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Job Aid for Building/Unit Exclusions and Unit Designations

Job Aid for Entering Unit Exclusions and Unit Designations

Background: The September, 2005 PIC release added functionality in the Development
submodule to mark individual units as formally designated for “Elderly”, “Disabled” or “Mixed”
use, or to be excluded from the units required to be reported on Form HUD 50058. The new
options offer many variations and processing considerations. Some can be chosen by HA Users
and others are restricted to HUD Users. We will focus here on excluding units from the Form
HUD 50058 reporting requirement.

There are two possible general exclusion areas:

“Exception” which includes:
Conversion Unit (unit split)
Merged Unit (no longer a separate unit)
Non-dwelling Unit Used for Anti-Drug Activities
Non-dwelling Unit Used for Economic and Self Sufficiency Purposes
Non-dwelling Unit Used for Other Purposed (e.g. office)
Occupied by Non-Assisted Employee

Occupied by Non-Assisted Person Providing Tenant or Neighborhood-Oriented Services

“Vacant or Otherwise Occupied” which includes:

Occupied by Over-income Family

Occupied by a Police Officer

Vacant Undergoing Modernization

Vacant as a Result of Court Litigation
Vacant by Law

Vacant due to Casualty Loss

Vacant due to Make-ready or Lease-up Time
Vacant due to Market Conditions

Vacant due to Natural Disaster

Vacant due to RMC Funding (not to be used)

“Exception” exclusions must be entered by HUD Users. “Vacant or Otherwise
Occupied” exclusions may be entered by HA or HUD Users.

Similarly, unit designations of “Elderly”, “Elderly and Disabled” “Family” Or
“Family and Disabled” may be entered by either HUD Users or by HA Users.
However, Official Designations of “Disabled”, “Elderly” or “Mixed” must be
entered by HUD Users because the PHA’s Designation Plan must be approved by
HUD.
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The chart below shows the various options at a glance. Items highlighted in yellow
may be done by any user; those in turquoise must be done by HUD users.

By HUD | By HA
Action Category|Pull-Down Selection Options User User
Unit Designation [Elderly and Disabled X X
Elderly Unit X X
Family and Disabled X X
Family Unit X X
Not applicable* X
Official Designation - Disabled X
Official Designation - Elderly X
Official Designation - Mixed X
Exclusion Reasons
"Exception"  [Conversion Unit* X
button Merged Unit* X
Non-dwelling Unit Used for Anti-Drug
Activities™ X
Non-dwelling Unit Used for Economic Self
Sufficiency Services™ X
Non-dwelling Unit Used for Other Purposes* X
Occupied by Non-Assisted Employee X
Occupied by Non-Assisted person Providing
Tenant or Neighborhood-Oriented Services X
"Vacant or
Otherwise
Occupied"” button|occypied by Over-Income Family X X
Occupied by Police Officer X X
Vacant- Undergoing Modernization X X
\Vacant as a result of Court Litigation X X
\Vacant by Law X X
\Vacant due to Casualty Loss X X
\Vacant due to Make-Ready or Leaseup Time X X
Vacant due to Market Conditions X X
\Vacant due to Natural Disaster X X
\Vacant due to RMC Funding X X

Now let us take a look at how to process several unit exclusion cases:

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

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

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

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

Here are the details.

HA User — Entering a “Vacant or Otherwise Occupied”” Reason:
) Unit Details - Microsoft Internet Explorer,

File Edit ‘ew Favorites Tools Help

@Back - _/, Iﬂ IEL| _;\J /.-\" Search ‘::1‘\'/ Favarites @Media {‘;{ i ;»ﬂddress |§1 https:/fpictest. hud. gow/picfpicunitsfunitdetails. asp V| Gﬂ
Links (=) HUD Admin (05 Misc (5 PIC SEFF () PIH Skuff
[ Building TSuhmissiun T ,;ﬁ,‘f,,ﬁ‘fm T ﬂ..“;m,ipy =
Unit Approval nssﬂ:wm

