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I.
INTRODUCTION
A.
Program Requirements

The Lakewood Township Residential Assistance Program (LTRAP) shall administer the Section 8 Program in accordance with the applicable program regulations, which include the following:

· Section 8 Tenant Based Assistance;  24 CFR 982

· Combined Income and Rent Rule;  24 CFR 5

· Fair Market Rents & Contract Rent Annual Adjustment Factors;  24 CFR 888

· Project Based Voucher Final Rule dated October 15, 2005, at 24 CFR 983

 B.
Equal Opportunity Requirements

LTRAP shall administer the Program in accordance with the applicable Fair Housing and Equal Opportunity requirements.

C.
Policy Choices - Discretionary Elements

This Administrative Plan describes the policy choices of LTRAP in accordance with the Section 8 Program regulations.

Non-discretionary requirements are contained in the program regulations and are considered incorporated into the administrative Plan by reference.

D.
Tenant-based programs: Purpose and structure.

1. The HUD rental assistance program provides rent subsidies so eligible families can afford rent for decent, safe, and sanitary housing. The program is administered by State chartered local governmental bodies called housing agencies (HAs).  HUD provides funds to a HA for rent subsidy on behalf of eligible families.  HUD also provides funds for administration of the programs. Families select and rent units that meet program housing quality standards. 
If LTRAP approves a family's unit and lease, LTRAP contracts with the owner to make rent subsidy payments on behalf of the family.  A Housing Agency may not approve a lease unless the rent is comparable and reasonable. To ensure that the rent is reasonable, LTRAP uses a web-based Rent Reasonableness system developed by a third-party contractor, Novogradac & Co., in conjunction with Quadel Consulting Corporation. which is based on a market study of rents in the area to determine comparable rents. 

The rent reasonableness test is only performed at initial lease-up, when the FMR has decreased by 5% or more, or when an owner requests a rent increase at lease renewal. 

When the rent is tested, if the rent is found to exceed the comparable rent for this type of unit, the rent will be LOWERED to the comparable rent.  

2.
LTRAP no longer administers any certificates. All certificates have been converted to Housing Choice Vouchers.

3. 
In the Housing Choice Voucher Program, the subsidy amount is based on Payment Standards as adopted by LTRAP.  The rent is negotiated between the owner and the tenant.  Presently, if the gross rent is equal to the Payment Standard, the participant will pay 30% of income for rent. If the rent is below the payment standard, the participant will still pay 30% of income for rent.  If the gross rent is above the payment standard, the participant will pay more than 30% of income for rent.   In other words, the subsidy will be based on the lower of the payment standard or the gross rent.  LTRAP will not approve a lease for a unit with a rent above the payment standard if it will cause the tenant to pay more than 40% of his adjusted income for rent, even if the rent is reasonable. This 40% test will only be performed for a new lease. Annual rent increases are not subject to the 40% test.

4.
 Section 8 assistance may be "tenant-based" or "project-based".  .  With tenant-based assistance, the assisted unit is selected by the family and the family may rent a unit anywhere in the United States in the jurisdiction of a Housing Agency that runs a Section 8 program.  Participants will not be allowed to transfer their assistance to another area if monies are owed by the participant, to this Agency. Families participating in the Family Self-Sufficiency Program will not be able to transfer as an FSSP family until one year following the effective FSSP Contract date.

E. 

Project Based Voucher (PBV) Programs:
1. In project-based programs, rental assistance is paid for families who live in specific housing developments or units. 
2. Project based units may be attached to existing housing or newly constructed or rehabilitated housing. PBV units will not be taken from LTRAP’s tenant based budget allocation. Any units awarded to LTRAP for administration under the PBV Program will be in addition to the tenant based HCV units administered by this agency.
3. LTRAP will not attach PBV assistance to shared housing units; units on the grounds of a penal reformatory, medical, mental, or similar public institution, nursing homes or facilities providing continuous psychiatric, medical, nursing services, board and care, or intermediate care ( except that assistance may be provided in assisted living facilities); units that are owned or controlled by an educational institution or its affiliate and are designated for occupancy by students; manufactured homes; cooperative housing; and transitional housing. LTRAP will not attach PBV assistance to a unit occupied by an owner.
4. LTRAP will not attach PBV assistance to units in any of the following types of subsidized housing:
►
A public housing unit.

►
A unit subsidized with any other form of Section 8 assistance.

►
A unit subsidized with any governmental rent subsidy.

►
A unit subsidized with any governmental subsidy that covers all or any part of the operating costs of the housing.

►
A unit subsidized with Section 236 rental assistance payments.

►
A Section 202 project for non-elderly with disabilities.

►
Section 811 project based supportive housing for persons with disabilities

►
Section 202 supportive housing for the elderly.

►
A Section 101 rent supplement project.

►
A unit subsidized with any form of tenant-based rental assistance.

►
A unit with any other duplicative federal, state, or local housing subsidy, as determined by HUD or LTRAP in accordance with HUD requirements.

5. Pursuant to HUD regulations, LTRAP will not provide PBV assistance for units in a building if the total number of dwelling units in the building that will receive PBV assistance during the term of the PBV HAP contract is more than 25% of the number of dwelling units (assisted or unassisted) in the building except where:

· The units are in a single-family building (with four or fewer units);

· The units qualify as “excepted units” as defined below

“Excepted units are units in a multi-family building that are specifically made available for “qualifying families. Qualifying families are:

· Elderly or disabled families; or

· Families receiving supportive services.

For excepted units occupied by elderly or disabled families,LTRAP will not require participation in supportive services as a requirement of program participation.

Families receiving supportive services must have at least one household member receiving at least one of the following qualifying supportive services depending on the needs of the family.:
· Case management

· Employment skills development and job training

· Family support services

· Parenting skills, child care skills, family budgeting and similar related services

· Housekeeping and homemaking activities

· Treatment for drug or alcohol addiction.

For all excepted units, at the time of initial lease execution, a family receiving supportive services must sign a statement of family responsibility in a form approved by LTRAP. This statement must be signed by LTRAP and the building owner. The statement of family responsibility must contain a description of all the family’s obligations including requirements for participation in supportive service programs.

If a family receiving supportive services successfully completes the required supportive services, the unit that the family resides in will continue to be considered an excepted unit for as long as the family resides in the unit.

If a family receiving supportive services fails to complete the required supportive services without good cause, then LTRAP must terminate assistance to the family and the owner may terminate the lease.

LTRAP will require owners to submit periodic reports on family compliance with supportive service requirement. LTRAP will also review family compliance with their responsibilities under the statement of family responsibility at least annually as part of the annual recertification process.

6. Prior to selection of a proposal for PBV assistance LTRAP will determine that:
a) The property is eligible for housing;
b) The project complies with regulatory caps on the number of PBV units per building/project;
c) The project meets the applicable site selection standards; and
d) The project complies with other applicable HUD regulations and requirements for the PBV program.
LTRAP will select PBV owner proposals pursuant to either of the methods described at 24 CFR 983.51(b)(1) and (2). 
The PHA may also award PBVs to owners of projects who have received a competitive award of other government funding for the preservation of affordable housing subject to the availability of vouchers. 
7. LTRAP will not execute an agreement to enter into a HAP contract for a unit occupied by a family that is ineligible for participation in the PBV program. Notwithstanding the above, any persons displaced as a result of implementation of the PBV program must be provided relocation assistance in accordance with the requirements of the Uniform Relocation Assistance and Real Property Acquisition Policies Act of 1970 (URA) [42 U.S.C. 4201-4655] and implementing regulations at 49 CFR part 24. The cost of required relocation assistance may be paid with funds provided by the owner, local public funds, or funds available from other sources. LTRAP may not use voucher program funds to cover relocation costs.

8. The housing quality standards (HQS) for LTRAP’s tenant-based program, including those for special housing types, generally apply to the PBV program, HQS requirements for shared housing, cooperative housing, manufactured home space rental, and the homeownership option do not apply because these housing types are not assisted under the PBV program.

The physical condition standards at 24 CFR 5.703 will not apply to the PBV program.

The lead-based paint requirements for the tenant-based voucher program will not apply to the PBV program. Instead the Lead-Based Paint Poisoning Prevention Act (42 U.S.C. 4821-4846), the Residential Lead –Based Paint Hazard Reduction Act of 1992 (42 U.S.C. 4851-4856), and implementing regulations at 24 CFR part 35, subparts A, B,H and R, apply to the PBV program.
In addition to mandatory HQS standards LTRAP may also identify the need for any special features on a case-by-case basis depending on the intended occupancy of the PBV project. LTRAP will specify any special design standards or additional requirements in the agreement to enter into HAP contract, and the HAP contract.

9. Housing provided with PBV assistance must comply with the program accessibility requirements of Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) and implementing regulations at 24 CFR part 8. LTRAP will ensure that the percentage of accessible dwelling units complies with the requirements of Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), as implemented by HUD’s regulations at 24 CFR 8, subpart C. Housing first occupied after March 13, 1991, will comply with design and construction requirements of the Fair Housing Amendments Act of 1988 and implementing regulations at 24 CR 100.205, as applicable. (24 CFR 982.102).

10. LTRAP will inspect each contract unit before execution of the HAP contract. LTRAP will not enter into a HAP contract covering a unit until the unit fully complies with HQS. Before providing assistance to a new family in a contract unit, LTRAP will inspect the unit. LTRAP will not provide assistance on behalf of the family until the unit fully complies with HQS.

At least annually during the term of the HAP contract, LTRAP will inspect a random sample, consisting of at least 20% of the contract units in each building to determine if the contract units and the premises are maintained in accordance with HQS. Turnover inspections are not counted toward meeting this annual inspection requirement. If more than 20% of the annual sample of inspected contract units in a building fails the initial inspection, LTRAP will re-inspect 100% of the contract units in the building.
In addition to turnover and annual inspections, LTRAP will inspect contract units as needed to determine that the contract units comply with HQS and that the owner is providing maintenance, utilities, and other services in accordance with the HAP contract

11. LTRAP will enter into an agreement to enter into a HAP, (AHAP) with the owner after LTRAP receives notice from HUD that the project is in accordance with HUD requirements and is eligible for PBV. The AHAP will describe the following features of the housing to be developed and assisted under the PBV program.

►
Site and the location of the contract units.

►
Number of contract units by area (size) and number of bedrooms and bathrooms.

►
Deadlines for completion of the housing

►
Services, maintenance, or equipment to be supplied by the owner without charges in addition to the rent.

►
Utilities available to the contract units, including a specification of utility services to be paid by the owner and utility services to be paid by the tenant.
►
An indication of whether or not the design and construction requirements of the Fair Housing Act and Section 504 of the Rehabilitation Act of 1973 apply to units under the AHAP. If applicable, any required work item resulting from these requirements must be included in the description of work to be performed under the AHAP.

►Estimated initial rents to owner for the contract units.

►Description of the work to be performed under the AHAP. For rehabilitated units, the description must include the rehabilitation work write up and, where determined necessary by LTRAP, specifications and plans.

►
Any additional requirements for quality, architecture, or design over and above HQS.

►
Requirements for submission of evidence of completion of work.

12. If an AHAP covers the development of nine or more contract units (whether or not completed in stages) the owner and the owner’s contractors and subcontractors must pay Davis-Beacon wages to laborers and mechanics employed in the development of housing. The HUD prescribed form of the AHAP will include the labor standards clauses required by HUD, such as those involving Davis-Beacon wage rates. The owner, contractors and subcontractors must also comply with the Contract Work Hours and Safety Standards Act, Department of Labor regulations in 29 CFR part 5, and other applicable federal labor relations law and regulations.
13. The owner must comply with Section 3 of the Housing and Urban Development Act of 1968 and the implementing regulations at 24 CFR part 135. The owner must also comply with federal equal employment opportunity requirements.

