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PROBLEM | NADEQUATE BUDGET AND FI NANCI AL CONTRCLS/ ESTABLI SHED POLI CI ES AND

PRCOCEDURES
LI NKAGES with
PCSSI BLE CAUSES STRATEG ES ot her FUNCTI ONAL
AREAS
a) Failure to adhere a) - Provide copies of ORGANI ZATI ON
to HUD regul ati ons/ appl i cabl e HUD MANAGEMENT AND
requirenents. Handbooks, @ui debooks, PERSONNEL
and i ssuances to PHA
PHA does not o Financi al Managenent -revi ew HUD
mai ntai n and/ or Gui debook, 7475.1 REV regul ati ons
revi ew copi es of 0 Low Rent Housi ng -inmprove
HUD i ssuances Account i ng CGui debook, F&B st aff
(Handbooks, @Gui des, 7510.1 training and
Notices etc.) o0 Performance Fundi ng devel opnent
Syst em Handbook, -provide staff
PHA does not have a 7475. 13 with witten
cl ear under st andi ng policies
of the purpose or - Revi ew regul ati ons/ and ot her
i ntent of requirenents with communi cati ons
regul ati on/ PHA st af f -provide staff
requirenent. with clearly
- Reconmmend t hat PHA defi ned
staff attend training position
conducted by interest descriptions
groups
b) | nadequate or b) - Establish witten
lack of witten procedures utilizing HUD
procedures. regul ati ons/requirenents
The PHA has not and provide sane to al
est abl i shed and/ or enpl oyees.

adopt ed policies
and procedures for
internal and
external nonitoring



controls.

c) Lack of adequate c) - Establish budget and
budget and fi nanci al financial controls
controls. PHA does - Discuss and revi ew sane
not routinely wi th Board nenbers and
prepare cunul ative PHA st af f
budget to actual - Prepare periodic reports
reports to show for review by Board of
budget ed anounts, Conmi ssi oners and
actual expenditures appropriate staff.

to date and current

request ed anounts.

d) Poor coordination/ d) - Establish effective
conmmuni cati on conmmuni cati on system
bet ween PHA bet ween managenent and
Management and staff.
staff.
0 Conduct periodic
briefing sessions
0 Provide staff with
copi es of pertinent
written conmuni cations
0 Encourage staff feedback
e) Inefficient staff e) - Provide all enployees with
traini ng and/ or their duties/functions
enpl oyee in clearly defined
supervi si on. position descriptions.

- Revi ew enpl oyee performance
and determ ne weaknesses.

- EBEstablish an effective
trai ning plan.
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PROBLEM | NADEQUATE BUDGET AND FI NANCI AL CONTROLS/ ESTABLI SHED POLI Cl ES AND
PROCEDURES ( CONT)

LI NKAGES with

PCSSI BLE CAUSES STRATEQ ES ot her FUNCTI ONAL
AREAS
f) Inefficient, f) - Establish an effective ORGANI ZATI ON

i nadequat e recor dkeepi ng/filing MANAGEMENT AND



r ecor dkeepi ng, system PERSONNEL

filing and
aut omat ed 0 Maintain all records -allocate
syst ens. on an up-to-date resources for
basi s i mproved
0 Ensure that records equi pnent ,
are saf eguarded sof t war e,
agai nst | oss or support
damage systens
-improve staff
- Evaluate effectiveness training and
of automated systens devel opnent
to determ ne the -devel op or
fol | owi ng: refine
policies
o If systens are
underutilized
o Is staff training
needed
o Does system neet
needs of PHA
0 |I's mai ntenance of
systens i nadequate
Perform corrective
action (i.e., train
staff, nodify or
di sconti nue use of
system consult with
peer groups).
Consult with peer groups
g) Board does not g) Board nust denonstrate
provi de sufficient active involvenent in
PHA oversi ght. HA activities

Revi ew and/ or approve
the foll ow ng:

