicants while hearings are for decisions pertaining to participants.   
 
Informal hearing provisions for the denial or termination of assistance on the basis of ineligible 

immigration status is contained in 24 CFR 5.514. 
 
If a decision may be appealed, the AA must give the family prompt written notice.  The notice 
must state: 
1.   The reasons for the decision. 
2. That if the family does not agree with the decision, it may request an appeal. 
3.   The procedure for the family to request an appeal. 
4. The deadline for the family to request an appeal. 
 
AAs conduct their own informal reviews for applicants.  Each AA must establish a reasonable 
process for objections to be received and considered through the review process.  This process 
must allow for someone at the AA to conduct the review other than the person who made the 
decision to reject the application from the Section 8 program.  The person who conducts the 
review is called the Review Officer.  
 
VHDA Multifamily Programs Officers conduct informal hearings for an AA unless an AA has 
been given approval to conduct their own hearings. If an AA is approved to conduct their own 
hearings, they must establish a reasonable process for objections to be received and considered 
through the hearing the process.  This process must allow for someone at the AA to conduct the 
hearing other than the person who made the decision to terminate assistance.  The person who 
conducts the hearing is called the Hearing Officer.   
 
Once the appeal is scheduled, the family will have one opportunity to reschedule if it can not 
attend by submitting a written request prior to the scheduled hearing date postmarked no later 
than 48 hours prior to the scheduled time.  Extenuating circumstances will be considered.   
Any extensions granted by VHDA or an AA for submitting additional materials relative to the 
appeal should be limited in duration.   
 
When the aggrieved party notifies VHDA that he can not attend the appeal, VHDA should offer 
the appeal to be conducted either by mail or by telephone.  For an incarcerated individual, VHDA 
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should offer the appeal by mail or by proxy or by telephone.  If the incarcerated individual elects 
by proxy, the AA/VHDA must receive a notarized written statement from the incarcerated 
individual designating another individual to serve as their proxy.  The person could be a family 
member or relative, case worker, member of the clergy, attorney, or another person designated by 
the person in prison.  The obligation to provide an incarcerated individual the opportunity for an 
appeal shall be considered to be met if VHDA provides the participant with an opportunity to 
send a designated proxy to the hearing or to conduct the appeal by mail.  VHDA is not required 
to conduct the appeal at the site or to provide more than one extension of the hearing date. 
 

12.2    WHEN DECISIONS ARE EFFECTIVE 

 

All decisions regarding denial or termination of assistance are effective at the completion of the 
appeal process.   
 
12.3    INFORMAL REVIEWS 

 
An informal review is required when an AA denies an applicant: 

�� Preference status; or 

�� Admission to the Section 8 program. 
 

An applicant must be given an opportunity to present written or oral objections to a Review 
Officer at the AA. 
 
The AA must notify the family in writing within 14 days of a hearing or a family’s submitting 
written objections to an AA decision to deny a preference or program admission.   The AA           
               
will notify the applicant of its final decision after the informal review, including a brief statement 
of the reasons for the final decision.   
 
An informal review is NOT required for decisions concerning: 
 

�� Discretionary administrative determinations by the AA; 

�� General policy issues or class grievances; 

�� A determination of the family unit size under the AA's subsidy standards; 

�� An AA determination to deny an extension or suspension of a subsidy's term; or when a 
subsidy expires; 

�� An AA determination to deny a RFI or to reject a proposed lease; 

�� An AA determination that a unit does not comply with HQS; or, 

�� An AA determination that the unit does not meet HUD's or VHDA's HQS because of the 
family size or composition. 
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12.4 INFORMAL HEARINGS 

An informal hearing must be offered to participants to consider whether certain AA decisions 
relating to the individual circumstances of the family are in accordance with the law, HUD 
regulations and AA policies.  These hearings are conducted by a VHDA Multifamily Programs 
Officer unless the AA has been given approval to conduct their own hearings.   
 
For decisions regarding termination of assistance, VHDA must give the opportunity for an 
informal hearing before the AA terminates housing assistance payments for the family.   
 
12.4.1 Informal hearing required   

 

An informal hearing must be offered when the AA makes a determination: 
 

�� That a family is residing in a unit with a larger number of bedrooms than appropriate for the 
family unit size under the AA subsidy standards, or the AA determination to deny the 
family’s request for an exception from the standards. 

 

�� To terminate assistance because of the family’s action or failure to act. 
 

�� To terminate assistance because the family has been absent from the assisted unit for longer 
than the maximum period permitted under AA policy. 

 

�� Of the family’s annual or adjusted income, and the use of such income to compute the 
housing assistance payment. 

 

�� Of the appropriate utility allowance (if any) for tenant-paid utilities from the AA utility 
allowance schedule. 

 

�� Of the family unit size under the AA subsidy standards. 
 

12.4.2 Informal hearing not required    

 

An informal hearing is NOT required for decisions concerning: 
 

�� General policy issues or class grievances; 

�� Establishment of the AA schedule of utility allowances; 

�� An AA determination to deny an extension or suspension of a subsidy’s term; or  

�� An AA determination to deny a RFI; 

�� An AA determination that an assisted unit does not comply with HQS; (However, the AA 
must provide the opportunity for an informal hearing for a decision to terminate assistance 
for a breach of the HQS caused by the family); 

�� An AA determination that the unit does not comply with HQS because of the family size; 
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�� A  determination by the AA to exercise or not to exercise any right or remedy against the 
owner under a HAP contract; 

 
12.4.3 Procedure for informal hearing   

 

This procedure must be followed by the VHDA Multifamily Programs Officer when conducting 
an informal hearing.   
 
12.4.3.1 Notice requirement   
Upon making any decision for which an informal hearing must be offered the family must be 
given a prompt written notice of the decision along with information on their right to appeal the 
decision.  The notice must contain the following information: 
 

�� A brief statement of the reasons for the decision. 

�� The reasons involved in the AA’s decision.      

�� The date the decision is effective. 

�� The family’s right to an informal hearing, or other available remedy. 

�� How the family can request a hearing. 

�� What period the family has to request a hearing (usually 10 calendar days from the date of 
mailing). 

 
A family that requests an informal hearing shall receive adequate notice of the time and place of 
the informal hearing.  The notice shall contain: 

�� A brief, but specific, statement of the reasons the informal hearing is being held. 

�� A statement indicating that VHDA’s decision shall be based upon the evidence presented at 
the informal hearing, and that a family must bring to the hearing all documents on which it 
will rely and all witness who can offer relevant testimony; 

�� A statement regarding the family’s right to be represented by legal counsel at the hearing at 
its own expense. 

�� A discussion of discovery rights - the opportunity for both VHDA and family to examine 
documents before the hearing. 

�� Notification that the hearing will be conducted by a representative of VHDA or their 
designee. 

 
VHDA must schedule the hearing in a reasonably expeditious manner, usually within 5-7 
working days from receipt of the request. 
 
Reasonable notice of the time and date of the hearing must be given to all parties concerned (3-5 
working days before the hearing). 
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12.4.3.2 Discovery   
The family must be given the opportunity to examine before the hearing any AA documents that 
are directly relevant to the hearing.  The family must be allowed to copy any such document at its 
own expense.  The AA may require that copies be made at the AA’s office at a reasonable per 
copy fee set by the AA.  If the AA does not make the documents available for examination on 
request of the family, VHDA may not rely on the document at the hearing. 
 
VHDA must be given the opportunity to examine before the hearing any family documents that 
are directly relevant to the hearing.  VHDA must be allowed to copy any such document at its 
own expense.  If the family does not make the document available for examination on request of 
VHDA, the family may not rely on the document at the hearing.  
 
For decisions regarding termination of assistance, a representative of VHDA or their designee 
must conduct the hearing prior to terminating assistance.  The family may request one 
postponement of no more than a week after the original scheduled hearing date.  More than a 
week may be granted in exceptional circumstances, particularly as an accommodation for a 
person with a disability. 
 
The AA may implement the following changes prior to a hearing: 
 

�� Changes in Total Family Contribution or Tenant Rent to Owner. 

�� Denial of a new voucher for a family that wants to move. 

�� Unit size determinations for a family that wants to move. 
 
12.4.3.3  Other persons affected  
Any person who can demonstrate that she/he may be substantially and specifically affected by the 
proceeding may be allowed to participate in the hearing, in whole or in part, or may be allowed to 
present evidence, either orally or in writing.  It is not VHDA’s or the AA’s responsibility to 
determine if there may be anyone who meets this criterion.  However, if someone, such as an 
owner, learns of the hearing on his/her own, and claims to have a vested interest in the outcome 
of the hearing, VHDA must determine if the person qualifies under this section.  This claim must 
be made prior to the hearing so that VHDA has ample opportunity to consider the claim.   
 