14. The AHAP and the HAP contract will include a certification by the owner that the owner and other project principals are not on the U.S. General Services Administration list of parties excluded from federal procurement and non-procurement programs. The owner must also disclose any possible conflict of interest that would be a violation of the AHAP, the HAP contract, or HUD regulations

Upon completion of construction, the owner must submit certifications to LTRAP in a form specified by LTRAP stating that: (a) the work has been completed in accordance with HQS and all requirements of the AHAP, and (b) the owner has complied with labor standards and equal opportunity requirements in developing of the housing. LTRAP may require owners to submit additional documentation as evidence of completion as needed on a case-by-case basis.
Upon notification by the owner that the PBV housing is completed, LTRAP will inspect to determine if the housing has been completed in accordance with the AHAP, including compliance with HQS and any additional requirements imposed under the AHAP. LTRAP will also determine if the owner has submitted all required evidence of completion. If the work has not been completed in accordance with the AHAP, LTRAP will not enter into the HAP Contract. If LTRAP determines the work has been completed in accordance with the AHAP and that the owner has submitted all required evidence of completion, LTRAP will execute a HAP contract with the owner.

15. LTRAP will enter into a HAP contract for each PBV project. The HAP contract will specify the following information:

►
The total number of contract units by number of bedrooms.

►
The project’s name, street address, city or county, state and zip code, block and lot number (if known), and any other information necessary to clearly identify the site and the buildings.

►
The number of contract units in each building, the location of each contract unit, the area of each contract unit, and the number of bedrooms and bathrooms in each contract unit.

►
Services, maintenance, and equipment to be supplied by the owner and included in the rent to owner

►
Utilities available to the contract units, including a specification of utility services to be paid by the owner (included in rent) and utility services to be paid by the tenant.

►
Features to be provided to comply with program accessibility requirements of Section 504 of the Rehabilitation Act of 1973 and implementing regulations at 24 CFR part 8.

►
The HAP contract term, which must be no less than one year and no more than fifteen years, to be negotiated by LTRAP with the owner on a case by case basis.

►
The number of units in any building that will exceed the 25% per building cap, which will be set-aside for occupancy by qualifying families.

►
The initial rent to owner for the first 12 months of the HAP contract term.


Within one year before expiration of the new HAP contract, LTRAP may extend the term of the contract for an additional term of up to five years if LTRAP determines an extension is appropriate to continue providing affordable housing for low-income families. Subsequent extensions are subject to the same limitations. All extensions must be on the form and subject to the conditions prescribed by HUD at the time of the extension.

The HAP Contract must provide that the contractual commitment is subject to the availability of sufficient appropriated funding as determined by HUD or by LTRAP in accordance with HUD instructions. For these purposes, sufficient funding means the availability of appropriations, and of funding under the ACC from such appropriations, to make full payment of housing assistance payments payable to the owner for any contract year in accordance with HUD instructions.


If it is determined that there may not be sufficient funding to continue housing assistance payment for all contract units and for the full term of the HAP contract, LTRAP may terminate the HAP contract by notice to the owner. The termination must be implemented in accordance with HUD instructions.


If in accordance with program requirements the amount of rent to an owner for any contract unit is reduced below the amount of the rent to owner at the beginning of the HAP contract term, the owner may terminate the HAP contract by giving notice to LTRAP. In this case, families living in the contract units will be offered tenant-based assistance


LTRAP will abate and terminate PBV HAP contracts for non-compliance with HQS in accordance with the policies used in the HCV voucher program.


The HAP contract year is the period of 12 calendar months preceding each annual anniversary of the HAP contract during the HAP contract term. The initial contract year is calculated from the first day of the first calendar month of the HAP contract term. The annual anniversary of the HAP contract is the first day of the first calendar month after the end of the preceding contract year.


There is a single annual anniversary and expiration date for all units under a particular HAP contract, even in cases where contract units are placed under the HAP contract in stages (on different dates) or units are added by amendment. The anniversary and expiration dates for all units coincide with the dates for the contract units that were originally placed under contract.


At LTRAP’s discretion and subject to all PBV requirements the HAP contract may be amended to substitute a different unit with the same number of bedrooms in the same building for a previously covered contract unit. Before any such substitution can take place LTRAP must inspect the proposed unit and determine the reasonable rent for the unit.


At LTRAP’s discretion and subject to the restrictions on the number of dwelling units that can receive PBV assistance per building on the overall size of LTRAP’s PBV  program, a HAP contract may be amended during the three-year period following the execution date of the HAP contract to add additional PBV units in the same building. This type of amendment is subject to all PBV program requirements except that a new PBV proposal is not required.


If any PBV units have been vacant for 120 days, LTRAP may give notice to the owner that the HAP contract will be amended to reduce the number of contract units that have been vacant for this period. The amendment to the HAP contract will be effective the first day of the month following the date of LTRAP’s notice.


LTRAP, may, on a case by case basis, determine if the owner will be provided with vacancy payments. The HAP contract with the owner will contain any such agreement, including the amount of the vacancy payment and the period for which the owner will qualify for these payments. The HAP contract may provide for vacancy payments to the owner for an LTRAP-determined period of vacancy extending from the beginning of the first calendar month after the move-out month for a period not exceeding two full months following the move-out month subject to the limitations and requirements detailed below. The amount of the vacancy payment will be determined by LTRAP and cannot exceed the monthly rent to owner under the assisted lease, minus any portion of the rental payment received by the owner (including amounts available from the tenant’s security deposit).

LTRAP will only make vacancy payments If:

· The owner notifies LTRAP in writing within five calendar days certifying that the family has vacated the unit and identifies the date when the family moved out (to the best of the owner’s knowledge);
· The owner certifies that the vacancy is not the fault of the owner and that the unit was vacant during the period for which payment is claimed.
· The owner certifies that it has taken every reasonable action to minimize the likelihood and length of vacancy and;
· The owner provides any additional information required and requested by LTRAP to verify that the owner is entitled to the vacancy payment.
The owner must submit a request for vacancy payments in the form and manner required by LTRAP and must provide any information or substantiation required by LTRAP to determine the amount of any vacancy payment.

If LTRAP determines that the owner is responsible for a vacancy and, as a result is not entitled to either a vacancy payment or the right to keep the housing assistance payment for the month in which the family vacated the unit. LTRAP will notify the landlord of the amount of housing assistance payment that the owner must repay.

16. Applicants for PBV assistance must meet the same eligibility requirements as applicants for LTRAP’s tenant based voucher program. LTRAP will maintain one centralized Waiting List organized as described below. An applicant will not be required to take a PBV unit, and may choose to remain on the Waiting List for a TBV. Additionally, an applicant who accepts a PBV will not be removed from the Waiting List if he/she wishes to remain on the Waiting List for a TBV.

In addition the following specific provisions apply solely to the PBV program.

· In Place Family: An eligible family residing in a proposed PBV contract unit on the date the project is selected/approved is considered an “in-place family.” These families are afforded protection from displacement under the PBV; however they may be determined ineligible based on LTRAP’s eligibility and suitability assessment. If a unit to be placed under contract (either an existing unit or a unit requiring rehabilitation) is occupied by an eligible family on the date the proposal is selected, the in-place family must be placed on LTRAP’s waiting list. Once the family’s continued eligibility is determined the family will be given an absolute selection preference and referred to the project owner for an appropriately sized PBV unit in the project. Admission of eligible in-place families is not subject to income targeting requirements. This regulatory protection from displacement does not apply to families that are not eligible to participate in the program on the proposal selection date. 
· When selecting families to occupy PBV units that have special accessibility features for persons with disabilities, LTRAP will refer families who require such features to the owner.

· LTRAP will not take any of the following actions against a family from the regular waiting list who has applied for, received or refused an offer of PBV assistance:
a) Refuse to list the applicant on the Waiting List for tenant-based voucher assistance if eligible.

b) Deny any admission preference for which the applicant qualifies.

c) Change the applicant’s place on the Waiting List based on preference, date, and time of application, or other factors affecting selection under LTRAP’s selection policy

d) Remove the applicant from the tenant-based voucher Waiting List.

If a PBV owner rejects a family for admission to the owner’s units, such rejection may not affect the family’s position on the tenant based voucher Waiting List.

17. LTRAP will make housing assistance payment to the owner in accordance with the HAP contract for contract unit leased and occupied by eligible project-based voucher families during the HAP contract term. Per HUD regulations, payments will not begin on behalf of a PBV tenant until after the following events:

· Tenant has attended a briefing.

· Unit has a passed HQS inspection

· Tenant submitted all necessary documents to confirm income and program eligibility.

· Landlord has submitted a lease with the rent breakdown and effective date determined by LTRAP.

Lease effective date will be the 1st or 15th of the month following tenant briefing. The landlord will have 60 calendar days to submit an executed lease agreement to LTRAP. If the landlord fails to do so by the deadline given, LTRAP will void the lease effective date and will set a new future effective date.

18. With two exceptions the owner of a PBV unit may terminate tenancy for the same reasons an owner may in the tenant-based voucher program. In the PBV program, terminating tenancy for “good cause” does not include doing so for a business or economic reason, or a desire to use the unit for personal or family use or other non-residential purpose.

19. The owner may specify in the lease a maximum period of tenant absence from the unit that is shorter than the maximum period permitted by LTRAP policy. According to program requirements, the family’s assistance must be terminated if they are absent from the unit for any reason for more than 180 consecutive days.

20. The owner may collect a security deposit from the tenant; however LTRAP prohibits security deposits in excess of private market practice, or in excess of amounts charged by the owner to unassisted tenants. When the tenant moves out of a contract unit, the owner, subject to state and local law, may use the security deposit, including any interest on the deposit, in accordance with the lease, as reimbursement for any unpaid tenant rent, damages to the unit, or other amounts owed by the tenants under the lease.

The owner must give the tenant a written list of all items charged against the security deposit and the amount of each item. After deducting the amount used to reimburse the owner, the owner must promptly refund the full amount of the balance to the tenant. If the security deposit does not cover the amount owed by the tenant under the lease, the owner may seek to collect the balance from the tenant. LTRAP has no liability or responsibility for payment of any amount owed by the family to the owner. 

21. If LTRAP determines that a family is occupying a wrong size unit, based on LTRAP’s subsidy standards, or a unit with accessibility features that the family does not require, and the units is needed by a family that does require the features, LTRAP will promptly notify the family and the owner of this determination, and offer the family the opportunity to receive continued housing assistance in anther unit. LTRAP will offer the family the following types of continued assistance in the following order, based on the availability of assistance:

· PBV assistance in the same building or project;
· PBV assistance in another project,

· Tenant-based voucher assistance.

When LTRAP offers a family another form of assistance that is not a tenant-based voucher, the family be given 30 days from the date of the offer to accept the offer, and move out of the PBV unit. If the family does not move out within this 30-day time frame LTRAP will terminate the housing assistance payments at the expiration of this 30-day period. LTRAP may make exceptions to this 30-day period if needed for reasons beyond the family’s control such as death, serious illness, or other medical emergency of a family member.

22. The family may terminate the lease at any time after the first year of occupancy. The family must give advance written notice to the owner in accordance with the lease and provide a copy of such notice to LTRAP. If the family wishes to move with continued tenant-based assistance, the family must contact LTRAP to request the rental assistance prior to providing notice to terminate the lease. 

