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1.0 FORM 50058

Form 50058 module in the IMS PIC system alows HUD to aobtain the information about the people who
participate in the subsidized housing programs. PHAs (Public Housing Agencies) use the Form 50058 to
electronically submit the data about the tenants to HUD.

Form 50058 module consists of the Submission sub module, Viewer sub module, Reports sub module,
and the Tenant 1D Management sub module. The Submission sub module allows the HA user to submit
the Form 50058 file to HUD for processing. The Viewer sub module allows the user to view all sections
of Form 50058 that the user submitted for the tenants. The Reports sub module alows the user to run
various reports in order to access and analyze the information about the tenants and PHAs all over the
country. The Tenant | D Management sub module allows the user to generate AlDs (alternate ID
numbers for people who do not have SSNs), replace IDs, identify duplicate tenants, resolve duplicate
tenant instances, and replace IDs.

IMSUser Manual Version 1 Page 1-1 04/16/2010
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1.1 REPORTS

The Reports Sub M odule allows you to access various reports that provide analyzed Form-50058 data
for different PHAs and the various statistical data for the PHAs themselves. Through this sub module,
you can run these reports at any time to track the efficiency and performance of the PHAs.

1.1.1 Generating a Report

The following sections describe how to generate reports after you have logged on to PIC and navigated to
the Reports Sub Module.

Each section describes the steps required to produce one of the reports available in PIC (see Figure 1).
Y ou can access each section by clicking the desired tab on the top of the Reports Sub Module.

rer [ Rentcale [ mas | semap | wewawn [ FEME

Hudge
Reexarm Decon Mob &Fort | oo aarages

Incame

Delinguency Query

Field Offices

Field Office: |0APH - WASHINGTOMN STATE OFFICE A
OCPH - ALASKA STATE OFFICE [
IEFPH-DREGOMN STATE OFFICE
1APH - MAZSACHUSETTE STATE OFFICE
1EPH - CONMECTICUT STATE OFFICE
1FFH - NEWY HAMPZHIRE STATE OFFICE  +

Figure 1: The Reports page with the Delinquency Report selected

1.1.2 The Delinquency Report

The Delinquency Report allows you to view the number of Form 50058 submissions that the PHA is
required to submit and the number of Form 50058 submissions that were actually submitted. It includes
the Form 50058 submissions for public housing, voucher funded assistance and Mod Rehab program
types. It aso includes the number of Form 50058 submissionsthat is planned for each PHA.

For public housing program type, the number of Form 50058 submissions required equals to the number
of unitsavailable for occupancy by the tenants who require subsidized housing. Thus, the number of
Form 50058 submitted equals to the number of units occupied. It allows the user to see how efficiently
the PHAs within the field office that the user selected use the avail able inventory of units.

The number of Form 50058 submitted divided by the number of From 50058 submissions required, result
in the reporting rate. HUD uses the reporting rate of aPHA’s FYE (fiscal year end) for SEMAP (Section
Eight Management Assessment Program) scoring, or for potential public housing and voucher-funded
assistance sanctions. By monitoring the quantity and the timeline of the Form 50058 submissions, the
PHA ensures that the program provides the most current data as well.

Field offices can use the Delinquency Report to review the reporting rates for the individual PHAS, or the
field offices themselves. Based on the reporting rate, HUD can determine reporting sanctions.

IMSUser Manual Version 1 Page 1-2 04/16/2010



e
"

o A Real Estate Assessment Center (REAC)
-4 || I 3 Inventory Management System (IMS)
h,‘,ﬁl | -~

— 1.0 Form 50058

To run the Delinquency Report, click the Delinquency tab on the Reports sub module page (see Figure
1). Then, the user must select the field officein the Field Officelist. Once the user clicks the Report
button, the program displays the Delinquency Report.

1.1.2.1 Information Presented in a Delinquency Report

When you complete your selections and click the Reports button, the program displays the Delinquency
Report for the field offices you have selected. The program lists the selected field offices in the report
heading at the top of the screen, and the report dataincludes all the PHAs within the field offices the user
selected. The heading also includes the report’ s start and end dates.

The report data consists of information from the most recent Form 50058 submissions. The effective dates
include the last day of the preceding month and 16 month back. For example, the effective dates for the
Delinquency Report as of January 1%, 2010 will be September 1% 2008 through December 31% 2009. If the
effective date is in future, the report accesses the most recent historical record for the tenant that iswithin
the 16 month effective date range.

The report includes the submissions for the following action types: New Admission, Annual
Reexamination, Interim Reexamination, Portability Move-In, Other Change of Unit, Flat rent Annua
Update, and Historical Adjustment.

The program presents the report datain form of two report tabs: the Program Typetab and the Detailed
Report tab (see Figure 2). The Program Type tab displays the information for asingle program type for
each PHA within the sdlected field office. The report displays the program types in form of sub tabs. If
the user needs to view the report information for a particular program type, the user must click the
appropriate sub tab.

The Program Type tab includes the following sub tabs (i.e. program types): the Public Housing sub tab,
the Voucher Funded Assistance sub tab, the M od Rehab (Moderate Rehabilitation) sub tab, and the
SRO (Single Room Occupancy) sub tab. The program displays the planned and actual Form 50058
submission number and the calculated report rate.

If you click the number in the 50058 Received column, the program will display the list of the Form
50058 submissions for the appropriate PHA. It provides the details on every household the PHA has
submitted Form 50058 for, such as the head of household information, the building, entrance, and unit
information that they occupy, the type of action, the effective and the update dates (see Figure 3).

The Detailed Report tab alows you to view the report information for al programs typed for each PHA
that is associated with the selected field office. Thisway, the user can compare how well PHASs perform
in various programs. If the user has selected multiple field offices, the program will allow them to view
the information for only one field office at atime.

Y ou can view Delinguency Report table information in ascending or descending order by clicking the up
or down arrow in any of the column you want to view.
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Figure 2: The Delinquency Report
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Figure 3: Form 50058 submissions list

The program includes the following type of information in the Delinquency Report Program Typetab,
Public Housing sub tab (see Figure 2):

e HA code and name.
e HA FYE: the month and day of the fiscal year end for the particular PHA.

e ACC Units: thetotal number of subsidized unitsin the public housing program.
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50058 Required: the number of Form 50058 submissions that a PHA isrequired to submit.
50058 received: the number of Form 50058submissions actually submitted.
Difference: the difference between the number of Form 50058 submissions planned and received.

Reporting Rate: number of planned form 50058 submissions divided by the number of Form
50058 submissions actually received.

Forms Received: the number of Form 50058 submissions within the particular time frames (last
month, last 3 months, last 6 months).

Summary Information: at the end of the report provides the summarized information for the field
office selected.

The program includes the following type of information in the Delinquency Report Program Typetab,
Voucher Funded Assistance sub tab (see Figure 4):

HA code and name.
HA FYE: the month and day of the fiscal year end for the particular PHA.
ACC Units: the total number of subsidized unitsin the voucher funded assistance program.

VMS Units Leased: total leased units from the Voucher Management System as of the date
shown in the next column.

As of: the month and the year of the latest PHA submission to VMS. The month should aways be
aquarter end (03, 06, 09, and 12).

Port Outs: the number of Form 50058 submissions of other PHASs that bill this PHA for tenants
that move in the subsidized housing under other PHAS.

Port Ins: the number of Form 50058 submissions of this PHA that bill other PHASs for tenants that
move in the subsidized housing under this PHA.

50058 Required: the planned number of Form 50058 submissions.
50058 Received: the number of Form 50058submissions actually submitted.
Difference: the difference between the number of Form 50058 submissions planned and received.

Reporting Rate: number of planned form 50058 submissions divided by the number of Form
50058 submissions actually received.

Forms Received: the number of Form 50058 submissions within the particular time frames (last
month, last 3 months, last 6 months).
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Figure 4: Delinquency Report, Voucher Funded Assistance sub tab

The program includes the following type of information in the Delinquency Report Program Typetab,
Mod Rehab sub tab (see Figure 5):

e HA code and name.
¢ HA FYE: the month and day of thefiscal year end for the particular PHA.
o ACC Units: the total number of subsidized unitsin the public housing program.

¢ 50058 Required: the planned number of Form 50058 submissions under the moderate
rehabilitation program type.

o 50058 Received: the number of Form 50058submissions actually submitted under the moderate
rehabilitation program type.

o Difference: the difference between the number of Form 50058 submissions planned and received
under the moderate rehabilitation program type.

¢ Reporting Rate: number of planned form 50058 submissions divided by the number of Form
50058 submissions actually received.

¢ Forms Received: the number of Form 50058 submissions within the particular time frames (last
month, last 3 months, last 6 months).

e Summary Information: at the end of the report provides the summarized information for the field
office selected.
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Figure 5: Delinquency Report, Mod Rehab sub tab

The program includes the following type of information in the Delinquency Report Program Typetab,
SRO sub tab (see Figure 6):

e HA code and name.

¢ HA FYE: the month and day of the fiscal year end for the particular PHA.

o ACC Units: the total number of subsidized unitsin the SRO (Single Room Occupancy) program.
e 50058 Required: the planned number of Form 50058 submissions under SRO program.

e 50058 received: the number of Form 50058submissions actually submitted under SRO program.

o Difference: the difference between the number of Form 50058 submissions planned and received
under SRO program.

¢ Reporting Rate: number of planned form 50058 submissions divided by the number of Form
50058 submissions actually received.

¢ Forms Received: the number of Form 50058 submissions within the particular time frames (last
month, last 3 months, last 6 months).

¢ Summary Information: at the end of the report provides the summarized information for the field
office selected.
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Figure 6: Delinquency Report Program Type tab, Mod Rehab sub tab

The program includes the following type of information in the Delinquency Report Detailed Report tab,
(seeFigure 7):

e HA code and name.

¢ HA FYE: the month and day of thefiscal year end for the particular PHA.
e Program Type: the program type for which the information is reported.

o ACC Units: the number of subsidized units under every program type.

e VMSUnits Leased: total leased units from the Voucher Management System as of the date
shown in the next column.

o Asof: the month and the year of the latest PHA submission to VMS. The month should always be
aquarter end (03, 06, 09, 12).

e Port Outs; the number of Form 50058 submissions of other PHAs that bill this PHA for tenants
that move in the subsidized housing under other PHAS.

e Port Ins; the number of Form 50058 submissions of this PHA that bill other PHASs for tenants that
move in the subsidized housing under this PHA.

e 50058 Required: the planned number of Form 50058 submissions.
e 50058 Received: the number of Form 50058submissions actually submitted.

¢ Difference: the difference between the numbers of Form 50058 submissions planned and
received.

¢ Reporting Rate: number of planned form 50058 submissions divided by the number of Form
50058 submissions actually received.
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e Forms Received: the number of Form 50058 submissions within the particular time frames (last
month, last 3 months, last 6 months).

e Summary Information: at the end of the report provides the summarized information for the field
office selected.
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Figure 7: Delinquency Report, Detailed Report tab

Y ou can set the program to display the report data either in the pie chart or abar graph form (see Figure
8).

& Bar Graph for Reported Information

= Pie Chart for Reported Information

& Bar Graph for Forms Received

Figure 8: The icons available for displaying table data in a Bar Graph or Pie Chart
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The Delinquency Report screen contains three options for further use of the data (see Figure 9):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

e Print Page: The report prints as a Web page.
Note: For the best results, print in landscape orientation.
¢ View Entire Report: All report subcategory tables are displayed together on one screen.

w B |la

Prownkead o Bt Pond Pags Wiew =ibee Sopaal

Figure 9: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.3 Reexam Query Report

The Reexamination Report provides information about annual reexaminations and flat rent annual
updates. PHAs are required to examine the income and family composition of each assisted family at least
annually. For familiesin the public housing program paying aflat rent, PHASs reexamine the income at
least every three years, and the family composition at least every year. It isidentified asthe flat rent
annual update, and is completed within the two years between reexaminations. The Reexamination Report
provides information for the following program types: public housing, vouchers, certificates, moderate
rehabilitation, and SRO.

PHAs can use the report to monitor tenant information. If the tenant information becomes old and
outdated, the report indicates that and provides the opportunity to PHAS to update the tenant data. PHAS
can a so use the report to improve their performances, since the report displays the head of households’
names and social security numbers with an upcoming or overdue reexamination or flat rent annua update.

PHAs can run this report at the project level and reveal if there is alarge number of |ate reexaminations or
flat rent annual updates on specific projects. This may happen due to staffing or training problem that they
can address to improve their performance.

HUD personnel can use this report to monitor the quality and efficiency of PHA work. Late
reexaminations or flat rent annual updates may result from poor management, or from the tenants who
actually moved out, but the PHAs failed to submit the EOP record to PIC.

To run the Reexam Query Report, the user must select the appropriate program type in the Program
Typéist, and click Select.

Then, the user must select the desired level of information (see Figure 10). User can run this report only
for asingle PHA, thus they must select either the Public Housing Agency option, or the Proj ect option
(for public housing only).
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Figure 10: Select Level of Information option of the Reexamination Report

After selecting the desired option in the Select L evel of I nfor mation area, the user must select the
desired geographic subset in the Housing Agency Selection list. The available options are: Within a
State, Within a State and County, or Within a Field Office. After the user selects the desired option,
they must click Select (see Figure 11).
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Figure 11: Geographic subset option of the Reexamination Report

After the user selects the desired geographic subset, the user must select the appropriate PHA to run the
report (see Figure 12). Then, the user must click the Report button to run the report.
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Figure 12: HA Selection list option of the Reexamination Report

1.1.3.1 Information Presented in the Reexam Query Report

When the user clicks the Report button, the program displays the Reexam Query Report (see Figure 13).
The report lists the households that are due for the annual reexamination, or the flat rate annual update.
The report displays the following information:

¢ Report Item No: the sequential number list of al the itemsin the report.
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e Head of Household Name and SSN: the name and the social security number of the head of
household.

e Date of the Last Annual Examination: the effective date of action for the new admission, annual
reexamination, annual reexamination searching action types. It also displays the date 12 months
prior to the projected effective date of the next reexamination for the interim reexamination,
portability move-in, other change of unit and historical adjustment. For the flat rent public
housing program the date of last annual examination will be the effective date for the records
submitted for the flat rent annual update action type.

e Action Type: the program displays the number of the action type submitted for the tenant.

e Number of Months since the Last Annual Examination: the number of months since the date of
the last annual reexamination.
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Figure 13: The Reexamination Report

The Reexam Query Report screen contains three options for further use of the data (see Figure 14):

o Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

o Print Page: The report prints as a Web page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 14: The options for further use of report data

IMSUser Manual Version 1 1-12 04/16/2010



e
"

o A Real Estate Assessment Center (REAC)
T;f "|I| I A Inventory Management System (IMS)
it

1.0 Form 50058

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.4 KMI (Key Management Indicators) Report

The Key Management Indicators (KMI) Report provides information on the volume of PHA activity,
identifies possible discrepancies, and includes descriptive datarelated to PHA policies. This report helps
identify strengths and weaknesses of a PHA or project.