12.4.3.4 During the hearing  
All parties should be notified of all persons who will be attending the hearing. 
 
At its own expense, the family may be represented by a lawyer or other representative at the 
hearing. 
 
12.4.3.5 Evidence   
Both the family and the staff person(s) who made the decision being appealed may present 
evidence to VHDA’s Multifamily Program Officer.  Each party may call witnesses, cross-
examine witnesses, and submit rebuttal evidence.  The Hearing Officer may consider only 
information presented at the hearing. The Program Officer may not request additional 
information that is not presented as evidence at the hearing. 
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At the beginning of the hearing, the Hearing Officer shall state the date and time, and list the 
alleged reasons for the decision being appealed.  The Hearing Officer may change the order of 
witnesses; however, the recommended order of presenting is as follows: 
 

�� The family 

�� The staff person who made the original decision (or recommendation) 

�� The staff person’s supervisor, if involved 

�� Rebuttal by family 
 
The AA and the family must be given the opportunity to present relevant evidence, and question 
any witnesses.  Evidence may be as oral testimony or written documents.  If the AA is relying on 
documents from the family’s file, those documents must be presented as evidence at the informal 
hearing.  At the conclusion of the hearing, each party shall be given the opportunity to make 
copies of the other party’s written evidence.  At the informal hearing the hearing officer need not 
observe the rules of evidence observed by courts.  Evidence may be admitted if it is the kind of 
evidence on which reasonable persons are accustomed to rely in the conduct of serious affairs. 
 
Rules of privilege recognized by law shall be observed. 
 
At the conclusion of the informal hearing, VHDA may hold the hearing open for a specific 
period of time for the purpose of receiving further documents.  If the documents are not 
submitted by the specified time, VHDA may issue a decision. 
 
12.4.3.6  Issuance of decision 
The Hearing Officer  must issue a written decision within 14 working days of the hearing.  The 
decision must be based only upon the evidence presented at the hearing. 
 
All parties shall be notified in writing of the final decision.  VHDA will send a copy of the 
decision to the AA.  If the family is represented by counsel, VHDA is only obligated to send 
notification to counsel.  The notice shall state the reasons for the decision, including a 
determination of each issue of fact or law necessary to the decision. 
 
Factual determinations relating to the individual circumstances of the family shall be based on a 
preponderance of the evidence presented at the hearing. 
 
Copies of all decisions overturned by the Hearing Officer due to mitigating circumstances will be 
provided to the AA.   
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12.4.3.7  Effect of decision   
VHDA is not bound by a hearing decision: 
 

�� Concerning a matter for which VHDA is not required to provide an opportunity for an 
informal hearing under this section, or 

�� One that otherwise exceeds the authority of the person conducting the hearing under the 
VHDA hearing procedures; or 

�� If it is contrary to HUD regulations or requirements, or otherwise contrary to federal, state, or 
local law. 

 
If VHDA determines that it is not bound by a hearing decision, the AA must promptly notify 
the family of the determination, and of the reasons for the determination. 
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13.   REASONABLE ACCOMMODATION & MITIGATING CIRCUMSTANCES (24 CFR 8) 
 
Reasonable accommodation is intended to provide persons with disabilities equal opportunity to 
participate in the Section 8 housing program through the modification of policies and procedures. 
 
For purposes of reasonable accommodation and program accessibility for persons with 
disabilities, the term “person with disabilities” means individual with handicaps as defined in 24 
CFR 8.3(b). 
 
Mitigating circumstances are verifiable facts that overcome or outweigh negative information. 
 

13.1 REASONABLE ACCOMMODATION  

 
A reasonable accommodation is made in response to individual requests from a qualified 
person with disabilities.  In general, the person with disabilities will suggest an 
accommodation that he believes to be effective, and the AA will determine whether the 
requested accommodation is reasonable from its viewpoint.  The AA may also suggest other 
accommodations that are less burdensome to the AA.  The AA may ask the 
applicant/participant to verify through a qualified source that his condition warrants the 
accommodation requested. 
 

13.1.1 Authority  

 
Neither VHDA nor its AAs have the authority to waive federal regulations in response to a 
request for a reasonable accommodation.  A request for reasonable accommodation that can not 
be granted by the AA will be forwarded to HUD.  All requests must be accompanied by 
appropriate verification as required by the AA or VHDA, and by HUD.   
 
As a reasonable accommodation, an AA may approve an exception payment standard that is 
higher than that normally used, but still at or below 110% of the FMR, as a reasonable 
accommodation for a family containing a person with a documented disability.  To grant a 
payment standard above 110% of the FMR as a reasonable accommodation for a family with 
a person with a disability, the AA must send a request through VHDA to obtain HUD 
approval. 
 
13.1.2 Obligation  

 
The AA’s obligation is to make an accommodation which is effective (i.e. one which overcomes 
barriers to equal access and facilitates the use of the housing program) provided that the 
accommodation also is reasonable (i.e. does not cause an undue burden or cause a fundamental 
alteration in the nature of the housing program). 
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A reasonable accommodation is unique to the needs of the person as a result of his disability; 
therefore, each requires an individualized assessment.  Requests for reasonable accommodation 
must be considered by the AA on a case-by-case basis.  An AA must accept and analyze all 
requests for reasonable accommodation.  An AA must respond in writing to all 
applicants/participants requesting a reasonable accommodation. 
 
Generally, the AA’s obligation to consider, and where reasonable, grant accommodations to a 
participant with disabilities ends when program participation terminates.   
 
Each AA must have written procedures for processing and evaluating reasonable accommodation 
requests. 
 
Information on the availability of the AA’s reasonable accommodation procedures will be posted 
in the AA office and will be provided at application intake, at applicant briefings, with notices of 
rejection, program violation or termination, and at other times as the AA deems appropriate. 
If an applicant or participant asserts that a previous failure to comply with essential tenancy or 
program obligations is a result of a disability, it is up to the applicant/participant to propose a 
reasonable accommodation, which if implemented, would result in compliance with essential 
program provisions.  The AA may require verification that the proposed accommodation would 
allow the participant to comply with essential program requirements.  However, the AA can not 
require such actions as a condition of initial or continued program participation. 
 
Reasonable accommodation decisions will be made by the AA in a timely manner; and, will be 
documented in writing, and, if applicable, in another format accessible to the requester.  An AA 
must agree to communicate with a representative of the family, including a family relations 
worker, social worker, and other community worker.  An agreement to make accommodations 
will include terms, conditions and performance expectations for all parties, and, if appropriate a 
schedule. 
 

13.1.3 Reinstatement & provisions for resumption of assistance 

If a participant who has not been informed of the AA’s reasonable accommodation policy has 
been terminated from the program or left the program for reasons related to a recognized 
disability after the effective date of this plan, she/he may be reinstated under the following 
circumstances: 

 
�� Not more than one year has passed from the effective date of the termination; and 
�� She/he is able to provide verification of his or her ability to comply with the essential 

program requirement(s) which was the cause for the termination; and, 
�� The AA has a subsidy available to issue. 

 
It must be established by the family that the previous unacceptable behavior (which must be 
defined specifically) did, in fact, occur because of the disability, and that in the future, the family 
could reasonably be expected to be program compliant because of a change in circumstances. 
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The AA may require the former participant to verify that: 
 

�� He or she had or has a disability; 
�� The problems were caused by the disability; and, 
�� Present treatment, or reasonable accommodation, can reasonably be expected to 

prevent recurrence of the problem. 
 

13.1.4 Illustrative Examples of Reasonable Accommodations 
 

If part of the poor tenant history of an applicant, or former participant with disabilities relates to 
failure to comply with treatment, the AA may properly inquire about the reasonable expectation 
that the applicant will comply with current treatment. 
 
 
For example, it may be an appropriate accommodation to delay or cancel a termination 
proceeding.  If a reasonable accommodation request is pending, the program termination could 
be stayed until a decision is made.  If the program violation is subject to cure, the participant 
cures the violation, and a reasonable accommodation makes certain that the violation will not be 
repeated, the program termination could be canceled.  The simple provision of a second chance 
in the absence of any action to cure the violation or prevent a recurrence, is not likely to be an 
appropriate accommodation.   
 
If an applicant or former participant is being (re)admitted by virtue of a reasonable 
accommodation, the AA may not make continued receipt of the treatment, care or assistance a 
requirement of continued program participation.  Once an applicant is (re)admitted, the standard 
for remaining in occupancy is program compliance. 
 