If the family terminates the lease in accordance with these requirements, LTRAP is required to offer the family the opportunity for continued tenant-based assistance, in the form of a voucher or other comparable tenant-based rental assistance. If voucher or other comparable tenant-based assistance is not immediately available upon termination of the family’s lease in the PBV unit, LTRAP will give the family priority to receive the next available opportunity for continued tenant-based assistance, (but not priority over Enhanced or new PBV development). If the family terminated the assisted lease before the end of the first year, the family relinquishes the opportunity for continued tenant-based assistance.
23. The rent to owner must not exceed the lowest of the following amounts:

· An amount determined by LTRAP not to exceed 110% of the applicable fair market rent (or any HUD-approved exception payment standard) for the unit bedroom size minus any utility allowance.

· The reasonable rent

· The rent requested by the owner.

When determining the initial rent to owner, LTRAP will use the most recently published FMR in effect and the utility allowance schedule in effect at execution of the HAP contract. When re-determining the rent to owner, LTRAP will use the most recently published FMR and the utility schedule in effect at the time of redetermination. At its discretion and upon the owner’s request, LTRAP may, for initial rent use the amounts in effect any any time during the 30-day period immediately before the beginning date of the HAP contract, or for redetermination of rent, the 30 day period immediately before the redetermination date.

Any HUD approved exception payment standard amount under the tenant-based voucher program also applies to the project-based voucher program. The same utility allowance schedule applies to both the tenant-based and project-based voucher programs.

24. LTRAP will determine rent reasonableness

LTRAP will re-determine rent reasonableness:

· Whenever there is a five percent or greater decrease in the published FMR in effect 60 days before the contract anniversary for the unit sizes specified in the HAP contract as compared with the FMR in effect one year before the contract anniversary.

· Whenever LTRAP approves a change in the allocation of responsibility for utilities between the owner and the tenant.

· Whenever the HAP contract is amended to substitute a different contract unit in the same building.

· Whenever there is any other change that may substantially affect the reasonable rent.

LTRAP will perform the comparability analysis the same way it performs it for the tenant-based voucher program as detailed above.
By accepting each monthly housing assistance payment, the owner certifies that the rent to owner is not more than rent charged by the owner for other comparable unassisted units in the premises. At any time, LTRAP may require the owner to submit information on rent charged by the owner for other units in the premises or elsewhere.

25. Requests for a rent increase for Project-Based Voucher assisted units must be made in writing by the owner at the annual anniversary date of the HAP contract. Requests must be submitted at least 60 days in advance of the HAP anniversary date.

II.
SELECTION OF APPLICANTS

A.
Organization of the Waiting List


It is LTRAP's policy that each applicant shall be assigned his/her appropriate place in a single Section 8 Housing Waiting List. The Waiting List will be organized in an order established by the date and time of application, as logged in. However, selection preferences, as detailed in Paragraph B below, will dynamically affect the order in which the names appear on the Waiting List, and hence, the order by which these names are selected and called-in.


Applications may be filed either by mail or in person. When applications intake is conducted by mail, a lottery drawing will be used to determine the order in which the names are compiled on the Waiting List. When applications intake is conducted in person, the order that the names will appear on the Waiting List will be on a first come, first serve basis determined by date and time of application. Selection among applications on the Waiting List with the same preference status or in the same income category will be determined in the same way that the Waiting List was compiled:

1. Date and time of application for applications received in person on a first come, first serve basis.

2. A lottery drawing or other random choice technique for applications received by mail.


B
Selection Preferences


Selection preferences shall be as follows:

1. Residents of Lakewood, defined as those who live, work full-time, or have been hired to work full-time, in Lakewood, as indicated on their application. A non-Lakewood resident who moves to Lakewood shall qualify as a Lakewood resident provided he/she is a Lakewood resident at the time his/her name is reached for participation (when called-in). Any Lakewood resident leaving the Lakewood area after the application has been filed will lose his/her preference unless he/she becomes again a Lakewood resident when their name is reached for call-in. It shall be the obligation of the applicant seeking a residency preference to notify LTRAP that they qualify for a residency preference, and it is the obligation of LTRAP to notify all applicants of this requirement. 

2. Families, senior or disabled individuals, before other singles.

3. In each preference group preference will be given first to households with assets of less than $20,000 plus $5,000 for each child, next preference will be given to households with assets of less than $40,000 plus $5,000 for each child, next preference will be given to households with assets of less than $60,000 plus $5,000 for each child, next preference will be given to households with assets of less than $80,000 plus $5,000 for each child, next preference will be given to households with assets of less than $100,000 plus $5,000 for each child.

4. Time and Date of Application. If a lottery is performed, time and date will be determined by the order (date and time) in which the names are picked in the lottery, as evidenced by the time stamp.

5. Income Targeting – Based on current regulations as set forth in the HUD Final Merger Rule, at least 75% of all new admissions will be from the extremely-low income category. 

6. Fifteen percent (15%) of all funding received from HUD, after January 1, 2001, for newly awarded Housing Vouchers, will be allocated to the disabled.

Selection preferences shall be applied universally and uniformly, across the board and without regard to applications intake closings and openings. In other words, regardless of how many times applications intake may have been opened, reopened, or suspended, and for how long, all the names received shall be considered as one continuous list, and the selection preferences shall be applied to this list in its entirety. For example, when new applications are received, new Lakewood-resident applicants will come before earlier non-resident applicants. Similarly, new single, elderly or disabled individuals will come before earlier “healthy” single applicants. 

C.
Opening and Closing the Waiting List

1.
LTRAP, at its discretion, may restrict application intake, suspend application intake, and close application intake for the waiting lists in whole or in part.  LTRAP may open or close the list by one or more selection preference category.

2.
LTRAP will update and purge the waiting list periodically by removing the names of those families who are no longer interested, no longer qualify for housing, or cannot be reached by telephone or mail.  At the time of initial intake, LTRAP will advise families of their responsibility to notify LTRAP when mailing address or phone numbers change. When LTRAP performs this purging of the Waiting List, outreach will be done, in advance, to community organizations. LTRAP will send out three letters to each applicant. The first letter will be mailed to the applicant advising him/her of his/her obligation to respond to this letter and submit all the information requested by a specified deadline date. If no response is received, a 2nd notice will be sent, again, advising the applicant that if no response is received by a specified deadline date his/her application will be removed from the list. A third and final notice will be sent to anyone who has not responded to the 1st or 2nd notice, specifically advising him/her that if a response is not received by the final deadline date, his/her application will be terminated and will not be reinstated for any reason until such time as applications intake re-opens, and they re-apply, at which time their application will be considered a new application. If, however, the family did not respond to the mailings due to a disability, the application, will be reinstated to its original position. First and second mailings will be done by regular first class mail.  The final notice will be sent certified, return receipt requested. Additionally, LTRAP will provide on the original application space for the applicant to list a next of kin, or another back-up contact. LTRAP will send a copy of the final notice to whomever the applicant specified in this section as a backup contact, so that this person can try to contact the applicant and warn them of their impending termination from the Waiting List.

3.
If LTRAP's waiting list has sufficient applications to fill anticipated vacancies for the coming 12 months, LTRAP may elect to: (a) close the waiting list and suspend applications intake completely; (b) close the list during certain times of the year; or (c) restrict intake by preference categories.

4.
Decisions about closing the waiting list will be based on the number of applicants waiting for assistance, and the number of applicants who qualify for a preference.  A decision to close the waiting list, restrict intake, or open the waiting list will be publicly announced, at the annual public hearing or if in between by advertisement.

5.
During the period when the waiting list is closed, LTRAP will not maintain a list of individuals who wish to be notified when the waiting list is reopened. 

6. Pursuant to the above conditions, LTO’s Board of Trustees shall approve closure of the Waiting List.  Announcements shall be posted at the LTRAP Administrative Office.
7.
When LTRAP reopens application intake, an extensive outreach effort will be made to ensure that all segments of the public are aware of the opening of application intake. Such outreach efforts will include: (1) notification to community organizations, (2) advertising in local newspapers such as the Asbury Park Press and/or the Ocean County Observer, (3) display poster advertisements, and (4) press releases.
8.   LTRAP will not respond to verbal requests for information regarding an applicant’s position on the Waiting List. Any applicant who wishes to know his position on the Waiting List may request in writing a written response as to his position on the Waiting List. All applicants will be urged to keep the number handy so that they can easily find their position on the Waiting List.
D.
Removal of Applications from the Waiting List

1. Applicants shall be removed from the waiting list if they are determined to be ineligible for assistance. However, any applicant removed from the Waiting List due to income ineligibility, either at the time of initial certification or subsequent recertification, will have six months’ time to be reinstated in the program should their income decrease within six months of the date a determination of ineligibility was made to the point where they again become income eligible for the program. It shall be the Applicant’s/Participant’s responsibility to notify LTRAP and to provide all necessary proof thereof, within the six months grace period, if they seek revised eligibility. LTRAP will not consider requests for revised eligibility submitted after the six months grace period.

2. Applicants who fail to respond to a HA letter and otherwise fail to express continued interest shall be removed from the List, (see purge process above).

3. Applicants when reached on the Waiting List, will not be given the option of delaying the assistance and keeping their name and/or position on the Waiting List. When their name is reached they may either accept the assistance or their name will be withdrawn from the Waiting List. If they choose not to accept the assistance (i.e., they are receiving assistance from another agency), their name will be removed from the Waiting List. The applicant may re-apply when applications intake reopens.

4. Applicants who request to be removed from the Waiting List will be taken off the list and will not be reinstated if the applicant later wishes to have his name returned to the List.

5.
Inactive Applications shall be retained by LTRAP for a period of five years.

6.
Once an Applicant is removed from the Waiting List, such an Applicant wishing to reapply will be required to file a new application when application intake reopens and shall be assigned a new application date and number.

E.
Records


LTRAP records with respect to applications for admission shall indicate for each application the date and time of receipt; the determination by LTRAP as to eligibility or ineligibility of the applicant; the preference rating, if any, and any offers to provide a Certificate/Voucher. 

III.
ISSUING AND DENYING VOUCHERS

A.
Issuing Vouchers

When a family is selected in accordance with the selection preferences contained in this Administrative Plan, the participant will be provided with an oral briefing, a voucher holder’s package, and shall be issued a Voucher.

The initial term of the Voucher shall be 60 days. This means that the Voucher Holder has sixty (60) days to find a suitable unit, and move-in, pending Agency approval.  An extension of an additional 30 days may be provided upon written request by the Voucher Holder.  A final extension of 30 days may be provided upon written request by the Voucher Holder.  The overall maximum term within which the Voucher Holder must find a suitable, ready for occupancy unit, and actually move in, shall not exceed 120 days.

The time period for finding and moving into a suitable unit under the Section 8 Housing Choice Voucher Program may be extended beyond the initial 120 day maximum as a reasonable accommodation, if the voucher holder presents to this Agency, in writing, prior to the expiration of the voucher, evidence of hospitalization or other similar medical confinement, showing that s/he could not find and move into such living accommodations within the initial 120 day period. Extensions may be made in 30-day segments, at the sole discretion of the Authority, after the Voucher holder has exhausted the 120-day initial deadline to find and move into such accommodations. In no event shall the extension period exceed an additional 120 days.


In making a determination to provide extensions, this Agency will consider the degree to which the Voucher Holder can demonstrate efforts to locate an acceptable unit.

The term of the voucher shall be suspended at the time the Voucher Holder submits a Request for Tenancy Approval (RTA).  Suspension means 'stopping the clock' up to the time the Agency approves or disapproves the request to lease the unit. The Request for Tenancy Approval must be for a unit ready for leasing and occupancy. It must have a C.O. and be ready for inspection. Once the RTA is received by this Agency, an HQS inspection will be scheduled within 5 days of receipt. After the HQS Inspection is completed, an Agency Determination will be sent to the landlord and the tenant. If the rent is approvable and the unit passed inspection, the unit will be approved for lease-up. If the unit fails inspection the RTA will be disapproved. If the items listed on the HQS report are not representative of major repair work, the Agency may give the owner a specified amount of time to make the repairs and resubmit the RTA. Otherwise the RTA is denied and the tenant must find another unit. The number of days transpiring between the date the RTA was submitted and the date of the Agency Determination will be added to the Voucher expiration date.