Qper ating Budgets
Sem - annual / annua

financi al statenments
Periodic reports

showi ng actua

expendi tures versus

budget ed anopunts

| nvest nent
transacti ons

Bank st at enents/

bank reconciliations

(review)
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PROBLEM | NADEQUATE | NTERNAL CONTRCLS/ ESTABLI SHED POLI CIl ES AND PROCEDURES
LI NKAGES with
PCSSI BLE CAUSES STRATEQ ES ot her FUNCTI ONAL
AREAS
a) |l nadequate or lack of a) - Establish or refine ORGANI ZATI ON
witten procedures. witten polices and MANAGEMENT AND
The HA has not procedures regarding PERSONNEL
est abl i shed and/ or effective HA interna
adopt ed policies and control s and provide -establish or
procedures for same to all enpl oyees. refine witten
internal controls. policies
- Established policies/ -inprove or
procedur es nust establish
i ncorporate the three quality
nmost i nmport ant control and
internal controls revi ew
that apply to all HA policies
functions: - Conmuni cat e
with Board to
0 Separation of duties clearly define
0 Supervi si on of rol es of Board
enpl oyees and PHA
0 Review of critical managenent
docunent s -improve staff
traini ng and
- Discuss and seek devel opnent
approval (if -provide staff
necessary) from Board with clearly
of Commi ssi oners defi ned
position
- Perform periodic descriptions
internal audits and -ensure
control reviews segregation
of duties
b) Separation of duties b) Ensure that no enpl oyee
i s not naintained. performs a conplete
sequence of tasks
related to a transaction,
particularly when the
result is the collection
or expenditure of funds.
c) Lack of supervision. c) Cl ose supervi sion

Staff performs nany
of the financial
functions out of the
si ght of supervisors,

Through cl ose
supervi si on,

intent of the PHA s

supervi sors
can guarantee that the



HA does not have witten policies is

sufficient actually carried out in
super vi si on. day to day operations.

Note: For smmll PHAs,

t he Board and Executive
Di rector mnust supervise
staff performance of
financi al functions.

Educate staff about the
pur pose of interna
control s enphasi zi ng why
controls are essenti al
to a successful PHA

d) Inadequate HA files, d) Establish effective
records. filing/recordkeeping
system This system
shoul d include a
schedul e for records
di sposition (for
retention/disposition

and reconmmended net hods
of filing refer to the
Fi nanci al Managenent
Gui debook, 7475.1 REV,
Chapter 6). Financia
records (operating
budgets, financia
statenents, etc) should
be mai nt ai ned
chronologically, in a
separ at e fol der/ bi nder
for each fiscal year.
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LI NKAGES with

PGSSI BLE CAUSES STRATEQ ES ot her FUNCTI ONAL
AREAS
e) Board does not e) Board of Conmi ssioners ORGANI ZATI ON
provi de sufficient must ensure the MANAGEMENT AND
PHA oversi ght. est abl i shnent of sound PERSONNEL

internal controls to



f) Lack of know edgeabl e

staff, poorly trained
staff or insufficient
staff.

f)

protect the PHA agai nst -establish or

fraud and abuse. Controls refine witten

whi ch provi de reasonabl e policies

assurance that fraud and -inmprove or

abuse are prevented and/ establi sh

or detected include but quality

are not limted to the control and

fol | owi ng: revi ew
policies

- Comuni cat e
with Board to
clearly define
rol es of Board
and PHA
managenent

-inmprove staff
training and
devel opnent

o Docunentation procedures

0 Separating duties/clearly
defined position
descriptions so that job
accountability is
est abl i shed

0 Mai ntai ni ng adequat e

records -provide staff
with clearly
o Hiring conpetent defi ned
personnel / est abl i shi ng position

hiring policies and
pr ocedur es

descriptions

0 Conducting periodic
internal controls
audi t s/ revi ews

0 Establishing Quality
Control systens to
nmoni tor petty cash
di sbursenents and
resident rents and
accounts. Systens shoul d
i ncl ude revi ew of books
and records on a routine
basis to nake certain that
they are current and
accur at e.

ot ai n out si de expertise
to aid in establishing
internal controls or
control systens,
establish a training
program for existing
staff.
Hire conpetent, qualified
staff.
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Qper ating Subsidy Program



APPENDI X 3

PCSSI BLE CAUSES

STRATEG ES

LI NKAGES with
ot her FUNCTI ONAL
AREAS

a) Failure to adhere to
HUD regul ati ons/
requi renents. PHA
does not nmintain
the required HUD
books of accounts or
classification of
accounts to produce
required reports.

b) Books are not

audi table. Accounts
are inproperly
bal anced.

c) Lack of know edgeabl e

a)

b)

Revi ew current accounting
pr ocedures.

o0 Establish policies and
procedures which are
consi stent with HUD
regul ati ons/
requirenents.

o Establish books of
account and rel ated
records (as required by
the Low Rent Housi ng
Account i ng Gui debook
7510. 1) which provide
adequat e fi nanci al
control of PHA assets
and liabilities and to
account for the
operations of al
proj ects.