For example: A relative arranges for a disabled family terminated due to poor housekeeping (to 
the extent that it created a serious and repeated lease violation) to receive weekly housekeeping 
services.  The AA determines that this is a reasonable accommodation and reinstates the family.  
The AA may not make continued receipt of the housekeeping services a requirement of 
continued program participation.  If the housekeeping services should stop after six months, the 
AA may not terminate the family from the program provided they are able to maintain their 
tenancy and comply with all program requirements. 
 
An example of a reasonable accommodation to ensure program compliance is that a copy of all 
AA notices to be sent to the family will also be sent to a responsible third-party designated by the 
family. 
 
The AA may automatically reinstate applicants with disabilities who fail to respond within the 
reasonable time frame to inquiries to update the waiting list, but only for reasons that are related 
to their disability. 
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13.2 MITIGATING CIRCUMSTANCES  
 
Mitigating circumstances are verifiable facts that overcome or outweigh negative information.  
Mitigating circumstances can apply to all families, not just to families with disabilities. 
 
Considering mitigating circumstances for a family with disabilities is a reasonable 
accommodation, and thus a requirement. 
 
13.2.1 Effect on denial or termination of assistance  

 
An AA has discretion to consider mitigating factors presented by the family when deciding 
whether or not to deny or terminate assistance.  Should the AA decide not to deny or terminate a 
family’s assistance due to mitigating circumstances, the AA must document this fact in the 
family’s file and attach any documentation to support this decision. 
 
It is not the AA’s responsibility to inquire as to whether there were mitigating circumstances.  
However, if the family claims mitigating circumstances it is up to the AA to determine whether it 
believes the circumstances are valid.  The family must provide documentation that establishes the 
validity of the claim.  The AA is the final judge of what constitutes adequate and credible 
documentation. 
 
Mitigating factors can be, but are not limited to, considering the seriousness of an offense, the 
extent of participation by other family members, and the effect that the denial or termination may 
have on the household.  The AA has discretion to determine an appropriate remedy, and may 
permit the remaining members of a household to continue to receive assistance and may impose a 
condition that the offending household member(s) will not reside in the unit.  A signed statement 
to that effect can be required by the AA.   
 
In accordance with the Housing Opportunity Program Extension Act of 1996, an AA may require 
that the family member(s) involved in the illegal use of a controlled substance or abuse of 
alcohol submit evidence of: 1)successful completion of a supervised drug or alcohol 
rehabilitation program; 2) successful rehabilitation by other means; or, 3) current participation in 
a supervised drug or alcohol rehabilitation program, as a condition of being allowed to begin or 
continue participation in the Section 8 program. 
 
Mitigating circumstances may exist such that the AA believes that granting assistance to an 
applicant is warranted even though the applicant meets one of the criteria for denying assistance. 
 For example, in the case of criminal activity, where the family member that caused the problem 
is no longer part of the household. 
 
In cases where a family was evicted or had its assistance terminated by another administering 
agency, the AA must do its own investigation into the cause, how long ago it occurred, and 
whether the family composition is the same before determining whether to deny or terminate 
assistance to that family.  For example, it may not be appropriate to deny assistance to a family 
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that was evicted from public housing for damage to the unit where the damage was done by a 
family member who no longer resides with the household. 
 
There are limited instances in which a family owes money and the AA may exercise discretion 
when determining eligibility.  For instance, if a family owes a small amount to another PHA and 
that PHA is refusing to execute a repayment agreement despite good faith efforts by the family to 
do so, the family could be determined to be eligible. 
 
The AA may automatically reinstate applicants on the waiting list if the agency reasonably 
believes that extenuating circumstances interfered with the ability of the applicant to keep his or 
her waiting list information current. 
 
VHDA requires that families give the AA at least a calendar month written notice before moving 
to a new unit. This requirement may be waived in certain instances, if it is determined that the 
family was unable to provide the proper notice due to factors beyond its control, such as cases of 
domestic abuse, and some evictions. 
 
13.2.2 Domestic violence as a mitigating circumstance  

 
There is no question that domestic violence can be a mitigating factor in a family’s failure to 
comply with any program requirement.  If the claim of domestic violence is sufficiently 
documented the AA must weigh all the circumstances of the case and determine whether the 
mitigating facts outweigh the family’s failure to comply with program requirements. 
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14. Encouraging participation by owners of suitable units located outside 

areas of low income or minority concentration.*  (24 CFR 982.54 

 
Periodically, AA’s will perform outreach to encourage owner participation by hosting regional 
conferences and training programs with local rental housing associations, Boards of Realtors, 
local owners, and other civic, charitable and neighborhood organizations and other community 
groups  that may have an interest in providing housing for low income families.  Typically, the 
AA will make a presentation on any subsidy programs it operates within its jurisdiction.  
Program benefits and requirements will be explained and participants will have an opportunity to 
ask questions.  AA staff should be available for presentations to local rental housing associations, 
community groups, Realtors, and other interested groups upon request.  It is the responsibility of 
the AA staff to be able to describe the Section 8 program in a clear and comprehensive manner 
and to be able to detail the advantages to owners who chose to participate in the program.  This is 
particularly important to the AA’s efforts to attract owners with units located outside areas of 
minority concentration.   
 
At any time, information packets for new, current, and prospective landlords must be available 
upon request from each AA. 
 
VHDA provides each AA with advertising and outreach materials with the expectation that each 
AA will utilize these resources in an efficient manner.  If an AA wants to utilize outreach 
materials other than those provided by VHDA, they must apply for and receive VHDA approval. 
 The requests for approval must include cost estimates for the proposed advertising and a 
description of where the AA plans to use the proposed ad. 
 
Each AA covers urban, suburban, and/or rural communities and outreach activity must extend 
throughout their jurisdiction.  If an AA has been allocated vouchers in support of a Family Self 
Sufficiency or Family Unification program, or for families moving from welfare to work, the AA 
may have specific outreach requirements as directed by its Action Plan. 
 
Each AA must develop a specific, localized plan for outreach to owners and be able to document 
all outreach efforts.   Specifically, each AA must conduct its outreach efforts to meet the 
requirements of its Equal Opportunity Housing Plan. 
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15. Assisting a Family that Claims Housing Discrimination* (24 CFR 8 and 
982.54) 

 
Participation in the Section 8 program requires compliance with Title VI of the Civil Rights 
Act of 1964, Title VIII of the Civil Rights Act of 1968 as amended by the Fair Housing Act 
Amendments of 1988, Executive Order 11063, Equal Opportunity in Housing Act of 1962, 
Section 504 of the Rehabilitation Act of 1973, Age Discrimination Act of 1975; and any other 
related rules, regulations or requirements.    
 
The Civil Rights Act of 1968 and its amendments establish a national standard for providing fair 
and equal opportunity to housing for all.  No person shall be subjected to discrimination because 
of race, color, creed, religion, national origin, age, and familial status. 
 
Each AA will provide all applicants with the HUD brochure “Fair Housing – It’s Your Right” 
explaining rights under fair housing law.  The brochure must be included in the information 
packet given to each applicant at the initial briefing and to each participant attending a briefing 
before moving to a new unit.  
 
If a family believes it has been or is about to be discriminated against or otherwise harmed by 
illegal acts constituting discrimination, the family should contact the AA.  The AA must provide 
the following assistance.      
 

�� Assist the family in completing the Housing Discrimination Complaint form -  
 HUD-903/HUD903A. 

 
�� Forward the completed form to the VHDA representative assigned to the AA’s 

jurisdiction.   
 
�� Advise the family it will be contacted by HUD, and that it may seek legal remedies on its 

own. 
 
The family may choose to contact HUD directly with their claim of discrimination. 
 
When administering preferences in the selection of applicants from the waiting list, an AA 
must be careful not to violate any Federal, state or local fair housing laws. 
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16. Inspection Requirements    (24 CFR 982 Subpart I) 

 
These VHDA inspection requirements include and are supplemental to HUD’s Housing Quality 
Standards for the Section 8 Housing Choice Voucher program, Moderate Rehabilitation program, 
Project Based Certificate program, and any associated programs administered by VHDA. 
 
As described in HUD's Housing Inspection Manual, 
  
 "The HUD Housing Quality Standards are a basic 'floor' or minimum standard that 

applies across the country to units on the Section 8 Existing Housing Program.  In 
areas with relatively higher quality housing available, PHAs will be able to adopt 
a higher standard". 

 
In an effort to improve upon and raise the quality of housing occupied by program participants, 
VHDA has elected to require more than that included in HUD regulations.      
 