After the initial lease-up, or move into a unit, HQS inspections will be done biennially, as per changes in the Federal Register dated June 25, 2014, Vol 79 No 122 page 35940. This change from the annual inspection will be implemented over a 12 month period beginning with the December 2014 renewals. This HQS Schedule applies only to LTRAP”s tenant based program. HQS Inspection scheduling for the project based program will be followed as described above in the PBV Section of this Plan.
B.
Decision to Deny assistance.

LTRAP shall give an applicant prompt written notice of a decision denying admission to the program (including a decision that the applicant is not eligible, or denying assistance for other reasons).  The notice shall give a brief statement of the reasons for the decision.  The notice shall also state that the applicant may request an informal review of the decision, and state how to arrange for the informal review.

C.
Grounds for denial or termination of assistance.  LTRAP may at any time deny program assistance to an applicant, or terminate program assistance for a participant, for any of the following grounds:

1.
If the family violates any family obligations under the program (see 982.551).

2.
If any member of the family has ever been evicted from public housing.

3.
If a HA has ever terminated assistance under the certificate or voucher program for any member of the family.

4.
If any member of the family commits drug-related criminal activity, or violent criminal activity (see 982.553).

5.
If any member of the family commits fraud, bribery or any other corrupt or criminal act in connection with any federal housing program.

6.
If the family currently owes rent or other amounts to LTRAP or to another HA in connection with Section 8 or public housing assistance under the 1937 Act.

7.
If the family has not reimbursed any HA for amounts paid to an owner under a HAP contract for rent, damages to the unit, or other amounts owed by the family under the lease.

8.
If the family breaches an agreement with LTRAP to pay amounts owed to a HA, or amounts paid to an owner by a HA.

9.
If a family participating in the FSS program fails to comply, without good cause, with the family's FSS contract of participation.

10. If the family has engaged in or threatened abusive or violent behavior toward HA personnel.

11. If the family is determined to be ineligible for the program.

12.  If the family allows additional persons to move into the unit without first obtaining the Agency’s written approval.

13.  If the Agency determines that the family is ineligible to receive assistance due to non-citizen status.

14. If the family does not comply with the provisions of Section 16 or any other Section of this Administrative Plan or the federal regulations that regulate Section 8 housing assistance.
D.
Requirement to sign consent form.  LTRAP must deny or terminate assistance if any member of the family fails to sign and submit consent forms for obtaining information.

E.
Termination of benefits due to budget constraints. If LTRAP is forced to reduce its program size due to funding shortfalls, it will try to do so through attrition. If this is not sufficient, LTRAP will terminate funding from families with the highest per-capita income, until the shortfall is satisfied.
IV.
DEFINITION OF FAMILY

“Family” may be:

A.
Two or more persons (with or without children) regularly living together, regardless of sexual orientation, gender identity or marital status,  who will live together in the assisted unit.

B. A group of persons consisting of two or more elderly persons or disabled persons living together, or one or more elderly or disabled persons living with one or more live-in aides

C.  A single person family may be:

1.An elderly person.

2.A displaced person.

3.A disabled person.

4.Any other single person.

D. A child who is temporarily away from the home because of placement in foster care is considered a member of the family.

V.
DEFINITION OF CONTINUOUSLY ASSISTED

An applicant is continuously assisted under the 1937 Housing Act if the family is already receiving assistance under any 1937 Housing Act program when the family is admitted to the voucher program.

VI.
ENCOURAGING OWNER PARTICIPATION

LTRAP encourages participation of owners of suitable units. LTRAP shall implement this policy as follows:

A. Briefing packet may contain a list of owners willing to lease to Section 8 participants, and/or organizations that can assist participants in this effort. Owners will be solicited through outreach, including newspaper ads and word of mouth. This list may be dynamically maintained as a separate database if it changes often.

B. The briefing packet includes an explanation of portability and a list of neighboring PHAs with contact names and phone numbers. Portability is explained during program orientation. 

C. Throughout its jurisdictional area, LTRAP encourages participation of owners of suitable units located outside areas of poverty or minority concentration, and encourages Voucher holders to relocate to these areas. However, it must be noted that, in LTRAP’s best estimation, there are no specific, identifiable or definable areas of minority or poverty concentration in the Township of Lakewood, Ocean County, New Jersey.

VII.
ASSISTING FAMILIES THAT CLAIM ILLEGAL DISCRIMINATION

A Discrimination Complaint Form shall be included in the Voucher Holders Package.  LTRAP will provide oral instructions and written information concerning illegal discrimination and use of the form.

LTRAP will provide the Voucher Holder with the addresses and telephone numbers of the HUD Office of Fair Housing and Equal Opportunity, the NJ Division of Civil Rights, and Legal Services.

VIII.
PROVISION OF FAMILY INFORMATION TO OWNERS

LTRAP shall give the owner:

A.
The family’s current address (as shown in LTRAP records); and

B.
The name and address (if known to LTRAP) of the landlord at the family's current and prior address.

C.
LTRAP shall give the family a statement of LTRAP policy on providing information to owners.  The statement must be included in the information packet that is given to a family selected to participate in the program.  LTRAP will give the same types of information to all families and to all owners.

D.
Owners shall be advised that tenant screening is the responsibility of the owner.

IX.
DISAPPROVAL OF OWNERS

A. LTRAP shall not approve a unit if LTRAP has been informed (by HUD or otherwise) that the owner is debarred, suspended, or subject to a limited denial of participation under 24 CFR part 24.

B.  When directed by HUD, LTRAP shall not approve a unit if:

1.
The federal government has instituted an administrative or judicial action against the owner for violation of the Fair Housing Act or other federal equal opportunity requirements, and such action is pending; or 

2.
A court or administrative agency has determined that the owner violated the Fair Housing Act or other federal equal opportunity requirements.

C.
In its administrative discretion, LTRAP may deny approval to lease a unit from an owner for any of the following reasons:

1.
The owner has violated obligations under a housing assistance payments contract under Section 8 of the 1937 Act (42 U.S.C. 14370;

2.
The owner has committed fraud, bribery or any other corrupt or criminal act in connection with any federal housing program;

3.
The owner has engaged in drug trafficking;

4.
The owner has a history or practice of non-compliance with the HQS for units leased under the tenant-based programs, or with applicable housing standards for units leased with project-based Section 8 assistance or leased under any other federal housing program;

5.
The owner has a history or practice of renting units that fail to meet State or local housing codes; or

6.
 The owner has not paid State or local real estate taxes, fines or assessments.
7.
 LTRAP must not approve a unit if the owner is the parent, child, grandparent, grandchild, sister or brother of any member of the family, unless LTRAP determines approval of the unit would provide reasonable accommodation for a family member who is a person with disabilities.

8.   
LTRAP may refuse to enter into a new HAP Contract with owners who refuse (or have a history of refusing) to evict families for drug related criminal activity or violent criminal activity, or for activity that threatens the health, safety or right of peaceful enjoyment of the premises by tenants, PHA employees, or owners employees.

D.
For purposes of this section, "owner" includes a principal or other interested party.

E.
If it is determined that LTRAP cannot enter into a contract with any owner because of a conflict of interest, LTRAP will transfer the tenant to another agency for administration. Previously, LTRAP has transferred units to either the New Jersey Department of Community Affairs, Bureau of Housing Services or the Lakewood Housing Authority, when such a conflict occurred.
X.
SUBSIDY STANDARDS / UNIT SIZE

To determine the Voucher size for applicants, being admitted to the program, the standard used shall be one bedroom/ sleeping room for each two persons, regardless of gender or age.

A person with a disability may request that a live-in aide move into the unit. LTRAP will provide a reasonable accommodation to a disabled person and allow a live-in aide to move into the unit and will also approve an additional bedroom for the live-in aide. LTRAP may refuse a particular live-in aide if that person committed a corrupt or criminal act against LTRAP; has committed drug-related or violent criminal activity; or owes money to any PHA under a federal housing program.

For current program participants, admitted prior to January 1, 2006 separate bedrooms will be allowed for the following households:

A. 
children of the opposite sex when both are over school age (6 and over).

B.
A parent and a child of the same sex 13 and older.

C.
A parent and a child of the opposite sex over school age (6 and over).

D.
A single grandparent and a grandchild, regardless of age.

Subsidy standards will be based on the smaller of the family or unit size.

LTRAP shall set and maintain a Payment Standard schedule by bedroom size, which schedule will be reviewed annually and adjusted as needed. In order to accommodate handicapped individuals in a suitable dwelling unit, the Payment Standard applicable to a handicapped household can be set by LTRAP, without HUD approval, up to 110% of the published Fair Market Rent in effect at the time that the most recent Payment Standard was adopted, and up to 120% with HUD approval. In the case of a specific disability requiring additional utility consumption a family may request a higher utility allowance.

Subsidy standards are reviewed annually, or prior to a family move, so as to assure they match the family size (growth or decrease). Changes in family size do not affect the Payment Standard at an interim certification. 

Special medical situations will be considered in determining bedroom size needed by the family, when requested in writing as a reasonable accommodation and properly documented by a doctor or other medical authority.
XI.
FAMILY ABSENCE FROM DWELLING UNIT

The family must supply any information or certification requested by LTRAP to verify that the family is living in the unit, or relating to family absence from the unit.  The family must promptly notify LTRAP of absence from the unit of any family member(s) for periods over 10 days.

The family may not be absent from the unit for a period of more than 180 consecutive calendar days in any circumstance, for any reason. (24 CFR 982.312)  Occupancy of the unit during the 180-day period for less than 30 days shall not be considered the re-occupancy of the unit.  The consecutive day count shall be temporarily suspended, then resumed upon family absence. All absences from the unit must be approved by LTRAP in writing in advance. Under no circumstance may the unit be rented in the family absence either by the landlord or sublet by the tenant.

In the case of imprisonment that is expected to last more than 180 days, and cause the absence of all family members, assistance shall be terminated upon move-out.

In the case of a vacation of all family members of over 60 days, LTRAP shall provide the family with a 30 day notice.  If the unit is not re-occupied within 30 days, housing assistance shall be terminated.

Hospitalization and nursing home stays shall be subject to the 180 maximum.

The tenant and LTRAP shall promptly notify the landlord, in writing, of all actions in this regard.

XII.
FAMILY BREAK-UPS

Removal of Spouse from Household
There is a presumed, legal obligation for a legal spouse to provide financially for his/her spouse. When responding to a request to permanently remove a spouse from the household, LTRAP will require one or more of the following:

    Written statement from the family indicating that the removal is permanent

    Evidence that a divorce application has been submitted or is final
    Copy of a death certificate
    Certified copy of the most recent tax return.

Family Breakup
If a family break-up occurs whereby there are two or more families created from the original household, “successor families,” in which there is at least one adult member, and both families wish to retain Section 8 assistance, in the absence of a judicial decision, or an agreement among the original family members, LTRAP will determine which family retains their placement on the waiting list, or will continue to receive assistance taking into consideration the following factors:

(1) interest of any minor children, including custody arrangements, 
(2) the interest of any ill, elderly, or disabled family members,

(3) any possible risks to family members as a result of domestic violence or criminal activity, and

(4) the recommendations of social service professionals.

