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Introduction

Simply, the objective of théwo-Year ToolTYT)i s t o analyze a PHAO6s wutilizatio
basic leasing and spending scenarios to better indiesisions going forward in an effort to optimize the program. The
guidance thafollows is adetailed explanation of these of thigool. There are rany variables hat af f ect a
program,some ut si de of andsomatidascancbhe impactexdlby policy and operatranables including
Congressional funding, cost per unit trends, the rate at which partisileave the program (i.e. the attrition raaajithe

rate at which vouchers are successfully leased (including both overall success goestintess) As such, nany ofthe

steps in this guide requijedgment, as determining the valuepobjection variables can bsubjective.

The key to a useful projection is consideration of these variables, and with that considefatimed decisionsan be
made.

There are two sections specific to HUD and one specific to PtHAse sections are labellas such.

We encourage you to visit the HCV Tools Site, fohrede as well as the bitsize training videos, foundere

Two-Year Forecasting Tool Guide 2


https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/Tools
https://www.hud.gov/sites/dfiles/PIH/documents/PHA-TYT-HCVTrainingVideos.xlsx

HUD-Specific (Part I)
Process

The goalof the TYTis to facilitate aconversation with th®HA, in order to helpn developing an informed strategy, for
both the current and the following year, regarding voucher issuances, costs, and other daaisaersto run an optimal
and stable Housing Choice Voucher (HCV) program, to the extent allawBlieTYT allowsfor a straightforward
analysisusing allof these variablebeginning with the Monthly Utilization Report and ending with a conversation with
the PHA.

You are encouraged sihare forecastwith the PHA to facilitate your discussion with them, thé caeful to label and/or
characterize the TYT as HéQdoes hadictatemor reduirea PHAdA fal@viaspedifio N o T
leasing scenarioTo restate, PHAs make the final decisions, and HUD doesspscify the number of vouchersRHA
shouldissue orlease.

AThe Monthly Utilization Report serves as the "launching pad” for the Year Tool. The
most current version can be found on the Optimization SharePoint site.
AType the Scharacter PHA Code in the noted box (or, in the case of a combination PHA, enter
li . both PHA Codes in the two noted boxes), then click the "OpenYieen Tool" Button.
Utilization AThis report contains a great deal of other information that the user can access by noting the
Re port additional tabs at the bottom of the workbook.

Avalidate information (e.g. RNP, cash and investments, success rate variables, EOP rate, time
from issuance to lease, PUC, etc.)

AExperiment with different leasing scenarios, as well as other variable scenarios (e.g. proration,
offset) to determine the best options for a PHA.

Two-Year
Tool

ADiscuss a PHA's leasing plan; demonstrate the leasing scenarios in the TYT.
£On what key assumptions is the PHA basing its leasing plans?
ANote the PHA's decisions or plans, correct and note any new information from the P

PHA

AShare spreadsheet with the PHA; discuss PHA's variables.
. HA.
Conversatio

on the "IP Input and QA Check " tab of the TYT.

AUpload the required information from the TYT to InfoPafter reading through the QA chedk
[ai{e)2F-N{sW| ANote the result of the conversation with the PHA; discuss the PHA's plans and assumpt{ons.

Two-Year Forecasting Tool Guide 3



PHA-Specific
Settings

This worklook makes usef Visual Basic for Applications (VBA), a programming languaged for many Microsoft
Officegppl i cati ons. As the Arunningo of certain types
Office Suite to default ta higher security level. In order foFool to operate, one must change a few settings before
opening the Toollt is important to noteyou may want to reset your settings after using the-Year Tool. Hereis a
little video to assist in this process.

(NOTE 1: Settings are particular to users; some or all of thesensggpisot be required by users.)
(NOTE 2: PHA users can now create TYTs with-populated TYT data with the instructions foumetre)

(0]

The images below may vary slightly dependingyoar version of Office, buthe substance of the changes should remain

the same Below are the stepwith images, to allow the Tool to run appropriately.