The following statement must be included with all Inspection Reports: 
 

"This inspection has been performed to determine compliance under the HUD\VHDA Section 8 
Program.  While some of the inspection requirements may be similar or identical to provisions of 
local codes, this inspection does not certify compliance with said codes.  In all instances, it is the 
owner's responsibility to maintain property to meet all applicable state and local codes and a 
tenant's right to request an inspection by the local Code Enforcement Agency." 

 
Known violations and continued non-conformance with state and local codes will be a factor 
in the AA’s determination of rent reasonableness and the scheduling of more frequent 
reinspections, consistent with VHDA's efforts to raise the qualify of housing occupied by 
program participants. 
 
Non-compliance with the HUD Housing Quality Standards and/or the VHDA inspection 
requirements and/or repeated and regular non-compliance is grounds for: 
 

�� Rejecting the unit at initial inspection for the program; 
�� Suspending subsidy; 
�� Terminating the HAP contract with the owner; or 
�� Termination of tenant participation in the program. 

 
VHDA Inspection Requirements 
 
VHDA has established these general requirements that exceed the standard HQS requirements. 
 

�� All improvements made through the Section 8 Moderate Rehabilitation Program must be 
maintained so long as any tenant receives assistance in the unit.   
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�� VHDA requires owners to remedy cracking, chipping, scaling, peeling or 

loose paint regardless of lead content.  Agents and owners should note, 
however, that this VHDA requirement will not satisfy the new lead based 
paint regulations (see Policy 728). 

 
�� All manufactured homes must have “under-skirting” around the base of the manufactured 

home. 
 
�� In any unit where a wood or coal stove is the primary source of heat, a statement must be 

signed by the owner and the head of the household certifying that the stove was properly 
installed and has been inspected regularly at least as required by local housing codes.  The 
statement must also certify that the chimney is cleaned at least annually. 

 
�� In Prince William County and in the City of Manassas, there must be one smoke detector 

near each bedroom. 
 

�� In Lee County, all units without air-conditioning must have screens in all windows and all 
windows designed to be opened must be fully operational. 

 
�� In Pulaski County, all operational windows must be equipped with screens, all defective 

parts of windows, storm windows and screens be replaced so that the window is fully 
operational and, all units that have had existing storm doors and screen doors are required 
to maintain the doors in operable condition. 

 
16.1 HUD’S HOUSING QUALITY STANDARDS  (24 CFR 982.401) 

 

HUD’s Housing Quality Standards (HQS) consist of the following: 
 

�� Performance requirements that describe a HA’s responsibilities in ensuring that all 
housing assisted through the Housing Choice Voucher program meet HUD standards. 

 

�� Acceptability criteria that describe the specific standards a unit must comply with in order 
to meet HUD’s standards. 

 

�� HUD approved variations to their established standards based on local conditions and the 
availability of suitable housing in the local housing market. 

 
HUD’s HQS establish criteria for assessing the following aspects of a unit: 
 

�� Sanitary facilities; 

�� Food preparation and refuse disposal; 

�� Space and security; 

�� Thermal environment; 
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�� Illumination and electricity; 

�� Structure and materials; 

�� Interior air quality; 

�� Water supply; 

�� Existence of lead based paint; 

�� Access; 

�� Site and neighborhood; 

�� Sanitary condition; and 

�� Smoke detectors. 
 
 
For the specific standards applied in each of these areas, see the VHDA Operations Manual and 
HUD’s Inspection Manual. 
 

16.2   THE INITIAL INSPECTION 

 

The AA conducts the initial inspection in order to determine that the unit chosen by the tenant 
meets HUD’s housing quality standards and any additional standards implemented by the AA 
based on local housing conditions.  The inspector for the AA also collects the information 
necessary to complete a rent reasonableness determination based on the rent level proposed by 
the landlord and the amenities and condition of the unit. 
 
If the inspector finds that the unit violates HUD’s HQS, or any additional criteria implemented 
by the VHDA or the AA, the inspector provides the landlord with a notice of improvements to be 
completed before the unit can be approved for the Housing Choice Voucher program.  The AA 
must not sign a HAP contract until all required repairs are completed.  If the landlord does not 
complete the improvements within the prescribed period of time, the tenant must find another 
unit in order to receive housing assistance. 
 
Through a rent reasonableness determination, the inspector determines if the rent proposed by the 
landlord is acceptable based on current market conditions.  If the inspector determines that the 
rent proposed by the landlord is too high, and the landlord is unwilling to lower the rent to an 
acceptable level, the tenant must find another unit in order to receive housing assistance. 
 
16.3   ANNUAL HQS INSPECTIONS 
 
The AA must inspect the dwelling unit within 12 months of the last inspection and complete the 
inspection form to determine if the owner is maintaining the unit in decent, safe and sanitary 
condition.  The annual inspection is not tied to the annual recertification.  The AA may continue 
to schedule the inspection between 90 and 120 days prior to the anniversary date of the HAP 
contract.  If at the annual inspection the unit fails to comply with  HQS, the AA must notify the 
landlord of the necessary repairs.  A landlord may not continue to receive subsidy for a unit if it 
is not maintained in accordance with HUD’s HQS and any additional standards implemented by 
the AA based on local housing conditions. 
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The family must allow the inspector to conduct the inspection during reasonable business hours.  
The inspector must provide the family with adequate notice, a minimum of 5 business days, of 
the planned inspection.  If the family fails to allow the inspector access to the unit during 2 
scheduled inspections, the family will be terminated from the program in accordance with the 
termination procedures described in chapter 10 of this Administrative Plan. 
 
The inspector must provide the owner with the same notice provided for the family of a 
scheduled annual inspection.  The landlord may be but does not have to be present at the 
inspection. 
 
If during an annual inspection the unit fails to comply with HQS, the inspector provides the 
owner with notification of the necessary repairs and the timeframe for completing the repairs.  
How quickly the repairs must be completed depends on the severity of and the potential hazard 
associated with the deficiencies found through the inspection.   
 
If the landlord fails to complete the repairs within the prescribed timeframe, the AA must abate 
the HAP payment and not reinstate payments until the landlord completes the necessary 
improvements.  If the landlord completes the repairs after the AA abates the HAP payment, the 
AA may reinstate HAP payments.  However, the AA must not reimburse the landlord for the 
abated HAP payments missed during the time the unit violated HUD’s HQS.  If the landlord fails 
to make the necessary repairs for an extended period of time, the AA must terminate the HAP 
contract and provide the family with a voucher to move to a new unit. 
 
16.4    MOVE-OUT INSPECTIONS 
 
It is the responsibility of the AA to inspect all units within 5 days after the family moves out, or 
the HAP contract terminates, or the AA receives notice that the family moved, whichever is 
earlier.  The move-out inspection documents the condition of the unit which may impact the 
ability of the family to receive assistance in the future.   
 
A move-out inspection is necessary to document any damage claims an owner may file with the 
AA after the family leaves. An owner may decide to waive the requirement that the AA conduct 
a move-out inspection.  By signing this waiver, the owner is also waiving any rights to file any 
damage claims associated with the vacating family. 
 
16.5    INTERIM/COMPLAINT INSPECTIONS 
 
It is the responsibility of the AA to reinspect dwelling units as requested by the owner, family, or 
an agency or third party.  The inspection must take place within a reasonable period of time 
based on the reported reason for the need for the inspection.   
 
If the AA finds that the unit is not being maintained by the owner in compliance with HUD’s 
HQS, the AA must take immediate action to insure that the deficiencies are corrected.   
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If during an interim inspection the unit fails to comply with HQS, the inspector provides the 
owner with notification of the necessary repairs and the timeframe for completing the repairs.  
How quickly the repairs must be completed depends on the severity of and the potential hazard 
associated with the deficiencies found through the inspection.   
 
If the landlord fails to complete the repairs within the prescribed timeframe, the AA must abate 
the HAP payment and not reinstate payments until the landlord completes the necessary 
improvements.  If the landlord completes the repairs after the AA abates the HAP payment, the 
AA may reinstate HAP payments.  However, the AA must not reimburse the landlord for the 
abated HAP payments missed during the time the unit violated HUD’s HQS.  If the landlord fails 
to make the necessary repairs for an extended period of time, the AA must terminate the HAP 
contract and provide the family with a voucher to move to a new unit. 
 
16.6    QUALITY CONTROL INSPECTIONS 
 
The purpose of a quality control inspection is to confirm that each inspector is conducting 
thorough inspections and to ensure that the HA achieves consistency in its inspections for all 
units subsidized through the Housing Choice Voucher program.   
SEMAP requires that a HA completes quality control inspections based on the size of their 
Section 8 program.  However, VHDA has elected to conduct more quality control inspections 
than that required by SEMAP in an effort to improve the housing conditions experienced by 
families participating in the Section 8 program.  Annually, VHDA requires that each AA 
complete quality control inspections on a sample of units equal to 50% of the SEMAP-mandated 
quality control inspection sample size.  The AA-completed quality control inspections are 
supplementary to the SEMAP-required quality control inspections which are completed by a 
representative of VHDA.   
 