LTRAP will terminate the assistance of the voucher holder who has moved from the assisted unit, and issue the selected successor family a new Housing Choice Voucher.  LTRAP will consider any mitigating factors that may have caused the individual to move from the unit (such as actual or threatened domestic violence). The recertified successor family may use the new Voucher for any appropriately-sized approvable Section 8 unit including the family’s current unit, provided it is approvable
If LTRAP, in its sole discretion, determines that the facts of the family breakup are such that the priorities listed above cannot be successfully applied to help determine how to equitably allocate the assistance, LTRAP will either require supporting documentation from outside agencies familiar with the family’s situation (social worker, mental health professional, case manager, medical care provider, police department, women’s shelter staff, etc.), or use its best judgment to allocate the assistance equitably.

NOTE: only one unit of housing assistance (i.e. one application on the wait list, or one Section 8

Voucher, or one Project Based unit) will be granted.

.

XIII.
INFORMAL REVIEW FOR APPLICANT
A.
Notice to applicant.  LTRAP shall give an applicant for participation prompt notice of a decision denying assistance to the applicant.  The notice shall contain a brief statement of the reasons for LTRAP decision.  The notice shall also state that the applicant may request an informal review of the decision and must describe how to obtain the informal review.

B.
Informal review process.  LTRAP shall give an applicant an opportunity for an informal review of LTRAP decision denying assistance to the applicant. LTRAP review procedures shall include the following:

1.
The review shall be conducted by any person or persons designated by LTRAP, other than a person who made or approved the decision under review, or a subordinate of this person.

2.
The applicant shall be given an opportunity to present written or oral objections to LTRAP decision.

3.
 LTRAP shall notify the applicant of LTRAP final decision after the informal review, including a brief statement of the reasons for the final decision.

C.
When informal review is not required.  LTRAP is not required to provide the applicant an opportunity for an informal review for any of the following:

1.
Discretionary administrative determinations by LTRAP.

2.
General policy issues or class grievances.

3.
A determination of the family unit size under LTRAP subsidy standards.

4.
A HA determination not to approve an extension or suspension of a voucher term.

5.
A HA determination not to grant approval to lease a unit under the program or not to approve a proposed lease agreement.

6.
A HA determination that a unit selected by the applicant is not in compliance with HQS.

7.
A HA determination that the unit is not in accordance with HQS because of the family size or composition.

XIV.
 INFORMAL HEARING FOR PARTICIPANT OR LANDLORD
A.
 When hearing is required- 

LTRAP shall give a participant family an opportunity for an informal hearing to consider whether the following decisions, relating to the individual circumstances of a participant family or landlord, are in accordance with the law, HUD regulations and LTRAP policies:

1.
A determination of the family's annual or adjusted income, and the use of such income to compute the housing assistance payment.

2.
A determination of the appropriate utility allowance (if any) for tenant-paid utilities from LTRAP utility allowance schedule.

3.
A determination of the family unit size under LTRAP subsidy standards.

4.
A determination to terminate assistance due to illegal immigration status. 
5.
A determination to terminate assistance for a participant family or landlord because of the family's or landlord’s action or failure to act as required by the program regulations and procedures.

6.
A determination to terminate assistance because the participant family has been absent from the assisted unit for longer than the maximum period permitted under LTRAP policy and HUD rules.

In the cases described in paragraphs (a)(1), (4), (5) and (6) of this section, LTRAP must give the opportunity for an informal hearing before LTRAP terminates housing assistance payments for the family under an outstanding HAP contract.

B.
When hearing is not required.  

LTRAP is not required to provide a participant family or landlord an opportunity for an informal hearing for any of the following:

1.
Discretionary administrative determinations by LTRAP.

2.
General policy issues or class grievances.

3.
Establishment of LTRAP schedule of utility allowances for families in the program.

4.
A HA determination not to approve an extension or suspension of a voucher term.

5.
A HA determination not to approve a unit or lease.

6.
A HA determination that an assisted unit is not in compliance with HQS. (However, LTRAP shall provide the opportunity for an informal hearing for a decision to terminate assistance for a breach of the HQS caused by the family as described in § 982.551(c).)

7.
A HA determination that the unit is not in accordance with HQS because of the family size.

8.
A determination by LTRAP to exercise or not to exercise any right or remedy against the owner under a HAP contract.

9.
A HA determination that the initial rent or the rental increase requested is not in accordance with the program’s rent reasonableness guidelines, including where it has necessitated a reduction in rent triggered by a request for a rent increase by the landlord, in cases where the HA’s rent reasonableness comparability basis indicates such a reduction.

C.
Notice to family. 

1. In the cases described in paragraphs A. 1,2, and 3 of this section, LTRAP shall notify the family that the family may ask for an explanation of the basis of LTRAP determination, and that if the family does not agree with the determination, the family may request an informal hearing on the decision.

2. In the cases described in paragraphs A. 4, 5 and 6 of this section, LTRAP shall give the family prompt written notice that the family may request a hearing.  The notice shall:

a.
Contain a brief statement of reasons for the decision,

b.
State that if the family does not agree with the decision, the family may request an informal hearing on the decision, and

c. State the deadline for the family to request an informal hearing.

3.
If the Participant fails to request a hearing within 10 days of the date of the Notice, LTRAP will send a second notice informing the participant of the final decision. A copy will also be sent to the landlord.
D.
Expeditious hearing process.  

Where a hearing for a participant family is required under this section, LTRAP shall proceed with the hearing in a reasonably expeditious manner upon the request of the family.

E.
 Hearing procedures-

1.
Discovery by the Family.  The family shall be given the opportunity to examine, before the LTRAP hearing, any HA documents that are directly relevant to the hearing.  The family shall be provided with copies of requested document in accordance with NJSA.  Any document not made available for examination on request of the family shall not be used at the hearing.

2.
Discovery by LTRAP.  LTRAP must be given the opportunity to examine at LTRAP offices before LTRAP hearing any family documents that are directly relevant to the hearing.  LTRAP must be allowed to copy any such document at LTRAP's expense.  If the family does not make the document available for examination on request of LTRAP, the family may not rely on the document at the hearing.

3.
Documents.  The term "documents" includes records and regulations.

4.
Representation by family.  At its own expense, a lawyer or other representative may represent the family.

5.
Hearing officer.  The hearing shall be conducted by any person or persons designated by LTRAP, other than a person who made or approved the decision under review, or a subordinate of this person.  The person who conducts the hearing shall regulate the conduct of the hearing in accordance with LTRAP hearing procedures.
6.
Evidence.  LTRAP and the family shall be given the opportunity to present evidence, and may question any witnesses.  Evidence may be considered without regard to admissibility under the rules of evidence applicable to judicial proceedings.

7. Issuance of decision.  The person who conducts the hearing must issue a written decision, stating briefly the reasons for the decision.  Factual determinations relating to the individual circumstances of the family shall be based on a preponderance of the evidence presented at the hearing.  A copy of the hearing decision shall be furnished promptly to the family.
8.
 Effect of decision.  LTRAP is not bound by a hearing decision:

a.
Concerning a matter for which LTRAP is not required to provide an opportunity for an informal hearing under this section, or that otherwise exceeds the authority of the person conducting the hearing under LTRAP hearing procedures.

b.
Contrary to HUD regulations or requirements, or otherwise contrary to federal, State, or local law.

c.
If LTRAP determines that it is not bound by a hearing decision, LTRAP must promptly notify the family of the determination, and of the reasons for the determination.

F. Restrictions on assistance for noncitizens.  The informal hearing provisions for the denial of assistance on the basis of ineligible immigration status are contained in 24- CFR 5. Reviews and informal hearings are not required for determinations required by HUD rules or decisions made in accordance with written LTRAP policies on matters in which LTRAP has discretion.

XV.
PAYMENTS OF AMOUNTS OWED BY FAMILY

Prior to being placed on the Waiting List, applicants that owe money to LTRAP or any other subsidized housing administrator, must pay the amount owed.  If a participating family is terminated from the program per Section 16 below, LTRAP is required to re-determine family rent contributions retroactively if the family failed to report complete and accurate income information and the family is required to repay LTRAP.  In accordance with 24 CFR 792, LTRAP will investigate and pursue repayment, including initiating an action to recover amounts due from the family.
XVI. EXAMINATION & REEXAMINATION OF INCOME

LTRAP must examine family income and verify income at the time of admission and at least once annually thereafter. The regulations covering reexamination of income are found at 24 CFR part 5, subpart F. In the case where a family’s income is irregular as in the case of net income from a business, per-diem workers, commission based employment, the family will be recertified twice a year to ensure accurate reporting of income. The family will be required to provide the most recently filed tax return as well as a certified accountant’s report.  The accountant’s report must be itemized and will be compared for accuracy to the IRS tax transcript.
When a family is reached on the Waiting List they will be notified in writing to contact this agency for an appointment. The family must provide documentation of its household income. The family will be given 90 days to provide all documentation to this agency for an eligibility determination. If all documents, (including social security cards, employer information, asset documentation including bank statements, copy of last filed tax return) are not submitted within the 90 day period, the family will be removed from the Waiting List. A notice will be sent to the family at least two weeks prior to the expiration of the 90 days period, advising them that the 90 days are about to end and that their name will be removed from the Waiting List unless all documents are received by the deadline date. This 90 day time frame is not a part of the 120 day voucher term. This 90 days applies to the maximum term LTRAP will allow a family to get their paperwork together so that LTRAP is able to determine eligibility and issue the Housing Choice Voucher.

LTRAP will seek to obtain third party verification of family annual income, the value of assets, expenses related to deductions from annual income and other factors that affect the determination of adjusted income. LTRAP will mail directly to the employer an Employer’s Report Form to be completed by the employer and returned directly to LTRAP to verify anticipated income, if paystubs are not sufficient to accurately calculate income. A similar letter requesting a report of all assets will be mailed directly by LTRAP to applicable financial institutions requesting that the report be returned directly by mail, fax, or email to LTRAP so as to obtain third party verification of all assets, again where income from statements is not sufficient.
All assets will be compared to the previous year’s to make sure all are accounted for. Changes of asset value of over $1000 will have to be fully explained and documented. Assets forfeited at less than market value will continue to be counted at full market value for two years.  All paperwork and required forms must be submitted to this office by the participant at least 30 days prior to the recertification date. If a participant fails to supply all required information in a timely manner, LTRAP will send the participant a written Notice of Intent to Terminate Assistance. This notice shall inform the participant of his right to request an Informal Hearing in accordance with Section 14 of this policy. A copy of the Notice will also be provided to the landlord. If the participant fails to request a hearing, or the hearing results in a decision upholding LTRAP’s initial determination, the participant will be notified in writing of the final decision to terminate assistance. At the discretion of LTRAP, the participant may be eligible for reinstatement for the following month if he offers to provide the necessary documentation required. 

In addition to the above income verification methods, LTRAP employs up-front income verification. through the HUD E.I.V Online System. LTRAP verifies that all income reported by the household matches the information obtained. LTRAP also checks all threshold reports to ensure that any increase in income was properly reported in accordance with this Agency’s Administrative Plan. In instances where there appears to be misrepresentation, e.g. the family has not reported a source of income, the family will be terminated from the program. Other times, for example, where there seems to be a discrepancy between the amounts reported by the employer and the amount reported through E.I.V., LTRAP will seek an explanation of the difference, and reconcile the difference, if and as needed.

As PHA, LTRAP receives social security information directly from the Social Security office through E.I.V. each month for its recertifying program participants. Again, households failing to report Social Security income to this office will be terminated. Differences in payment amounts will be reconciled, if and as needed.

LTRAP also matches each participant’s IRS form to its reported household income and asset information to verify accuracy. Original transcripts from the IRS are required. The participant must complete IRS Form 4506 so that the original transcript will be sent directly to LTRAP. In cases where a discrepancy or question arises, a full copy of the filed IRS form may be requested from the IRS.