PHAs can use the KMI Report to view the information about the volume of the PHA activity, review
information related to particular projects, or compare different projects. PHAs can also identify possible
discrepancies, or reveal troubled projects. PHASs can use this report to assess their rent policies based on
the fair market rent levels published by federal register.

Fenily Self -Sufficiency (FSS) data shows how many familiesa PHA has enrolled in its FSS program, the
number of families with an escrow account, the number of participants who completed their contracts
successfully, and the number of participants who left the program and moved to homeownership. This
data provides an overview of a PHA’s FSS program.

KMI Report can also help PHAS to monitor resident occupancy issues and assess if the PHA’ s housing
inventory meets current housing needs. For example, a PHA may not have a sufficient number of larger
units to meet the needs of its resident population. The KMI Report shows the distribution of families
requesting accessi bility features and the percentage of families that received a fully accessible unit.

Field offices can use this report to compare management indicators of different PHAS, which are similar
in size, and identify those who do not meet the performance level required. Field Offices can analyze this
report to determine the number of families participating in a Family Self-Sufficiency program who have
escrow accounts at a particular PHA and the number of families completing their FSS contract.

With this information a Field Office can find a high-performing PHA using PIC reports and determine
how they address operational issues or management problems. Field offices can then share this
information with other PHAs in their jurisdiction.

To run the KMI report, the user must select the program type in the Program Type list. Then, the user
must select the geographic subset in the Select Level of I nfor mation area. The user can select one of the
following options: National, State, Field Office, Public Housing Agency, and Project. After the user
selects the desired options and clicks the Report button, the program displays the KMI Report (see Figure
15).
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Figure 15: The KMI Report Settings

1.1.4.1 Information Displayed in the KMI Report

The Families tab of the KMI Report displays the current (for the last sixteen months as of the last day of
the previous month) information about the families involved in the program type that the user selected in
the geographic subset (see Figure 16).
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Figure 16: The Families tab of the KMI Report

The Families Reported section of the report displays the summarized information about the number of
Form 50058 submissions for the program type the user selected in the geographic subset that the user
selected. The Families Reported section displays the following information:

e The geographic subset (the option that the user selected in the Level of Information area).
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e 50058sreceived (#): the number of Form 50058 submissions received.

e End of Participation (#): the number of Form 50058 submissions with the end of participation
type of action.

e Portability Move-Outs (#) (Vouchers Only): the number of Form 50058 submissions with the
portability move-out type of action.

The Digtribution by Families Reported section displays the percentages of Form 50058 submissions for
every type of action.

The Discrepancies tab of the KMI Report displays the information about the families whose incomeis
greater than 80 % of the median income, and the number of units where the number of bedrooms exceeds

the number of members of household (see Figure 17). The Discrepanciestab of the KMI Report displays
the following information:

e The geographic subset (the option that the user selected in the Level of Information area).

e Percent of Admissions of Over-Income Families (%): percent of Form 50058 submissions with

the action type 1 (new admission) for families whose income is greater than 80 % of the median
income.

e Units where the Number of Bedrooms exceeds the Number of Family Members: in this section
the report displays the total number of families that live in the units where the number of
bedrooms exceeds the number of members of household. Then, the program displays the percent
of elderly and disabled familiesthat live in the units where the number of bedrooms exceeds the
number of members of household, and the percent of units with two or more bedrooms than the
family members.
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Figure 17: The Discrepancies tab of the KMI Report

The FSS/Special Programs tab displays the information about the families who enrolled and/or
completed the FSS contract (see Figure 18).

The Family Self-Sufficiency option of the KMI report displays the following information:
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e The geographic subset (the option that the user selected in the Level of Information area).

e Number of Families Enrolled (#): the number of families who enrolled in the FSS program.

e Number of Families Enrolled with Escrow (#): the number of families who enrolled in the FSS
program with an escrow account.

e Number of FSS Families also Receiving Homeownership Voucher (#) (Homeownership
Vouchers only): the number of families who enrolled in the FSS program and the homeownership
program.

o Number of Families that Completed the FSS Contract (#): the number of familieswho enrolled in
the FSS program and compl eted it.

e Number of Families that Completed the FSS Contract and Moved to Homeownership (#): the
number of families who enrolled in the FSS program, completed it, and moved to
homeownership.
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Figure 18: Family Self-Sufficiency option of the FSS/Special Programs tab (KMI Report)

If the user selects the Special Programs option, then the program will display the number of families
participating in one of the following programs (see Figure 19):

WtW (Welfare to Work) program (Vouchers only).

FUP (Family Unification Program) (\V ouchers only).

MS 1 (Mainstream one year) (Vouchers only).

MS5 (Mainstream five years) (Vouchers only).

PHRR (Public Housing Relocation/Replacement) (V ouchers only).
PHDES (Designated Public Housing) (V ouchers only).

MFDES (Designated Multifamily Housing) (Vouchersonly).

LIT (Litigation) (Vouchersonly).
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e PA (Project Access) (Vouchers only).
e EDSS (Economic Development and Supportive Services) (Public Housing only).
e ROSS (Resident Opportunities & Self Sufficiency) (Public Housing only).
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Figure 19: Special Programs option of the FSS/Special Programs tab (KMI Report)

The Utilities and Rent tab of the KMI Report provides information on the utility arrangements and rent
for families enrolled in the program type that the user selected.
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Figure 20: The Utility Arrangements option of the Ultilities & Rent tab (KMI Report)

The Utility Arrangements option of the Utilities & Rent tab allows the user to view the following data
on the report (Figure 20):

e The geographic subset (the option that the user selected in the Level of Information area).

e Familieswith Utility Allowance: the number of families who receive utility allowance. It
excludes families who pay flat rent. The percent column displays the percentage of the families
who receive utility allowance out of all the Form 50058 submissions.
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o Familieswith Utility Reimbursement: the number of families whose rent is negative thus creating
tenant credit. It excludes families who pay flat rent. The percent column displays the percentage
of the families whose rent is negative thus creating tenant credit out of al the Form 50058
submissions.

o Average Utility Allowance: the total amount of the utility allowance divided by the count of
families.
The Gross Rent as Percent of Fair Market Rent (tenant-based vouchers only) option allows the user to
view the following data on the report (see Figure 21):

e The geographic subset (the option that the user selected in the Level of Information area)

o Gross Rent as Percent of Fair Market Rent (FMR) - 90% of FMR or under (% of V oucher Units)
by bedroom size: the percentage of families who are enrolled in the tenant-based voucher
program and whose gross rent is 90 % or less than FMR (Fair Market Rent).

e Gross Rent as Percent of Fair Market Rent (FMR) - 91%-100% of FMR (% of V oucher Units) by
bedroom size: the percentage of families who are enrolled in the tenant-based voucher program
and whose gross rent is 91%-100 % of the FMR (Fair Market Rent).

e Gross Rent as Percent of Fair Market Rent (FMR) - 101%-110% of FMR (% of Voucher Units)
by bedroom size: the percentage of families who are enrolled in the tenant-based voucher
program and whose gross rent is 101%-110 % of the FMR (Fair Market Rent).

o Gross Rent as Percent of Fair Market Rent (FMR) - 111%-120% of FMR (% of Voucher Units)
by bedroom size: the percentage of families who are enrolled in the tenant-based voucher
program and whose gross rent is 111%-120 % of the FMR (Fair Market Rent).

e Gross Rent as Percent of Fair Market Rent (FMR) — 121%+ of FMR (% of Voucher Units) by
bedroom size: the percentage of families who are enrolled in the tenant-based voucher program
and whose gross rent is 121 % or more f the FMR (Fair Market Rent).

o Gross Rent as Percent of Fair Market Rent (FMR) — FMR is not available due to non-availability
of Geo-coding (% of Voucher Units) by bedroom size: the percentage of families enrolled in the
tenant-based voucher program. For these familiesthe FMR is not available because of the
unavailability of geo-coding.
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Figure 21: The Gross Rent as Percent of Fair Market Rent option of the Ultilities & Rent tab (KMI Report)

The Gross Rent as a Percent of Payment Standard (tenant-based vouchers only) option allows the user
to view the following data on the report (see Figure 22):

e The geographic subset (the option that the user selected in the Level of Information area).

e Gross Rent as Percent of Payment Standard - 90% of Payment Standard or under (% of V oucher
Units) by bedroom size: the percentage of families enrolled in the voucher program whose gross
rent of unit is 90 % or less of payment standard.

e Gross Rent as Percent of Payment Standard - 91%-100% of Payment Standard (% of V oucher
Units) by bedroom size: the percentage of families enrolled in the voucher program whose gross
rent of unitis 91 % - 100 % of payment standard.
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e Gross Rent as Percent of Payment Standard - 101%-110% of PS (% of Voucher Units) by
bedroom size: the percentage of families enrolled in the voucher program whose gross rent of unit
is101 %- 110 % of payment standard.

e Gross Rent as Percent of Payment Standard - 111%-120% of Payment Standard (% of V oucher
Units) by bedroom size: the percentage of families enrolled in the voucher program whose gross
rent of unitis 111 % - 120 % of payment standard.

e Gross Rent as Percent of Payment Standard — 121%-+ of PS (% of Voucher Units) by bedroom
size: the percentage of families enrolled in the voucher program whose gross rent of unit is 121%
or more of payment standard.
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Figure 22: The Gross Rent as a Percent of Payment Standard option of the Utilities & Rent tab (KMI Report)

The Rent Burden (for public housing program only) option allows the user to view the following data on
the report (see Figure 23):
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e The geographic subset (the option that the user selected in the Level of Information area).

e Average Rent Burden for Public Housing Families Choosing Flat Rent (%): The sum of rent
burden for flat rent public housing program (where the rent burden isthe flat rent divided by
monthly adjusted income), divided by the number of families enrolled in the flat rent public
housing program.

e Average Rent Burden for Public Housing Tenants subject to Ceiling Rent (%): The sum of rent
burden for flat rent public housing program with the ceiling rent (where the rent burden is the
ceiling rent divided by monthly adjusted income), divided by the number of families enrolled in
the flat rent public housing program with the ceiling rent.
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Figure 23: The Rent Burden option of the Utilities & Rent tab(KMI Report )

The Rent Burden (for tenant-based vouchers only excluding mixed families program) option allows the
user to view the following data on the report:

e The geographic subset (the option that the user selected in the Level of Information area).

e Rent Burden as Percent of Family Adjusted Income - 30%: the percentage of familiesenrolled in
the voucher program with full subsidy where the total family share of vouchersis 30% or |esof
monthly adjusted income. (The program displays the percentage based on the total count of
families enrolled in the voucher program with full subsidy.)

e Rent Burden as Percent of Family Adjusted Income — 31% - 35%: the percentage of families
enrolled in the voucher program with full subsidy where the total family share of vouchersis 31%
- 35 % of monthly adjusted income. (The program displays the percentage based on the total
count of families enrolled in the voucher program with full subsidy.)

e Rent Burden as Percent of Family Adjusted Income — 36% - 40%: the percentage of families
enrolled in the voucher program with full subsidy where the total family share of vouchersis 36%
- 40 % of monthly adjusted income. (The program displays the percentage based on the total
count of families enrolled in the voucher program with full subsidy.)

e Rent Burden as Percent of Family Adjusted Income — 41% - 45%: the percentage of families
enrolled in the voucher program with full subsidy where the total family share of vouchersis 41%
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- 45 % of monthly adjusted income. (The program displays the percentage based on the total
count of families enrolled in the voucher program with full subsidy.)

¢ Rent Burden as Percent of Family Adjusted Income — 46% - 50%: the percentage of families
enrolled in the voucher program with full subsidy where the total family share of vouchersis 46%

- 50 % of monthly adjusted income. (The program displays the percentage based on the total
count of families enrolled in the voucher program with full subsidy.)

e Rent Burden as Percent of Family Adjusted Income — 51% or more: the percentage of families
enrolled in the voucher program with full subsidy where the total family share of vouchersis 51

% or more of monthly adjusted income. (The program displays the percentage based on the total
count of families enrolled in the voucher program with full subsidy.)

The Average Flat Rent by Bedroom Size option (for public housing program type only), displays the
following information (see Figure 24):
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Figure 24: The Average Flat Rent by Bedroom Size option of the Utilities & Rent tab (KMI Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e Average Flat Rent by Bedroom Size Category ($): the total sum of flat rent for familiesin the
public housing flat rent program in every unit size category (depending on the number of
bedrooms), divided by the total count of familiesin the public housing flat rent program in every
unit size category.

e Unitswith Flat Rent: the total number of units that are included in the flat rent program. Also, this

section displays the percentage of flat rent units out of the total number of unitsin the public
housing program.

The Average Ceiling Rent by Bedroom Size option (for public housing program type only), displays the
following information (see Figure 25):

IMSUser Manual Version 1 1-22 04/16/2010



e
™

’ A Real Estate Assessment Center (REAC)
4 I“I vy Inventory Management System (IMS)

St 1.0 Form 50058

Fay Mamagamarmt indicators Wil
A ul Angn-i 21, 2

Fezqozm s Publiz Heusing o2 '\:ﬂ II!,

I ea=l o =m0 w Hulinnal 115 PTTTIR I T T T T wwew =il Ml

Fl-i: o= Daln= Fezcns Rag 0. 2008 Jessagn fingued 31, 2002

HaTTFE Sonntaie nosan sy sy men dete 00 et shas i ey

- B T PO ey - e TEREY
& Frni-anred Wniasters

_—mm—-m
ﬁ'l"' Ear Coopm o dverzgs Jelng Sl

[NER IR R R E T N B H EL

I Lafl

Figure 25: The Average Ceiling Rent by Bedroom Size option of the Ultilities & Rent tab(KMI Report )

e The geographic subset (the option that the user selected in the Level of Information area).

e Average Ceiling Rent by Bedroom Size Category ($): the total sum of ceiling rent for families
participating in the public housing program with the income-based rent in every unit size category
(depending on the number of bedrooms), divided by the total count of families participating in the
public housing program with the income-based rent in every unit size category.

e Unitswith Ceiling Rent: the total number of units that are included in the public housing program
with income-based rent. Also, this section displays the percentage of ceiling rent units out of the
total number of unitsin the public housing program.