Due to the nature of the inspections, a quality control inspection must be completed by someone 
other than the person who conducted the initial, annual, interim or move-out inspection.  If there 
is not another qualified person on staff at a local AA office to conduct quality control 
inspections, the AA is responsible for making arrangements to have the inspections conducted by 
another qualified entity, e.g., an inspector from a neighboring locality. 
 
16.7    CONDUCTING AN INSPECTION 

Prior to conducting an inspection, AA inspectors should be apprised as to the presence of any 
children under 6 years of age in the unit.  If this information is not provided to the inspector by 
staff, the inspector must ask the family at the time of the inspection and make note on the 
Inspection Checklist in the space provided. 
 
The Inspection Checklist must include a section which indicates that the owner has complied 
with the requirement to provide proper lead related documentation.  
 
Whenever an inspection fails for defective paint the inspection report shall indicate the need for 
treatment.  Owners must not be instructed to scrape defective paint surfaces. 
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Effective October, 1996 HUD’s HQS allows minimal amounts of defective paint to pass the 
inspection.  In order to fail inspection the paint must be loose and noticeably separating.  
Although HUD’s HQS no longer applies to fences, outbuilding, garages, and sheds VHDA 
requires that these surfaces be included in the inspection. 
 
16.8  SMOKE DETECTORS 
 
HUD's Housing Quality Standard effective October 30, 1992 requires that each dwelling unit be 
equipped with at least one battery-operated or hard-wired smoke detector, in proper working 
condition, on each level of the unit and in the basement. Smoke detectors should be located 
adjacent to sleeping areas whenever possible.  
 
If the unit is to be occupied by a hearing impaired person, smoke detectors must have an alarm 
system, designed for hearing impaired persons, in each bedroom occupied by a hearing-impaired 
person.  Each bedroom occupied by a hearing impaired person must have an alarm system 
connected to the smoke detector installed in the hallway.   
 
16.9 TENANT CAUSED VIOLATIONS  

 
Effective October, 1995 the family is responsible for a breach of HUD’s HQS  caused by any of 
the following: 

 
�� Failure to pay for tenant supplied utilities; 

 
�� Failure to provide and maintain a stove and/or refrigerator if required in accordance with 

the lease; 
 

�� Damage caused by the family or guest to unit or premises beyond ordinary wear and tear. 
 

In instances where it is not clear or obvious that the violation is tenant caused, the burden of 
proof is on the owner.  
 
16.10 REPEATED TENANT "NO SHOWS"  
 
When the tenant is notified of the requirement to make his/her unit available for an 
inspection, and the tenant repeatedly fails to have someone home to allow the inspector access 
to the unit, the tenant's failure to allow access to the unit after two "no-shows", where proper 
advance notice has been given by the AA  may result in the tenant's termination from the 
program, in accordance with the provisions of the tenant's certificate or voucher. 
 

16.11  PROCEDURE TO FOLLOW FOR INCONCLUSIVE INSPECTIONS 
 
At times the inspector cannot conclude whether an item passes inspection, and must classify 
an item as inconclusive.  The unit does not pass inspection if any item is inconclusive.  So 
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long as any item is listed as inconclusive, the AA may not pass the unit or approve a lease or 
HAP contract. 
 
16.12  VACANT UNITS 
 
Oftentimes at initial inspection, the unit is vacant and the utilities are turned off.  The owner 
shall be urged to have the utilities turned on for the purpose of inspection, however, in lieu of 
this, the owner must sign and attest to the good working order of electrical and cooking 
facilities.  Once this is signed and the unit otherwise passes inspection, the lease may begin 
and HAP payments may be either released or withheld until verification by an on-site 
reinspection to confirm the good working order of all appliances.  The on-site confirmation 
must be performed no later than 30 days after the lease start date.  Failure to comply may 
result in suspension of the HAP payments termination of the HAP contract.           
 

 

16.12.1    TENANT SUPPLIES APPLIANCES 
 

In the case of tenant-supplied appliances such as a refrigerator or stove, the lease may begin 
the date the unit otherwise passes inspection and HAP payment are released.  Verification by 
an on-site reinspection to confirm the presence and good working order of the appliance must 
be performed no later than 30 days after the lease start date.  

 
 16.13 MARGINAL UNIT POLICY  

16.13.1  Responding to the Problems of Marginal Units  

 
HUD defines marginal units to be those that are likely to fall below HQS within a year.  
VHDA, recognizes the problem of maintaining marginal units assisted through the Section 8 
Program.  It is the policy of VHDA that no AA inspector will approve a unit if it is determined 
to be marginal as part of an HQS inspection.  All features determined marginal must be 
corrected before the unit can pass an HQS inspection and the AA can approve a lease and 
execute the HAP contract. 
 
Attached at the end of this chapter is a Marginal Unit Checklist.  AAs can use this checklist 
to assist them in their efforts to identify marginal units so as to avoid approving any as 
assisted units for the Section 8 program.   
 
 

16.14 CONDUCTING AN INITIAL INSPECTION WHILE THE UNIT IS STILL OCCUPIED  

Sometimes it is just not possible or practical to wait until a unit is vacant to perform an initial 
inspection.  In these instances, as judged by each AA, VHDA will permit occupied units to be 
inspected.  The following conditions must be met: 
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�� Since the tenant in occupancy may have no affiliation with the Section 8 program, it is 
imperative that the owner/management agent be present during the inspection. 
 

�� In order to begin a lease, a complete inspection must be performed.  In accordance with 
HUD’s HQS, all checklist items must be confirmed as pass.  No lease can begin on a 
contingency basis. 
 

�� If the occupants’ possessions prevent a complete inspection, inaccessible areas must be 
given a failed rating.  It is the owner’s responsibility to assure that all areas are accessible 
in order to complete the inspection. 
 

�� If necessary, a reinspection may be performed while the unit is still occupied.  If the unit 
passes the reinspection, a lease may begin as soon as possible.  Bear in mind this will 
depend on the tenant’s ability to take occupancy. 
 

�� Once a lease has begun or the unit has become vacant a complete inspection must be 
performed again in no more than 30 days  in order to confirm that the previous tenant left 
the unit without damage which would cause the unit to fail.   

 
16.15 SANCTIONS  
 
HUD reserves the right to impose administrative fee sanctions on any HA which receives 
greater than 20% audit failure rate on HUD audits.  If any AA is sanctioned by HUD, VHDA  
will withhold the designated amount of money from the AA, and will use the money to satisfy 
the HUD sanction.  VHDA  also reserves the right to impose administrative fee sanctions on 
any AA maintaining consistently poor results on VHDA reinspections (that is greater than 
25% unit failure); that fails to follow the required inspection format established by VHDA;  or 
consistently fails to respond to VHDA audit findings in a timely manner.  VHDA will provide 
prior notice to any AA being considered for VHDA-imposed sanctions, and will provide a 
prescribed period of time in which the AA can demonstrate improved performance. 
 
16.16 ADDITIONS AND AMENDMENTS  

Additional VHDA inspection requirements, HUD's Housing Quality Standards, and 
amendments to this plan may be added from time to time.  Further, modifications to existing 
VHDA Housing Quality Requirements may be made from time to time.  Any additional 
unusual circumstances should be referred to VHDA in order that VHDA and the AA can work 
together to make the most reasonable determination on how to resolve such matters. 
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FACTORS WHICH CONTRIBUTE TO MARGINAL UNIT CONDITIONS 

Name of Family Phone No. Tenant I.D. No. 

Inspector Date of Inspection 

Unit Grade: 

Address and Unit # City County State Zip 

Name of Owner or Agent Phone No. Address of Owner or Agent 
 

 
           
        Date 
 
HUD defines marginal units to be those that are likely to fall below Housing Quality Standards within a year.  It is 

the policy of VHDA that no AA/local inspector will approve a unit if it is determined to be marginal as part of an 

HQS inspection.    All features determined marginal must be corrected before the unit can pass an HQS inspection 

and the AA can approve a lease and execute the HAP contract.  AAs can use this checklist to assist them in their 

efforts to identify marginal units so as to avoid approving any as assisted units for the Section 8 program. 
 