Acceptable methods of third party verification shall include source documents received directly by mail, email or fax, inter-agency electronic verification, as well as oral confirmation of documents delivered by hand by the client.

Where direct third party verification has been requested and, after a reasonable time has not been obtained, the caseworker shall duly annotate the file and may then rely on source documents hand delivered by the client. 

Additional verification is done when admitting and screening students to the Section 8 Program. The following additional steps are added to the verification process:

A. Verify that the student is of legal age or is an emancipated minor.

B. Verify that the student has established a household separate from his parents at least one year prior to his application for Section 8.

C. Verify that the student has not been claimed on his parent’s or guardian’s tax return. This is done either by reviewing the student’s or the parent’s tax returns.
D. Determine student’s age, marital status, and if he/she has any dependents to determine how his income is to be counted.
Income Realism:  When an applicant or participant reports zero household income or household income which is below the then current minimum income guidelines (per household size) used by the Ocean County Board of Social Services/Temporary Assistance to Needy Families(TANF)—this creates a rebuttable presumption that the reported income is unrealistic, pointing to a potential program abuse/fraud or an error/omission in the declared household income. An in-depth review with the family is to be undertaken to determine whether there are additional sources of income, e.g., whether monies, goods, services or other forms of includable cash or non-cash financial assistance are received as grants or gifts that were not fully disclosed. After completion of the comprehensive review, if the family’s reported income is still unrealistic, and the family cannot provide a reasonable explanation as to manageability, then the applicant will be deemed ineligible on the grounds of apparent program abuse. In a case where a family reports zero income, and declares that it is living off of assets or loans, the comprehensive review must be completed at least every three months. If the reported income appears to be unrealistic in relation to the family’s living expenses, even if it is above the TANF guidelines, an in-depth review of the family’s income and expenses will be undertaken, including a credit check, which, in such a case, the applicant/participant will be required to authorize as a condition for admission or continued participation in the program. If this detailed review with the family does not yield credible resolution of the discrepancy between the family’s reported income and actual expenditures, then the applicant or participant will be deemed ineligible on the grounds of apparent program abuse. 

Interim Determination Request:  A tenant may request at any time an interim determination of family income or composition because of a decrease in income since the last determination. Any change in income reported by the 15th of the month will be processed for the following month. A change in income reported after the 15th of the month will be processed for the subsequent month. 
Mandatory Interim Determinations: A family must promptly report changes in household income and family composition between annual re-examinations.  Promptly means reporting must be done within ten (10) business days of the “Date of Onset (the day a participant learns of a change).  Failure to report required changes in income within such ten (10) day grace period will constitute misrepresentation on the part of the family and will result in termination from the program.  LTRAP will continue to re-verify all income at annual recertification unless otherwise set forth below in subsection H.  If there is any question about what to report, a family must report any and all changes and the LTRAP staff will decide whether it is to be counted and will notify the family in writing.  Required reporting includes but is not limited to:
1. Any change in the source of EARNED INCOME, such as those resulting from a change in employer, job title, transition from part -time to full time employment, an adult family member previously unemployed obtaining employment, any additional income arising from a new family member, etc.
2. Any change in UNEARNED INCOME, such as an increase in TANF, SSI, SS or Child Support.  
3. Any change in UNEARNED INCOME, such as income received on behalf of any family members but not previously reported.
4. Any decrease in household income.
5. An addition of a family member

6. LTRAP’s prior approval must be obtained to add new adult household members to the voucher and lease. With the exception of a spouse, adult household members will not be approved unless failure to do so will result in a hardship to the existing family members. Adult household members must also pass screening criteria related to prior criminal history prior to being added.
7. If a family member leaves the household, this must be reported.
LTRAP will review the information provided and will only process an income change if there is a change in gross income of 10% or more. As in the case of a decrease in income, changes occurring before the 15th of the month will be processed for the next month, after the 15th for the subsequent month. In the case of an increase the change will be processed based on the date the income increased rather than on the date the family reported the increase to LTRAP; however no adjustments will be made retroactively for decreases that were not reported in a timely manner.
Additional bases for termination from the program: 
a. Income intentionally not reported or under-reported by a family.
b. Vacating a unit without proper notification to the landlord and LTRAP.
c. A Court ordered eviction from a unit due to failure of a family to meet its obligations under the lease.
d. Failure to promptly remit to LTRAP filed tax returns.  
e. Receipt of a double subsidy.

Business Income Reporting: If a family derives any income from a business (or businesses) that it operates or participates in, it must report income increases and/or decreases to LTRAP per the terms of this Section 16; 

Income Deductions:  Income for the Section 8 program is in part determined after certain allowable deductions that are not otherwise allowable deductions on a federal tax return.  For example, under 24 CFR 5.611(a)(4), LTRAP is required to deduct from annual income any reasonable child care expenses as such expenses are defined under 24 CFR 5.603(b).  A family must report any child care expenses it intends to deduct from its income as if reporting changes in household income.  LTRAP cannot and will not determine if such child care expenses are reasonable unless it is given the opportunity to utilize the same third party verification procedures it is otherwise required to utilize in determining income.

XVII. OWNER OR FAMILY DEBTS TO THE PHA

A. OVERVIEW

LTRAP is required to include in the Administrative Plan, policies concerning repayment by a family of amounts owed to LTRAP (24 CFR 982.54). This part describes LTRAP’s policies for recovery of monies that have been overpaid on behalf of families, or to owners or loans extended to families.


LTRAP Policy


When an action or inaction of an owner or participant results in failure to honor a contractual obligation (e.g. loan) or the overpayment of housing assistance, LTRAP holds the owner or participant liable to return any overpayments to LTRAP.

LTRAP will enter into a repayment agreements in accordance with the policies contained in this part as a means to recover overpayments. 

When an owner or participant refuses to repay monies owed to LTRAP, LTRAP may utilize other available collection alternatives including, but not limited to, the following:


Collection agencies


Small claims court


Civil law suit


State income tax set-off programs.

B. REPAYMENT POLICY

Owner Debts to LTRAP

LTRAP Policy

Any amount due to LTRAP by an owner must be repaid by the owner within 30 days of the LTRAP determination of the debt.


If the owner fails to repay the debt within the required time frame and is entitled to future HAP payments, LTRAP will reduce the future HAP payments by the amount owed until the debt is paid in full.


If the owner is not entitled to future HAP payments LTRAP will offer to enter into a repayment agreement in accordance with the policies below.


If the owner refuses to repay the debt, enter into a repayment agreement, or breaches a repayment agreement, LTRAP will ban the owner from future participation in the program and pursue other modes of collection.

Family Debts to the LTRAP


LTRAP Policy


Any amount due to LTRAP by an HCV participant must be repaid by the family. If the family is unable to repay the debt within 30 days, and there is plausible argument that the debt was a result of an honest error and not fraud, then LTRAP will offer to enter into a repayment agreement in accordance with the policies below. There is no maximum dollar amount for considering whether or not LTRAP will enter into a repayment agreement

If the family refused to repay the debt, enter into a repayment agreement, or breaches a repayment agreement, LTRAP will terminate the assistance upon notification to the family, report the debt in HUD’s “Debts Owed to PHAs & Terminations” database tracking system, and pursue other modes of collection.

Repayment Agreement (24 CFR 792.103)

The term repayment agreement refers to a formal document signed by a tenant or owner and provided to LTRAP in which a tenant or owner acknowledges a debt in a specific amount and agrees to repay the amount due at specific time periods.

Repayment Agreement Guidelines

Down Payment Requirement

LTRAP Policy

Prior to the execution of a repayment agreement, the owner or family must pay 25 percent of the balance owed to LTRAP. The Executive Director may authorize a different down payment to avoid a financial hardship for the family.

Payment Thresholds


LTRAP Policy
●
Amounts over $3,000 must be repaid within 24 months.

●
Amounts between $2,000 and $2,999 must be repaid within 18 months.

●
Amounts between $1,000 and $1999 must be repaid within 12 months.

●
Amounts under $1,000 must be repaid within 6 months.

Execution of the Agreement


LTRAP Policy

The head of household and spouse/cohead (if applicable) must sign the repayment agreement.

Due Dates


LTRAP Policy

All payments are due by the close of business on the 10th day of the month. If the 10th does not fall on a business day, the due date is the close of business of the first business day after the 10th.

Non-Payment

LTRAP Policy

If a payment is not received by the end of the business day on the date due, and prior approval for the missed payment has not been given by LTRAP the family is in default and subject to sanctions.


LTRAP may modify, extend, or suspend the terms of the repayment agreement upon a showing an extenuating circumstance beyond the control of the family prevented it from complying with the terms of the repayment agreement (e.g. death or medical emergency in the immediate family).

If after receiving a final notice to pay from LTRAP, a family fails to bring the account into good standing, LTRAP will terminate assistance upon written notification to the family.

No Offer of Repayment Agreement

LTRAP Policy

LTRAP will not enter into a repayment agreement if there is already or was a repayment agreement in place with the family or owner, or while the matter is under investigation for possible criminal prosecution or is currently being criminally prosecuted. Subsequent offenses will result in immediate termination from the program. LTRAP will terminate the assistance upon notification to the family, report the debt in HUD’s “Debts Owed to PHAs & Terminations” database tracking system, and pursue other modes of collection.

Debts Owned to Public Housing Agencies and Terminations

HUD requires housing agencies to report in a nation-wide database on balances owed any PHA or S8 landlord; whether a repayment agreement has defaulted; whether the PHA has obtained a judgement against the former participant; whether the former participant filed for bankruptcy; the negative reasons for end of participation status such as fraud, abandoned unit, lease violations, criminal activity, and end of participation date.
XVIII. SECURITY DEPOSITS

Security deposits may be collected by the landlord up to an amount not to exceed private market practice and State law. No further unpaid rent, damage or vacancy claims will be made for any unit leased after October 1995.

XVIII.
SPECIAL HOUSING TYPES

Housing assistance shall not be provided for Single Room Occupancy (SRO) housing.

Housing assistance shall not be provided for Shared Housing.

Housing assistance shall be provided for Congregate Housing and Independent Group Residences and Manufactured Homes, (e.g., Mobile Homes) provided that all pertinent HQS requirements are met.

XIX.
VOUCHER PROGRAM PAYMENT STANDARDS
LTRAP shall maintain a payment standard schedule (see Appendix “A”) for each bedroom size.  The payment standards shall not be less than 90 percent, nor more than 110% of the published Fair Market Rent (in effect when the Payment Standard schedule is adopted.)
LTRAP shall annually assess the adequacy of the Payment Standards.  The Payment Standard may be increased or decreased as deemed appropriate. 