The Digtribution of Families Subject to Minimum Rent option displays the following information (see
Figure 26):
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Figure 26: The Distribution of Families Subject to Minimum Rent option of the Ultilities & Rent tab (KMI Report)

e The geographic subset (the option that the user selected in the Level of Information area).
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e Count of Families Subject to Minimum Rent of $0: the number of families that pay minimum rent
(minimum rent includes the following categories: $0, $1-24, $25, $26-49, $50).

e Percent of Families Subject to Minimum Rent of $0: the percentage of families that pay minimum
rent (minimum rent includes the following categories: $0, $1-24, $25, $26-49, $50) out of the
total number of families participating in the subsidized housing programs (the total number of
Form 50058 submissions received).

The Accessibility tab of the KMI Report provides the information about families who requested the
accessibility features (see Figure 27). The following information is available only for public housing
program:

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of Families Requesting Accessibility Features (#): the number of families enrolled
in the public housing program type who requested accessibility features.

e Received Reguested Accessibility Features: the percentage of families who received the
requested accessibility features (fully, partialy, not at all, or the decision have not been made yet
on the request), out of the total number of families who requested the accessibility features.
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Figure 27: The Accessibility tab of the KMI Report

The Homeowner ship tab of the KMI Report displays the following information about the
homeownership voucher program (see Figure 28):

e The geographic subset (the option that the user selected in the Level of Information area).

e Number of Families with Homeownership Voucher (#): the number of families who received the
homeownership voucher.

e Average Gross Homeownership Expense ($): the total dollar amount spent on the homeownership
voucher program divided by the number of families enrolled in this program.

e Average HAP (Housing Assistance Payment) for Non-Prorated Families ($): the total sum of
HAP (Housing Assistance Payment), for families enrolled in the homeownership voucher
program receiving full subsidy divided by the number of families.
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e Number of Mixed Families with a Homeownership Voucher (#): the number of families enrolled
in the homeownership voucher program and receiving prorated subsidy.

e Average HAP for Mixed Families ($): the total amount of prorated HAP for families enrolled in
the homeownership voucher program and receiving prorated subsidy divided by the family count.
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Figure 28: The Homeownership tab of the KMI Report

The Community Service tab of the KMI Report displays the following information about the individuals
enrolled in the public housing program who are required to perform community service (see Figure 29):

e The geographic subset (the option that the user selected in the Level of Information area).

e Tota Number of Individualsin Public Housing (#): the total number of individuals from all the
households enrolled in the public housing program.

e Total Number of Individuals Exempt from Community Service Req. (#): the total number of
individuals from all the households enrolled in the public housing program that are not required
to perform community service.

e Tota Number of Individuals Required to Perform Community Service (#): the total number of
individuals from all the households enrolled in the public housing program that are required to
perform community service.

e Percent of Individuals Meeting Community Service Req. (%): the percentage of individuas who
arerequired to perform community service who meet the requirement.

o  Percent of Individuals Not Meeting Community Service Req. (%): the percentage of individuals
who are required to perform community service who do not meet the requirement.

e Percent of Individuals for whom Meeting of Community Service Reg. is Pending (%): the
percentage of individuals who are required to perform community service for whom the decision
on whether they meet the community service regquirement has not been made.
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Figure 29: The Community Service tab of the KMI Report

The Proration tab of the KMI Report displays the information about the families that receive prorated
subsidy (see Figure 30):
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Figure 30: The Proration tab of the KMI Report

e The geographic subset (the option that the user selected in the Level of Information area).
o Number of Mixed Families Count: the number of families who receive prorated subsidy.

o Number of Mixed Families Percent: the percent of families who receive prorated subsidy out of
the total number of families participating in the subsidized housing programs.

o Tota Number of Ineligible Family Members (#): the total number of family members of the
families who receive prorated subsidies that are ineligible for the following programs: public
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housing, project-based certificates/vouchers, tenant-based vouchers, mod rehab, and
homeownership vouchers.

o Percent of Familieswith 1 (2, 3, 4, 5+) Ineligible Member (%): the percent of families who
receive prorated subsidies that have one (two, three, four, five or more) family member(s)

ineligible for the following programs:. public housing, project-based certificates'vouchers, tenant-
based vouchers, mod rehab, and homeownership vouchers.

ThePB Vouchers & PB Certificates & Enhanced Voucherstab of the KMI Report displays the

information about the units that are included in the voucher program and the share of units for every
program (see Figure 31):
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Figure 31: The PB Voouchers & PB Certificates & Enhanced Vouchers tab of the KMI Report

e The geographic subset (the option that the user selected in the Level of Information area).

e Total Number of Voucher Assisted Units (ACC Units) (#): the total number of unitsthat are part
of the inventory of the voucher assisted units.

e Tota Number of Project-Based Vouchers (#): the number of families enrolled in the project-

based voucher program. The Percent section displays the percentage of families enrolled in the
project-based voucher program.

e Total Number of Project-Based Certificates (#): the number of families enrolled in the project-

based certificate program. The Percent section displays the percentage of families enrolled in the
project-based certificate program.

o Tota Number of Enhanced Vouchers (#): the number of families enrolled in the enhanced
voucher program.

When the user runs the report, they can set the program to display the report data either in the pie chart or
abar graph form (see Figure 32).

m’ Bar Graph for Reported Information

= Pie Chart for Reported Information
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Figure 32: The icons available for displaying table data in a Bar Graph or Pie Chart

The KMI Report screen contains three options for further use of the data (see Figure 33):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data

manipulation.

¢ Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.

o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 33: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the

stepsto run the report.

1.1.5 The Families Ending Participation Report

The Families Ending Participation Report allows the user to view the EOP information (see Figure 34).
PHAs can use this report monitor the EOP submissions and maintain the accurate number of EOP
records. The Families Ending Participation Report provides demographic and income information about
families for whom a PHA has submitted End of Participation actions. In the same way that the New
Admissions Report identifies information about who moves into assisted housing, the Families Ending

Participation Report identifies characteristics of tenants who |eave assisted housing.

EOP Query
End Of Participation Report

Select Program Type: Public Housing -

Select Level of Information:
National

State

Field Office
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Public Housing Agency
Project

Congressional District
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Figure 34: EOP Report tab

IMSUser Manual Version 1 1-28

04/16/2010



L,
AT

A
-4

5 M
o

b

Real Estate Assessment Center (REAC)
- Inventory Management System (IMS)

3
=

1.0 Form 50058

PHASs can examine the income data contained in this report to determine why some families discontinue

participation in a PHA’ s assisted housing programs. The Distribution by Last Reported Income, Average
Annual (%) reflects the different income categories for all families for whom the PHA submitted an end

of participation in the past year.

Field offices may wish to access the Families Ending Participation Report during the annual assessment
period under Notice PIH-2006-24. This report can help HUD offices evaluate a PHA' s reporting rate. For
example, the field office may discover that a PHA initsjurisdiction has a 125% reporting rate. The field
office can access this report to determine if the PHA’ s inflated reporting rate resulted from alack of
submissions of end of participation data to the Form 50058 module.

To run the Families Ending Participation Report, the user must select the program type in the Program
Typdist. After the user selects the desired program type, the user must select the geographic subset in the
Select Level of Information area, and click the Report button.

Thisreport includes all records with effective dates within a 14-month timeframe

Faimiies Enalng Partielpation Bapaort
s of gmesr 21, 200%

Fraaram npe - Toblic ausing =% ﬂ | Eh
Level of Zoforccacen - Mationnl T'% Sorean = Do P VT et
Ellis=cdie Paos =afiels® Hepdembiar WE TS Sacep® Ango-id 31, 2HIY

- nere | TTF [Ta wThaek] meesooas ol g Mz |

Figure 35: The Families Ending Participation Report

1.1.5.1 Information Displayed in the Families Ending Participation Report
The Units tab of the Families Ending Participation Report displays the overall EOP count (see Figure 35):
e The geographic subset (the option that the user selected in the Level of Information area).

o Number of End of Participations, Last 12 months: the number of the families who ended their
participation in the subsidized housing programs.

e Percent of End of participations, Last 12 months (%): the percent of families who ended their
participation in the subsidized housing program out of the total number of familiestaking part in
the subsidized housing programs within the report criteria.
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Figure 36 The Units tab of the Families Ending Participation Report

The Income tab of the Families Ending Participation Report displays the income data for families who
leave the subsidized housing programs (see Figure 37).

The Digtribution by Last Reported Income, Average Annual (%) section of the EOP Report displays
the following:

e The geographic subset (the option that the user selected in the Level of Information area).

e Theaverage annual percent of families who ended their participation in the subsidized housing
programs and whose income is extremely low, very low, low, above low, and unspecified
(Income Limit Unavailable).

The Income, Average Annual ($) section displays the average dollar income for families who ended
their participation in the subsidized housing programs.

Famiies Efang Parucinaiion GeQor
As afwgusr J10 20048

Erasram npe - Poblic Mausine =% =7 | Ek
Leve, of oforeaen - Mational TR Smrezi £L3 APy T Znan Fazet
Bllizdiaar Batos safieha® Sepdember D1 ZHE Sooaat Anuo-0 31, ZHY

o - T[T Tk e [t ome] e |

Distabao b Las! Brpoan! Bvenr owrasr cdana! 7560

Mabional | _ocromichy Lo incoeme, Do 0% o Rt
-
4
Lﬂ' A e Din Liamittior: by Svaaps B’ memea
<
- b Ul Soe D beboeen b foasags Jenad lcen,

Inrrmws Svrcew draial 15

H." D Craals for Tisvixedae by Inzcms

]

= Por Char for Disrbirton v Zococme
Diaribudiin o Len Reoeeied Sosrce of Doeme 561

W gty et

Lﬂ' Fea theph Be Drebocin B macase 220 lncenn

= Fic U Taed dia iamidioe: Ly Seaees O msoeeae

Figure 37: The Income tab of the Families Ending Participation Report

The Digtribution by Last Reported Income (%) section of the EOP Report displays the percent of
families within each respective income category out of the total number of families ending their
participation in the subsidized housing programs within the report criteria.
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The Distribution by Last Reported Sour ce of Income (%) section of the EOP Report displays the
following information:

e The geographic subset (the option that the user selected in the Level of Information area).

o With any Wages: the percent of families for which the amount of wages reported is greater than
zero out of the total amount of families ending participation.

o With any Welfare: the percent of families for which the amount of welfare payments reported is
greater than zero out of the total amount of families ending participation.

e With any SSI/SS/Pension: the percent of families for which the amount of SSI/SS/Pension
reported is greater than zero out of the total amount of families ending participation.

o With any other Income: the percent of families that have any other source of income reported,
which isthan zero out of the total amount of families ending participation.

The TTP tab of the Families Ending Participation displays the total tenant payment data for families who
leave the subsidized housing programs (see Figure 38).
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Figure 38: The TTP tab of the Families Ending Participation Report
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The Digtribution by Last Reported Total Tenant Payment (%) section of the report displays the
percent of families within each respective last reported TTP category out of the total number of families
ending participation within the report criteria.

The TTP, Average Monthly ($) section of the report displays the following information:
e The geographic subset (the option that the user selected in the Level of Information area).

e TTP Average Monthly: the average TTP. That is, the total amount of TTP paid by families who
stop participating in the subsidized housing programs divided by the number of families ending
participation.

The Digtribution of Last Reported Family Type (%) section of the report displays the percentage of
families distributed by family types within the report criteria (for example, ederly, no children, non-
disabled, or elderly, no children, disabled, etc.).

The Average TTP by Last Reported Family Type ($) section f the report displays the average dollar
amount of total tenant payment for families distributed by family types within the report criteria (for
example, elderly, no children, non-disabled, or elderly, no children, disabled, etc.).

The Families Ending Participation Report screen contains three options for further use of the data (see
Figure 39):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

o Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 39: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.6 TheResident Characteristics Report

The Resident Char acteristics Report provides demographic and income information about families who
are currently participating in the subsidized housing programs including thepublic housing, tenant-based
housing choice voucher funded assistance and Section 8 moderate rehabilitation programs. This report
provides summarized information about those families.

PHAs can use this report to improve the PHA operation and identify any needed policy changes to better
serve the community. This report also provides the information about families who participate in the
subsidized housing programs on various level s that emphasi zes the importance of low-income housing
programs.

The data provided in the Resident Characteristic Report allows field officesto monitor PHA's
performances and compare similar PHAs with each other. The Office of Fair Housing and Equal
Opportunity can use the information to identify potential discrimination.
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Thisreport can also help general public, researchers and demographers to study or compare information
about subsidized housing residents in various geographic regions.

To run the Resident Characteristics Report, the user must select the program type in the Select Program
Typdist, and select the geographic subset inthe Select Level of Information area (see Figure 40).
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Figure 40: The Resident Characteristics Report settings

When the user selects the National option in the Select Level of Information area, the RCR Report
displays the information without providing any comparison data. However, if the user selects any other

level of information and runs the RCR Report, the program displays the national datafor comparison
automatically.

The RCR Report displays the data based on the most recent Form 50058 submissions with the effective
dates beginning from the “as of” date of the report and going back sixteen months. The “as of” dateis
aways the last day of the previous month.

1.1.6.1 Information displayed on the RCR Report
The Units tab of the RCR Report displays the following information (see Figure 41):
e The geographic subset (the option that the user selected in the Select Level of Information area).

e ACC Units: the total number of units allocated for the public housing, voucher-funded assistance,
moderate rehabilitation and SRO program types.

e 50058 Required: the number of Form 50058 submissions planned for the selected program type
and geographic subset.

e 50058 Received: the number of Form 50058 submissions actually received within the selected
program type and geographic subset.
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Figure 41: The Units tab of the RCR Report

The Income tab of the RCR Report provides income information for families who are within the selected
report criteria (see Figure 42).
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Figure 42: The Income tab of the RCR Report

The Disgtribution of Average Annual Income asa % of 50058 Received section of the report provides
the following information:
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The geographic subset (the option that the user selected in the Select Level of Information area).