Unit List Building/Unit Data Transfer Upload Error Report

HQ Diwision: Public and Indian Housing

HQ Office PO Field Operations

Hub: 6HNWO New Orleans Hub

Field Office: 6HPH NEW ORLEANS HUB OFFICE

Field Office HA: LAOO4 LAKE CHARLES HOUSING AUTHORITY
Covelopment Pisical Developrment: LA004001 BOOKER T WASHINGTON CTS

Thit Mumber: 0040 Building 000040
Entrance Number: 001 Buldmg Entrance Address: 1901 MILL STREET #535-A
ACC Tait Tndicator: ® Yes ONo

. . 4} yOver—InCDme Farnily
Door Mumber: l:l Floor Mutber: Accupied by Police Officer
Bedroom Count: * Uit Designation: Wacant as a result of court litigation

Wacant by law

Wacant due to casualty loss

“acant due to Make Ready or lease-up time
Unit Status Type: Initial Approval Completed TUnit Status: Vacant due to market conditions

“acant due ta natural disaster

Wacant due to BRMC funding

“Wacant i undergoing modernization

Eeason for Exception: Select Reason v

Effective Date: I:l * MM/DDYYYY

3
@ Done é \3 Local intranet
3 Unit Status Changs Comments - Wicrosoft Inter.... [ ) 1BX) Click the “Vacant or Otherwise Occupied” radio button. A comment
Defoult Comment: box opens up. Provide a comment to justify the exception or reference
Dser rbharmon s ehangec the Uit tatus o 1. 2 a file document that contains the justification. Click “Save” and the

_ comment box closes. Click the triangle at the right edge of the
oo for Change “Reason for Exception” data field to open the pull-down list of
i:'f‘:c:"":“"‘sflﬁ"ljj‘zju‘:f‘t/;“l“;o“;“’“‘°‘3 exception reasons. Click a reason and the pull-down list closes. Enter
ave ©o ustaral gissster | the effective start date of the exclusion reason and click “Save”.

Note: Please remernber to click the ‘Save’ button on the Unit HUD User — Entering an EXCepthn Reason:

Details page to save the Unit Status changes
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43 Unit Details - Microsoft Internet Explorer provided by HUD

File Edit Wiew Fawvorites Tools Help |"

OBGEK < G) < |ﬂ @1 D /':'Search .7 Favorites 421 T g || v ﬂ Address |€| https:,l’,l’pictest.hud.gov,l’pic,l’picunits,l’unitdetails.asp?UnitNo=DDSD?4Ej GD
Links [5PICBHUD [[3)PerstFin [ WebHost [ MiscPC (05 Other NTKI [ Google

HUD HOME PIH HOME Q&EA SEARCH/INDEX E-MAIL
- - FCR Unit Maintain
( Building Tsuhmlssmn T T Inventory

Development Unit Approval Reports

Unit List BuildingfUnit Data Transfer

Upload Error Report

H©) Division: Public and Indian Housing

H) Office: PO Field Operations

Hub GHNWO New Orleans Hub

Field Office: 6HPH NEW ORLEANS HUB OFFICE

Field Office HA LA0O4 LAKE CHARLES HOUSING AUTHORITY
Physical Development: LA004001 BOOKER T WASHINGTON CTS

Development

Unit Information

Unit Mumber: 0050 Building 000050
Entrance Mumber: 001 Building Entrance Address: 1901 MILL STREET #539-A
ACC Ut Indicater: & Yes Mo -
Dioor Mumber: Floor Mumber: 1 *
Bedroom Count: 2 * Tt Designation: | Family Unit ﬂ
™ Exception
* Mot Reported
Uit Status Type: Initial Approval Completed Uit Status: ot heperte