 EXTERIOR AND COMMON AREAS 
 

�� Dirty, rundown, poorly maintained exterior, common areas, or basement.  Presence of 
garbage, litter, debris, trash, abandoned vehicles, appliances, construction debris, foul odor. 
Comments:           
 

�� Exterior – constant reoccurrence of chipping and peeling paint or siding repairs. 
Comments:           
 

�� Common halls need paint, holes in walls or ceilings, water damage, unkeyed plaster 
Comments:           
 

�� Poorly maintained common area lighting. 
Comments:           
 

�� Evidence of public loitering and/or vandalism in/around building.  Tenant may provide 
documentation regarding neighborhood break-ins, drug activity, broken windows, etc. 
Comments:           
 

�� Abandoned dwellings/hazardous vacant lots adjacent to building 
Comments:           
 

�� Rotting or damaged porches, decks, stairs, or rails in need of constant repair. 
Comments:           

 

�� Ongoing evidence of chronic infestation of rodents/mice/insects. 
Comments:           
 

�� Other chronic exterior or common area conditions. 
Comments:           
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APPLIANCES AND SERVICES 
 

�� Heating system maintenance/cleaning. 
Comments:           
 

�� Minimal electrical service for Family’s needs.  Recommend additional outlets. 
Comments:           

 

�� Recommend update kitchen/bath facilities: stove/ridge/sink/countertops. 
Comments:           
 

�� Other chronic electrical, plumbing, or heating conditions. 
Comments:           

 
 GENERAL INTERIOR CONDITION 
 

�� Unit in need of paint, wallpaper peeling, holes, unkeyed plaster, water damage to walls and 
ceilings, loose and missing ceiling tiles. 
Comments:           
 

�� Poor floor condition; defective paint, worn and dirty carpeting or linoleum, splintering 
hardwood floors. 
Comments:           
 

�� Broken or missing cabinets, drawers, or closet doors. 
Comments:           
 

�� Security:  door jamb and lock in poor condition; cracked or damaged.  Lock has been 
relocated many times.  Additional security/locks recommended. 
Comments:           
 

�� Windows in poor condition; in constant need of repair.  Loose or missing putty, rotting 
frames, poorly weatherized, broken sashcords, difficult to open or close.  Recommend additional 
screens or storm windows. 
Comments:           
 

�� Fire exit marginally adequate or inappropriate for family. 
Comments:           
 

�� Other chronic general interior conditions. 
Comments:           

 

�� Outstanding documented health or building code violations. 
Comments:           
 

 
 

 Marginal Inspection Results          
           Date 
   



Administrative Plan for Tenant Based Rental Assistance 

 

Virginia Housing Development Authority  Page 103 
04/13/01 

 

17. HQS Compliance   (24 CFR 982.406) 

 
17.1 Determining the Severity of the Violation(s)  
 
Each unit must pass inspection once a year, at least 30 days before the anniversary date of the 
lease.  At any other time, inspections can occur at the request of the tenant or owner, or as a 
result of unit audit inspections performed by the AA, VHDA, HUD or their representatives.  
There are four types of violations that could be discovered during a unit inspection. 

17.1.1 Serious HQS Violations  
 
Violations that present an immediate threat to the family’s health or safety and must be corrected 
within twenty-four hours.   

17.1.2 Other HQS Violations  
 
Violations that could affect the family’s health or safety if not corrected within a reasonable 
amount of time, or other violations that do not affect health or safety. 

17.1.3 New HQS Violations  
 
Violations cited at reinspections after the initial, failed annual, or other inspection.  The new fail 
item(s) must be treated as a separate failed inspection, with all the ensuing remedies or sanctions, 
without impacting the prescribed course of action in progress. 
 
It is extremely important that the AA communicate to the owner that any new violations noted at 
each re-inspection must be cited.  The AA must make every effort to ensure that initial 
inspections are thorough, to minimize the possibility of finding new HQS violations upon re-
inspection.   

17.1.4 Other Deficiencies  
 
Other deficiencies are those that are not HQS violations; are not life threatening; and, do not 
affect the family’s health & safety.  These deficiencies should be corrected at some reasonable 
future date or they could easily deteriorate into more serious violations.  Other deficiencies 
should always be noted to help avoid security deposit claim issues that may arise when the family 
vacates. 

17.2  COURSE OF ACTION WHEN VIOLATIONS ARE DISCOVERED 

 
This section addresses violations the owner is responsible for correcting.  Treatment of tenant 
caused HQS violations is addressed in section 11.1.1.2.  An owner is not required to correct 
tenant caused HQS violations caused by any of the following: 
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�� Failure to pay for tenant-supplied utilities; 
�� Failure to provide and maintain tenant-supplied appliances; 
�� Damage caused by family or guest to unit or premises (beyond ordinary wear & tear). 

 
These procedures must be followed by the AA at any time staff discovers that one or more HQS 
are not being met. When a unit is out of compliance several key factors should be collectively 
considered to determine an appropriate course of action: 
 

�� Severity of the violations; 
�� Number of violations; 
�� Length of time violations remain outstanding; 
�� Owner’s or tenant’s good faith effort to make repairs;  
�� Past repair history of owner; and, 
�� Whether the non-compliance is tenant-caused. 

 
17.2.1 Serious Violations  

 
The AA must contact owner or agent by phone and inform him/her of need to make the repairs 
within 24 hours.  The phone call must be followed with a written notice.  If the AA is unable to 
contact the owner or agent by phone or in person, written notice must be sent by certified mail. 
 
The AA must re-inspect the unit on the day following the 24 hour correction period.  On-site re-
inspection is the only acceptable verification that the unit is in compliance with HQS. 
 
If the violations have not been corrected satisfactorily, the owner and family should be notified 
that the HAP payment will terminate immediately, i.e., as of the date of the re-inspection.  The 
notice will state that the HAP payment will resume only after repairs have been satisfactorily 
corrected; and that the HAP payment will be pro-rated based on the number of days the unit is in 
compliance beginning with the date of a subsequent satisfactory re-inspection.  If the unit is in 
compliance upon re-inspection and the owner can document an earlier repair completion date, the 
HAP payment may resume as of that actual compliance date. 
 
When termination of HAP payment occurs, the family should be immediately advised: 

�� To seek competent legal counsel relative to continued payment of its rent share.   
 (AAs must not attempt to provide legal advice to tenants.) 
�� That the AA may have to terminate the HAP contract and if the HAP contract is 
 terminated, the AA will issue the family a new subsidy and provide the family 

with a list of available units on file at the AA. 
�� That the family may assume responsibility for the full rent amount and lease the unit 

in question without further assistance by the AA. 
 
If the repairs are completed on or before the next HAP payment date, the payment should be 
reduced by the per diem amount of the rent that reflects that period of time in which the unit was 
not in compliance.   
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If repairs are not completed before the next HAP payment check is to be mailed, no payment may 
be sent to the owner.  When the owner indicates that repairs have been completed and the 
inspector can verify this, a pro-rated share of the subsidy may be paid from the date the inspector 
approved the unit. 
 
Depending upon the nature of the serious violation, if repair(s) are not completed promptly, 
the AA should terminate the HAP contract when it becomes apparent that the owner will not 
cooperate in making the necessary unit corrections.  The AA should not allow more than 10 
days for serious HQS violations. 
 
17.2.2 All Other HQS Violations  
 
Immediately upon completion of the inspection, the owner must be provided with written notice 
outlining the corrective action to be taken and possible penalties for failure to comply.  If the 
owner is present at the inspection any fail items and the necessary corrective action should be 
discussed at that time. 
 
The owner should be given a reasonable amount of time to make the necessary repairs, usually 30 
days.  During this time, the HAP payment continues without penalty. 
 
The AA must re-inspect the unit on, or immediately after, the required completion date.  An on-
site re-inspection is the only acceptable verification of HQS compliance. 
 
If work has been completed no further action is necessary and the HAP payment will continue 
uninterrupted. 
 
If work has not been completed, the inspector should attempt to determine why.  Does the owner 
have a legitimate need for more time?  Is the owner making a good faith effort to meet his 
obligations, but having difficulty meeting the AA schedule?  Are there seasonal considerations?  
Is the family cooperating?  Depending upon the inspector's assessment of the situation relative to 
the AA's written policy and required criteria four options are available. 
 
17.2.2.1  Options when work is not completed satisfactorily  

17.2.2.1.1  Terminate HAP payment 

The AA will notify the owner, in writing, that: 
 

�� The HAP payment will stop effective immediately; 
�� Payments will not resume until the repairs are completed; and, 
�� No retroactive payment will be made for the period of time the HAP payment is 

abated. 
 