Extremely Low Income, Below 30% of Median. The Count column displays the number of
families for which the last reported income was less or equal 30% of median income in the area.
The Percent column displays the precent of families for which the last reported income was less
or equal 30 % of median incomein the area.

Very Low Income, 50% of Median. The Count column displays the number of families for which
the last reported income was 31% - 50% of median income in the area. The Percent column
displays the precent of families for which the last reported income was 31% - 50% of median
incomein the area.

Low Income, 80% of Median. The Count column displays the number of familiesfor which the
last reported income was 51% - 80% of median income in the area. The Percent column displays
the precent of families for which the last reported income was 51% - 80% of median incomein
the area.

Above Low Income, 81% + of the Median. The Count column displays the number of families
for which the last reported income was equal or more than 81% of median incomein the area.
The Percent column displays the precent of families for which the last reported income was equal
or more than 81% of median income in the area.

Geo-Coded Income Data Not Available In PIC Data Systems. The Count column displays the
number of families for which the income datais not available. The Percent column displays the
precent of families for which the income datais not available.

The Average Annual Income ($) section of the report provides the following information:

The geographic subset (the option that the user selected in the Select Level of Information area).

Average Annual Income: the total amount of income for the families within the report criteria
divided by the number of those families.

The Digtribution of Annual Income asa % of 50058 Received section of the report provides the data
about the number of families within each respective income categories that fall within the report criteria
out of the total number of 50058 submissions received.

The Digtribution of Source of Income asa % of 50058 Received section of the report provides the
following information:

The geographic subset (the option that the user selected in the Select Level of Information area).
With any Wages: the percent of families where income coming from wages is greater than zero.
With any Welfare: the percent of families where welfare income is greater than zero.

With any SSI/SS Pension: the percent of families where the SSI/SS pension income is greater
than zero.

With any Other Income: the percent of families where other income (for example, child support,
unemployment, medical reimbursement, etc.) is greater than zero.

With No Income: the percent of families where the income sourceis missing.

The TTP tab of the RCR report displaysthe TTP (Total Tenant Payment) information for families that
matched the user search criteria (see Figure 43).
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Figure 43: The TTP tab of the RCR Report

The Digtribution of Total Tenant Payment asa % of 50058 Received section of the report displays the
percent of families within each respective TTP category out of the total number of 50058 submissions
received.

The Average Monthly TTP ($) section of the report displays the following information:
e The geographic subset (the option that the user selected in the Select Level of Information area).

o Average Monthly TTP: the total amount of monthly TTP divided by the number of families
included in the total amount of TTP.

The Distribution of Family Typeasa % of 50058 Received section of the report displays the data about
families within the report criteria distributed by their respective family types. The Count column displays
the number of families within each family type, and the Percent column displays the percentage of
families within each family type within the report criteria.

The Average TTP by Family Type ($)section of the report displays the average TTP amounts for
different family types, for example, elderly, no children, non-disabled, or elderly, with children, non-
disabled, etc.
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The Race/Ethnicity tab of the RCR Report displays the race and ethnicity information for the head of
househol ds who participate in the subsidized housing programs (see Figure 44).
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Figure 44: The Race/Ethnicity tab of the RCR Report

The Digtribution by Head of Household’s Race asa % of 50058 Received section of the report
displays the data about families within the report criteria distributed by the head of household’ s race (for
example, white only, black/African American only, etc.)

The Digtribution by Head of Household’s Ethnicity asa % of 50058 Received section of the report
displays the following information:

e The geographic subset (the option that the user selected in the Select Level of Information area).

e Hispanic or Latino: the percent of families where the head of household is a member of the
program within the report criteriaand is Hispanic or Latino.

¢ Non-Hispanic or Latino: the percent of families where the head of household is amember of the
program within the report criteriaand is not Hispanic or Latino.

The Household tab of the RCR Report displays the information about the age of the members of
household, the number of members in households, the average household size and the number of
bedrooms per household (see Figure 45).
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Figure 45: The Household tab of the RCR Report

The Digtribution by Household Members Ageasa % of Total Number of Household Members
section displays the age demographic among the familiesincluded in the report. The Count column of
each age group displays the total number of family members of that age among householdsincluded in
the report. The Percent column displays the percentage of the household members within each age group
out of the total number of family membersincluded in the report.

The Distribution of Household Size asa % of 50058 Received section displays the following
information:

e The geographic subset (the option that the user selected in the Select Level of Information area).

e 1 Person— 10+ Persons. These columns display the percent of households with the number of
members displayed as the column headings out of the totla number of households included in the
report.

The Total Household Members and Average Household Size section displays the following
information:

e The geographic subset (the option that the user selected in the Select Level of Information area).

e Tota Number of Household Members: the number of household membersin all the households
within the selected report criteria.
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e Average Household Size: the total number of household members divided by the number of
househods.

e Total Number of Households: the total number of families within the report criteria based on the
Form 50058 submissions.

The Distribution by Number of Bedrooms as a % of 50058 Received section displays the following
information:

e The geographic subset (the option that the user selected in the Select Level of Information area).

e 0Bedrooms-5 + Bedrooms. These columns display the percent of families who live in units
with the number of bedrooms designated in the column headings out of the total number of
families within the report criteria.

The Length of Stay tab of the RCR Report displays the information about how long the currently assisted
families received subsidized housing services (see Figure 46).
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Figure 46: The Length of Stay tab of the RCR Report

The Distribution by Length of Stay asa % of 50058 Received (currently assisted families) section of
the RCR Report displays the following information:

e The geographic subset (the option that the user selected in the Select Level of Information area).

e Lessthan 1 year. The Count column displays the number of currently assister families who have
lived in the subsidized housing units for less than 1 year. The Percent column displays the percent
of families who have lived in the subsidized housing units for less than 1 year out of the total
number of families within the report criteria.

e 1to2 Years The Count column displays the number of currently assister families who have lived
in the subsidized housing units for 1 to 2 years. The Percent column displays the percent of

families who have lived in the subsidized housing units for 1 to 2 years out of the total number of
families within the report criteria.

e 2to5 Years. The Count column displays the number of currently assister familieswho have lived
in the subsidized housing units for 2 to 5 years. The Percent column displays the percent of
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families who have lived in the subsidized housing unitsfor 2 to 5 years out of the total number of
families within the report criteria.

e 51010 Years. The Count column displays the number of currently assister families who have
lived in the subsidized housing units for 5 to 10 years. The Percent column displays the percent of
families who have lived in the subsidized housing unitsfor 5 to 10 years out of the total number
of families within the report criteria.

e 10t0 20 Years. The Count column displays the number of currently assister families who have
lived in the subsidized housing units for 10 to 20 years. The Percent column displays the percent
of families who have lived in the subsidized housing units for 10 to 20 years out of the total
number of families within the report criteria.

o Over 20 Years. The Count column displays the number of currently assister families who have
lived in the subsidized housing units for over 20 years. The Percent column displays the percent
of families who have lived in the subsidized housing units for over 20 years out of the total
number of families within the report criteria.

When the user runs the report, they can set the program to display the report data either in the pie chart or
abar graph form (see Figure 47).

m’ Bar Graph for Reported Information

= Pie Chart for Reported Information

Figure 47: The icons available for displaying table data in a Bar Graph or Pie Chart

The RCR Report screen contains three options for further use of the data (see Figure 48):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

¢ Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 48: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.7 SEMAP Indicators Report

The SEMAP Indicators Report provides information about PHA’ s operation and performance. Using
the SEMAP Indicators Report, a PHA can conduct self assessment throughout the year. That is, PHASs can
use the report to determine how well they manage their voucher programs. It may also provide
information to determine key strengths and weaknesses of a particular program.
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The SEMAP Indicators Report provides the names of participants whose records are overdue, or contain
errors. Thus, the PHAs can refer to the corresponding detail reports (for example, Reexamination Report,
Housing Quality Standards Report, Tenant Rent Cal culation Discrepancy Report, €tc.), to view the
records concerning the last reexamination or inspection, rent discrepancies, and records that indicate that
the unit passed HQS after the effective date. Then, PHAS can identify the records that may impact their
fiscal year end SEM AP score and take the appropriate action.

Field Offices may use the SEMAP Indicators Report to compare management indicators for different
PHAs and identify more efficient PHAs and less efficient ones. Then, field offices may review the
management indicators for specific PHAsto identify areas for performance review. If a PHA manages
more than one HUD program, then field offices may compare the management indicators for different
program types to identify areas that need improvement.

The user can run thisreport for only one program type. The default program type for thisreport is All
Voucher Programs (see Figure 49). The user can only run the report by housing authority as well. So, to
run the report, the user must select the desired housing authority, and click Report.

( RCR TRemCaIcT Has
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L[]
Fel Averages

Mok & Port

SEMAP Indicators Report

All Voucher Programs

Housing Agency Selection:

{Within a State
(3 \Within a State and County
O Within a Field Office

Figure 49: The SEMAP Indicators Report

1.1.7.1 Information Displayed in the SEMAP Indicators Report

When the user runs the SEMAP Indicators Report, the program displays the Current SEM AP Indicator
Information tab (see Figure 50). Thistab includes information from all the Form 50058 submissions up
tothe “as of” date of the report. The “as of” date of the report isthe last day of the previous month. The

data displayed on the report may vary monthly, since the PHA staff corrects the deficiencies or submits
the new datato IMS.
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Figure 50: The Indicator 9 of the Current SEMAP Indicator Information tab (SEMAP Indicators Report)

The Current SEMAP Indicator I nformation tab includes 6 sub tabs for management indicators 9
through 14.

TheIndicator 9: Annual Reexaminations sub tab includes the following data:
¢ TheReporting Rate “as of” date of the report.
e Program Type: the program type included in the report.
o VMS Units Leased: the number of units|eased that matched the report criteria.

o Asof MM/YY': the month and the year of the latest submission of the PHA to VMS. The month
should always be a quarter end (for example, 03, 06, 09, or 12).

e Port-Outs, and Port-Ins: the number of port-outs and port-ins.

o Number of 50058 Required (#): the number of Form 50058 submissions planned for the particul ar
PHA within the report criteria.

e Number of 50058 Received (#): the number of Form 50058 submissions actually received for the
particular PHA within the report criteria.

o Reporting Rate (%): the reporting rate indicates the ratio of the actually received Form 50058
submissions to the number of Form 50058 submi ssions planned.

o Percent of Families with the reexamination overdue (%): the percent of families with the
reexamination overdue out of the total number of families within the report criteria. The count of
families (the value indicated in the Reexamination Report) with 14 or more months since the last
reexamination divided by the number of Form 50058 submissionsin the current IMS database.
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o Number of Familiesin Current Database: the number of familiesin the current database matching
the report criteria.

e Number of Late Reexaminations: the number of families with the reexamination overdue out of
the total number of families within the report criteria.

If the user expands the Families with reexaminations over due list, the program will display the list of
families within the report criteria that need reexamination. It provides the following detail:

e Last Name, First Name, Middle Initial: the last name, first name, and the middleinitial of the
head of household.

o Dateof last annual reexamination: the effective date of action types New Admission, or Annual
Reexamination.

e Number of Months since Last Annual Reexamination: the number of months since the effective
date of the last annua reexamination.

Thelndicator 10: Correct Tenant Rent Calculations sub tab of the Current SEM AP I ndicator
I nformation tab, displays the following information (see Figure 51):
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Figure 51: The Indicator 10 of he Current SEMAP Indicators Information tab (SEMAP Indicators Report)

o Percent of Familieswith incorrect rent calculation (%): the number of families within the report
criteriawith incorrect rent calculation. That is, the number of families displayed in the Rent
Calculation Report for the current PHA, divided by the total number of familiesin the IMS
database matching the report criteria.

. Number of Familiesin Current Database: the number of familiesin the current database
matching the report criteria.

e Number of Rent Discrepancies: the number of families with rent discrepancies.
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If the user expands the Familieswith incorrect rent calculation(s) list, the program will display the
number of families matching the report criteria, and will provide the following details:

) Last Name, First Name, Middle Initia: the last name, first name, and the middle initial of the
head of household.

e Amount of rent calculation discrepancy ($): the amount of discrepancy. If the number isan
overpayment, then the program will displays the number asis. If the amount is an underpayment,
then the program will display the number in parenthesisto indicate that it is an underpayment.

TheIndicator 11: Precontract HQS I nspections sub tab of the Current SEM AP Indicator
Information tab displays the information about the units that passed the HQS inspection (see Figure 52):
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Figure 52: The Indicator 11 of the Current SEMAP Indicators Information tab (SEMAP Indicators Report)

e Percent of unitsthat did pass HQS inspection before the beginning date of the assisted lease and
HAP contract (%): the percent of families that occupied the unit before or on the effective date of
the HQS.

) Number of Familiesin Current Database: the number of familiesin the current database
matching the report criteria.

o Number of Inspections On or Before Effective Date: the number of families whose effective date
of occupying the unit isthe the same or earlier than the effective date of the HQS inspection.

If the user expands the Familieswhere HQS I nspection did not pass before lease and HAP contract
list, than the program displays the families who occupied the unit before the effective date of the HQS
inspection providing the following details:
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e Last Name, First Name, Middle Initial: the last name, first name, and the middle initial of the
head of household.

e Date unit passed precontract HQS inspection: the effective date of the last HQS ingpection that
the unit passed.

e Effective date of HAP contract: the effective date of action.

ThelIndicator 12: Annual HQS I nspections sub tab of the Current SEM AP Indicator Information
tab displays the information about the units that passed the annual HQS inspection (see Figure 53). The
data does not include the project-based voucher, and the homeownership voucher data.
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Figure 53: The Indicator 12 of the Current SEMAP Indicators Information tab (SEMAP Indicators Report)

e  Percent of units under contract where annual HQS inspection is overdue (%): the percent of
families for which 14 or more months have passed since the last HQS inspection.

. Number of Familiesin Current Database: the number of familiesin the current database
matching the report criteria.

o Number of Late Inspections: the number of families for which 14 or more months have passed
since the last annual HQS inspection.