 Ocoupied by Assisted Tenant
™ Wacant Or Otherwise Occupied

THm mbierm Thmdm NC 24 Mnnc R s datatald j
&] Done Sy |4 Inkernet
1 3 b 2
EYT—— This works the same way as the “Exception” works for HA users.
Default Comment: Cl k th “E t ’9 d b tt A tb P d
Uses shcanon s changed he Uit Stabs fom IE. ick the “Exception” radio button. A comment box opens up. Provide
EXCET a comment to justify the exception or reference a file document that
Reason for Change : |Change in Use = contains the justification. Click “Save” and the comment box closes.
Enter Comments: (If1efi blank, the default comment will be stored) . .
| 7 Click the triangle at the
right edge of the “Reason
- for Exception” data field to
open the pull-down list of
Save Cancel exception reasons. Click a
Note: Please remember to click the ‘Save’ button on the Unit reason and the pull_down
Details page to save the Unit Status changes hst closeS. Enter the
Eoere 8@ et effective start date of the

exclusion reason and click
“Save”. The comment box closes.
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<R Unit Details - Microsoft Internet Explorer provided by HUD

File Edit Vew Favortes Tools Help :,'
Qback - Q) - ¥ @ | D Search <% Favorites €2 (R~ i (=Y Address ‘@ hittps:fpictast, hud, gov/ pic/picunits/unitdetails, asp j = =
Links [C5)PICEHUD (5 Pers&Fin (5 WebHost |5 Misc PC (25 Other NTKI Google

HQ Office: PO Field Operations [=]
Hub: GHNWO New Orleans Hub
Field Office: GHPH NEW ORLEANS HUB OFFICE
Field Office HA: LADO4 LAKE CHARLES HOUSING AUTHORITY
Development Physical Development: LAO04001 BOOKER T WASHINGTON CTS
Uit .
0050 Buil : 000050
Mumber ding
Building
i““;‘“ 001 Entrance 1901 MILL STREET #539.A
b Address
ACC Tt
o o
Indicator, Tes © Mo
Door ’— Floor
Iumber Number:
Bedroom " Tt
2
Count: Designation
Conversion Unit
Tni Merged Unit
it Initial Approval . Mon-Dwelling Unit used far Anti-Drug Activities -
Status Completed Unit Status: |Non-Dwelling Unit used for Economic Selft-Suficiency Sendces
Type: MNon-Dwelling Unit used for other purposes
Occupied by Mon-Assisted Emploves
Occupied by Non-Assisted Person Providing Tenant or Neighbourhood-Oriented Services
Eeason for
|Se|ec1 Reason ﬂ
Exception:
Effective * WIMDDATY
Date ~|
&] Done S |4 mnternst

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

) Unin Details - Wicrosatt Inbernet Explarar provided by LD

e ta e Froms b e - C ts - Microsoft Internet Expl
Otk = - (8 @ G S Sewth P @ | (5l - D Addewss i o toeees hat porfoent e s niomconi 7] (£ o omments - Microsofl Internet txplorer
Uinks (M0 3 Persbfn L et (M ) a0 G

Building/Linit Data Transier Uplaad [ rror Legert

Default Comment:

Pbiic and Indian hassing User thharmon has changed the Unit Type fom FA to TTA
b Fiad Opanatinm

AHIPANO Wew Cibeans Mub
SHPH HEW ORLEANS HUR OFFICE Reason for Change : Change InUse
LADRE LAKL CHARLES MOUSING SUTHORITY
LAGKEO1 BOOKER T WASHINGTON CTS

Enter Comments (If left blank, the default conuuent will be storec)

L) Busldng s Example of changing unit designation
™ Bualding Entrance Addreas: 1901 MILL STREET 5539.4 to 'not applicable’|
Yes N
- [ Floar Humber fr
g E et Dessgraion [

T Stanst Thpe Maskad Appraval Comphesed et Srars

s Draceling U
Acthisies
CaTE

Mo EX L
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