XX.      REASONABLE RENT REQUIREMENTS

LTRAP may not approve an initial lease, or a requested rent increase at recertification, until and unless LTRAP determines that the rent to the owner is both comparable and reasonable.  Rent reasonableness testing will be conducted as described in Section 1. D. above.   LTRAP shall determine whether the rent to the owner is comparable to rent for other comparable unassisted units. To make this determination, LTRAP will consider the location, quality, size, unit type, age of the unit, any amenities, housing services, as well as maintenance and utilities to be provided by the owner in accordance with the lease agreement.  LTRAP will enter this information into the third-party provided web based program used for this determination.  Where necessary, LTRAP, with the authority vested in the CEO and CFO may override, where necessary due to very low assessment, as more fully explained above, in Sec. 1. D. (see footnote).
LTRAP maintains a schedule of utility allowances which is used both in the calculation of the gross rent and in determining rent comparability to other unassisted units. This Schedule is reviewed annually and adjusted where necessary to coincide with current rate schedules. A copy of the current Utility Schedule is attached, as Appendix “B” and is also sent to HUD when changed. The utility allowance calculated is based on the smaller of the unit size or the family size. This change is effective October 1, 2014, based on the change in regulations printed in the Federal Register on June 25, 2014, and after the required 60 day notice has been provided to the current participants. A family with a person with disabilities may request the larger utility allowance if needed as a reasonable accommodation to the disabled person.
Rent increases will not be granted to any unit unless same is requested 60 days in advance in writing. Landlords are notified 120 days prior to their lease renewal that if they would like to increase the rent, the request must be received in writing at least 60 days prior to the lease renewal date. Rent increases will be limited to that allowed by Lakewood Rent Control, 6.5% if the owner provides heat and 5% if the tenant pays for the heat. The request is then reviewed. The increase will be limited to the lower of either  the rent control limit, rent reasonableness limit, or rent increase requested by the landlord. If the requested rent is approved, the renewal is completed. If the requested rent increase is denied, a notice is sent to the landlord advising him of the denial and the reason for the denial. 
XXI.
RESTRICTIONS ON NUMBER OF MOVES

Participants are restricted to one move every 12 months while on the program. LTRAP may waive this requirement if the landlord agrees to release the tenant from the lease. After the initial one year period a family may move if it properly notifies the landlord and this agency. A family must give a written 60 day advance notice to the landlord and this agency of its intent to move. All income paperwork must be resubmitted and a complete update performed. All paperwork must be in 30 days prior to the intended move date. The unit must pass HQS inspection at least 10 days before the intended move date. All moves will be processed for the 1st or the 15th day of the month only. Overlapping HAP payments (to both the old and the new units) may be made in certain instances provided proper notification and/or landlord releases have been made and/or obtained. This would only apply to ½ months where the tenant may move in the middle of the month and the original landlord may still be eligible for the full month’s HAP payment. 

The landlord must provide his own lease to the tenant and a copy must be furnished to this Agency. All evictions must be handled through the courts with full documentation to this Agency.

XXII. 
‘ONE-STRIKE AND YOU’RE OUT’ POLICY

This Agency may deny assistance to an applicant or terminate assistance to a participant family, if any member of the family commits:

A.   Drug related criminal activity; or

B.   Violent criminal activity.
If the LTRAP seeks to deny or terminate assistance because of illegal use, or possession for personal use, of a controlled substance, such use or possession must have occurred within one year before the date that this Agency provides notice to the family of the determination to deny or terminate assistance.

The LTRAP shall not deny or terminate assistance for such use or possession by a family member, if the family member can demonstrate that he or she:

1,   Has an addiction to a controlled substance, has a record of such an impairment, or is regarded as having such impairment; and
2,   Is recovering, or has recovered from, such addiction and does not currently use or possess controlled substances.

The LTRAP shall require a family member who has engaged in the illegal use of drugs to submit evidence of participation in, or successful completion of, a treatment program as a condition to being allowed to reside in the unit.

In determining whether to deny or terminate assistance based on drug related criminal activity or violent criminal activity, LTRAP shall deny or terminate assistance if the preponderance of the evidence indicates that a family member has engaged in such activity, regardless of whether the family member has been arrested or convicted.

The LTRAP shall permanently deny assistance to individuals convicted of manufacturing or producing methamphetamine (“speed”)

The LTRAP shall immediately and permanently terminate assistance for participants convicted of manufacturing or producing methamphetamine (“speed”).

XXIII.
 Criminal History Check. 

Before admitting anyone to the Housing Choice Voucher, LTRAP will perform a criminal history check. This may be done either through the State Police or a web-based search program. The applicant is asked to sign a Request for Criminal History Information, which authorizes LTRAP to obtain the information. The New York City Housing Authority, Section 8 Criminal Background Check Procedure, Standards for Admissions, Forms, and Related Record Keeping Procedures, as amended from time to time, have been adopted by the Board of Trustees of the Lakewood Tenants Organization, Inc. for use by LTRAP.  The criminal history report is reviewed and a determination is made based on this policy. The applicant is given an opportunity for a hearing if he/she wishes to appeal this decision. A final determination is made by the hearing officer. 

XXIV.
Treatment of Income Changes Resulting From Welfare Program Requirements

If income is reduced because of a sanction imposed by a State funded Assistance Program (Welfare, Temporary Assistance to Needy Families –TANF), or because of fraud, the family portion will not be reduced during the period of the income reduction.

The Family Portion may be reduced if income is reduced because of the expiration of the time limit on receiving benefits or a situation in which a family has complied with the welfare program requirements but cannot obtain employment.

XXV.
Minimum Rents
LTRAP will begin charging a minimum rent of $50 effective January 1, 2005. 
The following exceptions will apply when a minimum rent is charged. Hardship circumstances include: (1) the family has lost eligibility or is awaiting an eligibility determination for a Federal, state or local assistance program, (2) the family would be evicted as a result of the imposition of the minimum rent requirements, (3) the income of the family has decreased because of changes in circumstances including loss of employment, a death in the family has occurred, and other circumstances determined by this Agency.
The exemption shall not be provided if the hardship is determined to be temporary.  This Agency shall not evict the family for non-payment of rent on the basis of the hardship if hardship is determined to be temporary during the 90-day period, beginning upon the date of the family’s request for the exemption.  During this 90-day period, the family must demonstrate that the financial hardship is of a long-term basis.  If the family demonstrates that the financial hardship is of a long-term basis, this Agency shall retroactively exempt the family from the applicability of the minimum rent for the 90-day period.

If a family requests a hardship exemption, the minimum rent is suspended until a determination is made whether: there is a hardship covered by this policy, (b) hardship is temporary or long-term.  If this Agency determines that there is no hardship covered by this policy, the minimum rent is imposed, including back payments for minimum rent from time of suspension.  

If this Agency determines that the hardship is temporary, the minimum rent also is, including back payment for minimum rent from the time of suspension.  The family shall not be evicted for non-payment during the 90-day period commencing on the date of the family’s request for exemption of the minimum rent in excess of the tenant rent otherwise payable.  If necessary, a repayment agreement will be offered for any such rent not paid during the period.  If the family thereafter demonstrates that the financial hardship is of long-term duration, the Authority shall retroactively exempt the family from the minimum rent requirement.

XXVI. HAP Payment to Landlords:

Each month this Agency will make HAP payments to the participating landlords within the first 5 days of the month. A late fee will be paid, to any landlord requesting same, for any late payment made by this agency, due to its negligence.  HAP Payments are paid by direct deposit only. If a landlord fails to provide proper direct deposit information and the payment cannot be made, the payment will not be considered late. Late fees will not be paid if the payment is delayed through no fault of LTRAP, i.e. the tenant fails to submit all required paperwork, HUD funds are not received, etc. 
XXVII.  Portability:

A voucher holder requesting to transfer his assistance out of the area will be transferred to a Housing Authority (HA) administering a Section 8 program in the area in which he/she seeks to reside. This transfer will be approved as explained in Section 1. This Agency will make prompt reimbursement to any agency billing us for the housing assistance payment. Similarly, any HA requesting that LTRAP administer Section 8 assistance for one of its tenants will be promptly billed. LTRAP will not absorb any portable tenants until such time as our own Waiting List is exhausted, and the Board of Trustees decides to absorb portable tenants.

Applicants selected for participation will be allowed to take their Housing Voucher out of the area. However, an applicant who is entering the program as a nonresident applicant (a case where neither the head nor spouse had a domicile in the jurisdiction of this agency at the time that the original application was submitted) will not be permitted to transfer out of our jurisdiction for a period of one year.

XXVIII.  Family Self-Sufficiency Program:

LTRAP currently maintains a Family Self Sufficiency Program as required. The program size was 61 units. As per the QHWRA, the FSS Program is to be phased out as the participants graduate. However, any family who does not succeed in completing program will be replaced. All graduates after 10/1/98 need no longer being replaced; however, LTRAP has decided to increase the program size so as to encourage program participants to achieve self-sufficiency and ultimately purchase a home. 
The Lakewood Township Residential Assistance Program (LTRAP) will fully comply with all Civil Rights laws, including the Americans with Disabilities Act of 1990, the Age Discrimination Act of 1974, and Title IX of the Education Amendment Act of 1972.

Moreover, in accordance with Section 808(e)(5) of the Fair Housing Act, the Lakewood Township Residential Assistance Program (LTRAP) will affirmatively further fair housing by: (1) taking all necessary steps to overcome any impediments to fair housing, including any impediments identified in the Analysis of Impediments (AI) to Fair Housing Choice, as applicable, (2) remedy discrimination in housing, (3) promote fair housing rights and fair housing choice, and (4) affirmatively further fair housing opportunities for classes protected under the Fair Housing Act.  

Specifically, LTRAP’s target population is minority, elderly/disabled and student-headed households. These families will be encouraged step-by-step to participate in our Section 8 Family Self Sufficiency Program which will hopefully lead them to our Section 8 Homeownership Program. We will work with these families closely to alleviate any fair housing issues specifically in the area of finding a first home, or decent and affordable rental housing, if they so choose. We will connect with all local agencies in this area to assure that these families break through all the barriers and gain the greatest choice in finding decent affordable housing and achieve homeownership and fair housing. 

Furthermore, LTRAP will take all reasonable steps to further fair housing, and will maintain records of these steps as well as their impacts. Such reasonable steps include, but are not limited to: (1) Advertising widely in the community in minority newspapers including the Greater Media Newspaper, as well as any others, for the coordinator position or positions, (2) marketing the program to all eligible persons, including persons with disabilities and persons with limited English proficiency, (3) making building and communications that facilitate applications and service delivery accessible to persons with disabilities (see for example, HUD’s rule on effective communications at 24 CFR  8.6), (4) providing fair housing counseling services or referrals to fair housing agencies, (5) informing participants of how to file a fair housing complaint, including providing the toll free number for the Housing Discrimination Hotline: 1-800-669-9777, and (6) if the program has a goal of homeownership or housing mobility recruiting landlords and service providers in areas that expand housing choice to program participants. Recordkeeping covers, but is not limited to, the race, ethnicity, familial status, and disability status of program participants.

LTRAP will select families to participate in the FSSP per the following process:

A.
All families will be selected from currently leased Sec. 8 participants.  They will be chosen by seniority, as determined in the chronological order in which their application was received and logged in. Priority preference will be given to families who either live or work within the Township of Lakewood. 

B.
All families selected to participate in the FSSP must live in the jurisdiction of the Lakewood Township Rental Assistance Program for the first 12 months of their FSSP Contract.

C.
A selection preference will be given, for up to 50% of the total number of FSSP slots, to families who have at least one family member enrolled in or on the waiting list for, a FSSP related service, including job training and education.  

D. 
This preference will also be given to FSSP participants from another housing authority, provided the services required are available in the jurisdiction of LTRAP.

E.
LTRAP will not discriminate against otherwise qualified persons because of the person's disability and/or handicap(s).  LTRAP will make reasonable accommodation to the person's disability and/or handicap to allow participation in FSSP.  LTRAP may decide that such accommodation is not reasonable if it causes undue financial and administrative burdens.

E. By offering enrollment to current leased participants by order of seniority, based on the date of initial application, the LTRAP will ensure that potential FSSP participants are treated without regard to race, age, color, religion, sex, handicap, familial status or national origin

Families may not be enrolled, for the following reasons:
1.  A family was previously terminated from the FSSP program.

2.  A service, which is essential to the family's needs, is not available within the jurisdiction of  LTRAP. The FSSP slot will be offered to the next eligible family for which available services exist.  The skipped family will, however, be assigned its original position and preference, if and when the needed services do become available. 

3.  A family plans to move outside the jurisdiction of  LTRAP within one year of the signing of its FSSP contract.   (See Selection Criteria B above).