If the user expands the Famlies with annual HQS I nspection overdue list, than the program displays
the families who occupied the unit before the effective date of the HQS inspection providing the
following details:
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e Last Name, First Name, Middle Initial: the last name, first name, and the middle initial of the
head of household.

o Dateof last HQS inspection: the effective date of the last HQS inspection that the unit passed.

o Number of Months since Last HQS Inspection: the number of months since the effective date of
the last HQS inspection.

TheIndicator 13: Lease-Up sub tab displays the PHA' s response to the Indicator 13 requirement.
Indicator 13 monitors whether PHAS utilize at least 95% of the budget provided for the units that have
been part of the PHAS' inventory for that full past fiscal year and whether PHAS' have tenantsin at least
95% of those units. If a PHA has at least 95% of the units occupied and spends at |east 95% of the budget
provided for those units, the PHA can answer “Yes’ to thisindicator and will score 20 points for it. For
example, if a PHA has managed 100 unitsfor the past fiscal year, 95 units must be occupied for the PHA
to receive the points. If the budget provided for these units was 100,000 for the entire fiscal year, the PHA
has to spend at least 95,000 on the upkeep of the units occupied by those 95 tenants.

TheIndicator 13: Lease-Up sub tab of the the Current SEMAP Indicator Information tab does not
display any data because the PHA has to provide and answer to the indicator 13. It happens during the
SEMAP certification process within 60 days of the FY E date. Thus, the user can see the last PHA's
response to the indicator 13 on the M ost Recent SEMAP Indicator Information tab.

The Indicator 14: Family Self-Sufficiency Enrollment sub tab of the Current SEMAP Indicator
Information tab displays the information about the FSS program and the families involved in it (see
Figure 54):
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Figure 54: The Indicator 14 of the Current SEMAP Indicators Information tab (SEMAP Indicators Report)

e Number of Mandatory Slots (#): the number of mandatory sl ots from the most recent scored
SEMAP profile. This number does not include the FSS participants that are competing their
contract during the current fiscal year.

o Number of Families Enrolled (#): the number of families who enrolled in the FSS program.

o Percent of Families Enrolled (%): the percent of slotsfilled. The percent of families enrolled in
the FSS program out of the total number of mandatory slots.

o Number of Families with Progress Report and Escrow Balances (#): the number of families
within the report criteria which participate in the FSS program and are in progress with the
current FSS account monthly credit, current FSS account balance, or FSS account amount
disbursed to the family greater than zero.
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o Percent of Families with Progress Report and Escrow Balances (%): the percent of families
within the report criteria which participate in the FSS program and are in progress with the
current FSS account monthly credit, current FSS account balance, or FSS account amount
disbursed to the family greater than zero out of the total number of families participating in the
FSS program.

If the user expands the Families enrolled in Voucher FSS Program list, the program will display the
head of household information for the families matching the report criteria:

e Last Name, First Name, Middle Initial: the last name, first name, and the middle initial of the
head of household.

e Amount of Escrow ($): the effective date of the last HQS inspection that the unit passed.

o Report Type: Enrollment (E), or Progress (P): the number of months since the effective date of
the last HQS inspection.

The report aso displays the number of families that are completing FSS contract.

If the user expands the Families completing FSS Contract list, the report will displays the following
details about the head of households that are completing the FSS contract:

e Last Name, First Name, Middle Initial: the last name, first name, and the middle initial of the
head of household.

e FSS Effective Date of Action: the effective date of action.

TheMost Recent SEM AP Indicator Information tab of the SEM AP Report displays the datafrom the
most recent scored SEMAP certification and assessment. This tab displays the PHA datafrom the last
fiscal year end and remains the same throughout the fiscal year. The M ost Recent SEM AP I ndicator

I nformation tab features nine sub tabs which display indicator information in more detail.

TheIndicators 1-7: Indicator Detail sub tab displays the datafrom PHA SEMAP certification. It
indicates whether a PHA has complied with all the key requirements and the number of points the PHA
was awarded. The Possible number of points displays the maximum number of points a PHA may be
awarded for every indicator. The Actual number of pointsindicates how many points a PHA was actually
awarded out of the possible number (see Figure 55).

IMSUser Manual Version 1 1-48 04/16/2010



- Real Estate Assessment Center (REAC)

W I“Iﬁl ) E Inventory Management System (IMS)

St 1.0 Form 50058

SEMAF mdilcarors Rﬂ'ﬂ‘l:"n
AR ! March 21, 2000
TR T | [T HNon?

=ntnz Aolleai g F9S Bl 31 e = —_

el T - 14 a—ﬁ = _:L

= 5 - = Daw i aa) B zmas (R EELEES TR DAy gl
1=l Ti-xliw Tun - 14

BT nie

st Frcnnt SFRAR lislioater n

ol SFEAT hsfiezabio el muling

Indizacar £ Indicanar % __Im:lll:-:mr th ":'m“b'-'r 1_1: Indizacar 12 i Indl:-:mr_ Lz Indicapar 13:
Zarmect Lenam Froooniract ros Indizatar 14: Famiiy “eik-
Hxsment ANl A7 Lpnusl 1B2% o o = Usconcsmiradan
Sandsrds Heoxaminadans ki ek Inzpections e ST Upnius
Calcolxilons Inspecilons Lnraiiment

Bt Tiw ratsers o) s Jaae dos TGS SECAS T el e o S ARG alve

=l oo s

Islizates 1 Sewlmsdicn Do the Wdniting 1 i 15 14
) : SEtlet pIlc ez lzrsinn 15 oo
41k ooy o INoh o anen sl heasnics wes Y
oIty seesles 3

R
ssazorazlonces poloe

cusl by coclog coeses el S o dzes no el = .
ssazgcazlznzss micthzd o4 oqorsd e e e

e lles mzlhzd o e ettt o Yor

=

Iizlicaten 3: N
deare comezl zavp e T td skl 1t Ims s
sosnat e ben atd cetomincd e

&1l ast Sns ot flies sampled

Dsfiszuatzne Az Hilivy Allsamnen Sobndnla £ Hi
oo =1morelans as e bocans ey shacsaso s schzdolz e
azcpdinze w2 < MIZLTS

Tnafiszalan §i: HGR Quality Conbel lospaalione L Hi

F Soouoemacos soersoeches <omdls utRs bor geans conntcl
o [P s chizns 10 asdopdonce v 24 0 S MIT AR o5
atd el TIH LY

I fi: HC:G Fal & 1=

LTl Rl | LB ol o ol B B RERE A Bt el B ot ol el el 1
comeshen 17 azeordonoe wwc 24 0 S MEE 4

Al least S of cases camplaed

Indicaior ¢ Lepanding lausdng Cppariunbics jonbs bar FlLGs - .|
vrhhin mzimpalican FR1AS]
1al =1l hzs

Yo

ikl =1l beck zot o 1 aodordonce wn e e pol e b

PoAIZIT 0% 0T AT SIRZICS S| Ty o i f]

nzeclion ot atzaz

iel Sl hios =1 To oo 0Dal fuls s o poeody SRS M RCmY
I

] ol 1 T Tl ' N S el Rl o R e Yos
SIRZ0S SR SIS T NI b oInzhng =SuzhIrh

il -1l oot et pooaet nclodss olat ol seens
07 WOICTOD 00 ZRIENZININC 10t p et et tedIrs 10l Yios

UORD Gl dD o poesily P MRS CIRZe IR 00 dtIa

el Slls pressat ot podeet nclodzs sdoinzhicn ol
poiaziny ad nolodzs e gebIu ng Yo
| | AL

ilt =1l onckzod whthor <oucher hioloees hosz
capInznzes dhzuhizs 1A ne hzuzitg SwEsiee oeess ol
pr=oily srmncms coneclrat et atd caz cInzizetzd ¥s
APIPT RINCSI 08 CMCIPT G pXytetl SITRCAS N

any st ol s e snizhzn

Figure 55: The Indicators 1-7 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)
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TheIndicator 8: Payment Standar ds sub tab allows the user to see whether a PHA has adopted the
current payment standards for the voucher program. The sub tab displays the fair market rent data for the
area, and the payment standards data for each bedroom size (see Figure 56).
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Figure 56: The Indicator 8 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

For the detailed description of the Indicators 9-14 of the M ost Recent SEM AP Indicator | nformation
tab refer to the description of the Indicators 9-14 of the Current SEM AP Indicator I nformation tab (in
the beginning of this section ).

TheIndicator 9: Annual Reexaminations sub tab allows the user to view the information about PHA’s
compliance with the annual reexaminations requirement and the number of points awarded. The user may
also view the annual reexamination details, and the families with the annual reexamination overdue, if
any.
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Figure 57: The Indicator 9 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

TheIndicator 10: Correct Tenant Rent Calculation sub tab of the M ost Recent SEM AP Indicator
Information tab allows the user to view detailed information concerning the PHA’ s compliance with the

correct rent calculation requirements. The user may also view the number of points the PHA was awarded
(see Figure 58).
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Figure 58: The Indicator 10 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

TheIndicator 11: Precontract HQS I nspections sub tab displays the precontract HQS inspection data
for the PHA' sfiscal year end. PHAs may use this data to compare the current data with the last SEMAP

assessment data (see Figure 59).

IMSUser Manual Version 1 1-52 04/16/2010



e
"

F
- & T
s I
S Pt

—_——rns

Real Estate Assessment Center (REAC)
Inventory Management System (IMS)

1.0 Form 50058

Hon-ig fncne iy
Hen=icg & ne 1y =7F

(I
az of larch 34, 2009
FALAZS
Flasnezh 31

15 2 = Ea,

Toa M=
Tabud Miararalis Mo 5 LR REARY FILE) Ll W b 1hape
Sone- 1o

Mod Ruzend SFRAT IS

Canrand SFRAE hiclizslon Infinmnilien

Indfcxtorm 1.4 Indlcator U: Indlcxinr ¥: L.'::LC_.:"F;;;;: Indicator 1 Inalcanr i I;':Aflar:_:';:: Indlcxoris:
Indcaior Faymem annual ﬁrm Annual s LI:"H"--I]p-. 5u11I|:I-:ni_1. Leconcenmailon
doialls srandards Eooxkaminailons Eaiiisans Inspocdans Lintolimzn Lhanus

Eopoming Kale a5 ol Warch 31, 20

Tk Tapis

Al -t lim Fusilal 23 - 15 1%

Bxmi=l -

| R bt |

Indicytor 17: Frecontract QS Inspoodans H El
Lo poseyr eresd onbposces R3S msmechizn
bezlzre tme sesinns dole ohe ssnzlen Yo5
Izaze onc TLF Coslracl

Presrnl ol weics Hsd il geesn BSOS inspecine hafoa Bm

secinng ilsl v o Uvn sersis i bran s HAD sl (505
VSR AT et s prsinda wdien e B D12 el o meedy bl inics puses s HOS imsawcdion Saies s lsposiog
=l s HAD st idieal by precnnlaons s daren sl s held )

Figure 59: The Indicator 11 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

The Indicator 12: Annual HQS I nspections sub tab displays the annual HQS inspection data for the
PHA’sfiscal year end. PHAs may use this data to compare the current data with the last SEMAP
assessment data (see Figure 60).
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Figure 60: The Indicator 12 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

TheIndicator 13: Lease-Up sub tab displays the PHA’ s response to the Indicator 13 requirement (see
Figure 61). Indicator 13 monitors whether PHAS utilize at least 95% of the budget provided for the units
that have been part of the PHAS' inventory for that full past fiscal year and whether PHAS' have tenants
in at least 95% of those units. If aPHA has at least 95% of the units occupied and spends at |east 95% of
the budget provided for those units, the PHA can answer “Yes' to thisindicator and will score 20 points
for it. For example, if a PHA has managed 100 units for the past fiscal year, 95 units must be occupied for
the PHA to receive the points. If the budget provided for these units was 100,000 for the entire fiscal year,
the PHA has to spend at least 95,000 on the upkeep of the units occupied by those 95 tenants.
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Figure 61: The Indicator 13 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

TheIndicator 14: Family Self-Sufficiency Enrollment sub tab displays the FSS enrollment datafor the
PHA'sfisca year end. PHAs may use this datato compare the current data with the last SEMAP
assessment data (see Figure 62).
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Figure 62: The Indicator 14 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)
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The Indicator 15: Deconcentration Bonus sub tab displays the deconcentration data for the PHA’s
fiscal year end. PHAs may use this data to compare the current data with the last SEM AP assessment data
(see Figure 63). If the PHA’ sresponse to the initial questionsis“Yes’, then the report displays the
section of Deconcentration Addendum completed by PHA.
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Figure 63: The Indicator 15 of the Most Recent SEMAP Indicator Information tab (SEMAP Indicators Report)

The SEMAP Indicators Report screen contains three options for further use of the data (see Figure 64):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

¢ Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 64: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.8 The FSS Report

The Family Self-Sufficiency (FSS) Report provides information about families who participate in the
public housing and voucher-funded assistance programs who also participate in the Family Self-
Sufficiency program, including any escrow amounts disbursed or earned (see Figure 65). PHAs are
required to submit information about families participating in the FSS program by completing Section 17
of the Form 50058.

[_ RCR T Rent Calc T HQ S Meswy Adm T Reﬁfgt ._I Incaorme
el c
i Reexam e
Delinquency Decan K| EOF Mob &PO | oo ayerages

FSS Report

Select Program Type: S8 Certificate and Voucher ~

Select Level of Information:

Public Housing Agency

Figure 65 The FSS Report settings

PHAs may use this report to monitor the status of participant information. The report will display
information about current families enrolled in the FSS program as well as summary data about these
families. PHAs can use this report to ensure that all participating families are represented in IMS and that
their escrow amounts have been accurately reported (see Figure 66).

Field offices may use this report to examine PHA procedures for FSS participation and escrow account
maintenance prior to visiting a site. While on-site, field office staff can use this report to examine a
PHA' s record-keeping system as well.
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Figure 66: The FSS Report

1.1.9 HQS Inspection Report

The HQS Inspection Report (Housing Quality Standard Inspection Report) displays data for a sel ected
PHA on its moderate rehabilitation programs, tenant-based voucher, and project-based certificate
programs (see Figure 67). The PHA can use this report to maintain accuracy of the HQS data, and identify
late or missing inspections. The PHA staff members can then research the causes (either failure to
inspect units or failure to submit the Form 50058 with the inspection date in atimely manner)
and make the necessary changes to ensure timely completion and reporting of inspectionsin the
future.