1) Open a blank workbook in Microsoft Excel.
2) Go to FileA Options
3) Then Trust Centefy Trust Center Settings

Excel Options @
General
Help keep your documents safe and your computer secure and healthy.
Farmulas
Proafing Protecting your privacy
Save Microsoft cares about your privacy, For more infarmation about how Microsoft Excel helps to protect wour privacy, please
see the privacy statements.
language

Showe the Microsoft Excel privacy statement
Advanced Office.com privacy statement
Customer Experience Improvement Program

Customize Ribbon

k &ccess Toolbar ety more

ns Learn more about protecting your privacy and security from Office.com.

Microsoft Trustworthy Camputing
Trust Center
Microsoft Excel Trust Center
The Trust Center contains security and privacy settings. These settings help keep your )
computer secure, We recommend that you do not change these settings, Trust Center Settings...

4) There are two main settings touncheadkne wi t hin AProtected Viewd and
I

AProtected uxheeldvbn alpll e aBreotected View for files

E—
Trust Center @

Trusted Publishers

Protected Yiew

Trusted Locations X X ) . . X i L
Protected Wiew opens potentially dangerous files, without any security prompts, in a restricted mode to help minimize harm

Trusted Documents to your computer, By disabling Protected Yiew you could be exposing your cogputer to possible security threats,
Enable Protected Wiew for files originating from the Internet

Add-ins | Enable Protected ‘iew for files located in potentially unsafe locations
ActiveX s as | Enable Protected View for Outlook attachments G

Macro & H Data Execution Prevention

Protected “Wiews /| Enable Data Execution Prewention mode (i

Message Bar
External Content
File Block Settings

Privacy Crptions

Two-Year Forecasting Tool Guide 4
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https://youtu.be/8bb35PGQ-ms
https://portal.hud.gov/hudportal/documents/huddoc?id=tyt_pst_overview.pdf

55 I n AMacro SettfiBigabl e plelasmaches k

Trust Center @

Trusted Publishers

Macro Settings
Trusted Locations .
! Disable all macros without notification

Trusted Documents | Disable all macros with notification

71 Disable all macros except digitally sighed macros

@ Enahle all macros [not recommended; potentially dangerous cade can run) —

Developer Macro Settings

Add-ins

Ativel Se,

Macro Settings

Pratected Yiew |:| Trust access to the WEBA project object model
Message Bar
External Cantent
File Block Settings

Privacy Options

6) LY a! OGA@S: QKSSAA yaRE>o (LE SHfatS O2y i NBf aXé o

rust Center l_‘—J@ X

U] (RUE e ActiveX Settings for all Office Applications

Trusted Locations
Disable all controls without notification

Trusted Documents . I . - .
Prompt me before enabling Unsafe for Initialization (UFI) controls with additional restrictions and Safe for

Trusted Add atalogs Initialization (SFI) controls with minimal restrictions
Add-ins Prompt me before enabling all controls with minimal restrictions

® iEnable all controls without restrictions and without prompting (not recommended; potentially dangerous _
icontrols can run)

ActiveX Settings

Macro Settings
s Vi Safe mode (helps limit the control’s access to your computer)
Message Bar
External Content
File Block Settings

Privacy Options

7) Close Microsoft ¥cel and open the Twdear Tool.

8) AgairE o6 aSR &2 dzNJ | 2dza Ay mhay walztitirevhidithe e chargesdgiifitAis@ing & 2 d;
after using the Twex'ear Toal

9) Any issues whatsoever, feel free to contact Patrick at patrick.j.hatch@hud.gov.
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Monthly Utilization Report

For HUD users,ite most recent version of the Monthly Utilization Report can be foundedrete For PHA Users, the
most recent version of the MontHljtilization Report can be fourftere The Monthly Utilization Report serves as the
il aunchi ng pYedrdoof ioathertwhrds, itThe source of thdata that is moved into the TYTThe report
contains updated VMS and PIC data. Upon opening the Monthly UblizReport, an analyst will see below.