(See discussion of HAP payment termination in part 17.2.1, Serious Violations.) 
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17.2.2.1.2  Grant a "no-penalty" extension of time to complete repairs 

 
During the extension period, the HAP payment may either continue uninterrupted OR be 
withheld until completion of repairs and paid in full retroactively. 
 

Pay Full HAP payment 
 
In very limited (AA-predetermined) circumstances, an owner may continue to receive the full 
subsidy during the course of an approved "No Penalty" extension.  At the end of the extension 
period, if work is not completed, the AA has the following options: 

�� Terminate the HAP payment; or 
�� Grant an additional "with penalty" extension; or 
�� Grant an additional "no penalty" extension; or 
�� Terminate the HAP contract. 

 
Generally, mitigating circumstances are the only reason for granting an additional no-penalty 
extension.  The Owner must be able to document the mitigating circumstances.  The 
documentation must be attached to the inspection supervisor’s approval, and maintained in the 
family’s file. 
 
Withhold HAP payment and reimburse in full when all work is completed 
In limited (AA-predetermined) circumstances, the HAP payment may be withheld and paid in 
full retroactively if the unit is brought into compliance by the repair deadline. At the end of the 
extension period, if work is not completed, the inspection supervisor must decide whether to: 

�� Grant an additional "no penalty" extension; or 
�� Terminate the HAP contract; or, 
�� Grant an additional “with penalty” extension and withhold and reduce the HAP 

payment in accordance with section 17.2.2.1.3. 
 

17.2.2.1.3  Grant a “with penalty” extension of time to complete repairs 

 
During a “with penalty” extension period, the HAP payment must be withheld.  Upon 
completion of repairs a partial, retroactive HAP payment will be made to the owner.  If the 
owner does not complete the repairs, the HAP payment will be terminated as described in 
17.2.2.1.1 above. 
 
Generally, the appropriate response to a failed re-inspection is to withhold and reduce the HAP 
payment during the extension period. The HAP payment reduction may range from 2% to 100%. 
 When the repairs are complete, the AA may make a partial retroactive payment. If the repairs are 
not completed by the end of the extension period, either the HAP contract will terminate or, if the 
owner can show cause why additional time is needed, the subsidy will continue to be withheld 
until the repairs are made. 
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Withholding a HAP payment during an extension period is a good inducement for an owner to 
complete the repairs.  It demonstrates that the AA is serious about seeing the repairs are 
completed.  Instead of rewarding the owner with the full HAP payment during an extension, the 
HAP payment is withheld and the owner is able to receive a reduced portion only when the 
repairs are made.   
 
Sixty days from the date of the initial failed inspection, or approved extension period, if the 
unit remains in non-compliance, steps should be taken to terminate the HAP contract.  The 
AA must send written notice to both the family and the owner advising them of the date of the 
contract termination (give an effective date of not more than 30 days from the date of the 
notice), at which point the family will become a tenant-at-sufferance and the AA will no 
longer be responsible for the rent.  Again, the family needs to be made aware that once the 
contract is terminated, if it wishes to retain its assistance, it must locate a unit that complies 
with HQS and VHDA inspection requirements within 120 days of the termination effective 
date.  The family should also be urged to seek legal counsel regarding its rights and 
responsibilities as a tenant-at-sufferance in a non-compliant unit. 
 
17.2.2.1.4  Terminate the HAP Contract 
 

Although the HAP payment is suspended immediately, a 30-day notice of intent to terminate the 
HAP contract for non-compliance is recommended to alert the family to the impending condition 
of being "on the clock".  The family must be issued a new subsidy and informed that in order to 
retain its rental assistance it must locate a new, unit that can comply with HQS and VHDA’s 
inspection requirements within 120 days of the contract termination date. The notice must also 
advise the family to seek legal counsel regarding its rights and responsibilities as a tenant-at-
sufferance in a non-compliant unit.  Provided that the HAP payment had not been terminated, the 
owner may receive a partial payment of the withheld subsidy pro-rated from the date of 
suspension to the effective date of the contract termination.  
 
The owner and family must be notified, in writing, of the selected course of action and the new 
repair deadline and re-inspection date, or contract termination date included therein. 
 
17.2.3 New Violations  
 

A violation that is cited for the first time at a re-inspection (regardless of whether it had 
previously been overlooked by an inspector or had occurred subsequent to the initial failed 
inspection) does not automatically trigger an extension.  The owner and tenant must be notified, 
in writing, of the new fail item(s), the new fail repair deadline, and the new fail re-inspection date 
without impacting the progress of the initial fail. 
 

17.2.4 Other Unit Defects that are not HQS Violations  
 

There are no sanctions or penalties for these unit defects.  These defects should be noted on the 
inspection form, and a copy given to both the family and owner for their records.  Owners should 
be encouraged to make the repairs so that they will not turn into violations at a later date.  Failure 
to make these repairs could reduce the reasonable rent approved by the AA. 
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17.3  HQS - UNIT REMAINS IN EXTENDED NON-COMPLIANCE 

 
�� When a unit fails inspection, the AA must notify the owner immediately of the time 

allotted to perform the repairs. 
 
�� The unit must be re-inspected to determine if the repairs have been done.  On-site re-

inspection is the only acceptable means of verification. 
 
�� If repairs have not been completed, the procedures outlined in section 17.2 should be 

followed.  The owner must be notified in writing of any action being taken. 
 
�� The AA must have an internal review system for cases where the unit has been in 

extended non-compliance (even if a no-penalty extension has been granted).  The internal 
review system should allow certain decisions to be examined by someone in the AA not 
previously involved in the case when non-compliance exceeds three months. 

 
�� All HAP suspensions of over three months must be listed on the quarterly report to 

VHDA  
 
�� When a decision is made to suspend HAP payments, the case must be reviewed on a 

monthly basis.  The monthly review may be done by the person who originally made the 
decision to suspend the subsidy. 

 
�� After three months of a suspended HAP payment, if the repairs have not been completed, 

the HAP Contract should be terminated.  If there are mitigating circumstances, a decision 
may be made not to terminate the HAP Contract.  The decision should be discussed with 
a staff person not previously involved in the case, to strategize over future action if the 
suspension will be continued for longer than three months. 

 
�� After six months of a suspended HAP payment, the case must be submitted to VHDA  for 

review.  A history of the case should be submitted, including what steps have been taken 
to review the case internally, and an explanation of why the HAP Contract has not been 
terminated. 

 
�� Whenever the HAP payment is suspended the family must be notified in writing.  The 

notice to the family must state that: 
 

 a) The HAP payment has been suspended. 
   
 b) If the owner continues to neglect the repairs, the AA may terminate the HAP 

Contract. 
   

c) If the HAP contract is terminated the AA will cease to be responsible for the 
contract rent.  If the family remains in place after the effective date of the HAP 



Administrative Plan for Tenant Based Rental Assistance 

 

Virginia Housing Development Authority  Page 109 
04/13/01 

contract termination, it will be as a tenant-at-sufferance. The family will be issued a 
subsidy and given the maximum amount of time (at least 120 days) to find a new unit. 
 If the family remains in place and the subsidy expires they will lose all rental 
assistance benefits.  The family must move in order to retain its assistance. The family 
may move prior to the effective date of the contract termination, provided proper 
notice is given to the owner and the AA. 

 
 d) The family is advised to seek legal counsel on paying its rent share during the period 

of suspension.  It is advisable that the family continue to pay rent if it chooses not to 
consult an attorney. 

   
 e) If the family pursues a court action against the owner instead of moving, it must 

notify the AA.  If the family chooses not to move because of a pending court action, 
and subsequently loses in court, the AA should seek VHDA  guidance on how to 
handle the case..  If the family prevails in court, VHDA will reinstate the family in the 
unit in question, not in another unit (provided the unit passes inspection). 

   
 f) The family remains obligated to give proper notice to both the owner and the AA 

before moving. 
 

�� When a decision is made to terminate a HAP Contract, the family should be issued a new 
voucher.  The effective date of the subsidy should coincide with the effective date of the 
HAP Contract termination, although the subsidy may be issued prior to the termination 
date.  The family should again be advised to seek legal counsel regarding payment of rent. 

 
An AA may be reluctant to terminate a HAP Contract because of the consequences for the 
family.  While VHDA realizes that termination of the HAP Contract will probably force the 
family to move, we should not allow assisted tenants to live in substandard housing indefinitely.  
If a vacant unit fails inspection, we do not allow a family to live there.  Standards for in-place 
tenants should not be significantly different.  Furthermore, it is unfair to tie up a subsidy beyond 
120 days if it cannot be utilized according to program requirements. 
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18. Special Programs 

 

VHDA administers a variety of special programs.  Applicants for these programs must meet 
additional, specific, eligibility requirements.  The majority of Section 8 related-activities for 
these programs are carried out in accordance with this Administrative Plan and all applicable 
HUD requirements.   
 