HUD staff member can use this report to review and assess PHAS' performances regarding HQS
inspections. HUD staff members may print the PHA’ s inspection report prior to visiting the PHA to verify
the statistics and ensure that the PHA reportsto PIC in timely manner. While on-site, HUD staff can also
use this report to examine a PHA'’ s record-keeping system and inspection operations.

Since the HQS Inspection Report includes data for every family, the user can run the report only for a
single PHA. To run the report, the user must select the desired program type in the Select Program Type
list, and select the Public Housing Agency option in the Select L evel of Information area. After the user
makes all the appropriate selections, the user must click the Report button to run the report.
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Figure 67: The HQS Rport set tings

1.1.9.1 Information Presented in the HQS Inspection Report

The HQS I nspection Report providesalist of families and their housing quality standard inspection data
(see Figure 68):

e Report Item No: the sequential number assigned to every record in the report.

e Head of Household’'s Name: the name of the head of household.

e Head of Household's SSN: the social security number of the head of household.
e Last HQS Inspection Date: the date of the last HQS inspection for this family.

e Number of Months Since Last HQS Inspection: the number of months passed since the last HQS
inspection.

If the report contains too many records, the user may use the Select Page Set list to navigate through the
report more easily.
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Figure 68: The HQS Inspection Report

The HQS Inspection Report screen contains three options for further use of the data (see Figure 69):

o Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

o Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 69: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for

the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.10 Newly Leased Units Query Report

The user may access the HQS I nspection of Newly Leased Units Report within the HQS tab of the
Reports sub module (see Figure 70). It contains alist of families |easing new units and indicates when
the unit passed housing quality standards inspection (before, after or at the time of the effective date of
the Housing Assistance Payments (HAP) contract).
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PHAs, HUD headquarters, and field offices may use this report to ensure that PHAs conduct HQS
inspections prior to leasing new units. Any inspections that are not completed prior to the effective date of
the HAP contract violate HUD regulations. This report also allows to ensure compliance with the SEMAP
regulations for indicator 11 for the tenant-based voucher program.

Since the HQS Newly Leased Units Query Report includes data for every family, the user can run the
report only for asingle PHA. To run the report, the user must select the desired program type in the Select
Program Typelist, and select the Public Housing Agency option in the Select L evel of I nformation
area. After the user makes al the appropriate selections, the user must click the Report button to run the

report.
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Newly Leased Units Query

Newly Leased Units - HQS passed Inspection Date Detailed Report

Select Program Type: | Tenant-Based Voucher ] v

‘TenantBased Voucher |
Project-Based Certificates

Select Level of Inform| Project-Based Vouchers

Public Housing Agency |Combined Project-Based Certificates and Project-Based Wouchers
AllVoucher Funded Assistance Vouchers
All Relevant Programs

Figure 70: The HQS Inspection Newly Leased Units Report settings

1.1.10.1 Information Presented in the HQS Newly Leased Units Query Report

The HQS Inspection Report provides alist of families and their housing quality standard inspection data
(see Figure 71):

Head of Household’'s Name (Lagt, First, Middle Initial): the full name of the head of household.

Family Moving Indicator: it indicates whether tha family is now moving into the unit. It does not
display for moderate rehabilitation program.

Effective Date of HAP Contract: the effective date of action.
Date Unit Passed Pre-Contract Inspection: the effective date of the last HQS inspection.

Pre-Contract HQS Inspection Status. the PA statusindicates that the effective date of HAP
contract is earlier than the HQS inspection date. The PB status indicates that the effective date of
HAP contract is equal to or later than the date when the unit passed the HQS inspection.

If the report contains too many records, the user may use the Select Page Set list to navigate through the
report more easily.
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Figure 71: The HQS Inspection of Newly Leased Units Report

The HQS Inspection Report screen contains three options for further use of the data (see Figure 72).:

o Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

o Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 72: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.11 Mobility and Portability Report

The Mobility and Portability Report provides summarized information about families that participate in
the subsidized housing programs that move to another unit within their PHA’ sjurisdiction (M obility tab),
or to a unit within another PHA’ sjurisdiction (Portability tab). To run the Mobility and Portability
report, the user must select the desired option in the Select Program Type list, and the desired
geographic subset in the Select Level of Information area (see Figure 73).
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Figure 73: The Mobility & Portability Report settings

PHAs can use the report to monitor the demand for assisted housing and help PHAs analyze the local
housing needs. For example, a PHA may find after examining its Mobility and Portability report that the
percentage of hard to house families (i.e., families with three or more minors) that moved increased. This
statistic may indicate that their housing needs changed or that there was an increase in demand for larger
unitsin the area. Thisinformation can help a PHA asit developsits PHA Plan and completes its strategic
planning for the year. PHAS can also use the data provided in the report eval uate the percentage of the
families relocating within or outside the PHA’ sjurisdiction.

HUD personnel can use the data provided in the Mobility and Portability report to assess the percent of
residents that move within a PHA. Even though there are no objectively high or low rates of mobility, a
comparison of mobility rates for PHAs with similar vacancy rates and housing markets may help field
office staff identify strengths and weaknesses in PHA briefings and owner outreach activities. Very high
or very low mobility rates may indicate a data problem such as reporting all or no families as movers.

To run the report, the user must select the appropriate program type in the Program Typelist and the
geographic subset in the Select L evel of Information area.

1.1.11.1 Information Presented in the Mobility and Portability Report

The Mobility tab of the M obility and Portability report displays the information about families moving
to different units within the same PHA' s jurisdiction (see Figure 74):

° The geographic subset (the option that the user selected in the Level of
Information area).

e The Admissions Involving a Move column displays the data about families that were newly
admitted into the public housing programs and moved to the respective units. The Count column
displays the total number of families that moved into the respective units. The Percentage column
displays the percentage of families out of the total number of families newly admitted to the
assisted housing programs that moved to their respective units.
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Figure 74: The Mobility tab of the Mobility and Portability report

e The Admissions Involving aLeasein Place displays the data about families, which received the
funding for the subsidized housing, however have not moved to a subsidized housing unit. The
Count column displays the total number of families that have not yet moved. The Percentage
column displays the percentage of families that have not yet moved after receiving the funds out
of the total number of families newly admitted to the assisted housing programs.

e TheTotal Familiesthat Moved column displays the data for all the families that moved from the
original unit within the report period and the selected geographic subset. The Count column
displays the total number of families that changed their original units within the selected time
frame and geographic subset. The Percentage column displays the percent of families that
changed their original unit out of the total number of families that were newly admitted to the
subsidized housing programs, or underwent a reexamination.

e TheTota Hard to House Families that Moved column displays the mobility data about the
familiesthat qualify as hard to house. The hard to house families are those that have three (3) or
more minors, or are disabled. The Count column displays the total number of hard to house
families within the report criteria that changed their units. The Percentage column displays the
percent of hard to house families that moved to the units out of the total number of families
within the report criteria.

e ThePreviously Assisted Families that Moved column displays information about the tenants that
are moving and that were previoudly assisted within the subsidized housing programs. The Count
column displays the total number of tenants that are moving into their units that were previoudy
assisted within the subsidized housing programs. The Percentage column displays the percent of
previoudy assisted families that moved out of the total number of families within the report
criteria.

e The Families moving from Public Housing column displays the number of families that moved
from the public housing program to the Section 8 voucher program that fall within the report
criteria.

The Portability tab of the Mobility and Portability report displays the information about families moving
to different units outside their original PHAS' jurisdiction (port-outs), or families moving into different
units from other PHAs to the new PHAS (port-ins) (see Figure 75):
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Figure 75: The Portability tab of the Mobility and Portability report

e The geographic subset (the option that the user selected in the Level of Information area).

e The Families Exercising Port-In Moves column displays data about families that moved into a
given PHA' sjurisdiction from other PHAs within the geographic subset of the report. The Count
column displays the number of familiesthat moved into a given PHA’ sjurisdiction. The
Percentage column displays the percent of families that moved into agiven PHA' sjurisdiction
out of the total number of families within the report criteria. The information will be displayed at
the report level selected by the user.

e The Portability Moves Involving PHA Billing column displays data about families that moved to
the PHAs under portability. Thus, the PHASs that those tenants moved to bill the tenants' original
PHAs on amonthly basis. The Count column displays the number of the familieswithin the
report criteriathat effected portability move. The Percent column displays the percent of families
within the report criteriathat effected portability move out of the total family count.

The Mobility and Portability Report screen contains three options for further use of the data (see Figure
76).

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

¢ Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 76: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for

the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.
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1.1.12 Income Report Query

The Income Report Query alowsthe user to view summarized income data for families participating in
the subsidized housing programs (see Figure 77). To run the report, the user must select the appropriate
program type in the Select Program Type list, and the desired geographic subset in the Select Level of
Information area.
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Figure 77: The Income Report Query settings

PHAs can use the data provided in the report to support their research activities on the residents
economic well-being. It providesincome datafor al families, the newly admitted families, and the
familiesthat end their participation in the subsidized housing programs. PHAS can a so use the data from
the report to compare their tenants' economic well-being to the population served by other PHAS.

It isalso useful for PHAS to monitor the incomes of assisted families as they enter and exit the assisted
housing programs. PHA' can use this information to improve the types of servicesthey deliver to their
public housing and Section 8 program participants. A comparison across programs may help a PHA
determineif it should improve its economic self-sufficiency programs for its public housing residents
based on the successes of its tenant-based voucher participants. Average annual income is one of the tools
in the report that can be an important indicator of resident self-sufficiency.

HUD staff can use the Income Query report to support reviews of PHA operations and programs.

1.1.12.1 Information Presented in the Income Query Report

The Income Report presents datain form of three (3) tabs: the Families tab, the New Admissions tab,
and the End Participation tab (see Figure 78). Each of the tabs contains sub tabs that allow the user to
view various tenant income data.

The Families tab providesincome datafor al the families within the report criteria, the New Admissions
tab provides the income data for the families newly admitted to the public housing programs, and the End
Participation tab providesincome data for the families that end their participation in the subsidized
housing programs.
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Figure 78: The Income Distribution sub tab of the Families tab (Income Report)

The Families tab of the Income report contains the following sub tabs (see Figure 78): thelncome
Distribution, Income Source Distribution, Primary Source Income Distribution, Income Source Avg
Annual Income, and the Primary Source Income Avg Annual Income sub tabs.

The Income Distribution sub tab of the Families tab displays data about the income level of the
residents within the report criteria.

e The geographic subset (the option that the user selected in the Level of Information area).

¢ The Number of Families Reported (#) column displays the total number of families within the
report criteria selected by the user.

e TheAverage Annual Income ($) column displays the average annua income amount for the
families within the report criteria.

e The program also displays the percentage of families distributed by their income level within the
respective income brackets. For example, the percent of families with $0 income, the percent of
the families with $1-$5000 income, etc.

The Income Sour ce Distribution sub tab of the Families tab displays data about the income of the
residents within the report criteria distributed by the source of income (see Figure 79):

e The geographic subset (the option that the user selected in the Level of Information area).

¢ The Number of Families Reported (#) column displays the total number of families within the
report criteria.

e TheAverage Annual Income ($) column displays the average annual dollar income of families
within the report criteria.

o Thereport displays the percentage of families distributed by their source of income (for example,
asset income, child support, federal wage, etc.)
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Figure 79: The Income Source Distribution sub tab of the Families tab (Income report)

The Primary Source Income Distribution sub tab displays the data about the income of the residents
distributed by the primary source of income out of the total number of families within the report criteria
(see Figure 80):
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Figure 80: The Primary Source Income Distribution sub tab of the Families tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of Families Reported (#) column displays the total number of families distributed by
their primary source of income out of the total number of families within the report criteria.
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e TheAverage Annual Income ($) column displays the average annual dollar income of families
within the report criteria.

e Thereport displays the percentage of families distributed by their primary source of income (for
example, asset income, wages, welfare, etc.).

The Income Sour ce Average Annual Income sub tab displays the average annual income amounts for
families within the report criteria distributed by the respective sources of income (see Figure 81):
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Figure 81: The Income Source Avg Annual Income sub tab of the Families tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

o  The Number of Familiesreported (#) column displays the total number of families within the
report criteria.

e TheAverage Annual Income ($) column displays the average annua dollar income of families
within the report criteria.

e Thereport displays the average annual dollar income amounts distributed by the source of income
(for example, asset income, child support, federal wage, etc.)

ThePrimary Source Income Aver age Annual I ncome sub tab displays the average annua dollar
income amounts for families within the report criteria distributed by the sources of income (see Figure
82):
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Figure 82: The Primary Source Income Avg Annual Income sub tab of the Families tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of Families Reported (#) column displays the total number of families distributed by
their primary source of income out of the total number of families within the report criteria.

e TheAverage Annual Income ($) column displays the average annua dollar income of families
within the report criteria.

e Thereport displays the average annual dollar income amounts of families distributed by their
primary source of income (for example, asset income, wages, welfare, etc.).

The Income Distribution sub tab of the New Admissions tab displays data about the income level of the
residents newly admitted into the public housing programs within the report criteria (see Figure 83 ):
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Figure 83: The Income Distribution sub tab of the New Admissions tab (Income Report)
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e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of New Admissions Reported (#) column displays the total number of families
newly admitted in to the subsidized housing programs within the report criteria selected by the
user.

e TheAverage Annual Income - New Admissions ($) column displays the average annua income
amount for the newly admitted families within the report criteria.

e The program also displays the percentage of families who are newly admitted to the public
housing programs and are within the selected report criteria distributed by their income level
within the respective income brackets. For example, the percent of families with $0 income, the
percent of families with $1-$5000 income, etc.