For the vast majority of tools, you wfirst enter the
five character PHA Code(e.g. MA002), into the ale PHA
yellow box denoted as suclsecondhit enter and you
will see the applicable information for the selected PH Enter PHA Code
populate. Third, after making sure no other TYTs are |

open, select tdeabl Teoh o
This will openand populate the Tw¥ear Tool for the
selected PHA. To note, if an analyst is exploring the

effects of a possible tr am
another, you will note t OR n o
below. Enter the receiving and divesting PHA®e nsfer PHA Selectio

two PHAs information will be combined, and an analy

will be able to run a TweYear Tool for a combined Sl Sl Year Tool

PHA. PHA PHA

* For HUD users,His report contains lots of data, outside even of what is moved over into th&@avolrool. Please
note the additional ks at the bottom. This information can also prove usefdétermining the details of certain TYT
numbers

** For both HUD and PHAiIses, when you cYeéeak T Of

Variablize It

youwillbe aske&a f ew t hi ngs. The first — Va
Adjustre nt s 0 (appl i e saboutredrrying foavardHsorde)of thef | . LTl e e e
changes made in prior toolSelect the variable(s) you would like to use in e youliets Sy e e Tuer e e
the TYT Date of last TP update -Tbuuan: ’iarsahlﬁ
9/5/201% 12:20:24 PM| Success Rate

[ Time to Success Rate
An analyst is also asked if the Tw@ar Tool should be generated with PBV " v—
attrition being offsefas these units should be filled upon vacancy). ;:;Aumw
Offsetting attrition will occur in the leasing chart, Column G. The default —
option is to offset. TR
Additionally, the user is asked if the Tool should automatically trend the P ; Sk
based on past PUC movemenughhave a strong, positive correlation to oﬂseﬁpwmﬁﬁd R
trend). The default is to trend. Offe PEV atrbon (4 pplcas)y Ot

{" Don't offset

Finally, there is also an option to say that the user is in the FMC. Ifthatbq _ .. ..
is selected,the Tw§ear Tool will open on t s o 2 strong per i ot trand, i ool may sutomalical brend the sbu

per unit cost (PUC}. This trend looks at the prior 12 months of PUC, You
tab . wiill s== this in Column M of the Projection Tsb. You may adjust this in
Calumn M of the Projection Tab or in Cell D35 of the ‘PUC.RE Analysis’ Tab,
Trend the PUC (if applicable]?
{% I have a fever, and the anly prescription... i more PUC Trending.

" Don't trend

1l get you, Toolbek.
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https://hudgov.sharepoint.com/sites/PIH2/HCV/UtilizationReports/Forms/AllItems.aspx?viewid=2e664fb6-dc56-440b-8405-9e21dcf6f65d&id=%2Fsites%2FPIH2%2FHCV%2FUtilizationReports%2FCurrent
https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/Tools

Two-Year Tool Detailed Steps

Two-Year Tool Variable Sections

Af ter clicki #&fgatrhel ofo®Opme rb uT w aeport, tha TYT Wi®petd tBioddly gpeakingan R
cells in yellow are editable by the analyshey can be updated, changedz@red out. The other cells are locked and
are populated from the Utilization Report, or are forruriaen.

This report will walk through the primary sect®please see the blank tool below

i

g
iy

et lele] mle el o el
el mietebo el
bbb o b | P o b o oo b

REEEEEEEEEREE| FEEEEEEEEREEE ;i

o e e
o e e
P e e s
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#1 z Beginning Year Reserves

The tool is populated witthe HUD-established CYE HHRsgereconciliation eclosure), the HUERestimatedExcess
Cash the PHAHeld Cash as 12/31 of the prior year (from VMg HUD Reconciled HHRandthe VMSreported
prior calendar yeaend (CYE)RNP (Restricted\et Positioni formerly Net Restricted Assets)

For purposes of budget authority, the tool uses thesgghorted/earend reserve@otal reserves). It starts with the
HUD-Held Reserves, adjusts forany PiHte | d Re s er v e s c(ersesf eCcrsaluldaleddy tldeisandiaE x
Management Division (FM]P to come to a total reserve (HUReconciled) number. This number is then subjected to a
cap of the cash available at the PHA to supportthefeMCl cul at ed A EX c eo®rss p@ i pldcéto Fir
assure the PHA does not start the year with reserves below $0.