 18.1 SECTION 8 MODERATE REHABILITATION PROGRAM  

 
The Moderate Rehabilitation program is a spin-off of the Section 8 Voucher program.  However, 
instead of being tied to the tenant, the rental assistance is tied to the property.   
 
After an owner rehabilitates a property through this program, VHDA is responsible for 
administering the subsidy tied to the property.  VHDA must inspect the units on a regular basis, 
and provide potential applicants for the units if the owner is unable to fill the units within a 
specified period of time.   
  
Annual income and adjusted income is calculated using the same methodology as in the Section 
8 Housing Choice Voucher program.  Total family contribution and the HAP payment are 
calculated using the rules used in the Section 8 Certificate program. 
 
Properties with HAP contracts signed and effective prior to October 1, 1981 use the Section 8 
low income limit to determine eligibility program applicants.  Properties with HAP contracts 
effective on or after October 1, 1981 use the Section 8 very-low income limit to determine 
eligibility.  In addition, all Moderate Rehab properties must demonstrate that at least 40% of their 
new admissions are to families with income levels at or below 30% of the median income for 
their community. 
 
Rents are increased each year using the Annual Adjustment Factor method and are subject to rent 
reasonableness determinations. 
 
HUD is only signing new subsidy contracts for the Moderate Rehabilitation Program for 
properties that qualify for the SRO - Single Room Occupancy Program.                                         
                            
Owners with expiring Moderate Rehab contracts may opt out of the Section 8 program.  In 
these cases, tenants who are still eligible for subsidy receive a Section 8 Housing Choice 
Voucher.   
 
18.2 PROJECT BASED CERTIFICATE PROGRAM 
 
Under the Project Based Certificate program, VHDA utilizes part of its annual funding for the 
Section 8 program to subsidize part of all of the units located in a particularly property.  Thus, 
instead of being tied to the tenant, the rental assistance is tied to the property.  The tenants to 
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receive subsidy through the PBC program are selected off the VHDA/AA waiting list, just as 
tenants receiving assistance through a tenant-based voucher.  VHDA must inspect the units on a 
regular basis.   
 
Annual income and adjusted income is calculated using the same methodology as in the Section 
8 Housing Choice Voucher program.  Total family contribution and the HAP payment are 
calculated using the rules used in the Section 8 Certificate program.   
 
Owners use the Section 8 very-low income limit to determine eligibility.   In addition, all 
properties with a project-based certificate must demonstrate that at least 40% of their new 
admissions are to families with income levels at or below 30% of the median income for their 
community. 
 
Rents are increased each year using the Annual Adjustment Factor method and are subject to rent 
reasonableness determinations.  When the HAP contract creating the project based certificate 
expires, the owner may opt to no longer participate in the PBC program.  In these cases, tenants 
who are still eligible for subsidy receive a Section 8 Housing Choice Voucher.   
 
18.3 FAMILY SELF SUFFICIENCY PROGRAM 
 
VHDA continues to administer a Family Self Sufficiency Program.  Through this program, 
Section 8 participants establish a plan to achieve self sufficiency by attending school and job 
training programs, establishing a savings account, etc.  The goal is to for these participants to 
leave the program capable of maintaining meaningful employment sufficient to afford decent 
housing in the private market. 
 
18.4 WELFARE TO WORK PROGRAM 

VHDA administers the Welfare to Work Voucher Program.  Each AA is responsible for 
developing a plan for administering the Welfare to Work program in its jurisdiction.  The plan 
must outline the AA’s requirements for program participation, expectations for program success, 
and procedures and policies for terminating a participant from the program.  This plan must be 
approved by a VHDA Multifamily Programs Officer before an AA issues its first Welfare to 
Work voucher. 

18.5  FAMILY UNIFICATION PROGRAM 

VHDA administers the Family Unification Program.  Through this program VHDA and 
participating AAs seek to provide financial assistance to enable vulnerable families to remain 
together or to reform as a family in suitable, decent housing.  A participating AA must verify that 
the family meets the eligibility factors for the Section 8 Housing Choice Voucher program, as 
well as the specific criteria for the Family Unification Program.  See VHDA’s specific rules 
governing the Family Unification Program in the VHDA Operations Manual. 
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18.6 MAINSTREAM PROGRAM 

VHDA administers the Mainstream Program.  Through this program VHDA and participating 
AAs seek to provide financial assistance to enable vulnerable elderly and disabled applicants to 
remain in or locate in suitable, decent housing.  A participating AA must verify that the family 
meets the eligibility factors for the Section 8 Housing Choice Voucher program, as well as the 
specific criteria for the Mainstream Program.  See VHDA’s specific rules governing the 
Mainstream Program in the VHDA Operations Manual. 
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19. Owner Claims 

 

ONLY OWNERS WITH HAP AGREEMENTS SIGNED BEFORE SEPTEMBER, 1995 MAY 

SUBMIT CLAIMS TO VHDA/AAS TO BE REIMBURSED FOR MONIES OWNED BY 

RESIDENTS WHO HAVE MOVED OUT.  OWNERS WITH PRE-SEPTEMBER 1995 
CERTIFICATE CONTRACTS MAY FILE A CLAIM TO COVER SOME VACANCY LOSSES.   

 
19.1 Vacancy Claims 

 

19.1.1 Voucher Program 
 
Vacancy claims are not permitted in the voucher program.  If a participant moves out in violation 
of notice requirements in the lease the owner may retain the HAP payment for the month in 
which the family vacated the unit, but may not receive vacancy payments. 
 
19.1.2 Certificate Program 
 
An owner with a pre-9/95 certificate contract may be entitled to vacancy  payments if a family 
move out in violation of notice requirements in the lease or due to an eviction.  The owner may 
retain the HAP payment for the month in which the family vacated the unit and may claim up to 
80% of the contract rent for a vacant period not to exceed one additional month, provided certain 
conditions are met.   
 
To claim vacancy loss, the unit must be available for lease and the landlord must: 
 
�� Notify the AA within 48 hours upon learning of the vacancy or a prospective vacancy. 
�� Pursue all possible activities to fill the vacancy. 
 
19.1.3  Moderate Rehabilitation and Project Based Certificate Program 
An owner may be entitled to vacancy payments if a family moves out in violation of notice 
requirements in the lease or due to an eviction.  The owner may retain the HAP payment for the 
month in which the family vacated the unit and may claim up to 80% of the contract rent for a 
vacant period not to exceed one additional month, provided certain conditions are met. 
 
To claim vacancy loss, the unit must be available for lease and the landlord must: 
 

�� Notify the AA within 48 hours upon learning of the vacancy or a prospective vacancy. 

�� Pursue all possible activities to fill the vacancy. 
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19.2 Unpaid Rent and Tenant Damages 

 
19.2.1 Voucher Program 
 
Owners with pre-9/95 voucher contracts may file a claim for unpaid rent and tenant damages for 
the lesser of the amount owed the owner or one month’s Rent to Owner minus the security 
deposit the owner collected or could have collected.  If the owner failed to collect a security 
deposit the amount an owner may claim is reduced by the amount the owner could have collected 
but did not collect from the tenant.  
 
Unpaid rent applies only to the tenant’s portion of rent while the tenant was in residence under 
the assisted lease.  It does not include the tenant’s obligation for rent beyond the termination date 
of the HAP contract.   
 
To make a claim for costs associated with tenant damage, the owner must inform the AA that a 
claim will be made and permit an inspection before any repairs begin.  All claims for damages 
must be supported by the actual bills for materials and labor The landlord may not bill his or her 
own labor although the cost of the owner’s employees’ labor may be included. 
 
To be eligible for payment of unpaid rent or damage claims, the owner must document an effort 
to collect the amount owed from the tenant. 
 
19.2.2  Certificate Programs 
Owners with pre-9/95 certificate contracts may file a claim for unpaid rent and tenant damages 
for the lesser of the amount owed the owner or two month’s Rent to Owner minus the security 
deposit the owner collected or could have collected.  If the owner failed to collect a security 
deposit the amount an owner may claim is reduced by the amount the owner could have collected 
but did not collect from the tenant. 
 
19.2.3  Moderate Rehabilitation and Project Based Certificate Programs 
Owners may file a claim for unpaid rent and tenant damages for the lesser of the amount owed 
the owner of two month’s Rent to Owner minus the security deposit the owner collected or could 
have collected.  If the owner failed to collect a security deposit the amount an owner may claim is 
reduced by the amount the owner  could have collected but did not collect from the tenant. 
 