The Income Sour ce Distribution sub tab of the Familiestab displays data about the income of the newly
admitted residents within the report criteria distributed by the source of income (see Figure 84):
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Figure 84: The Income Source Distribution sub tab of the New Admissions tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

o  The Number of New Admissions Reported (#) column displays the total number of families
newly admitted to the public housing programs within the report criteria.

e TheAverage Annual Income — New Admissions ($) column displays the average annual dollar
income of families newly admitted to the public housing programs within the report criteria.

e Thereport displays the percentage of families newly admitted to the public housing programs
distributed by their source of income (for example, asset income, child support, federal wage,
etc.)
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The Primary Source of Income Distribution sub tab displays the percentage of families newly admitted
to the public housing programs distributed by their primary source of income out of the total number of
families within the report criteria (see Figure 85):
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Figure 85: The Primary Source Income Distribution sub tab of the New Admissions tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

o  The Number of New Admissions Reported (#) column displays the total number of families
newly admitted to the public housing programs distributed by their primary source of income out
of the total number of families within the report criteria.

e TheAverage Annual Income —New Admissions ($) column displays the average annual dollar
income of families newly admitted to the public housing programs within the report criteria.

o Thereport displays the percentage of families newly admitted to the public housing programs
distributed by their primary source of income (for example, asset income, wages, welfare, etc.).

The Income Sour ce Average Annual Income sub tab displays the average annual income amounts for
families newly admitted to the public housing programs within the report criteria distributed by the
respective sources of income (see Figure 86):

e The geographic subset (the option that the user selected in the Level of Information area).

o  The Number of New Admissions Reported (#) column displays the total number of families
newly admitted to the public housing programs that fall within the report criteria.

e TheAverage Annual Income — New Admissions ($) column displays the average annual dollar
income of families newly admitted to the public housing programs within the report criteria.

e Thereport displays the average annual dollar income amounts for families newly admitted to the
public housing programs distributed by the source of income (for example, asset income, child
support, federal wage, etc.)
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Figure 86: The Income Source Avg Annual Income sub tab of the New Admissions tab (Income Report)

The Primary Source Income Aver age Annual I ncome sub tab displays the average annua dollar
income amounts for families newly admitted to the public housing programs within the report criteria
distributed by the primary sources of income (see Figure 87):
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Figure 87: The Primary Source Income Avg Annual Income sub tab of the New Admissions tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of New Admissions Reported (#) column displays the total number of families
newly admitted to the public housing programs distributed by their primary source of income out
of the total number of families within the report criteria.
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e TheAverage Annual Income —New Admissions ($) column displays the average annual dollar
income of families newly admitted to the public housing programs within the report criteria.

e Thereport displays the average annua dollar income amounts of families newly admitted to the
public housing programs distributed by their primary source of income (for example, asset
income, wages, welfare, etc.).

The Income Distribution sub tab of the End Participation tab displays data about the income level of
the residents ending participation in the public housing programs within the report criteria (see Figure
88):
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Figure 88: The Income Distribution sub tab of the End Participation tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of End Participants Reported (#) column displays the total number of families
ending participation in the subsidized housing programs within the report criteria selected by the
user.

e TheAverage Annual Income — End Participation ($) column displays the average annual income
amount for the families ending their participation within the report criteria.

e The program also displays the percentage of families who are ending their participation in the
public housing programs and are within the selected report criteria distributed by their income
level within the respective income brackets. For example, the percent of families with $0 income,
the percent of families with $1-$5000 income, etc.

The Income Sour ce Distribution sub tab of the End Participation tab displays data about the income of
the residents ending their participation in the subsidized housing programs within the report criteria
distributed by the source of income (see Figure 89):
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Figure 89: The Income Source Distribution sub tab of the End Participation tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of End Participants Reported (#) column displays the total number of families
ending participation in the public housing programs within the report criteria.

e TheAverage Annual Income — End Participation ($) column displays the average annual dollar
income of families ending participation in the public housing programs within the report criteria.

o Thereport displays the percentage of families ending participation in the public housing
programs distributed by their source of income (for example, asset income, child support, federal
wage, etc.)

The Primary Source of Income Distribution sub tab displays the percentage of families ending
participation in the public housing programs distributed by their primary source of income out of the total
number of families within the report criteria (see Figure 90):

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of End Participants Reported (#) column displays the total number of families
ending participation in the public housing programs distributed by their primary source of income
out of the total number of families within the report criteria

e TheAverage Annual Income — End Participation ($) column displays the average annual dollar
income of families ending participation in the public housing programs within the report criteria.

e Thereport displays the percentage of families ending participation in the public housing
programs distributed by their primary source of income (for example, asset income, wages,
welfare, etc).
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Figure 90: The Primary Source Income Distribution sub tab of the End Participation tab (Income Report)

The Income Sour ce Average Annual Income sub tab displays the average annual income amounts for
families ending their participation in the public housing programs within the report criteria distributed by
the respective sources of income (see Figure 91):
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Figure 91: The Income Source Avg Annual Income sub tab of the End Participation tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of End Participants Reported (#) column displays the total number of families
ending their participation in the public housing programs that fall within the report criteria.
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e TheAverage Annual Income — End Participation ($) column displays the average annual dollar
income of families ending participation in the public housing programs within the report criteria.

e Thereport displays the average annual dollar income amounts for families ending their
participation in the public housing programs distributed by the source of income (for example,
asset income, child support, federal wage, etc.)

The Primary Source Income Aver age Annual I ncome sub tab displays the average dollar income
amounts for families newly admitted to the public housing programs within the report criteria distributed
by the primary sources of income (see Figure 92):
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Figure 92: The Primary Source Income Avg Annual Income sub tab of theEnd Participation tab (Income Report)

e The geographic subset (the option that the user selected in the Level of Information area).

e The Number of End Participants Reported (#) column displays the total number of families
ending their participation in the public housing programs distributed by their primary source of
income out of the total number of families within the report criteria.

e TheAverage Annual Income — End Participation ($) column displays the average annual dollar
income of families ending participation in the public housing programs within the report criteria.

e Thereport displays the average annual dollar income amounts of families ending their
participation in the public housing programs distributed by their primary source of income (for
example, asset income, wages, welfare, etc.).

The Mobility and Portability Report screen contains three options for further use of the data (see Figure
93):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

¢ Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 93: The options for further use of report data

To generate another report, repesat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.13 Changesin Income Query Report
The Changes in Income Query Report is currently under modification (see Figure 94).

l Rent &

Rent Cal

[_ RCR T =] aET H: 5 SEMAP TN&MAdm TRentEI Han
ECP

HuUdge

Income Report Query Changes In Income Query

Delinguency Reexarm Decon <l

Change in Income Report

This report is in the process of being revised; when the revisions are complete, you will be
notified via the PIC Headlines.

Figure 94:The Changes In Income Query sub tab of the Income Tab

1.1.14 Rent and Rent Burden Query Report
The Rent and Rent Burden Query Report is currently under modification (see Figure 95).
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Rent And Rent Burden Query
Rent and Rent Burden Report

This report is in the process of being revised; when the revisions are complete, vou will be
notified via the PIC Headlines.

Figure 95: The Rent And Rent Burden Report

1.1.15 New Admissions Report

The New Admissions report is a summary report that displays demographic and income information for
families currently served by PIH including the public housing, voucher-funded assistance and moderate
rehabilitation programs (see Figure 96).
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Figure 96: The New Admissions Report settings

PHAs may use this report when they create PHA plans since this report contains demographic
information concerning the amount of time applicants spend on the wait list. PHAS can a so use data from
the New Admissions report to document housing needs for families on the public housing and voucher-
funded assistance waiting lists. A comparison of demographic and income datain the New Admissions
and Resident Characteristics reports can also help a PHA understand how its programs are changing.

Each PHA has an outreach obligation to provide eligible households in the community with information
about assisted housing opportunities. PHAs must identify the households that are least likely to apply and
make special efforts to reach them. Some PHAs with long wait lists may not see the results immediately.
PHAs can use the New Admissions report to monitor the success of their outreach and tenant selection
activities.

HUD officer may use the report to monitor PHAS' outreach activities. HUD officers may also review the
Form 50058 data concerning new admissions to help determine if PHAS' outreach activities appear to
reach the under-served population successfully. PHAS admissions and occupancy policies should specify
how a PHA makes unit assignment decisions when more than one appropriate unit is available. They must
also describe how a PHA handles the tenant selection process. Thisisimportant from both the
management and fair housing standpoints. The New Admissions report helps field office users assess a
PHA'’ s tenant selection procedures through information on wait times for families.

1.1.15.1 Information Displayed in the New Admissions Report

The Units section of the Units tab of the New Admissions report displays the ratio of familieswho are
newly admitted in the subsidized housing programs out of the total number of familiesliving in the
assisted housing units (see Figure 97):

¢ The geographic subset (the option that the user selected in the Level of Information area).

o The Number of New Admissions (#): this column displays the total amount of new admissions
for the report period and the selected geographic subset.

o New Admissions as Percentage of Total (%): this column displays the percent of new admissions
out of the total number of familiestaking part in the assisted housing programs.
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Figure 97: The Units tab of the New Admissions Report

The Income tab of the report displays the income information for the families newly admitted in the
assisted housing programs (see Figure 98):
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Figure 98: The Income tab of the New Admissions Report

e TheDistribution of New Admissions by Income, Average Annual (%) section the percentage of

families with the corresponding income limits (for example, extremely low income, below 30%
of median, very low income, 50% of median, etc.).

e TheAverage Annual Income ($) section displays the average income amount for families newly
admitted to the assisted housing program for the selected geographical subset.
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e The Distribution of New Admission by Income (%) section displays the percentage of families
newly admitted to the public housing programs divided into income categories (for example, $0,
$1-$5000, $5001-$10000, etc.).

e TheDistribution of New Admissions by Source of Income Category (%) section displays the
percent of families newly admitted to the assisted housing programs for each of the indicated
source of income categories (for example, with any wages, with any welfare, etc.).

The Household tab displays the information about the TTP (Total Tenant Payment) amounts and the
family types newly involved in the subsidized housing programs. It presents the information in form of
four sub tabs: the TTP sub tab, the Family Type sub tab, the Unit Size sub tab, and the Female Head of
Household sub tab. The user can see what types of families start participating in the subsidized housing
programs within the sel ected geographic subset of the report and the report period, as well as their total
tenant payment information. The Unit Size sub tab displays the summarized information about the
household sizes and unit sized for families newly admitted to the subsidized housing programs. The
Female Head of Household tab displays information about the percent of femal e-headed households out
of the total number of new admissions and the average TTP amount for this type of household within the
report criteria.

The TTP sub tab displays information about the TTP calcul ated for families newly admitted to the
subsidized housing programs within the report criteria (see Figure 99):
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Figure 99: The TTP sub tab of the Household tab (New Admissions Report)

e Distribution of New Admissions by Total Tenant Payment (%) section of the report the percent of
families newly admitted to the subsidized housing programs within each TTP range (for example,
percent of families with the TTP of $0, $1-$25, $26-$50, €tc.).

e TTP Average Monthly ($) section of the report displays the average TTP amount within the
sel ected geographic subset.

The Family Type sub tab alows the user to view the percentage of each family type among the families
within the report criteria and the average TTP amount for each family type (see Figure 100):
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Figure 100: The Family Type sub tab of the Household tab (New Admissions Report)

o Distribution of New Admissions by Family Type (%) section of the report displays the percent of
families newly admitted to the subsidized housing programs for each family type. For example,
the percent of families which are elderly do not have children and are not disabled, or the percent
of families which are elderly have no children and are disabled, etc.

e Average TTP of New Admissions by Family Type ($) section of the report displays the average
TTP amount for each family type within the selected geographic subset.

The Household/Unit Size Information sub tab of the report displays information about the household
size of the families newly admitted in the subsidized housing programs, and the unit sizes allocated for
those families (see Figure 101):

e TheDistribution by Individual Family Household Size (%) section of the report displays the
percent of families newly admitted in the subsidized housing programs within every household
size category (for example, 1 person, 2 persons, etc.), as well as the average household size for
the new admissions within the selected geographic subset.

e TheDistribution by Individual Unit Size (%) section displays the percent of families newly
admitted to the subsidized housing programs living in units within each unit size category (for
example, 0 bedrooms, 1 bedroom, 2 bedroom, etc.)
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Figure 101: The Unit Size sub tab of the Household tab (New Admissions Report)

The Female Head of Household sub tab of the report displays the percent of female-headed households
newly entered in the subsidized housing programs and the average TTP payment for these families within
the report criteria (see Figure 102).
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Figure 102: The Female Head of Household sub tab of the Household tab (New Admissions Report)

The Race/Ethnicity tab displays the race and ethnicity information for the heads of household of families
taking part in the subsidized housing programs and their respective subsidy information (full subsidy or
prorated subsidy) (see Figure 103):

e The Distribution of New Admissions by Head of Household' s Race (%) section of the report
displays the percent of the families newly admitted to the subsidized housing programs within the
geographical subset selected for the report and the time frame of the report distributed by race of
the head of household.
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e The Distribution of New Admissions by Head of Household' s Ethnicity (%) section of the report
displays the percent of the families newly admitted to the subsidized housing programs within the
geographical subset selected for the report and the time frame of the report distributed by
ethnicity of the head of household.

e TheDistribution of New Admissions by Family Subsidy Status (%) section of the report displays
the percent of families getting the full or prorated subsidy for the geographic subset that the user

selected for the report.
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Figure 103:The Race/Ethnicity tab of the New Admissions Report

The Member’s Age I nformation tab of the report displays the members of households' age information
for families newly admitted in the subsidized housing programs (see Figure 104):

e TheDistribution of New Admissions by Individual Family Household Member’s Age (%) section
of the report displays the percent of family members within every age category out of the total
number of family membersin the families newly admitted to the subsidized housing programs.
The Number of Family Members column displays the number of family membersin the families
that entered the subsidized housing program within the selected geographic subset and the report
time frame.
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Figure 104: The Member Age tab of the New Admissions Report
The Waiting tab of the report displays the wait list data based on income, family status, family size, as
well as the average waiting data for families newly admitted to the subsidized housing programs.

The Admissions sub tab of the report displays information about the waiting times for the families newly
accepted in the subsidized housing units (see Figure 105):
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Figure 105: The Admissions sub tab of the Waiting tab (New Admissions Report)

e TheWait Period for New Admissions section of the report displays the percent of homeless
families admitted in the subsidized housing units, the average wait times for families newly
accepted in the subsidized housing units for which the date the families entered the waiting list is
known, and the percent of families newly accepted in the subsidized housing units for which the
date they entered the wait list is not reported.