4.  The family has not reimbursed LTRAP or another PHA for any reimbursable amounts paid to an owner under a housing assistance payments or housing voucher contract for rent or other amounts owed by the family under a prior lease.  However, a family that is up-to-date on a repayment agreement, or a family owing money to  LTRAP or another housing authority, who agrees to reimburse this agency as a condition of its FSSP participation, will be allowed to  participate in the FSSP. 

5.  There will be limited motivational screening.  After the initial needs assessment interview the participants will be asked to accomplish  preliminary tasks relevant to their FSSP goals on a standardized  Preliminary Task Form. 

LTRAP will maintain an escrow account for the FSSP participants. The FSSP Coordinator will calculate the amount of escrow payment to be made for each participant, where applicable. This payment will be paid directly to the LTRAP FSSP Escrow Account. An annual statement will be made to the participants. The full amount in the Escrow Account will be paid to the participant at the successful completion of his/her contract.

Payment of the FSSP Escrow will not be made to the family in the following instances:

a. The family fails to fulfill its obligations under the FSSP Contract of Participation within five years after entering into the contract. However, in the event of extenuating circumstances, up to a two-year extension may be approved by the FSSP staff.

b. If the family otherwise fulfills its obligations under the FSSP Contract of Participation, but is still receiving Federal, State, local or other public assistance (other than rental assistance). The family must be off all other forms of assistance for a one year period prior to receiving its FSS Escrow payment.

c. If the participating family moves to a place which is too far for them to receive services, and the receiving PHA cannot enroll the family in its own FSSP, or does not have an FSSP.

It is the intention of LTRAP to assemble and offer services to FSSP families  to help them gain control of their own  lives, and to help them become independent  and self-sufficient.  If the head of the household refuses to seek or maintain suitable employment during the term of the contract or fails to live up to other obligations under the Contract, the FSSP staff will work with the family to determine the cause of  the  problem(s).  If the problems cannot be addressed successfully, and there are no extenuating circumstances which qualify the family for an extension, the family will be terminated from the FSSP.  Upon successful completion of the FSSP,  LTRAP will turn over to the head of the family the amount in the participating family's FSSP Escrow Account in excess of any amount owed the PHA, if any.   The amount shall not be paid until:

(1) LTRAP determines that the participating family has met all of its obligations under the Contract of Participation; and

(2) The head of the family certifies that, to the best of her/his knowledge and belief, members of  the participating family no longer receive any Federal, State, local or other public assistance, excluding rental assistance. 


(3) In addition, when thirty percent (30%) of the family's monthly adjusted income equals or exceeds the Fair Market Rent [in accordance with 24 CFR 984.303(g)(2) the family will be considered to have successfully completed the FSSP and will receive all moneys in the Escrow Account in excess of what the family owes to LTRAP.

The PHA will refuse a family for FSSP participation a second time if that family previously participated unsuccessfully in the program.

LTRAP will have a specific procedure for terminating FSSP participation, which would result in the forfeiture of all moneys in the Escrow Account.

The FSSP Contract includes the goals and objectives jointly developed by the FSSP staff and the head of household.  The goals and objectives will be written to include activities, time lines for completion, reporting processes and behaviors that trigger sanctions.  Any breach of the contract can begin the sanction process.

The sanction process will start with a warning letter sent to the family for any breach of the contract .  The warning letter will include the following: a notice of contract violation, the corrective action that must be taken and a time frame to correct the violation.  If corrective action is taken then no further action will be necessary.  If corrective action is not taken, then the Program Coordinator will refer the family to the Hearing Officer. The Hearing Officer is a supervisory staff  person in no way connected to the original decision.  If a family receives three (3) warning letters within two (2) years, they will automatically be referred to the Hearing Officer for review and possible recommendation for termination.  After the family has been referred to the Hearing Officer three times in two years, the family will automatically be terminated from the FSS Program. 

For every 12 months in which a family receives no sanction, the Program Coordinator will discount one (1) Warning Letter from their file.  For every 24 months in which a family receives no sanction,  one FSSP appeal  hearing will be discounted from their record.

The Hearing Officer's role is to decide appeals filed by FSSP participants in a fair hearing.  As part of the decision, he/she may recommend changes to the goals and objectives of the FSSP Contract, such as adding support services (i.e. addiction treatment), referral to another agency, elimination of activities and/or designation of a different Head of Household.  The Hearing Officer may also recommend, corrective action by family or agency within a specific time frame.  

The Hearing Officer will conduct an appeal within ten (10) working days of the written request, and will render his/her decision within five (5) working days.  The decision will be forwarded to the FSSP office, which will provide the formal written notification of the decision to the client within five (5) working days. There are two (2) separate types of violations that can begin the Notice of Intent to Terminate.

(a) Violation of the Section 8 Program.  Any violation of this kind will follow the existing process established in the Section 8 Administrative Plan.  These violations will be initiated by the Section 8 staff with notice to the FSSP Coordinator .

(b) Violation of the FSSP Contract of Participation.  This Notice of Intent to terminate will be initiated by the FSSP staff with notice to the Section 8 Supervisor. The FSSP Notice of Intent to terminate may be initiated by either (a) recommendation of the FSSP Coordinator, or (b) three (3) warning letters within two (2) years, or (c) three (3) FSSP hearings within two (2) years.  

 A detailed Action Plan explaining all policies and procedures used in administering this Program is attached hereto in the Family Self-Sufficiency Program Action Plan. (Attachment "B" which is made a part of this Administrative Plan by reference and attachment.)

XXIX.  Homeownership Program.

LTRAP developed a homeownership program, called HomeRunTM, in accordance with the final regulations set forth in the Federal Register on September 12, 2000. Under this program a family receives a monthly homeownership payment similar to the rental assistance payment. LTRAP will also offer a down payment assistance program in accordance with the regulations set forth in the Federal Register on Friday, October 18, 2002, when funds are appropriated for this use. LTRAP offers the homeownership option to all eligible Section 8 participants. It will also be offered to applicants who have been determined eligible for participation in the program, and will be either issued a Housing Choice Voucher or the option to buy a home. Only families that meet the criteria set forth in the regulations will be permitted to participate in this program. When down-payment assistance is available, an eligible family can choose either type of homeownership assistance. Once a family has participated in any form of homeownership assistance it will not be eligible for the other form of homeownership assistance at any time.  LTRAP is capable of administering this program as it has:

A. Established a minimum homeownership down  payment requirement of at least 3 percent (3%) and requires that at least one percent (1%) of the down payment come from the family’s resources; and

B. Require that financing for purchase of a home under its Section 8 Homeownership Program will be provided, insured, or guaranteed by the state or Federal government; comply with secondary mortgage market underwriting requirements; or comply with generally accepted private sector underwriting standards.

LTRAP’s full Homeownership Plan is attached and details all the policies that apply to this program. Additionally a pamphlet similar to the Housing Choice Voucher Guide which is given to renters, is presented to the homeownership participants. This pamphlet describes the regulations, procedures and policies that apply to the HomeRunTM Program.

XXX. 
Budgeting and Staffing Needs.
L.T.R.A.P.  administrative staff assigned to this program (Section 8) presently consist of: the Executive Director, who is also the Chief Executive Officer “CEO”, Chief Financial Officer, 2 Building Evaluators,  8 Case Workers (CW), 1 FSS Project Coordinator and one Receptionist.  LTRAP also tries to maintain at least one bilingual employee on staff in order to adhere to LEP requirements. If not possible arrangements are made with community organizations as per LTRAP’s LEP plan. Because of our ongoing programs and the extensive prior governmental administrative experience of our executive administrative staff, (more than two decades), we are confident that we can accomplish the objectives of this program within the allowable administrative fees.


A.


C.E.O./Executive Director.





The CEO/Executive Director will be responsible for the overall direction including the general publicity of the program.  This would include meeting with local organizations, realtors, tenant groups, civic groups, etc. and explaining to landlords the benefits of participating in the program.






The Executive Director, assisted by the administrative staff, will screen applicants, verify income, calculate gross family contributions and review computations and recommendations (initially calculated by the Case Workers), and brief applicants as to their rights and responsibilities.  All computations will be reviewed under the direction of  the Executive Director before making a final decision as to the eligibility of the applicant.






The Executive Director will be responsible for ensuring that staff is updated regularly on evolving HUD regulations and requirements and will also be responsible for administration of all fiscal matters relating to the program. He may also conduct informal reviews and informal hearings referred to him by the Compliance Specialist, where and as required, and issue his decision.


B.


Chief Financial Officer.






The Chief Financial Officer is responsible for all accounting functions of the Sec. 8 program.  She will prepare the accounting books, financial reports and submissions, maintain HAP Register and prepare all HAP payments. The C.F.O. is also responsible for the overall office management including clerical and routine operations of the program. It is her responsibility to handle training and assistance to the case workers, ensure all office functions are completed in a professional, accurate and timely manner, handle daily communication with tenants and landlords to ensure overall understanding of the Section 8 program as well as handle all problems and issues concerning the public.  She may also conduct informal reviews and informal hearings referred to her by the Compliance Specialist, where and as required, and issue her decision.
C.          Compliance Specialist.
The Compliance Specialist will review all matters relating to potential program abuse issue. The Case Worker will bring apparent program abuse cases to the Compliance Specialist for review. If the Compliance Specialist agrees that there is apparent abuse she will recommend corrective measures such as restitution or termination of benefits for a participant, or rejection from the program in the case of an applicant or participating landlord. The Case Worker will then notify the affected party of the preliminary findings and provide an opportunity for informal review or informal hearing where and as required.

D.          Building Evaluator.


The Building Evaluator will make all unit evaluations and will accept, reject or submit conditions which must be met prior to the tenant's occupancy and/or recertification.  He/she also will evaluate a unit after a tenant vacates it upon an owner's request to ascertain tenant damages for any old tenancies (prior to 10/95). The Building Evaluator together with the Case Worker will undertake rent reasonableness determinations.

E.


FSSP Coordinator.


Under the direction of the Executive Director, the FSSP Coordinator plans, organizes, administers, monitors and evaluates the Family Self Sufficiency Program; does related work as required.  The FSSP Coordinator interviews applicants to determine their eligibility for the Family Self Sufficiency Program.  Once applicants are certified eligible for FSSP, the Program Coordinator ascertains their individual supportive services and training needs, setting up goals and finalizing the FSSP Contract between the applicant and the agency.  The FSSP Coordinator completes all recertifications – annual, interim and moves when necessary. In addition she calculates the FSS escrow monthly payment and determines the qualifications for receiving the final payout from the FSS account. She periodically reviews the goals and progress of the clients in the Program.


F.


Homeownership Coordinator.






The Homeownership Coordinator meets with all potential Section 8 Participants interested in purchasing a home. She determines their eligibility for the program and counsels those who are not yet eligible to participate. The Homeownership Coordinator provides a workshop for all prospective participants. She also completes all casework involved in moving the participant from renting to homeownership.


G.


Case Workers.





The Case Workers will be responsible for screening and interviewing tenants – initial





certification and recertifications, calculating TTP's and preparing packages for tenants and landlords.The Case Worker,  working together with the Building Evaluator, will be responsible for ensuring proper rent reasonableness determinations.


H.

Receptionist.





The Receptionist will handle all inquiries by telephone or in person.  She will also be responsible for all mailings, filings and additional clerical duties.

All operations and functions not specifically enumerated above will be accomplished under the direction of the CEO/Executive Director, subject to the applicable HUD regulations and in consultation with LTRAP's Attorney and Accountant, as necessary.



Appendices (4)
1.
Fair Market Rents

2.
Voucher Payment Standards

3.
Income Limits

4.
Utility Allowances
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