Establ i sh procedures
wher eby all books of
accounts are:

0 Kept current and
bal anced nmont hly.

0 Mai ntai ned by an
enpl oyee who does not
di sburse funds
(separation of duties).

ORGANI ZATI ON
MANAGEMENT AND
PERSONNEL

-revi ew HUD
regul ati ons
-i mprove F&B
staff training
and

devel opnent
-devel op or
refine witten
policies
-provide staff
with witten
policies and
ot her
communi cat i ons
-provide staff
with clearly
def i ned
position
descriptions
-allocate
resources for

i mproved

equi prent ,

sof tware
support

syst ems
-upgrade F&B
staff

(0]

Mai ntai ned with

control accounts posted
monthly to assure
subsidiary records are
properly maintai ned.

Conduct periodic audits/
reviews of accounting
records.

c) Obtain outside expertise



staff, poorly trained to assist in establishing

staff or insufficient prescri bed books of

staff. account. |If necessary,
obtain services of fee
accountant, contract on
fee basis w th another
authority or hire
competent staff to
mai nt ai n books of
account on-goi ng basis.

Est abl i sh training
schedul es for existing
staff. Assure that

enpl oyees are trained

and supervised. Job
descriptions outlining
skills and job functions
shoul d be prepared and
copi es given to enpl oyees.

Increase staff level with
competent, qualified
enpl oyees.

Moni tor job perfornance.

Consult with peer groups.
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LI NKAGES with

PGSSI BLE CAUSES STRATEG ES ot her FUNCTI ONAL
AREAS
d) Autommated systens d) Eval uate effectiveness of ORGANI ZATI ON
aut omat ed systens to MANAGEMENT AND
- Systens are determine the follow ng: PERSONNEL
underutilized
- Lack of know edge/ - If systens are -improve F&B
insufficient staff underutilized staff training
training and
- System does neet o Is staff training devel opnent
needs of PHA needed -allocate
- I nadequat e o Does system neet resources for

mai nt enance of needs of PHA i mproved



syst ens

o |I's nmai ntenance of
systens i nadequate

Perform corrective action
(i.e., train staff, nodify
or discontinue use of
system consult with peer

groups) .

Consult with peer groups.

equi pnent ,
sof t war e
support

syst ens

- upgrade F&B
staff

Area Ofice Mnitoring of Public Housing Agencies (PHAs) Qui debook
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APPENDI X 3

POSSI BLE CAUSES

STRATEG ES

Qper ating Subsidy Program

LI NKAGES wi th
ot her FUNCTI ONAL
AREAS

a) PHA has failed to
adhere to the
procedures and
requirenents relating
to the cal culation
and request for
operating subsidy
eligibility under the
provi sions of the
Per f or mance Fundi ng
System (24 CFR 990).

Note: | ncl udes
failure to subm't
mandat ory adj ust nents.

b) Failure to maintain
adequat e records (rent
roll, operating incone,
utility consunption
data records,
occupancy and vacancy
data, unit counts).

c) Lack of know edgeabl e
staff, poorly trained
staff, insufficient

a)

b)

c)

Revi ew Perf ormance
Fundi ng System

requi renents and
procedures provided in
the Performance Fundi ng
Syst em Handbook (PFS)
7475. 13.

Est abl i sh procedures by
whi ch the PFS

cal cul ations are revi ewed
by a designated staff
person (ot her than the
preparer famliar with
PFS requirements and

pr ocedures.

Ensure that all accounts
are properly recorded and
accounting records are
up-to-date. Data used in
the PFS cal cul ati on nust
be accurate and
consistent with PFS
requirenents.

Secure services of fee
accountant or hire
conpetent staff to

ORGANI ZATI ON
MANAGEMENT AND
PERSONNEL

-revi ew HUD
regul ati ons
-inprove F&B
staff training
and
devel opnent
-provide staff
with witten
policies and
ot her
communi cat i ons
-provide staff
with clearly
def i ned
position
descriptions
- upgrade F&B
staf f
-allocate
resources for
out si de
expertise

FACI LI TI ES
MANAGEMENT



staff. mai ntai n records and
conpl ete PFS
comput ati ons.

-review utility
consunption
and rates
records to
ensure data on
PFS AUEL f orns
is accurate

Consul t peer groups.

Est abl i sh training
schedul es for existing
staff. Ensure that
enpl oyee skills match
wor k assi gnnents.
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LI NKAGES with

POSSI BLE CAUSES STRATEQ ES ot her FUNCTI ONAL
AREAS
a) Lax or inadequate a) Establish or inprove rent MANAGEMENT

rent collection
policy and
procedur es which
result in the | oss
of rental incone.

LEASI NG
MARKETI NG ( MLM

col l ection policies and
pr ocedur es.

-revi ew HUD
regul ati ons
-review witten

Pol i ci es/ procedures shoul d
i nclude the follow ng:

b) | nadequate rent
coll ection system

0 System for reporting

del i nquency i nformation

to managenent whi ch shoul d
result in inmediate
collection effort.
Repaynent agreenents that
are not up-to-date nust be
included in this system

New resi dent orientation
whi ch apprises residents
of | ease obligations.
Emphasi s shoul d be pl aced
on rent payments.