In the example below, the PHA started with HBIBld Reserves of alost $.4million. The FMVD calculated an under
disbursement (PHA spent more money than was dishuficeetthe prior year of $.1 million. This $8.1M, for prior year
expenses, will bdisbursedrom the HUDHeld reserves o make t he PHA fAwholed for |
amountavailable to spend this yeaT his, then, allows the tool to use thedget authority in reserves available for
current year expenses. Were the AExcess Casho to
use the lower athe twoto assure the PHA has the cash in plageatoprojecteaxpenses.

h a\

Final ly, the bottom box s hows -RepoctedpriprayeaRNP .0 These tivo ninkbers e s s
(remember, AExcess ChRbdssh oc ailsc,uleastsieonnt icafl lay ,PHAGes FeMhd of
Pleasénvestigate differaces through discussions between the Financial Management Center (FMC) and the PHA

Total Cash-
Supported Prior
Year-End
Reserves

$2,335,882

$194,656

$6,621,118

HUD-Held Reconciliation

Cash Sufficiency Check

12.31.2015
Reconciliation

HUD-established
CYE HHR]
(Recon Line 33)|

$5,399,565

HUD-established
CYE HHR
(Recon Line 33)

HUD-estimated PHA-Held Cash
Tetal Funding Net Excess Cash| (33.0683,683) $78,338 12/31/2015
(Recon Line 24)| (VMS)
Total Fundin: aid b=
Available 9 $184.520,037 | $184,531,165 | $184.531 165 Reconciled| $2,335,882 $5,477,903 |Reconciled
(Line 34) (Cash Capped)
Lower of H17/117 Lower of H17/117
(May Override)| 2SS0 852 (May Override)

HUD-Reconciled Excess Cash v PHA RNP (12/31/2015)

HUD v. PHA ($3.139.205)| <-—-VMS EOY
difference;)  |_____ '? T? _____
§75.5220001 | o
y EOY Excess
0% of Eligibility] Cash-—>  |(53.063,683)
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#2 z Updated VMS information

e e An analyst should retrieve and inphie most current VM$formationinto

the TYT. This includes current year unit months leased (UMLs) and
ARV AL Scasdas current year housing assistance payments (HAP) expense. This information
is entered into the AACTUAL Leased

: columns, in the corresponding month. The TYTuxels a tool that will do
e e e 1] this, after retrieving the Data Collection Report (DCR) from VMS,
: automatically. Pl ease see fAAccess
e e e saad ?
o AD contveta a5 o1 ths 2

The third piece of information to gather from VN&S S
vouchers on the streeffoundonlinefi New v ou UMAs AL || ASERR |stemE e ATO0 g
M 0 Be Issu uctions
issued but not under HAP contracts as of the last day[_sane 14.284 5747 | $15366.619
of t h ewhinlogods tdColumnF of the TYT. - et 10789 1 S19462.910
In lieu of data on the amount of vouchers isse@ch s 1428
monthby the PHA, an analyst can use the total Jun-18 4522
vouchers on the street from the single, most recent Aug-16 14.337
month. This may be replaced with historic actual e faare
vouchers issued if availabldowever, when using Hove P
vouchers on the street, we only use them for the mos Tota] 171,927 2753% | $30510420 0 0
recent month, with no data input for prior months, T 14372
. . . €l i
otherwise we would be double countirignter this Mar7 14,444
number in the most recef—5s e
[ i Jun-17 14.444
i ssued, or projected to e e
Aug-17 14,444
Sep-17 14.444
Oct-17 14.444
Nov-17 14.444
Dec-17 14.444
Total 173,184 a $0 ] g

The bottom of thYTcont ai ns a th&wilbapol thé usdr 10 thoasenfromfew keygraphs Also, there

is a comment box at the bottom of the tool that states key considerations to consider when updating and analyzing a t

including informatonon RRandSPVs( | n t he case the PHA has a PBV or R,
appear showing historical information related to the

PIC, and other HUD systems.)