The Income sub tab of the report displays the waiting time data for families distributed by the level of
income (see Figure 106).

o The Average Wait Timein Months by Family Income section displays the waiting time for
families of variousincome levels, for example extremely low income, below 30 % of median,
very low income, 50 % of median, etc.
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Figure 106: The Income sub tab of the Waiting tab (New Admissions Report)

The Family Type sub tab of the report displays the waiting time data for families newly admitted to the
subsidized housing units within the selected geographical subset of the report within every family type
(see Figure 107).
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Figure 107: The Family Type sub tab of the Waiting tab (New Admissions Report)

e The Average Wait Time in Months by Family Type section of the report displays the average
waiting times for families newly admitted to the subsidized housing units within the selected
geographical subset of the report distributed by family type (for example, elderly, no children,
non-disabled, or elderly, no children, disabled, etc.)

The Family Status sub tab of the report displays the waiting period data for families newly admitted to
the subsidized housing units distributed by head of household’ s race, ethnicity, and the type of family
receiving subsidy (full or prorated subsidy) (see Figure 108):

e The Average Wait Time in Months by Head of Household' s Race section of the report displays

the average wait times for families newly admitted to the subsidized housing units based on the
head of household’s race.

o The Average Wait Timein Months by Head of Household' s Ethnicity section of the report
displays the average wait times for families newly admitted to the subsidized housing units based
on the head of household' s ethnicity (Hispanic or Latino, or non-Hispanic or Latino).
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e The Average Wait Time in Months by Family Subsidy Status section of the report displays the
average wait time for families newly admitted to the subsidized housing units based on the type

of subsidy they arereceiving (full or prorated).
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Figure 108: The Family Status sub tab of the Waiting tab (New Admissions Report)

The Unit Size sub tab of the report displays the waiting time data for families newly admitted to the
subsidized housing units within the selected geographical subset of the report distributed by unit size (see

Figure 109).
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Figure 109: The Unit Size sub tab of the Waiting tab (New Admission Report)

e The Average Wait Time in Months by Unit Size sub section of the report displays the average
wait times for families accepted in the subsidized housing units distributed by the unit size (for
example, 0 bedrooms, 1 bedroom, 2 bedrooms, etc.).
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The Female Head of Household sub tab of the report displays the average waiting time in months for
femal e-headed househol ds newly admitted to the subsidized housing programs (see Figure 110).
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Figure 110: The Female Head of Household sub tab of the Waiting tab (New Admissions Report)

The New Admissions Report screen contains three options for further use of the data (see Figure 111):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

o Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 111: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.16 Budget Related Averages Report

The Budget Related Averages Report displays average amounts of gross rent, total tenant payment, and
assisted payment by unit size for families who own a Section 8 certificate or voucher. Thisreport helps
PHA s to determine reasonabl e rent amounts and support requests for increased payment standards.

PHAs can use this report to determine the number of families they can support with the current funds or
future funds provided for the Section 8 program. The field offices and the Financial Management Center
may use this report to review PHAS' payment standards.

To run the Budget Related Averages report, the user must select the appropriate program type in the
Program Typelist, and select the desired geographic subset (see Figure 112). The report will include all
records with effective dates within 16 months from the “as of” date of the report (the time frame will be
12 months back and 4 months forward from the “as of” date of the report).
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Figure 112: The Budget Related Averages Report settings

1.1.16.1 Information Presented in the Budget Related Averages Report

The Budget Related Averages report contains the Units tab, the Gross Rent, the Tenant Rent, the
Assistance, and the TTP tabs.

The Units tab includes the information about the number of units with full or prorated subsidy within the
geographic subset and the time frame of the report (see Figure 113):
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Figure 113: The Units tab of the Budget Related Averages Report

¢ The Number of Units Reported column on the Unitstab displays the total number of unitsfor al
the families within the report criteria.

e The Number of Units, Regular column on the Units tab displays the number of units occupied by
families within the report criteriawith full subsidy.
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e Number of Units Prorated column on the Units tab displays the number of units occupied by
families within the report criteria with prorated subsidy.

The Gross Rent tab displays the average gross rent information for units within the report criteria by unit
size (the number of bedrooms in the unit) (see Figure 114):
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Figure 114: The Gross Rent tab of the Budget Related Averages Report
¢ The 0 Bedrooms, 1 Bedroom, 2 Bedrooms, etc. columns displays the average gross rent for units
of the respective size within the report criteria.

e TheOveral Average Gross Rent ($) column displays the average rent amount for all the units
(regardless of their size), that fall within the report criteria.

The Tenant Rent tab displays the average rent payments paid by families distributed by unit size and the
type of rent (regular or prorated) (see Figure 115):
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Figure 115: The Tenant Rent tab of the Budget Related Averages Report

e TheAverage Total Family Share by Unit Size ($) — Regular Rent section of the report displays
the average tenant rent amount for families with the Section 8 certificate or voucher with full
subsidy distributed by the unit size (the number of bedrooms in the unit). It also displaysthe
overall average tenant rent amount, which is the average amount of the tenant rent for al families
with full subsidy within the report criteria
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e TheAverage Total Family Share by Unit Size ($) — Prorated Rent section of the report displays
the average tenant rent amount for families with the Section 8 certificate or voucher with prorated
subsidy distributed by the unit size (the number of bedrooms in the unit). It aso displays the
overall average prorated tenant rent amount, which is the average amount of the tenant rent for all
families with prorated subsidy within the report criteria.

The Assistance tab of the report displays the average assistance payment amount for families that have a
Section 8 voucher or certificate with full or prorated subsidy and the assistance payment information for
all families within the report criteria regardless of the type of subsidy (see Figure 116):
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Figure 116; The Assistance tab of the Budget Related Averages Report

e The Average Assistance Payment by Unit Size ($) — All Families section of the report displays
the average assistance information for all families within the report criteria regardless of the
subsidy type distributed by unit size. It also displays the overall average ass stance payment for
al families within the report criteria.

e The Average Assistance Payment by Unit Size ($) — Regular Rent section of the report displays
the average assistance information for all families within the report criteria with the full subsidy
distributed by unit size. It also displays the overall average assistance payment for all families
with the full subsidy within the report criteria.

e The Average Assistance Payment by Unit Size ($) — Prorated Rent section of the report displays
the average assistance information for al families within the report criteria with prorated subsidy
distributed by unit size. It also displays the overall average assistance payment for all families
with the prorated subsidy within the report criteria.

The TTP tab of the report displays the average total tenant rent information for all families within the
report criteria (see Figure 117):
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Figure 117: The TTP tab of the Budget Related Averages Report

e The Average Tenant payment by Unit Size ($) section of the report displays the average TTP
amount for all families within the report criteria distributed by the unit size (the number of
bedrooms in the unit), as well asthe overall average family payment that families are responsible
for.

The Budget Related Averages Report screen contains three options for further use of the data (see Figure
118):

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipul ation.

o Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
e View Entire Report: All report subcategory tables display together on one screen.
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Figure 118: The options for further use of report data

To generate another report, repesat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.17 Section 8 Deconcentration Analysis Report

The Section 8 Deconcentration Analysis Report displays summarized information about families with
children participating in the voucher assistance and certificate programs as they are housed in the census
tracts. This report allows the user to see how PHAS encourage familiesto locate in areas with low poverty
rates. To run the Section 8 Deconcentration Analysis report, the user must select the appropriate
geographic subset, select the desired state, PHA, tract (if applicable), and then click the Report button
(see Figure 119).
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Figure 119: The S8 Deconcentrations Analysis Report settings

The Section 8 Deconcentration Analysis Report allows the user to examine the economic environment in
the areas where families participating in the voucher assistance and certificate programs live. The report
includes data for tenant-based and HUD-based assisted families in the geographic area. The datafrom this
report helps PHASs focus the efforts to house the families participating in the Section 8 programs in the
low poverty areas.

Here is one example of how PHASs may use the data provided in the Section 8 Deconcentration Analysis
report. When a PHA runs this report and the dataindicates that the mgjority of the families participating
in theSection 8 programs live in the low poverty areas (poverty level isless than 20 %), the PHA staff
knows that the PHA is close to reaching its goal. After analyzing the report data for several months, the
PHA staff discovers that the percentage of new families that received the tenant-based assistance
increased in one low poverty tract. Also, the number of property owners assisting new families increased
in the same area. The PHA may use this information to eval uate the success of its Section 8 outreach
efforts.

PHAs can a so use the report to determine if the families participating in the Section 8 programs are
concentrated in poorer areas. PHASs can monitor the figuresin this report to determine if a small number
of unit owners dominate the housing market.

The Section 8 Deconcentration Analysis report helps HUD to achieve one of the mgjor goals of the
Annual Performance Plan, that isto ensure that a certain percentage of low income familieslivein low
poverty areas. A low poverty area denotes a geographic areawhere only 20 % or fewer families qualify as
low income families. HUD officers may access the report data for various geographic subsets, and assist
with efforts to meet their goal. Using the Section 8 Deconcentration Analysis report, field office staff can
identify PHASs that need technical assistance to improve owner outreach efforts or refine deconcentration
strategies.

1.1.17.1 Information Presented in the Section 8 Deconcentration Analysis
Report

The Families tab of the Section 8 Deconcentration Analysis report displays data about the families with

children that participate in the Section 8 program distributed by the poverty rates within the census tracts
where they reside (see Figure 120):
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Figure 120: The Families tab of the S8 Deconcentration Analysis Report

The All Families with Children section of the report allows the user to view the total number of
families within a PHA and the percent of families living in the census tracts with various poverty
rates (for example, poverty rate 0 —9 %, 10 — 19 %, etc.).

The New Families with Children section of the report displays the total number of families with
children newly added to the Section 8 program within a PHA and the percent of familieslivingin
the census tracts with various poverty rates (for example, poverty rate 0 —9 %, 10— 19 %, etc.).

The Assistance tab of the report displays the percent of families that receive assistance distributed by the
census tracts with a certain percentage of assisted families (see Figure 121):

The Tenant-Based Assistance section of the report displays the total number of families who
receive tenant-based assistance within a PHA. It aso displays the percentage of those familiesfor
the census tracts within this PHA with different levels of concentration of families with the
tenant-based vouchers (for example, 0%-1% of tenant-based assi stance, 2%-5% of tenant-based
assistance, etc.)

The HUD-Based Assistance section of the report displays the total number of families who
receive HUD-based assistance within a PHA. It also displays the percentage of those familiesfor
the census tracts within this PHA with different levels of concentration of families with the
tenant-based vouchers (for example, 0%-1% of HUD-based assistance, 2%-5% of HUD-based
assistance, etc.)
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Figure 121: The Assistance Tab of the S8 Deconcentration Analysis Report

The Owner stab of the report displays the information about owners who lease units to Section 8 families
within a PHA (see Figure 122):

S8 Deconcentration Analysis
As of November 30, 2009
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Figure 122: The Owners tab of the S8 Deconcentration Analysis Report
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e TheOwnersfor All Families with Children sub section of the report displays the number of
owners who lease units to Section 8 families with children distributed by the number of units
leased per owner.

e The Ownersfor New Families with Children sub section of the report displays the number of
owners who lease units to new Section 8 families with children distributed by the number of units
leased per owner.

The Section 8 Deconcentration Analysis Report screen contains three options for further use of the data
(see Figure 123).

e Download in Excel: The report downloads to an MS-Excel ™ spreadsheet for further data
manipulation.

o Print Page: The report prints as aweb page.
Note: For the best results, print in landscape orientation.
o View Entire Report: All report subcategory tables are displayed together on one screen.
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Figure 123: The options for further use of report data

To generate another report, repeat the process by returning to the Reports screen and selecting the tab for
the report you want next. Y ou may access the corresponding section of this user manual and follow the
stepsto run the report.

1.1.18Tenant Rent Calculation Discrepancy Report

The Tenant Rent Calculation Discrepancy Report providesalist of families where the PHA-reported
rent and the IMS-calcul ated rent differ. The user can see the IMS-calculated rent, the PHA-reported rent,
and the difference are shown for each family. To run the Rent Cal culation Discrepancy Report, the user
must select the desired program in the Select Program Type list, and then select the appropriate option in
the Level of Information area (see Figure 124). After selecting the desired PHA, the user must click the
Report button.

PHAs may use this report to identify any rent discrepancies. Then PHAs may identify the causes for rent
discrepancy (software error, or staff error), and perform appropriate actions to ensure that the rent
discrepancies do not continue.

HUD officers may use thisreport to evaluate PHAS performance in respect to rent calculation. Total rent
calculation discrepancies are used as a component of the SEMAP rating for the voucher-funded assistance
programs, so thisreport can be used to asses PHAS performance.
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Figure 124: The Tenant Rent Calculation Discrepancy Report settings
1.1.18.1 Information Presented in the Tenant Rent Calculation Discrepancy
Report

The Tenant Rent Calculation Discrepancy report displays the following information (see Figure 125):
e Program: the type of the program that the user selected.

o Head of Household Name: the name of the head of household of the family that has arent
discrepancy.

e Head of Household SSN: the SSN of the head of household of the family that has arent
discrepancy. Depending on the permission of the current user who is running the report, the SSN

may be masked.
Tenant Rent Calculation Discrepancy Report
(Level of information is Housing Authority)
As of November 30, 2009
Program Type - All Voucher Funded Assistance % =
Level of Infarmation - HAA within State CA Downlzad Report in Exoel Frint this report page

HA Code - CADD3
HA Name - Oakland Housing Authority

- Tenant Rent($) Charge(3)
Program Head Of Household Name Head Of Household SSN
IMS Calculated |PHA Reported
459 469 1D

Tenant Based Youchers SIMPSCON A P XXX-¥X-3793
* _ Data Unavailable

Household Information for the selected HAs
CAO003 -- 1 households -- 1 pa

es.
View Household Information on page [ ]

Page 1 of 1

Figure 125: The Tenant Rent Calculation Discrepancy Report

e |IMSCaculated Tenant Rent ($): the rent for the tenant calculated by IMS.
e PHA Reported Rent ($): the rent of the tenant reported by PHA.

e Over Charge ($): this column displays the dollar amount by which the PHA Reported rent is
bigger than the IMS Calculated rent.
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e Under Charge ($): this column displays the dollar amount by which the IMS-calculated rent is
bigger than the PHA-reported rent.

The report provides the user with two options for further use of data. The user can download the report in
form of Excel spreadsheet, or print the current report page by clicking the Print thisreport page button.
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