Post and/or send copi es of
rent collection policies and
procedures to residents.
Comuni cate to residents the
i mportance of these policies

policies and
ot her
communi cati ons

CORGANI ZATI ON
MANAGEMENT AND
PERSONNEL

-revi ew HUD
regul ati ons
-improve F&B
staff training
and

devel opnent
-provide staff
with witten
policies and
ot her

communi cati ons
-provide staff



and procedures. with clearly

def i ned
-Revi ew current rent position
coll ection system descriptions
-Inprove billing and -upgr ade F&B
col l ection process staff
-Train staff responsible -allocate
for rent collection resources for
-Mai ntai n separation of out si de
duties expertise
c) Failure to wite-off c) Establish a sem -annua
uncol | ectible tenants procedur e whereby al
accounts receivabl e i ndi vi dual vacat ed
inatinely manner. accounts identified as

"uncol | ectible" are
presented to the Board

of Conmm ssi oners for

wite-off.
d) Rents inproperly d) Review rent receipt
recor ded. procedures. The review

shoul d i ncl ude:

- Approval and control of
adj ustnent s

- Batch bal anci ng and

reconciliation of cash

totals on nunber of

resi dents and anount

of rents due between

manual and conputerized

dat a.
e) Lack of know edgeabl e e) Establish training
staff, poorly trained schedul es for existing
staff, insufficient staff. Ensure that
staff. enpl oyee skills match

wor k assignnents. Hire
conpetent qualified staff.
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LI NKAGES with
POSSI BLE CAUSES STRATEG ES ot her FUNCTI ONAL
AREAS



a) Property values are
not increased each
year to keep up
with inflation.

b) Limted market
availability for
coverage or limts.

c) Request for a
particul ar cl ause or
endor senent was not
included in bid
speci fications.

d) PHA does not maintain
| nsurance Regi ster.

a)

b)

c)

Obtain and utilize HUD
Form 5460 and cost trend
factors.

Attempt to layer linmits
wi th separate conpani es or
accept a hi gher deducti bl e.

Revi ew sanpl e specification
format outlined in the
Publ i ¢ Housi ng | nsurance
Qui debook, 7404.5,

Chapter 13.

Establ i sh, maintain and
revi ew I nsurance Regi ster

ORGANI ZATI ON
MANAGEMENT AND
PERSONNEL

-revi ew HUD
regul ati ons
-establish
i nsur ance
register
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PCSSI BLE CAUSES

Qper ating Subsidy Program

STRATEG ES

LI NKAGES with
ot her FUNCTI ONAL
AREAS

a) Failure to include
all enpl oyees or
accurate sal aries on
For m HUD- 52566,
Schedul e of Al
Positi ons and
Sal ari es.

b) Sal ari es and/ or wage
rates not approved by

Board of Comm ssi oners.

a)

b)

- Review payroll register
and approved sal ary/ wage
rates

- Ensure that there are no
nanmes of unauthorized or
term nated enpl oyees

- Revi se Form HUD- 52566
Form shoul d reflect all
position titles, approved
salary rates and
al | ocation of salaries
by program

- Prepare budget
revision and obtain
Board approval

Est abl i sh procedure/policy
wher eby the Board of

Commi ssioners formally
approves salary or rate

ORGANI ZATI ON
MANAGEMENT AND
PERSONNEL

-revi ew HUD
regul ati ons
-establish
nmet hod of
al | ocati on
-establish or
refine witten
policies



changes.

c) I nadequate payroll c) Establish method of
cost distribution al |l ocation (cost center,
records. Payroll al | ocati on percentages or
costs allocated to actual job activities).
i ncorrect program Verify allocation of costs

for a particular program

10
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PROBLEM  FAI LURE TO ACHI EVE MEMORANDUM OF AGREEMENT ( MOA)
| MPROVEMENT PLAN (I P) GOALS

R

LI NKAGES with

PGSSI BLE CAUSES STRATEG ES ot her FUNCTI ONAL
AREAS
a) Lack of nonitoring a) Establish a system ORGANI ZATI ON,
tools to track manual / automated to track MANAGEMENT AND
progress. goal s. PERSONNEL

- Provide nonthly status
reports to Executive
Director and Board of
Commi ssi oners

- Assign staff to nonitor
report progress and nake
recomendat i ons regardi ng
necessary nodifications
or inprovenents

-establish or
refine witten
policy

-establish
systemto
track goal s

-assign staff
to track goals
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