FHAHCAL Seganing veen Cedi & Pvesimenls (VIPS) o 84,562 709 conpar 25 10 RHP (S of 867,520 Curverl WIS Cash & investmerns of 34 797 732 companes 1 VS RHP pius UN= ol 34,470,243 SFa Add o
Pamap akraid facam en ee 4D prbmanad VASE sruztere PRV Durertly tha PHA eparie 130 ssrsd ETVe dr w lemnad P rele AP AR dArideinal ssring maiuk dasee enie 0 erbmaead PV fer whis oha P
NECANGY [y TEns on b Finaly, he PHA reporis O PEYS under SHAR. Most impanarhy, e Two-rear Tosl s nel @ prosen 13 e soked, bl a really o e eperenzed

Rewcdy, Set, Geaph b

Select a ﬁr:pH w

B:l]h,g.l'_mi; LiT:Iﬁ?..'LIﬁL:_ - ]
Spanding u. Funding |
Historical lssued, Mot Leased |VIAS)
Historical UMLs

Historical HAP

Pragram Spraad
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#3 z Leasing Rate Variables

Success Rate

The success raf€ell K5) is the percent of issued vouchers
that are successfully leased (and not returned to the PHA)
For example, if a PHA issues 10 vouchers and 7 are lease
up with 3 coming back to the PHA,h e PHAGO s s U
70 percent (7/10)The default success rate used in the tool
70 percent, but shoul d be
where available. This can be obtained from the PHA;
additionally, the TYT provides a tool that allofes an
analyst to track issuances and leaps to determine an
actual success rate. Pl ea
Annual Turnover Rate (Attrition Rate)

The annual turnover ra{€ell M5) is the percent of the
program that turns over each ye&or example, if a PHA
has annuahverage units leased 100, witha total of10 end
of participations (EOPdpr the yearthe attrition rate is 10
percent.

Thedefault attrition rate used in the Tool (Cell M§)a
staggered 1-Pnonth snapshot of EORencompared to
UMLs to generate an attrition raté@he information found
below (Cell M6) is information as of the end of the prior
month.

Program Projection Variables

Annual

Success Rate 68% T —— 4.7%
PIC EOF % as of
473002018 (591
EOPs): 4.49%
Time from Issuance
to HAP Effective Date
(Current: 2.7 months)
) *NOT FINAL*
% 'eadsae‘js'” 0 15% Infiation
Y Estimate
% leasedin 30
o 60 days 25% 22%
% leasedin G0
to 80 days =
% leasedin 90
to 120 days 25%
% leasedin 120
to 150 days ik

The amount of time it takes a PHA to perform the work of

| P H,;

nal

entering 5088 EOPs irPIC varies, insomecases taking a month or mor8o, this staggered snapslikely gives PHAs

enough timeo input all EOPsfor example data for the 12 months ended 12281/7 would bepulled at the end of

March2018 or later. However, tlat data is oldrand nay not capture any maj@&OP trend movementthpugh thoseare
not frequent) So,the tool hagwo numbers one likely complete, though delayed; the other, potentially incomplete, but
current. In many cases, the numbers are cldseother others, it may warrant a conversation with the PHA to determine

the best number to use in the ToG@lomparing the data is the key here. Of course,

Of course, if some other information is known that would cause the-fimwgrd EOP rate to diér from these historical
numbers, the Tool should use whatever rate is most likely to reflect attrition going forward.

Time from Issuance to HAP Effective Date

The time from issuance to HAP effective dé@ells K&K12) is the speed athich vouchesissuedare leasedUsingthe
number from the success raeampleabove say of the 7 that lease up, 2 lease up in the first 30 days, 1 in-@tedzly

the 60
eased

and 4 in to

percent |

range,
the A%

90

defaut variables. The TYT provides a tool that allows for an analyst to better determineGa$HAa c t u a |

ifAccess

example, vouchers may lease up at varying times during the month but be put into the-dagngrd0p. This wili

inexactly measure some HAP costs, but it will provide a decent estimate overall.

Estimated Inflation

day edmd@eday 1@ nc gel@entdr{ DpleT
AwitlBtide sucaesradeQthisdrdoymation ib paeapuldtet ith) , et

rate

A d d i The irdonneation uBed hidresistonlydstimatethe speed at which vouchers lease up; for

This box does not allow for user input. It is populated when HUD receives inflation numbers from PD&R. Absent that,
the default rate is 100%. Inddwal PHA inflation factors can make a large difference during the planning process.

Two-Year Forecasting Tool Guide

10



#4 z Per Unit Cost (PUC)

Per Unit Cost is the amount each voucher costs the PHA, on aveeageonth. The pctualProjected| | ovonide.

Two-Year Tool populates with actuals, where availabigl therusesthe last known ST

actual going forward. I n some cases, $1.121 ctual

reflective of future months PUC. In many cases, PUCs are tigitdbne direction. As a sz 51124

result, in all cases an analyst should review this information and determine what 21133

modi fications to make to the fAManual Pl s eo0 C(
$1,124

The TYT contai nsRBAntadlysemstoi ttlhad &P UGews :1132 51126 t to

PUCand rent burdetrends. This tab, as seen below, contains a chart showing three e

month rolling averages, the mortilrmonth change, and a graph showing a PUC trend §1.124
line. This information should be used to inform an analyst when adjusting PUE@s in th 51.126
i Over r i deTheredsaldromown that allows a user to automatically transfer thefp—=31.126

. . . . . . $1,126
projected threenonth rolling average and linear trends to the Projection Analysis Tab. $1.126
PLEASE EXERCISE CAUTION when using this option, as the prajactarried 1% B
forward, is using data that may include aberrations, etc. that are not indicative of futur $1.150
trends. The tab also contains a chart showing rent burden over time, as well as a charf——ars
looking at a uniweighted twebedroom FMR over time. :Hgg
$1:13[]
Some key questions tonsider: $1,129
I's the most current monthés PUC indicative of <coc

Does the threeonth rolling average significantly differ from the last actual?
Does the graph indicate a trend that using the last actual would omit?
Do thegraphs indicate a need to address rent burden by examining payment/subsidy standards?

1
T
T
T

PUC Analysis

PUC Analysis

Rent Burden
(% AGI)

2018

5780

$2,782,593

$453.09

2018

5,770

$2.807,563

3486 55

2016

5767

$2,867.708

$437 76

2.20

$485.538

2016

5775

2,775,674

$480 654

-3.34%

3488 16

2016

5,776

$2,738,304

464,47

080

$487.46

2016

BN

$2,809,667

486,08

0.33%

$453.73

2018

55

$2,804,702

#4566

-0.09%

#4585 41

2018

5,755

$2767.605

3480 30

-0.96%

$484.22

2016

5,730

$2 848,502

$436. 77

3.30

348778

2016

5663

$2.781.009
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#5 z Budget Authority

The TYT allows for an analyst to run scenarios using different Y2arsl 3HAP proratiors (Cells H6 and Hyand
Admin FeespercentagefCells H11 and H1R as well as different Years 2 and 3 Offset numfgeedls H8 and H9)

A proration of HAPFundsand/or AdminFeesmeans a PHA is eligible for $XX dollars, but because Congress
appropriated an amount less than eligibility, the amount needs to be reducatth the available dollars.

HUD has established, in prior years, a position of determining "excess" relsaseeson size (<250 units, 12%; 2880

units, 6%; =500 units, 4%). HUD then determines the amount of funds needed from the offset (for such objectives as
raising the proration, supplementing the shortfall pot, etc.). Then, from this "eligible fdreoftess reserve" pot of

funds, HUD determines the percentage needed to attain the number needed for offset.

In other words, HUD determines a % of the "excess" reserve pot that is needed. This number is populated based on
information from priotyears and bedtnown information to date. In 2016 and 2017, HUD used a 14% and 16%,
respectively, cut for "excess" reserves.

HUD, also, has a history of protecting certain categories from offset. Please see, for example, the 2018 funding notice
This tool takes into account the PHA size thresholds (see above discussion) and VASH full leasing reserve protection (
for the offset in Year 2).

While theTYT provides much of the

other information showon the left,

these cells are available for adjustme

based on information not contained in

the Monthly Utilization Report.

Notably, f a PHA receives an allocation

of tenant protection vouchers during the
year, ACC units and funding aasvarded

and need to be reflected in the TYT.

This can be done viate fiNew ACC
Unitso tool found in
Addi ti onal Tool so bu
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